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1. Which of the following is a non-

I PR & ¥ PR e

verbal form of communication ? IR & Y & ?
(A)  Email (A)
(B) Body Language (B) TSR
(C)  Text Messaging ©) e
(D)  Telephone D) dwH
2. Which communication barrier is 2. &9 HaR 3@ F PRI [ETE AR
caused by preconceived notions RO 2t ¥ ?
and prejudices ? | A) TR sy
(A)  Psychological Barriers
(B)  Linguistic Barriers (B) TS SR
(C)  Physical Barriers © ANIRD e
(D)  Organizational Barriers (D) WTBATHE 3raRY
3. Which of the following is an 3. f=fofed ¥ ¥ M- AR @
advantage of e-communication ? ThH AW & ?
(A)  Time-consuming (A) T A T
(B)  Global reach (B) New Tg'ﬂ
(C)  Expensive © e
(D)  High maintenance D) v @
4. Which type of communication is 4.  qfeq FFHRT P9 TR d GER
video conferencing an example P TR ?
of ? .
(A)  Written Communication ®) TR ¥fere
(B)  Non-Verbal (B) R-Myw TR
Communication (C). WiRed TR
(C)  Verbal Communication (D) FRraRe §aR
(D)  Informal Communication
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5. In which stage of 5. AR & frg sawn ¥ gafean o
Communication is the feedback adr 2 ?
received ? (A) W
(A)  Encoding B) Fas
(B)  Channel .
(C)  Decoding © feie
(D) Noise (D) ¥R
6. What is the term for 6.  @Ted ¥ iy ¥ IS @ yaifed
Communication that flows from .
subordinates to superiors in an B T AR I A =
organization ? (A) T §AR
(A) Upward Communication :
(B) Horizontal ®) At FAw
Communication (C) el FER
C Downward .
© Communication D) T S
(D) Lateral Communication
7.  Kinesics is related to which 7. foiRl@ —Afees R @ g
aspect of non-verbal Tge] ¥ kg § ?
Communication ? (A) TRRS T@ e
(A) Body movements B) o @ v
(B)  Eye contact ©) T TR
(C)  Tone of voice
(D) Touch (D)
8.  The tone, pitch, and speed of 8. WU & WR , f 3R 7y fw war
speech are categorized under 7 & Td g & ?
which form of Communication ? A) e
(A) Kinesics B) N
(B)  Paralanguage -
(C)  Proxemics ©
(D)  Chronemics + (D) P
1214
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9. Which of the following is a 9. Frfafed & & @ wHR®
| psychological barrier to AR & ?
Communication ? (A) IR
(A) N01.sc | (B) W
(B)  Prejudice
(C) Distance © E{?{
(D)  Technology (D)
10. Which of the following is a 10. fr=fafad & ¥ - MMERS
formal Communication method ? IR T adl & ?
(A)  Gossip (A) U9
(B) Memo (B) ¥MUH
(C) Rumor (C) BaTE
(D) CaSl‘Jal conversation (D) sFERE Tad|
11. Which of the following is an 11. fy=ffgd # ¥ dH- WSS
example of a cultural barrier in TR FT SR & ?
Communication ?
(A) Different beliefs and A) B foware iR e
values (B) YOR® % d4 @
(B) Distance between
Communicators © st
(C)  Lack of feedback (D) TRE AT
(D)  Poor grammar
12.  Which is NOT a principle of 12. ffaRed § | dF-— vt sEor
effective listening ? & Rgrg i & ?
(A)  Empathy (A) W’:ﬂﬁ
(B)  Interruption :
(C) Focus (R S SE]
(D)  Feedback (€) S BT T
| (D)  wfafda
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13.  What is the main function of 13. WaR ¥ Wi & 7& $1d a1 § ?
feedback in Communication ? (A) Y B Hedg Al
(A)  To encode the message (B) IR IA BT
(B)  To create noise ©) m FET
© To fansure under.standing D) FRH F
(D)  To increase berries
I4.  What is meant by ‘downward 14, IRV GaR' | FT AGE 2 ?
Communication’? ,
| (A) Communication between (A) Ao & 49 R
poss (B) W@l ¥ el B AR
(B) Communication from
superiors to subordinates AR
(C) Communication from ©)  TEH § TR B R GIR
customers to company ‘
(D) Communication among (D) et @ d EEaR
subordinates
15.  Which of the following is an 15. f=foRag & 4 e—a Neiew Eal
example of paralanguage ? TR & ?
(A)  Facial expression (A) TR TG
(B) Eye contact B) it & e
(C)  Tone of voice
d gestures () SHTISH T ¥
B Hande (D) R I Hod
16.  Which is NOT a feature of e- 16, i foiRad § ¥ s I—war
Communication ? foomar i 8 ?
(A)  Fast (A)
(B)  Requires physical B) TRRT TR Y aawea
presence © W "
(C)  Global reach
(D) Convenient @) ¥
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17. Which of the following is an 17. f=fofe@ & 9 o9 w
interpersonal barrier ? SeR—IRRT TRy & ?
(A) Noise (A) .
(B)  Misinterpretation of bod
Y B) WRRE ww B Tad e
language
(C)  Cultural difference st
(D)  Poor listening ©) Elliiflilai AR
(D) @ g
18. Which of the following is NOTa  18. fi=fofeqd § ¥ ®9F-a1 & WoR
type of communication barrier ? JARY B & ?
(A) Linguistic Barrier A) ¢ TR
(B)  Psychological Barrier
B) WFRY® Y
(C)  Technical Barrier ®)
(D)  Strategic Barrier © ™
(D) OIS R
19. Body language is a part of which ~ 19. ¥RIRG 4T f&y yoR & FOR @
type of communication ? Rem 2 ?
(A) Non-verbal
A)  R—REE WEAR
communication (&) _
(B)  Verbal communication (B) UCLOSEIS
(C)  Written communication (C) foiga wuR
(D)  Technological (D) T@D GAR
communication
20.  Which is NOT a modern form of ~ 20. fr=fafad # @ dF- smjfAe War
communication ? BT TBT T L ?
(A)  Video conferencing A) A SR
(B)  Speed post ®) e e
(C) Email " P
(D)  Social networking . ©
(D) |l Aeafh
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- 24,

