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1. 

3. 

4 

Which of the following is a non 

1214 

verbal form of communication ? 

(A) 

(B) 

(C) 

(D) 

2. Which communication barrier is 

(A) 

(B) 

caused by preconceived notions 

(C) 

and prejudices ? 

(D) 

(A) 

(B) 

(C) 

Email 

(D) 

Body Language 
Text Messaging 

of ? 

Telephone 

Which of the following is an 

(A) 

advantage of e-communication ? 

(B) 

(C) 

Psychological Barriers 
Linguistic Barriers 

Physical Barriers 
Organizational Barriers 

Time-consuming 

Which type of communication is 

video conferencing an example 

Global reach 

Expensive 

High maintenance 

Written Communication 

Non-Verbal 

Communication 

Verbal Communication 

(D) Informal Communication 

1. 

2. 

3. 

4. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) yanto Har 
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5. 

6. 

7. 

8 

1214 

In 

received? 

(A) 

Communication is the feedback 

(B) 

(C) 

(D) 

(A) 
(B) 

(C) 

(D) 

What is the term for 

Communication that flows from 

organization ? 
subordinates to superiors in an 

aspect 

which 

(B) 

Encoding 

(C) 

Channel 

Decoding 
Noise 

(A) 
(B) 

(C) 
(D) 

Horizontal 

Kinesics is related to which 

Upward Communication 

Communication ? 

Communication 

Downward 

Communication 

(A) Body movements 

stage 

Lateral Communication 

of 

(D) Touch 

Eye contact 
Tone of voice 

The tone, pitch, and speed of 

of 

speech are categorized under 
which form of Communication ? 

Kinesics 

Paralanguage 
Proxemics 

non-verbal 

Chronemics 

5. 

6. 

7. 

8. 

sl ? 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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9 

10. 

11. 

12. 

1214 

Which of the following is a 

psychological 
Communication ? 

(A) Noise 

(B) Prejudice 
(C) Distance 

(D) 

(A) 

Which of the following is a 

(B) 

formal Communication method ? 

(C) 

(D) 

(A) 

(C) 

Technology 

(D) 

Communication ? 

Which of the following is an 
example of a cultural barrier in 

Gossip 

(A) 

Memo 

(B) 

Rumor 

(B) Distance 

(C) 
(D) 

Casual conversation 

barrier 

Different beliefs 

values 

Communicators 

effective listening ? 

Lack of feedback 

Poor grammar 

Which is NOT a principle of 

Empathy 

to 

Interruption 
Focus 

Feedback 

and 

between 

9. 

10. 

11. 

12. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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13. 

14. 

15. 

16. 

1214 

What is the main function of 

feedback in Communication? 

(A) 

(B) 

(C) 

(D) To increase berries 

(A) 

What is meant by 'downward 

(B) 

Communication"? 

(C) 

(D) 

To encode the message 
To create noise 

To ensure understanding 

(D) 

Communication between 

peers 

Communication 

(C) 

superiors to subordinates 

Which of the following is an 

example of paralanguage ? 

(D) 

Communication from 

(A) Facial expression 
(B) 

customers to company 
Communication among 

subordinates 

(C) Tone of voice 

Eye contact 

Hand gestures 

Which is NOT a feature of e 

Communication ? 

(A) Fast 

(B) Requires 

from 

presence 

Global reach 

Convenient 

physical 

13. 

14. 

15. 

16. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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17. 

18. 

20. 

Which of the following is an 

interpersonal barrier ? 

1214 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

Which of the following is NOT a 

(D) 

type of communication barrier ? 

(A) 

(B) 

(C) 

(D) 

Noise 

Misinterpretation of body 

19. Body language is a part of which 

language 

(A) 

Cultural differcnce 

(B) 

Poor listening 

type of communication ? 

(C) 
(D) 

Linguistic Barrier 
Psychological Barrier 
Technical Barrier 

Strategic Barrier 

Non-verbal 

communication 

Verbal communication 

Which is NOT a modern form of 

Written communication 

communication ? 

Technological 
communication 

Video conferencing 
Speed post 
Email 

Social networking 

17. 

18. 

19. 

20. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

faRT? 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

COM 103F Page - 7 



21. 

22. 

23. 

24. 

25. 

1214 

Effective listening requires : 
(A) 
(B) 
(C) 
(D) 

(A) 

(B) 
(C) 

Which of the following is an 
advantage of video conferencing 
in business communication? 

(D) 

(A) 
(B) 
(C) 
(D) 

(A) 
(B) 
(C) 

Interruptions 

What is Microsoft Power Point ? 

Concentration 
Noise 

(A) 

Multitasking 

(B) 
(C) 

Lack of 

(D) 

interaction 

Which of the following is called 
as page to create a presentation 
in Power Point ? 

Real-timne collaboration 

Limited access 
Delayed communication 

Spreadsheet Program 
Presentation Program 
Database Program 

All of the above 

face-to-face 

Sheet 

(D) None of the above 

Slide 

Which of the following section 

Paper 

does not exist in a slide layout ? 
Titles 

Charts 

Lists 

Animation 

21. 

22. 

23. 

24. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 
(D) 
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26. 

27. 

28. 

29. 

1214 

that will take place during 
meeting, inchuding the call to 
order and adjournment. 
(A) 

(C) 

(B) Minutes 

(D) 

(A) 

(B) 

(C) 

Proper listening helps to make 

(D) 

is a list of activities 

(B) 

Agenda 

(C) 

Notice 

None of the above 

the 

effective. 

is a communication 

which contains the decision of 

Speaker 

the higher authority of the 
organization. 

