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1. Which of the following is NOT a category of communication?
A. Spoken or Verbal Communication
B Non-Verbal Communication
C. Written Communication
D

Digital Communication

freforRad § 9 &9 War &1 2ol T18F 27
A. A9 a1 Aikgd HaR
B. R—AIRgd HaR

C. IKIECEISGEIN
D. INISEEGEIN
2. What is key to active listening?
A. Interrupting
B Planning responses
C. Full attention
D Multitasking

AfFT FU A AT DB Foll a7 22
A A ST

B. AT gfafharg
C. ORI €T
D. HECICTRBIT
3. Which of the following is a physical barrier to communication?
A Faulty equipment
B Differences in cultural values
C. Emotional distress
D Language proficiency
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frefoRad & 9 o4 YR & Yifde awrm 27

A, SIYQU IYHROT
B.  WikGidd HAl H iR
C. HAIG-TcAD FhT
D. GINIRCCIY R
4. Non-Verbal communication can:
A Only complement verbal communication
B Help regulate the flow of communication
C. Replace all verbal communication
D Be completely ignored in conversation

R—AIRgs AR B HhdTl 2

A. Hadl AIRIH FAR BT Y& BN
B. FIR & Jarg dI fAfFafHd a7 § G8rdar o
C. T A9 FIR BT 98

D.  dadid H YRl a8 W AoRiarel dR AT ST

5. Encoding process involves-
A Translating an idea
B Organization and sending
C. Translation of symbols encoded
D None of the above

TRIFST Ufshar # e 3—

A U IR &1 3are

B. TS IR W]

C. Thle by 7Y ueliepl T 3rare
D. T A PIS T

P.T.O.
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Which of the following is true about listening?

A. It is an involuntary process

B It is a passive ability

C. It requires psychological effort and concentration
D It does not require attention to sounds

g & ey # fFEfolRaa § & @9 a1 9@ 22
A. IE TP oD UfhaT
B. TE Up Afshy ewar 8

C. 3P foIU HAASG U IR TSIl &I MaeIHhal Bl &

D. 3O« R gF e P MaIIhT T8 @

Kinesics is the study of-
A. The study of body language, including facial expressions, posture, gestures,

and eye contact

B. The study of how language and culture are connected in communication
C. The study of how words are used in speech
D. The study of vocal intonations and pitch in verbal communication

PIEARIRT BT FETIT B—

A TR B Y9G, g1, BE9E IIR IfAl & FUD Fiod TRING 96T BT JLIT
B. AR H A 3R AWGT ¥ IS U & SHDT AT

C. HIYUT ¥ TMeRT BT SUANT DA fHAT ST & SHDT LTI

D. HAIfg® FOR H WR & WX AR U7 &7 arezgq

............ is the study of time in communication.

Kinesics

A

B. Proxemics
C Chronemics
D

Haptics



................. IR § GHY BT a2 |

A. 52 3'%1 SSERS|
B. PIERIEC]
C. ‘DlclhH
D.  gfica™

9. Paralanguage is-

A Walking modulation
B Hand modulation

C. Voice modulation
D

All of the above

IRTcaST 8-
A. Tl T HIS eI
B. B BT HISYeAe
C. SIEINECIICICU NS
D. W b I
10. What is one key indicator of active listening?
A Ignoring non-verbal cues
B Giving verbal feedback
C. Focusing only on the speaker’s words
D Speaking while the other person is talking

ARKT $1T0T BT Th Y Adbdd w1 87

A IR—AIRgS Hahdl B DT BAT

B. AiRge ufafhar <=

C. Bl I D @I TR &I digd BT

D. 9 GUNI Afh dId I8 & 9 a1 HRAT

P.T.O.
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11. The main purpose of scanning is-

