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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

II.

internal choice.

SECTION -A

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

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

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

Write Agenda for a political party campaign.
OR

Write Minutes of a Business meeting. 6

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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