Paper / Subject Code: UBCOMFSI4 / Business Communication -l

QP Code 00005801

First Semester Examination
F.Y.B.Com.

Business Communication

Time: 3 Hours Total Marks 100

N.B. () All questions are compulsory.
(I) Figures to the rightiindicate full marks.

Q.1. A Explain the following items in 2 to 3 sentences (Any Five) 10
i~ Body Language
i WhatsApp
i Kinesics
iv  Horizontal Communication
v - Communication

vi- E-mail
vii  Computer Ethics
B. ~ Match the following 05

i.  Channels of Communication a. Noise, language, and perception
gaps

ii. - Barriers to Communication b. Warning letter

il Active Listening c. Formal and informal networks

iv  Business Ethics d. Focused attention and feedback

v. Memorandum e. ~Principles of fairness and
transparency

C. Filkin the blanks with appropriate words/terms given in the brackets 05
i.. A‘barrier’ refers to

(an-obstacle, a gymnast, a bar carrier, an iron rod)
ii. _  owns, runs or maintains a blog.
(Blogger, Portal, Webber, Telecare)
iii. Looking confusedisakindof - feedback.
(positive, immediate, delayed, peer)

V. is NOT a component of the communication process?
(Sender, Message, Interpreter, Feedback)

V. isan example of non-verbal communication?
(Email, Body language, Phone call, Written report)
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Write short notes on ANY FOUR of the following: 20
Grapevine communication

Oral Communication

Process of communication

Signs and Signals

Persuasion

Diagonal communication

Answer ANY TWO of the following: 20
Discuss the advantages of Horizontal Communication.

What is Physical Barrier? Discuss in detail Physical Barrier to
communication?

Define Listening. What are the various obstacles to listening?

Draft ANY FOUR of the following letters: 20
Sameer seeks a managerial post at Amity Services. The company

asks for a letter of recommendation. As his professor who knows

him well. Write a letter of Recommendation for him.

After graduating with commerce, you propose to enrol for MBA in
Finance at Kings University, UK. Draft the statement of purpose.

Natasha Shenoy has changed her residence from Bandra to
Churchgate. She has secured a post of Clerk at Rustam
International in Marine Lines. Draft her letter of Resignation from the
post of clerk at Ambika Stores, Andheri.

Rahul has been offered the post of General Manager in Shalimar
Ltd. Write a letter of Acceptance on his behalf.

Mr. Roy of your marketing department has worked hard and proved
his skills in marketing by contributing for the increase in the profit of
your company. Write a letter of Appreciation to him.
Write an application in response to the following advertisement. 10
“A reputed company in Mumbai requires salesmen/salesgirls, having
2/3 years experience and fluent in English. Apply with bio-data to
Box No. S-246, The Times of India, Mumbai.”

Read the following situation carefully and answer the questions 05
given below:

The General manager of a reputed firm, Mr. Kunal, found that his
instructions were not carried out properly by the employees. Kunal
thought that the employees were not qualified enough to follow his
instructions. So, Kunal tried hiring qualified and skilled employees.
But the same problems took place again. Soon, Kunal realized that
the employees were unable to understand his distinctly American
accent. Therefore, Kunal took care to speak slowly using short
sentences and simple language, in addition, repeating a couple of
times.
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Identify the barrier.

How can you overcome the identified barrier?

What problems does the General Manager face due to the
barrier?

What steps did Kunal take to overcome the barrier?

