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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 

 

 fuEufyf[kr esa ls dkSu lapkj dh Js.kh ugha gS\ 

 A. ekSf[kd ;k ekSf[kd lapkj  

 B. xSj&ekSf[kd lapkj  

 C. fyf[kr lapkj    

 D. fMftVy lapkj    

 

2- What is key to active listening? 

A.  Interrupting  

B.  Planning responses 

C.  Full attention 

D.  Multitasking 

 

 lfØ; :i ls lquus dh dqath D;k gS\ 

 A. O;o/kku Mkyuk  

 B. ;kstuk izfrfØ;k,a  

 C. iwjk /;ku     

 D. eYVhVkfLdax    

 

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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 fuEufyf[kr esa ls dkSu lapkj esa HkkSfrd ck/kk gS\ 

A. nks"kiw.kZ midj.k   

 B. lkaLd`frd ewY;ksa esa varj    

 C. HkkoukRed ladV   

 D. Hkk"kk izoh.krk  

 

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 

 

 xSj&ekSf[kd lapkj gks ldrk gS% 

A. dsoy ekSf[kd lapkj dks iwjd djsa     

 B. lapkj ds izokg dks fofu;fer djus esa lgk;rk djsa   

 C. lHkh ekSf[kd lapkj dks cnysa   

 D. ckrphr esa iwjh rjg ls utjvankt dj fn;k tkuk 

 

5- Encoding process involves- 

A.  Translating an idea 

B.  Organization and sending 

C.  Translation of symbols encoded 

D.  None of the above  

 

 ,UdksfMax izfØ;k esa 'kkfey gS& 

A. ,d fopkj dk vuqokn  

 B. laxBu vkSj Hkstuk  

 C. ,UdksM fd, x, izrhdksa dk vuqokn  

 D. buesa ls dksbZ ugha  

 

   P.T.O. 



A-1167 4 

 

6- 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 

 

 lquus ds laca/k esa fuEufyf[kr esa ls dkSu lk lR; gS\ 

A. ;g ,d vuSfPNd izfØ;k gS  

 B. ;g ,d fuf"Ø; {kerk gS  

 C. blds fy, euksoSKkfud iz;kl vkSj ,dkxzrk dh vko';drk gksrh gS  

 D. blesa /ofu;ksa ij /;ku nsus dh vko';drk ugha gS  

 

7- 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 

 

 dkbusflDl dk v/;;u gS& 

A. psgjs ds Hkko] eqnzk] gkoHkko vkSj vka[kksa ds liadZ lfgr 'kkjhfjd Hkk"kk dk v/;;u   

 B. lapkj esa Hkk"kk vkSj laLd`fr dSls tqMs+ gq, gSa bldk v/;;u    

 C. Hkk"k.k esa 'kCnksa dk mi;ksx dSls fd;k tkrk gS bldk v/;;u    

 D. ekSf[kd lapkj esa Loj ds Loj vkSj fip dk v/;;u   

 

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

A.  Kinesics 

B.  Proxemics 

C.  Chronemics 

D.  Haptics  

 



A-1167 5 

 

 ----------------- lapkj esa le; dk v/;;u gSA 

 A. dkbusflDl      

 B. izksDlsfeDl    

 C. dkyØe   

 D. gSfIVDl  

 

9- Paralanguage is- 

A.  Walking modulation 

B.  Hand modulation 

C.  Voice modulation 

D.  All of the above  

 

iSjkySaXost gS& 

A. pyrk gqvk ekWM~;wys'ku  

 B. gkFk dk ekWM~;wys'ku   

 C. vkokt+ dk ekWM~;wys'ku  

 D. Åij ds lHkh  

 

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  

 

 lfØ; Jo.k dk ,d izeq[k ladsrd D;k gS\ 

 A. xSj&ekSf[kd ladsrksa dks vuns[kk djuk 

 B. ekSf[kd izfrfØ;k nsuk    

 C. dsoy oäk ds 'kCnksa ij /;ku dsafnzr djuk     

 D. tc nwljk O;fä cksy jgk gS rc ckr djuk  

  

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 

 

 LdSfuax dk eq[; mÌs'; gS& 

 A. izR;sd 'kCn dks foLrkj ls i<+uk    

 B. ikB dk lkekU; voyksdu izkIr djus ds fy,    

 C. lHkh lkexzh dks ;kn j[kuk 

 D. fof'k"V tkudkjh 'kh?kzrk ls izkIr djuk 

 

