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Note : Solve any four questions in Rection A. All questions carry equal marks.
Scction B is compulsory and carrics 18 murks,

&;dinn A

1. "Communicntion 18 a two way process.” Discuss this statement in the light of process of
cummunication.

What are the vanous types of communication ? Explain by giving suitable examples.

Write a complant letter to the customer service department of a cur manufactuning company,
complaining about the puor services offered by authorized dealer / workshop.

4. Discuss the parametern that should be covered under resume writing. How the resume wnting
cin be made more effective.

5. * What is Listening ? What arc the'barriers to listening ? How these barriers could be overcome?

8, Write short notes on any two of the following : http://www.davvonline.com
ta) Debates and Speeches

(b Types of Businesa Letter
(¢) lmportance of Business Communication.

Section B
7. Atterapt both the cases :

(a) Prepare a bio-data and covering letter for the following walk in interview 1s required smart
boys and girla of full / purt time basis for marketing, ficld wock and survey. Biz softech
(Pvt. Ltd., 269 Udyog Bhawan, Mulund (W), Mumbai ~ 400050,

(b) You have scen an advertisement for a new electronic Zerox machine which can be programmed
to make upto 30 copies of 10 pages and sort the copies into sets. Wnte to them asking
for a demonstration as you want to purchase one for your office.
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