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Instructions to the Examinee :

1.

Do not open the booklet unless you are

asked to do so.

The booklet contains 60 questions.
Examinee is required to answer all 60
questions in the OMR Answer-Sheet
provided and not in the question booklet.
All questions carry equal marks.
Examine the Booklet and the OMR
Answer-Sheet very carefully before you
proceed. Faulty question booklet due to
missing or duplicate pages/questions or
having any other discrepancy should be
got immediately replaced.

Four alternative answers are mentioned
for each questionas - A, B, C & D inthe
booklet. The candidate has to choose
the correct / answer and mark the same
in the OMR Answer-Sheet as per the
direction :
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1. Resumeis:

(A) Letter

(B)  Summary of qualifications

(C) Notice
(D) Memo
2. Memoiis:

(A) External communication
(B) Internal communication
(C) Informal
(D)  Personal
3. Circularis:
(A)  Personal message
(B)  General message
(C) Informal talk
(D) Silence
4. Notice is:
(A)  Private
(B)  Public information
(C)  Personal
(D)  Informal
5. Application letter is:
(A) Jobrequest
(B) Complaint

(C) Notice
(D) Memo
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6. Pause in speech indicates: 6. S H SpEe H TAed ® ¢

(A)  Confusion (A) @\
(B) Meaning (B) o
(C)  Silence only (C) Faq AW
(D) Noise (D) 99X
7. Thereceiveris: 7. Ve ®
(A)  Sender (A) 9%
(B) Listener (B) &
(C)  Channel (©) =
(D)  Feedback (D) sk
8. Verbal communication includes: 8. Ay dox § T § ¢
(A)  Gestures (A) BETE
(B)  Facial expression (B) & & 9@
(C)  Speaking (C)  dirT
(D)  Posture (D) SEA
9. Communication is complete when: 9.  HER T@ T B B, & :
(A)  Message sent (A)  FST ST T A
(B)  Message received (B) ¥R wE gam &
(C)  Feedback given (C) uRifEm & &
(D)  Noise reduced (D) 9 %9 R T A
10.  Effectivecommunication minimizes: 10, gud SR Y X BE SEr
(A)  Understanding A) T
(B) Noise (B) X
(C)  Clarity (C) W
(D)  Feedback (D)  sife
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11. Eye contact shows:
(A) Disinterest
(B) Confidence
(C)  Fear
(D) Silence
12. Posture indicates:
(A) Language
(B) Attitude
(C)  Grammar
(D)  Vocabulary
13. Cultural sensitivity means:
(A)  Ignoring culture
(B)  Respecting differences
(C)  Avoiding communication
(D)  Criticizing
14.  Paralanguage refers to:
(A) Words
(B) Tone
(C)  Grammar
(D)  Writing
15. Effective presentation includes:
(A) Clarity
(B)  Confusion
(C) Noise
(D) Silence
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16.  Publicspeakingis: 16. HEWEG A9 E

(A)  Private communication (A) TRl F§Er
(B)  Mass communication (B) SR
(C)  Written communication (C) foifad §uR
(D)  Informal communication (D) SMIYARE TAR
17.  Paralanguage includes: 17.  WrFaw # it ¥
(A)  Grammar (A) eI
(B)  Tone (B) w&X
(C)  Vocabulary (C)  SrsaTaall
(D)  Sentence (D) dar=
18.  Gestures are: 18. EEYE € :
(A)  Verbalsignals (A) ARew T
(B)  Written signs (B) fofaa dea
(C) Bodymovements (C) e wfafafer
(D)  Voice modulation (D) AR § IAR-AM
19. Feedback ensures: 19. ®igas ﬁﬁlﬁ?ﬂ T B
(A)  Completion of communication (A) FEOR & T BT
(B) Delay B) e
(C)  Confusion ©) w
(D) Noise (D) 99X
20.  Thechannelis: 20. A :
(A) Medium (A)  HEH
(B) Message (B) €
(C)  Feedback (C)  ffshan
(D)  Sender (D) 9%
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21. Corporate communication includes:
(A)  Personal talk
(B)  Organizational communication
(C)  Gossip
(D) Silence
22. Formal communication is:
(A)  Structured
(B)  Casual
(C) Informal
(D) Random
23.  Informal communication is also called:
(A) Formal
(B)  Grapevine
(C) Official
(D)  Written
24, Grapevine communication is:
(A) Official
(B) Informal
(C)  Written
(D)  Structured
25. Business letters must be:
(A) Informal
(B)  Clear
(C)  Confusing
(D)  Lengthy
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26.

27.

28.

29.

30.