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  

 

 dkSu lk i<+us ds laca/k esa lR; gS  

 A. vk¡[kksa dk mi;ksx djds fdlh ikB dks le>us dh rkfdZd izfØ;k   

 B. vk¡[kksa dk mi;ksx djds fdlh ikB dks le>us dh HkkSfrd izfØ;k 

 C. isu@iasflay dk mi;ksx djds fdlh ikB dks le>us dh HkkSfrd izfØ;k   

 D. daI;wVj dk mi;ksx djds fdlh ikB dks le>us dh HkkSfrd izfØ;k   

 

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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 dkYifud dgkfu;ksa] miU;klksa vkSj dfork ds fy, fdl ys[ku 'kSyh dk lcls vf/kd 

 mi;ksx fd;k tkrk gS\ 

 A. O;k[;kRed ys[ku  

 B. o.kZukRed ys[ku     

 C. o.kZukRed ys[ku 

 D. oLrqfu"B ys[ku  

 

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 

 

 fyf[kr esa fMD'ku dk rkRi;Z D;k gS\ 

A. okD;ksa dh lajpuk   

 B. Hkk"k.k ;k ys[ku esa 'kCnksa dk p;u vkSj mi;ksx  

 C. okD; esa iz;qDr fojke fpâ        

 D. O;kdj.k ds fu;e fyf[kr :i esa  

 

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 

 

 

 

 

 

 

P.T.O.               
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 ,d okD; esa O;kdj.k dk eq[; mÌs'; D;k gS\ 

A. okD; dks dykRed cukuk  

 B. okD; dks yack djuk      

 C. Li"Vrk vkSj lgh vFkZ lqfuf'pr djus ds fy,    

 D. Hkkouk dh le> iSnk djuk  

 

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 

 

 ,d izLrko ,d vuqeku ls fdl izdkj fHkUu gS\ 

 A. ,d izLrko vuqeku ls vf/kd foLrr̀ gksrk gS      

 B. ,d izLrko ,d vkSipkfjd le>kSrk gS] tcfd ,d vuqeku ,d eksVk x.kuk gS  

 C. izLrkoksa dk mi;ksx dsoy cM+s O;olk;ksa }kjk fd;k tkrk gS     

 D. ,d vuqeku esa dsoy ykxr 'kkfey gksrh gS] tcfd ,d izLrko esa iwjh j.kuhfr  

  'kkfey gksrh gS 

   

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 

 

 ,d vPNh rjg ls fy[ks x, izLrko dk eq[; ykHk D;k gS\ 

 A. ;g rRdky fcØh dh xkjaVh nsrk gS      

 B. ;g dk;Z dh ;kstuk cukus vkSj mls mfpr Bgjkus esa enn djrk gS      

 C. ;g lqfuf'pr djrk gS fd lHkh izfrLi/khZ gkj tk,a 

 D. blls cSBdksa ds fy, vko';d le; de gks tkrk gS 
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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 

 

 fjiksVZ dk izkFkfed mÌs';& 

 A. fof'k"V n'kZdksa rd tkudkjh igqapkuk 

 B. ikBd dk euksjatu djus ds fy,  

 C. jpukRed ys[ku lkexzh iznku djuk 

 D. dbZ vlacaf/kr fo"k;ksa dk irk yxkuk 

 

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 

 

 ,d i= esa ,d ÞekukFkZ lekiuß& 

 A. i= dk mÌs'; Li"V djuk   

 B. i= dks vkSipkfjd :i ls lekIr djuk    

 C. fo"k; dk ifjp; nsuk   

 D. vfrfjä tkudkjh iznku djuk   

 

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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 doj ysVj dk mÌs'; D;k gS\ 

A. 'kS{kf.kd ;ksX;rkvksa dh lwph cukuk 

 B. mEehnokj ds dkS'ky] vuqHko vkSj ukSdjh esa :fp dk ifjp; nsuk 

 C. ck;ksMkVk dks la{ksi esa izLrqr djuk    

 D. ukSdjh vkosnu ds fy, lanHkZ iznku djuk    

 

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

A.  Text 

B.  Files and attachments 

C.  Handwritten notes 

D.  Images  

 

 fuEufyf[kr esa ls dkSu lk vkerkSj ij bZ&esy dk fgLlk ugha gS\ 

A. ikB  

 B. Q+kbysa vkSj vuqyXud    

 C. gLrfyf[kr uksV~l    

 D. Nfo;k¡   

 

22- In an e-mail, what does “Cc” stand for? 