A. To read every word in detail

B To get a general overview of the text
C. To memorize all the content

D To find specific information quickly

DT BT I I B

A U TR Bl RAR A ugA

B. UG Pl WM 3@cidH U &R & forg
C. | AT BT AT @

D. faRre SHeRI fraar & Ui &R

12. Which is true regarding reading

A. Logical process of comprehending a text using eyes

B Physical process of comprehending a text using eyes

C. Physical process of comprehending a text using pen/pencil
D Physical process of comprehending a text using computer

P AT U B Feg ¥ I ©

A. RG] BT START PP bl IS BT FHSTH Pl dlfhd UfhaT

B. TG BT START PR fhed) UTs bl oz &1 difdd ufshar

C. U9 /ORI BT SUINT R bl Ire Bl FHs &1 Hifdd ufhan

D. PRICR P SYANT B [l UG I AHH DI Wifce ufchar

13. Which writing style is most commonly used for fictional stories, novels, and poetry?
A. Expository writing
B Descriptive writing
C. Narrative writing
D Objective writing
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HTUTh BB, STITE! 3R Bfadr & fov &g oRgd el &1 Fa9 31ferd

SUANT fham Sirar 87

A. ARTHED oG]
B. JUIATHS I
C. JUIHATHS olRad

D. TS oiEd

14, What does diction refer to in writing?
A The structure of sentences
B The choice and use of words in speech or writing
C. The punctuation used in a sentence
D The grammar rules in writing

forRaa & fegem &1 dread @ 287

A. arRal &l ARl

B. ATYOT AT oG H ] BT IIT IR SYINT
c. I H ugE k™ g
D. TR & g foRad wu #

15. What is the main purpose of grammar in a sentence?
A To make the sentence sound artistic
B To make the sentence longer
C. To ensure clarity and correct meaning
D To create a sense of emotion
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UEH I H TSRO Bl & e T 27°

A. drddg fﬁT DATHD ]
B. IR BT AT BRIAT
c.  wedl IR Hel 3 gHEd w1 & oy
D. TaAT B FHST UGT BHRAT
16. How does a proposal differ from an estimation?
A A proposal is more detailed than an estimation
B A proposal is a formal agreement, while an estimation is a rough calculation
C. Proposals are only used by large businesses
D An estimation includes only costs, while a proposal includes a full strategy

U UK U A 49 59 gdR =1 57

A TP UG IAE W AfE fawgd g
B. U UKIG U AT TSl 8, Sfafh Us AJAM U HICT TUMET 2
C. URATAl BT SYANT daal g9 FaEaR gRT fhar Sfar §
D. U 3IJHM H dddd AN MM BT 8, Sdfd U U H 0 UM
NIIEC ISR
17. What is a key benefit of a well-written proposal?
A. It guarantees immediate sales
B It helps to plan and justify the work
C. It ensures that all competitors are defeated
D It reduces the time needed for meetings

TP e TRE A o Ty URATg BT IR A T 27

A.
B.
C.

D.
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18. The primary purpose of a report-

A. To convey information to a specific audience
B To entertain the reader

C. To provide creative writing content

D To explore multiple unrelated topics

Rard &1 urrfie Sea—

A. fafire <2l d& SHeRT ugdarl

B. UTSdh BT ARSI BT & [olU
C. TS kg AT UST HRAT
D. s G fawal &1 gar o En

19. A “Complimentary Close” in a letter-
A. To explain the letter’s purpose
B. To conclude the letter formally
C. To introduce the topic
D. To provide extra information

TPh UF H Qb AR FEHIA—

A. UF BT I I Bl
B. UF B UERe WU F TG BT
C. vy &1 =g <=7

D. AR BRI UG BRAT
20. What is the purpose of a cover letter?
A. To list educational qualifications
B To introduce the candidate’s skills, experience, and interest in the job
C. To summarize the resume
D To provide references for the job application

P.T.O.
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PR <X BT I FT 87?