21.  Effective listening requires 21, gl g @ forg aedd €
(A)  Interruptions (A) 3TRH
(B)  Concentration (B)  T&TIdr
(C) Noisc () IR
(D)  Multitasking D) TF A S M FAT
22.  Which of the following is an 22. anyRe Har & A BEBRT @
advantage of video conferencing Th o T8 7
in business communication ? (A) IH-9ME @ aadd @
(A) Lack of face-to-face 0
interaction (‘B) TR G i agam
(B)  Real-time collaboration © @ qga
(C) Limited access .
(D)  Delayed communication (D) fawifraet ¥R
23.  What is Microsoft Power Point ? 23, WZHNTE U @ige a1 & ?
(A)  Spreadsheet Program (A) BT UM
(B)  Presentation Program (B) Q\'ﬁ?ﬁ'ﬂr_\"ﬂT ORI
(C)  Database Program (C) e 49 9w
(D)  All of the above D) Tﬂ@ﬂﬁ '
Which of the following is called  24. TR @WEe ¥ oRwY T @ fore
as page to create a presentation 1 % 9 59 39 B o 2?2
in Power Point ? (A) e
(A)  Sheet " (B) e
(B)  Slide © W
(C)  Paper :
(D)  None of the above ®) m AR
25.  Which of the following section 25. A= ¥ § &N #1 AT W8S o
does not exist in a slide layout ? e H Hiog T 2 ?
(A) Titles (A) e
(B) Charts (B) qre
(C) Lists ©) g
(D)  Animation ©) TR
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26. is a list of activities 26, SERIGIE B T T W
that will take place during a W 55 B R BN fore —
meeting, including the call to '
order and adjournment. I _ IR &l
(A)  Agenda (A) TS
(B)  Minutes B) fi e
(C)  Notice (®) feq
(D)  None of the above (D) W 5 B T