A.  Central Copy 

B.  Confidential Copy 

C.  Clear Copy 

D.  Carbon Copy 

 

 fdlh bZ&esy esa] Þ Ccß dk D;k vFkZ gS\ 

A. lasVªy dkWih  

 B. xksiuh; izfr    

 C. lkQ+ izfrfyfi      

 D. dkcZu dkWih 
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 23- RFQ stands for- 

A.  Raised Frequent Questions 

B.  Reliable for Quotes 

C.  Request for Quotation 

D.  Request for Questions 

 

 RFQ dk eryc gS& 

A. jSlsM ÝhDosaV Questions  

 B. fjyk,cy QkWj Quotes 

 C. fjDosLV QkWj Quotation    

 D. fjDosLV QkWj Questions   

 

24- What is another term for “Interpersonal Skills”? 

A.  People Skills 

B.  Leadership Skills 

C.  Technical Skills 

D.  Communication Skills  

 

 ÞbaVjilZuy fLdYlß ds fy, nwljk 'kCn D;k gS\ 

A. yksx dkS'ky  

 B. usr̀Ro dkS'ky  

 C. rduhdh dkS'ky 

 D. lapkj dkS'ky  

 

25- What does the term ‘Writing Skills’ imply? 

A.  The ability to speak clearly and effectively 

B.  Skill in presenting ideas through body language 

C.  The ability to read and understand texts 

D.  Competence, expertise, and artistry in writing  

 

 

P.T.O. 
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 ^ys[ku dkS'ky* 'kCn dk D;k vFkZ gS\ 

A. Li"V vkSj izHkkoh <ax ls cksyus dh {kerk     

 B. 'kkjhfjd Hkk"kk ds ek/;e ls fopkj izLrqr djus dk dkS'ky   

 C. ikB dks i<+us vkSj le>us dh {kerk      

 D. ys[ku esa ;ksX;rk] fo'ks"kKrk vkSj dykRedrk    

 

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 

 

 dkSu lh ys[ku 'kSyh ys[kd ds vius vuqHkoksa vkSj Hkkoukvksa ij vk/kkfjr gS\ 

 A. oLrqfu"B ys[ku   

 B. jpukRed ys[ku 

 C. O;fäijd ys[ku   

 D. O;k[;kRed ys[ku  

 

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 

 

 ,d vupkgs O;kikj izLrko dk izkFkfed y{;& 

 A. xzkgdksa vkSj foØsrkvksa ds ckjs esa tkudkjh bdV~Bk djuk   

 B. vkiwfrZdrkZvksa ls vkSipkfjd cksfy;ksa dk vuqjks/k djuk 

 C. fdlh mRikn ;k lsok dk ifjp; nsuk vkSj fcØh dh laHkkouk ryk'kuk   

 D. xzkgd ds lkFk oLrqvksa ;k lsokvksa dh dher ij ckrphr  
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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 

 

 Ykkxr&ykHk fo'ys"k.k fjiksVZ dk mÌs'; D;k gS\ 
 A. fdlh mRikn ;k lsok dh foÙkh; O;ogk;Zrk dk ewY;kadu djuk   

 B. fdlh lsok ;k mRikn dh vko';drk dk vkdyu djuk 
 C. izfrLi/khZ mRiknksa dh rqyuk iznku djuk  

 D. fdlh mRikn dh rduhdh fooj.k le>kus ds fy,   
 
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 
 

 i= fy[kus ds fy, D;k vko';d gS] pkgs vkSipkfjd gks ;k vukSipkfjd\  
 A. jpukRedrk    

 B. ,d Li"V izk:i vkSj ysvkmV  

 C. dsoy gLrfyf[kr ikB  

 D. lgt ys[ku 'kSyh  
 
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  

 

 fdl izdkj dk i= Loj vkSj ysvkmV esa vf/kd yphyk gS\ 
 A. ,d vkSipkfjd i=   

 B. O;kolkf;d i=   

 C. vukSipkfjd i=   

 D. dkuwuh i= 
 

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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 lhoh dk eryc D;k gS\ 
A. dSfj;j lR;kiu  

 B. ikB~;Øe thou   

 C. dkWiksZjsV fotu     

 D. orZeku n`';     
 
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  

 

 Ckk;ksMkVk dh izkFkfed lkexzh D;k gS\ 
A. foLr`r ukSdjh fooj.k vkSj dSfj;j mÌs';  

 B. ,d O;kid thou bfrgkl vkSj O;fDrxr mik[;ku   

 C. f'k{kk] dkS'ky] jkstxkj vkSj O;fäxr fooj.k dk lkjka'k      

 D. 'kks/k i= vkSj izdk'ku  
 
 
33- What does e-mail allows users to do? 