A e IRl B Al g

B. SRIGAR & DI, 9T 3R A H wf Bl aRed o
C.  dJIAISIel Bl | H UK HAT

D. I amded @ foly HWaW YR Al

21. Which of the following is NOT typically part of an e-mail?

A. Text

B. Files and attachments
C. Handwritten notes

D. Images

freforRad § | BIF AT SMEdR W) s—Hdl &l 2= =81 87

A. Urc
B.  WISdl AR el d
C. SRINITCREGIIA
D. gt
22. In an e-mail, what does “Cc” stand for?

A Central Copy
B Confidential Copy
C. Clear Copy

D Carbon Copy

foodft —8a1 ¥ Cc” BT T S7ef B?

A. e Hrdr
B. MU=
C. | ufdfery
D. B HIAT
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23.  RFQ stands for-

A.

B
C.
D

Raised Frequent Questions
Reliable for Quotes
Request for Quotation

Request for Questions

RFQ T Adeld 28—

A. TS WiFde Questions
B. ﬁ?ﬂq_slﬂ BHR Quotes
C. Raae BR Quotation
D. Raawe BR Questions
24, What is another term for “Interpersonal Skills”?
A. People Skills
B Leadership Skills
C. Technical Skills
D Communication Skills

U Raveq” & foy gavT oreq am 27

A.

B.

C.

D.

SINACaNC
IJd BT
GERICIRCINIC]
HeR Breret

25. What does the term ‘Writing Skills” imply?

A.

B
C.
D

A-1167

The ability to speak clearly and effectively
Skill in presenting ideas through body language
The ability to read and understand texts

Competence, expertise, and artistry in writing
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G DI Ieg BT T 37 87?

A. T 3R ITET ST A il DI T
B. NN 4N & ARFH ¥ IR URIT B BT HIerd
C. U1 P Uel 3R AHEM &I T
D. g H Argal, fRvsdr iR dareddl
26. Which writing style is based on the author’s own experiences and feelings?
A Objective writing
B Creative Writing
C. Subjective Writing
D Expository Writing

DI AT oRgT el ogd & 37U Al 3R AR UR IAETRT 27

A TS oA
B.  RTAIA® of@d
c.  ARPRS oET
D. YIRYTHD oI
27. The primary goal of an Unsolicited Business Proposal-
A To gather information about customers and vendors
B To request formal bids from suppliers
C. To introduce a product or service and explore the possibility of a sale
D To negotiate the price of goods or services with the customer

U 3 AR UG &1 TdfHd ded—

A.

B.
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28.  What is the purpose of a Cost-benefit Analysis Report?

A. To evaluate the financial feasibility of a product or service
B To assess the need for a service or product

C. To provide a comparison of competing products

D To explain the technical details of a product

SRTd—olmy fageryor R o1 Se3g @r 27

A. forddl Seure a1 ar @l faxii eIgeRiar &1 Jedidh BRI
B. <Al AT a1 ST DY IMATIDBAT BT 3BT B
C. gfcrRoel] IeaTal B gl YaTT PRl
D. Y STE @7 ddaT fJaver FHs & forg
29. What is essential for writing letters, whether formal or informal?
A. Creativity
B A clear format and layout
C. Handwritten text only
D Spontaneous writing style
93 forg & foly 1 anaed® 7, e Su=iRa & A7 JMIeRe?
A NAATHD AT
B. UH WK UTHY 3R olise
C. dad gXdlead Urg
D. B oiEd el
30. Which type of letter is more than flexible in tone and layout?
A. Formal letter
B Business letter
C. Informal letter
D Legal letter

fPg UPR BT U3 WR IR S F i Tl 272

A. U AR g3
B. ATTATIS I
C. ARG U
D. CIGGIRCE

31. What does CV stand for?
A. Career Validation

B Curriculum Vitae
C. Corporate Vision
D Current View

P.T.O.
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A BT gdold RT 27
A. DRI AT

B. EIGUERANICE]
C. piuNe oo
D.  IIHM 3
32. What is the primary content of a Resume?
A Detailed job descriptions and career objectives
B A comprehensive life history and personal anecdotes
C. A summary of education, skills, employment, and personal details
D Research papers and publications
qrATSTeT B WA A | 8?
A faega At fdavor 3R HRER Ieed
B. UH FY$ S 3fer 3R aafaasd SurRe™
C 21617, PIeret, AR 3R FRBITA fAaR0T BT AR
D NI EECIEa CaNE |
33. What does e-mail allows users to do?

