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ESSENTIALS OF BUSINESS COMMUNICATION–205

(Semester–II)

Time : Three Hours] [Maximum Marks : 35

Note : Attempt question each from Section A, B and C with

internal choice.

SECTION – A

I. What do you mean by Business Communication? Discuss

its nature and importance.

OR

What do you mean by Listening skills and its importance in

business? 7

SECTION – B

II. Discuss importance of presentation skills for public

speaking.

OR

What do you mean by reading skills? Discuss its types and

strategies. 7
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SECTION – C

III. Write a resume for applying for the post of Marketing

Manager in Hotel Industry.

OR

Discuss in brief Do's and Don'ts of Business writing. 10

IV. Write Agenda for a political party campaign.

OR

Write Minutes of a Business meeting. 6

V. Write notice for a urgent meeting to be held in Manager

room.

OR

Write an e-mail to your boss regarding a leave for urgent

piece of work. 5
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PUNJABI VERSION

not : Bwg A, B Aqy C hryk ivcoN AMdrUnI cox nwl swry
pRSn kro[

Bwg-A

I. ibjnYs sMcwr qoN quhwfw kI Bwv hY? ies dy srUp Aqy
mhq`qw dI crcw kro[

jW
suxn hunrW qoN quhwvw kI Bwv hY Aqy ibjnYs iv`c ies dI
kI mhq`qw hY? 7

Bwg-B

II. jnqk bolx leI pRsquqIkrn hunrW dI mh`qqw dI
crcw kro[

jW
pVHx hunr qoN quhwfw kI Bwv hY? ies dIAW iksmW Aqy
kwrj-nIqIAW dI crcw kro[ 7

Bwg-C

III. hotl audXog iv`c mwrkIitMg mYnyjr dI AswmI leI ArjI
dyx leI swrwS ilKo[

jW
ibjnYs ilKq ivc krn vwilAW Aqy nw-krn vwilAW dI
sMKyp ivc crcw kro[ 10
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IV. iek rwjnIqk pwrtI muihMm leI eyjMfw ilKo[

jW

iek ibjnYs mIitMg dIAW kwrvweIAW ilKo[ 6

V. mYnyjr dy kmry ivc rKI jwx vwlI iek jrUrI mIitMg leI

noits ilKo[

jW

iek jrUrI kMm leI Cu`tI nwl sbMDMq Awpxy APsr nUM iek

eI-myl ilKo[ 5