A.  Send physical mail 

B.  Communicate via telephones 

C.  Send digital messages between devices  

D.  Conduct video conferences  

 

 bZ&esy mi;ksxdrkZvksa dks D;k djus dh vuqefr nsrk gS\ 
A. HkkSfrd esy Hkstsa   

 B. VsyhQksu ds ek/;e ls laokn djsa    

 C. midj.kksa ds chp fMftVy lans'k Hkstsa       

 D. ohfM;ksa dkWUÝsal vk;ksftr djuk  
 
34- What should you do if a caller is upset or angry? 

A.  Argue with them 

B.  Speak louder to assert control 

C.  End the call immediately 

D.  Listen attentively without interrupting  

 

 

 ;fn dkWy djus okyk ijs'kku ;k Øksf/kr gks rks vkidks D;k djuk pkfg,\ 
A. muls cgl djsa  

 B. fu;a=.k LFkkfir djus ds fy, tksj ls cksysa   

 C. dkWy rqjar lekIr djsa       

 D. fcuk :dkoV ds /;kuiwoZd lqusa  
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35- Which of the following is an example of direct e-mails? 

A.  Newsletter sent to multiple subscribers  

B.  A series of follow-up messages after a seminar  

C.  A personal thank-you note to a colleague  

D.  An advertisement sent to a large group of people  

 
 fuEufyf[kr esa ls dkSu lk izR;{k bZ&esy dk mnkgj.k gS\ 
 A. dbZ xzkgdksa dks U;wt+ysVj Hksts x,      

 B. lsfeukj ds ckn vuqorhZ lans'kksa dh ,d Jà[kyk  

 C. fdlh lgdehZ dks O;fäxr /kU;okn uksV   

 D. yksxksa ds ,d cM+s lewg dks Hkstk x;k foKkiu  
 
36- Which type of e-mail is typically used for marketing purposes, such as newsletters or 

 advertisements?  

A.  Direct e-mails 

B.  Personal e-mails 

C.  Sequence e-mails 

D.  Broadcast e-mails 

  

 fdlh izdkj ds bZ&esy dk mi;ksx vke rkSj ij lekpkj i= ;k foKkiu tSls foi.ku 
 mÌs';ksa ds fy, fd;k tkrk gS\ 
 A. lh/ks bZ&esy 

 B. O;fäxr bZ&esy      

 C. vuqØe bZ&esy        

 D. bZ&esy izlkfjr djsa   
 
37- 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  

 

 bZ&esy esa “To” QhYM dk mi;ksx fdlds fy, fd;k tkrk gS\ 
 A. fdlh vU; O;fä dks ,d izfr Hkstus ds fy,  

 B. bZ&esy dk fo"k; fufnZ"V djus ds fy,   

 C. bZ&esy ds izkFkfed izkIrdrkZvksa dks tksM+us ds fy,  

 D. lans'k ds lkFk Q+kbysa layXu djuk   
  
38- 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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 izs"kd ds ewy lans'k ds tokc esa izkIrdrkZ }kjk mRiUu lans'k dks dgk tkrk gS& 
 A. lans'k      

 B. fMdksM fd;k x;k lans'k    

 C. izfrfØ;k     

 D. mijksä esa ls dksbZ ugha    
 
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  

 

 bZesy dh rqyuk esa VsyhQksu dk izeq[k ykHk D;k gS\  
 A. ;g lapkj dk fjdkWMZ iznku djrk gS     

 B. ;g okLrfod le; dh ckrphr ds ek/;e ls eqÌksa ds Rofjr lek/kku dh vuqefr 
  nsrk gS   

 C. bls dbZ yksxksa rd vklkuh ls Hkstk tk ldrk gS     

 D. blds fy, nwljs O;fä ds miyC/k gksus dh vko';drk ugha gS 
 

40- ............. 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 

 
 ------------- lapkj( lapkj dh ,d 'kk[kk gS tks yksxksa vkSj tkuojksa ds Li'kZ dh Hkkouk ds ek/;e 
 ls laokn djus ds rjhds ls lacaf/kr gS 
 A. b'kkjksa    

 B. eqnzk,¡   

 C. vk¡[k ls laidZ  

 D. gSfIVd  
 
 
 
 

***************** 