27.  Proper listening helps to make  27. WqfG sm@or IR IR GIC]

effective. ¥ qeT T 2|
(A)  Speaker (A)  ga
(B)  Audience (B) s
(C©)  Report ©) Hﬁi’q’ﬁ?r
(D)  Communication (D) &

28. is a communication 28, U6 HaR ¢ v ¥ e+ @
which contains the decision of I ISR F1 kg mive 2 2
the higher authority of the . ,

; A)  HErE
organization. (4) _
(A) Amendments (B) W
(B)  Resolution (C) d&w
(C)  Debate (D) airdqﬁ
(D)  Minutes

29. The SMS, email, video 29. THoUHoUHo, ¥, AW FFRRET
conferencing are some of IR & &5 IR AR
the based media of A
communication.

(A) Task (B)  @awm
(B)  Business (©) wefae
(C)  Technology (D) W
(D) Team
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- 30.

“Two ears listening’ means - 30. @ P W W & 3 & -
(A)  Effective listening (A) ST S1E
(B)  Full listening (B) Tﬁ STqOT
C Passive listenin
ED)) Fake listening g © e
(D)  oft #E
31.  We shall be grateful if you remit 31, Ifq amg g4 @ Jfd W
the outstanding amount on the & X BT PR S al &
receipt of this TS ATIRY B |
(A)  Dunning letter A) W& @
(B) Reminder
(C©) Circular (B) ST
(D) Statement of Account (©
(D) @ H fdaxor
32. A can be issued for extra costs  32. FfaRad armal @ forw o
that were not included in the far o & S 4 g A it
original invoice, such as & 9, R R T T |
packaging or freight. A)  BRe e
(A)  Credit note B) Me e
(B)  Debit note . _
(C©) Warrant © e
(D) None of the above (D) SR F | P T
33.  Press note refers to - 33, U9 fasfa a<ffa o @ -
(A)  Reports through letters (A) T3 > T ¥ R
(B)  Report through (B) WAER wE # Rard
newspapers ©)  Aew W
(C)  Oral communication D) ; S
(D)  Informal communication
1214 'COM 103F
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34, ST P &1 SUTART TP 2T

34. Data can be visualized using .
(A)  Graphs T HhT & |
(B)  Charts (A) %
(C)  Maps (B)
(D)  All of the above (C)  wHf
(D) g i

35. letters saver time and  35. TF G99 3R T 9T 2|
effort. (A) frafia
(A) Routine (B) I B Rv R

B Ready to send
EC; Sym;;thy © W
(D)  Condolence () "

36. Clipping in computer graphics is ~ 36. WX Ulfthax H fafiT &1 1=y
primarily used for. H IUANT T ar 2
(A) Zooming (A) G@T[ %ﬁ
(B)  Copying | B) @it B
©) :?:::ovmg objects and © TR aR e g ?‘g’
(D)  All of the above (D) Sww &

37.  Which of the following device is  37. f=foag & ¥ 5w Susww @
used for the 3D positioning of an IR foet a*g A 3¢ Rl Pk
object ? & forg fomam S @ 2
(A)  Track ball (A)  opardd B
(B)  Space ball (B) W9 I &I
(C) Mouse (C) HN9
(D)  All of the above (D) Sudw Wi
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38. Resolution of a meeting is called ~ 38. {3 Jo& & U@ Bl @El
e 2
(A)  Direction (A) o
(B)  Decision (B) frfz
(C)  Records (C)  afieE
(D)  Minuites (D) g
39.  Which section of a report may  39. Rud @ fobg wrr # ST @ T B
include graphical representations, R e wRfif ofosi @ik
tables and figures to illustrate the AiEe e & Tay & 7
?
?:t)a Discussion &) faee-fame
(B) Conclusion (B) feremd
(C)  Acknowledgement (€) MR
(D)  Analysis (D) fazeyy
40. Which of these is usually written ~ 40. 3% ¥ P I FHIR N FH &
in a'form of a memorandum ? w9 ¥ foran Smar g ?
(A)  Professional reports A) WK ROE .
(B) Business reports (B) waNI® Rurd
(C) Informal reports (C)  IFERS Rard
(D)  Formal reports (D) 3lwERe RaE
41. What is a common format/style  41. TWfded o@d @ v s fbar
used for report writing ? M aqrell I Wy /Sl @ @ ?
(A) Chicago style (A) Rrer e
(B) Harvard style (B) RMECRIR
©) /;PAh e (American ©)  Totioto(iRE
sychologica —- v
Association) étylc ¥ )
LA (Modern Language
) ;/Issociition) style (D) THoldolo (et efraw
THiger) el
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42.