Barriers in presentation include:
(A) Confidence

(B)  Fear

(C)  Preparation

(D) Clarity

International communication requires:

(A)  Same culture

(B)  Cultural awareness
(C) Silence

(D) Ignorance

Listening improves:

(A)  Misunderstanding
(B)  Understanding

(C) Noise
(D) Delay
Body language includes:

(A)  Writing

(B)  Gestures
(C)  Grammar
(D)  Vocabulary
Tone of voice affects:
(A) Meaning
(B)  Grammar
(C)  Writing

(D)  Structure
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31. Communication in global context requires:
(A)  Uniformity
(B)  Adaptability
(C) Ignorance
(D) Silence
32. Presentation skills include:
(A)  Speaking
(B)  Writing only
(C)  Reading only
(D) Silence
33.  Listeningbarriers include:
(A) Noise
(B) Clarity
(C) Focus
(D) Attention
34. Good speakers maintain:
(A) Eyecontact
(B) Silence
(C) Noise
(D)  Confusion
35. Effective communication avoids:
(A) Clarity
(B) Barriers
(C)  Feedback
(D)  Understanding
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36.

37.

38.

39.

40.

Business communication mainly aims ~ 36.

to:

(A)  Entertain

(B)  Inform and influence
(C)  Confuse

(D) Delay

Communication is a:

37.

(A)  Static process
(B)  One-way process
(C)  Dynamic process

(D) Formal activity only

The sender encodes the message into:  38.

(A) Noise
(B)  Symbols
(C)  Feedback
(D)  Channel

Non-verbal communication includes: 39.

(A)  Writing
(B)  Speaking
(C)  Gestures
(D) Reading

Body language is also known as: 40.

(A) Kinesics
(B) Semantics
(C)  Phonetics
(D)  Syntax
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41. Encoding means:
(A) Interpreting
(B)  Sending
(C)  Converting into symbols
(D)  Receiving
42. Decoding means:
(A)  Sending
(B)  Receiving
(C)  Understanding
(D)  Writing
43.  Barriers to communication include:
(A) Clarity
(B) Noise
(C)  Feedback
(D)  Channel
44. Effective communication requires:
(A) Clarity
(B)  Ambiguity
(C) Silence
(D) Noise
45. Colour in communication represents:
(A) Language
(B) Emotions
(C)  Grammar
(D)  Voice
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46.  Oral communication is:
(A)  Written
(B)  Spoken
(C) Non-verbal
(D)  Visual
47. Presentation means:
(A)  Writing
(B)  Speaking with structure
(C) Reading
(D) Listening
48. Good presentation requires:
(A)  Preparation
(B) Ignorance
(C)  Speed
(D) Noise
49.  Listeningis:
(A) Passive
(B)  Active
(C)  Writing
(D) Reading
50. Active listening involves:
(A) Ignoring
(B)  Understanding
(C) Interrupting
(D) Talking
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51.  The communication process starts with:
(A) Receiver
(B) Message
(C)  Sender
(D)  Feedback
52.  Noise in communication refers to:
(A) Loudsound
(B) Disturbance
(C)  Channel
(D)  Feedback
53.  Formal communication is:
(A) Casual
(B)  Structured
(C) Random
(D)  Personal
54.  Proxemicsrelates to:
(A) Time
(B)  Space
(C) Voice
(D)  Gesture
55.  Chronemics refers to:
(A) Time
(B) Colour
(C)  Sound
(D) Distance
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56.  Presentation aids include:
(A) Charts
(B) Silence
(C) Noise
(D) Delay
57. Confidence in speaking comes from:
(A)  Fear
(B)  Practice
(C) Noise
(D) Silence
58. Effective communication requires:
(A) Listening
(B) Ignoring
(C)  Talking only
(D)  Writing only
59.  Cultural context affects:
(A)  Grammar
(B) Meaning
(C)  Writing
(D)  Vocabulary
60.  Non-verbal cues include:
(A) Words
(B)  Gestures
(C)  Sentences
(D)  Paragraphs
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Example :
Question :

Q1 ® @ © ©
Q2 ® ® @ ©

Q3 ® @ © ©

5. Each question carries equal marks.
Marks will be awarded according to the
number of correct answers you have.

6. All answers are to be given on OMR
Answer Sheet only. Answers given
anywhere other than the place specified
in the answer sheet will not be
considered valid.

7. Before writing anything on the OMR
Answer Sheet, all the instructions given
in it should be read carefully.

8. After the completion of the examination,
candidates should leave the examination
hall only after providing their OMR
Answer Sheet to the invigilator.
Candidate can carry their Question

Booklet.
9. There will be no negative marking.
10. Rough work, if any, should be done on

the blank pages provided for the purpose
in the booklet.

1. To bring and use of log-book, calculator,
pager & cellular phone in examination
hall is prohibited.

12. In case of any difference found in English
and Hindi version of the question, the
English version of the question will be
held authentic.

Impt. On opening the question booklet,
first check that all the pages of the question
booklet are printed properly. If there is any
discrepancy in the question Booklet, then
after showing it to the invigilator, get another
question Booklet of the same series.
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