Describe a similar situation you have experienced and explain
how you overcame it
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C. Write a paragraph in‘about 150 words on-any one of following: 05

The Impact of Artificial Intelligence on Everyday Life
The Significance of Cybersecurity-in the Digital Age
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Al SASAT Fewar oy

I HOYUIR /HaTerd g a. 37TdTeT, HTST 10T FFUT 3T

i goordrer szl b, Ddraolt g

il gfgeg Yoy c. 3lumiRe ol 3&EgaRe
scash

V' oaErr Afdedr d. Sfga e 3nfoT gfafsr

V. FAYOT9H e. =g 30T R hdd ded

ATl A1TT QASE/HAT aTIweT RepI&AT ST . 0y
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I a6, dEs 1s)
i Teh Solld] Hleldh, TTIIUTRT fohaT S@HTST HIOTRT 3794,
(ST, M, AeR, Telh3aR)

iii.  iseer fegor ¢ SfAfhar YR Teh 3ET80T 3R,
(GPRIcHS, dichlioih, defad, Tgsha)

iv. UYUT /Hale 9fhdd "eed ARI? (AW, T,
3eTareeh, gfafsmam)

V. g arfde Haerd 3¢1gI0T 3R, (33, WK HNT/
Cgdlell, Wlsl i, oMl 37gard)
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ToYoTT gfshar

= 1T e

3ESROT

3Terdl HUYOT

GrelleTdeh! HIVTAET alel T2+l HISTaT: 0
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FiaTaR =T .
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GTelleTdeh! HIVTAET IR g forgT.

AR A Ffcgad ALY IaEudeh YISl IS Al 3Te.
hUetlel TRIGRE TATE HEON Sell 3779, JFe! chrell diaeal TR
HSYT, FGU[A AT Wedqeh FgUT GARATS fAGRE 97 fogr.
aftlsy AW uedl QU7 Fedlec], JFer A fRed
AT Bl favad - THATEST AL vugrar  faur
FAT. ITETS 3SfETeud (FCTHE JHTh URUIST) JAR .

TR AAgel e Hargears Ser AYeT TEe AT Feolel 3.
faem #Fla argea Jfer TaH SciaeTaaey foifies gerlt sl
Azel 3. I IR Adfewr wenmaEde ofte  gem@r
TSHATAT SoIraTs) fad 99 JaR awr.

Tgere AMTAR FHACSHE Hgreaaedrde Terdh 3ihT SuATd el 3g.
AT Icilel TATHRYIA TolgT.

3M9ear fquure fasTmencier At T el FHoR aRHHA FeeT 3o
YT HUHAAT  AFITd JOHAEY IR &3l [AUUTe Shieled
facy Fel Q. I g g forgr

hOSE Y3 ANl AT FHS T SIS FATEr  3Rele
AoTHT/AeTTed  3aTh 3gd. SASCIg a7 H, Sigg .
S-246, T T3y 30t 3TSAT, HeS.”

reltel IRITYAT ressliqde arar 3o r@rel feeledr gearer 38
cdr.

~

Tehl ATHAIR FHTeA HGreIaeAudsh M. FUMer TieAl &l gl
A AT HIAT HAURIE AT GhR - UThedT Sild  s1egedl.

FUMS il dIcel ) HAURIIAT cATedT. FIAT TTele]  HIUITHTS!
R IEdT ATIA 37 gl 38, WS FONS Ilell 913 3o
AT HHARAT AHAU[h | IO Wcel  holl. 9OT Yogl AT
AT HIHAT HIQT AT, FIET FISA FUMS  JreAT A&TIT
ATl & A AR ITUR HAARIAT HHSIT Ao b
FUMT Tl GRER SNelUl,  SIgld areFy 30T Jredr o= arR
0T, T Gl lel-cilel del JoRIgeil ol § oI&Tid Helel.
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3SUGBT ST,

MNBGelell ISV JFer M I FE AHAT?

T SIS STolkel HoASReT HIUTCAT FHEIT JcTeT?
PO YT &I FIUITHIST HIUTAT Urdel IheTell?

T AT IRITT HI0TcAT TRTEAAT goied T 30T
IFeT o IR Hel IR St O FHSIGT 1AM

X W

WTelTelichl ShIUTCATE! Tehl fAYATaR AR 2o Aseren TRese ToieT. 0y

LR Sfaar FRA et (3nfefeere . efoseaan)
L)

. f3foreer el Y FL&TT HAged
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