In writing reports the

‘introduction’  section usually

includes :

(A)  The  objectives and
context of the report

(B)  Detailed methodology
and data analysis

(C)  The results and findings
of the report

(D)  The limitations and the

future recommendations

42, Wfdecd oE § wRew e §
ATHAR W 3 idel 8 &
(A) R a1 IRew ek wed
B) fwga e @
fagetyor
) R 3 WRum 3R Fred
(D) ¥ v #Re & oo wegf

43.  In report writing, the ‘abstract’ 43. URded o@d ¥ , AR AR W
typically provides a  brief ¥ S -
summary of -
(A)  The methodology used in -
the report : .
A) R & vy o gomel
(B) The objectives, results & (A) :
conclusions (B) ¥, TRuH 3R fres
(C) The  statistical tests ‘
conducted ©  fam Y Wi vl
(D) The limitations of the D) R & dm
report : ‘
44. How should each reference be  44. TRl § wo G 31 by yoR
formatted in a bibliography ? e g o R ?
(A)  First line indent A) e o e
(B)  Hanging indent B) i Re
(C)  Centered ©
D Left aligned o
& (D) 9N WRag
1214 COM 103F " Page-13




45.

The

‘References’ or 45 yfraed # wWed & TA AT
‘Bibliography’ section in a report .
containirz i ’ # e 8
(A) Raw data used in the (A) R # 5 P P
report B) Rae % sqga ol A @
(B) A lost of all sources cited
in the report T‘ﬁ
(C) A summary of research ©) o frspsl b1 AR
findings
(D) A brief overview of the (D) T wHeret et
‘ objectives
46. In a report, the ‘limitations’ 46, f&l Ufdga & WA FTAM HAR
section typically - W —
(A) Highlights the major (A) TReEd @ T oyl W)
. gndifldgs of the report YT el 2
rovides
recommendations for ®) = @ %ﬂ
future actions W FAA TR &
(C) Lists the references and (©) Wt R vEw P BGIEE
citations ol
(D) Discusses the weakness (D) W A wEaRE a@
or constraints of the TR B Tt FRar &
report
47. When I him, Rahul 47. S # 9§ __ v § e
Cricket. fipae |
(A)  See, plays (A) @I, e ®
(B) Saw,is playing (B) . W @ 2
C) Saw, was playing
ED)) Saw, play:d © 3, I5 v
(D) o, Weldr o
1214 COM 103F
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48.  Circular is meant for 48. yRum P forw W 2
(A)  Group communication gl
(B)  External communication (A) W FAR
(C)  Secret communication (B) 4@ WAR
(D)  Informal communication (C) T4 ¥R
(D) IAEIRG AR
49. Communication in an 49, ST H GUR P WAE grar
organization flow 2
(A)  From top to bottom (A) TR ¥ A
(B)  From bottom to top (B) W FW
(C) Both ways (C) T T
(D)  None of the above (D) Tﬂ'g?}ﬁ 9 EB’F\,; Tet
50. What is the primary purpose of a  50. ﬁ‘sﬂzﬁ o = S L ?
resume ? A) s sk EE—
(A) To provide an overview
of qualifications and TG HE AT
experience (B) &N &7 uR=y I
(B) To introduce the © fERi Eb'r P
company
(C)  To communicate ideas (D) & 903 FAuifa avar
(D)  To schedule a meeting
"k
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