A Send physical mail

Communicate via telephones

Send digital messages between devices
Conduct video conferences

—Uel SUINTHATSAT BT FIT FR DI IFANT <l &7
s At ol
TATPIE & AT Farg B

NS PP AT BT

OO0

OO0 ® Pk

34. What should you do if a caller is upset or angry?
Argue with them

Speak louder to assert control

End the call immediately

Listen attentively without interrupting

>

OO w®

(9]

Plel B dTell WX AT DI BT QI YD &1 PRAT =AMMBY?
I T8 BN

AT i @_ & folg SR 4 del

PieT A AT B

o1 w@e & LM gdS o

.UOPJP%
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35.

36.

37.

38.

Which of the following is an example of direct e-mails?
A. Newsletter sent to multiple subscribers

A series of follow-up messages after a seminar

A personal thank-you note to a colleague

An advertisement sent to a large group of people

OO0

forferRad & I @19 1 UueT I—Hel BT SR 27
B UTEHT Bl Fulelex Wol Y
frelY TEdHl B IR g=IaTe

AN @ U g FHg Dl Holl T fa=mad

oOo0o®w»

Which type of e-mail is typically used for marketing purposes, such as newsletters or
advertisements?

Direct e-mails

Personal e-mails

Sequence e-mails

Broadcast e-mails

g o0 w>

JPR B 5—H BT STANT (M IR R FHER 957 7 fasimo= o fagor=
i & forg fopar mar 87

ey 3w

RHTd A

IIHH 3—HA

-7 gAIRT BN

.UOPUP%/

What is the “To” field used for in an e-mail?

A. To send a copy to another person

B. To specify the subject of the e-mail

C. To add the primary recipients of the e-mail
D. To attach files to the message

T ¥ “To” Bloe b SUANT fbas forw fear e 27

A. forelY =g afs @1 va ufar 999 & fore

B. 9 &1 fawy fAfdse a7 & forg

C. T © UIHD UTddbarel b Sired & forg
D. TSI P AT Bl Gl BT

A message generated by the receiver in response to the sender’s original message is
known as-

A. Message

B. Decoded message

C. Feedback

D None of these

P.T.O.
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UYP & Hel oW B Sldrg H UTIhd] gRT Sd~ Hal Pl B8l Il o—

A. NEN
B. fepre foHar war e
C. PIRIER
D SWRIh H | BIg A8l
39. What is a major advantage of the telephone over email?
A. It provides a record of communication
B It allows for quicker resolution of issues through real-time conversation
C. It can be easily forwarded to many people
D It does not require the other person to be available

SHSl DI T H B BT UG a9 T 57

A. Ig FIR BT RplS Ua™ ol &
B. I IIKAP THI B IIq4d & ARAH W &l & @Rd FHEE B AT
<ar @

C. 3 P AN db ATATT I AT S Ahl &
D. gad oIt R Afth & SUSTT & & MMALAdHAl el o

40. e communication is a branch of communication that deals with the way
people and animals communicate through the sense of touch
A. Gestures
B. Postures
C. Eye-contact
D. Haptic

............. FIR; IR &1 TP IRIT 8 S AN 3R SRl & Wl & a1 & q1egq
J gare B P WP 9 T 2

A. SRR

B.  Hald

C. SIECIRs IS Ca
D. gfted

stk sk sk sk sk sk sk stk skoskokosk skokok
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