Audience 

(A) Amendments 

(C) 

Report 

(D) 

Communication 

(D) Minutes 

Resolution 

The SMS, email, video 

conferencing are Some of 

based media of 

Debate 

communication. 

(A) Task 

(B) Business 

Technology 
Team 

26. 

27. 

28. 

29. 

(A) 

(B) 

(C) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) rdqT 

(A) 

(B) 

(C) 

(D) 
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30. 

31. 

32. 

33. 

1214 

Two ears listening' means -

(A) 

(B) 

(D) 

(C) Passive listening 

We shall be grateful if you remit 

(A) 

the outstanding amount on the 

(B) 

receipt of this 

(C) 

(A) 

(B) 

Effective listening 

(C) 

Full listening 

(D) 

(D) Statement of Account 

Fake listening 

A can be issued for extra costs 

that were not included in the 

original invoice, such as 

packaging or freight. 

(A) 

(B) 

(C) 

(D) 

Dunning letter 

Reminder 

Circular 

Credit note 

Press note refers to -

Debit note 

Warrant 

None of the above 

Reports through letters 

Report 
newspapers 

through 

Oral communication 

Informal communication 

30. 

31. 

32. 

33. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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34. 

35. 

36. 

37. 

1214 

Data can be visualized using 

(A) 

(B) 

(C) 

(D) 

effort. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

Graphs 

Clipping in computer graphics is 

(A) 

Charts 

primarily used for. 

object ? 

(B) 

Maps 

(C) 

All of the above 

(D) 

letters saver time and 

Routine 

Ready to send 

Sympathy 
Condolence 

Zooming 

Which of the following device is 

Copying 
Removing objects and 

used for the 3D positioning of an 

lines 

All of the above 

Track ball 

Space ball 

Mouse 

All of the above 

34. 

35. 

36. 

37. 

(A) 

(B) 

(C) 

(D) ug rf 

(A) 

(B) 

(C) 

(D) 

(B) 

(C) 

COM 103F 
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(C) 

(D) u 
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38. Resolution of a mceting is called 

39. 

40. 

41. 

1214 

(A) Direction 

(B) Decision 

(C) 

(D) Minutes 

Which section of a report may 
include graphical representations, 
tables and figures to illustrate the 
data ? 

(A) 
(B) 
(C) 
(D) 

(A) 

(B) 

Records 

Which of these is usually written 

(D) 

in a' form of a memorandum ? 

Discussion 

(A) 

Conclusion 

(B) 

Acknowledgement 

(C) 

Analysis 

(C) Informal reports 

(D) 

Professional reports 

What is a common format/style 

Business reports 

used for report writing ? 

Formal reports 

Chicago style 
Harvard style 
APA 

Psychological 

(American 

Association) style 
MLA (Modern Language 
Association) style 

38. 

39. 

40. 

41. 

(A) 

(B) 

(C) 

(D) dr 

(A) 

(B) 

(C) 

(D) 

(A) 

4 fgI GIGI ? 

(B) 

(C) 

(D) 

(A) 

(B) 

faar-faef 

(D) 

3TR 

(C) yotloo(srefto 

COM 103F 

qutfryeri) 
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42. 

43. 

44. 

1214 

In writing 

'introduction' 

includes: 
(A) 

(B) 

(C) 

(D) 

(C) 

(D) 

The objectives 

reports the 42. 

section usually 

context of the report 

(B) 

(C) 

Detailed methodology 

and data analysis 

(D) 

In report writing, the 'abstract' 

typically provides a brief 

summary of -

The results and findings 
of the report 

(A) The methodology used in 

the report 

(B) The objectives, results & 

The limitations and the 

future recommendations 

conclusions 

and 

conducted 

The statistical tests 

report 

How should each reference be 

formatted in a bibliography ? 

The limitations of the 

(A) First line indent 

Centered 

Hanging indent 

Left aligned 

43. 

44. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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45. 

46. 

47. 

The 

contains: 

'Bibliography' section in a report 

(B) 

(A) Raw data used in the 

(C) 

(D) 

(B) 

1214 

(C) 

(D) 

'References' 

(A) 

report 

In a report, the limitations 

section typically -

(B) 
(C) 

A lost of all sources cited 

in the report 

(A) Highlights the major 

(D) 

A summary of research 

findings 
A brief overview of the 

objectives 

findings of the report 
Provides 

recomnendations 

future actions 

When I 

citations 

or 

Lists the references and 

or 

Discusses the weakness 

report 

constraints of the 

Cricket. 

See, plays 

for 

Saw, is playing 
Saw, was playing 

Saw, played 

him, Rahul 

45. 

46. 

47. 

(A) 

(B) 

(C) 

(D) 

(A) 

fta: 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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48. 

49. 

50. 

1214 

Circular is meant for 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

Communication 

(C) 

organization flow 

(D) 

Group communication 

(A) 

External communication 

(B) 

Secret communication 

(C) 

Informal communication 

(D) 

From top to bottom 

resume ? 

From bottom to top 

Both ways 

What is the primary purpose of a 

None of the above 

in 

of 

To provide an overview 

experience 

To 

qualifications 

introduce 

company 

an 

To communicate ideas 

To schedule a meeting 

and 

the 

48. 

49. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

50. Rg 
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(A) 

(B) 

(C) 

(D) 
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