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and both the Sections are compulsory.

Solve Q. No. 1 on OMR Sheet during the first half an hour.
Q. Nos. 1 and 2 are compulsory.

All questions carry equal marks.
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Section ‘A’

fasmr ‘e’
MCQ
1. Solve the following MCQs on OMR Sheet : 10

e dggaEl 9¥ OMR HieaX dHreen :
2] While speaking speaker should use................... properly.

(@) ~ Voice and Tone (b)  Dress

(e) File (d) None of these

AT TFATT T eevvveeerrreeeenans YA STTOTTE.
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Salutation is one of the contents of :
(@) Resume b) Interview

(c) Application (d)  None of these

AfTEE ¥ ST TS U IR

(@ T (b) e

(0 3% (d) =T AR

A communication, which is of temporary in nature :
(@) Oral Communication (b)  Written Communication
(¢)  Both (a) and () (d)  None of these
¥ TevEEd IRl WEAE STE

(@) TSl HewmeET (b) ~ E HE
(© T (o) 0 (b) (d)  FThT R
Cellular phones are also known as :

(@)  Telephones (b)  Mobile Phones
(¢) ~ Both (a) and (b) (d)  None of these
AN ®F 41 A6H g1 Hlosered S

(@)  ATRM (b)  HTEA I

(© T () 0 (B) (d) et AT

Observation of body language is possible by both communicator and

communicatee through :

(@ Telephone ()  Video Conferencing
(¢)  Both (a) and (b) (d) None of these

¥ TRV d TN A e Qgaeie fler swvart giaen <
(@)  Afawe ®) fxSteh wwET

© T (@) 30 (b) d) TR AR
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........................ refers to internet.

(@) Mobile Phone (b)  Telephone

(¢)  Video Conferencing (d)  None of these
.................... g e Ty v e

(@)  HEEA (b)  erEH

(€) SIS HIHTHT (d) AR AR

The applicant’s name and address is written at :

(@)  The right-hand top corner

(b)  The left-hand top corner

(c) The right-hand bottom conrner

(d)  The left hand bottom corner

STeceh A AU g IY fordten S

(@) ~ ISEhe Haed hiv=ad (b) TEHhe Haled HITAM

(c) SAAIHS TR HIT=ITd (d) THEHe dB=A Y=

............................. is one of the contents of a resume.

(@ Circular ®)  Report
(¢c) ~ Memo (d)  Reference
........................ T YA Tk W 38
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(ix)  Which one of the following is an exclamatory sentence ?

(@)  She goes to market

(b) What are you doing ?

(c) Why have you not written an application ?

(d) What a lovely scene this is ?

TITAeh! I S STTRATAS 3T ?

(@ SR S (B) TR ®E Hw@@ ?

() T TS 1 el AN ? (d) Tl B9 g9a o8 ?

() Which one of the following is active voice sentence ?
(@)  Ajay writes an application.
(b)  Vijay has not written an application.
(c) An application is written by Sanjay.

(d) All of the above

TClcush! e e e SV 3R ?
(@ o o TR

b)  fas@ o ferierd A

(©  HoEFgR ot fadvam sTeen TR,
(d) =it wd

Theory

What is meant by Oral Communication ? Distinguish between Oral and Written

communication. 10

qSl FYasd WIS hF? el d ol Gl Hish T .
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3. Write an application for the post of ‘Accountant’ to the Managing Director,
Bharat Industries Ltd., Bhosri, Pune.

‘TETITE’ A1 URTAIS SHAEAIeh I FaTeish, URA SerS fdl., WEd, gO A1 3EaeA
o fommn

Or
(feram)

3. What are the common errors in business writing ? 10

ATTHIS TANE HAHH o1 IVl 3R ?
4, Write short notes on any fwo of the following : 10
@) Advantages of E-mail
(@) Resume
(ziz)  Mobile phone

(tv)  Guidelines of effective speech

(v)  Fax
ETeAeTish! SV aFaR dfera femr faer
G 394 9 wER
@)  gm
Gii)  FHOTERAT
Gv) T Tl AReYie §R
(v)  TEMAL
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