Paper / Subject Code: UAAC301 / Business Communication

QP Code-00003108

Please check whether you have got the right question paper.
N.B: 1. All questions are compulsory.
Figures to the right indicate full marks.
3. Students answering in the regional language should refer in case of doubt to the
main text of the paper in English.
Q.1.A Explain the following terms in two to three sentences('/ANY FIVE): [10]

i. Moodle

ii. Vertical Communication
iii. Feedback

iv. Encoding

v. Written Communication
vi. Facebook

vii. Interpersonal Communication

viii. Silence
Q.1 B.Fill in'the blanks with appropriate answers: [05]
i) is the bridge in the communication channel.

( message, medium, feedback )
i) Communication that flows from subordinates to superior is called
( diagonal, vertical, downward.)
iii) is a message that is sent'electronically over a computer network.
(.email, fax, teletext )
iv) means a system of arranging people according to their status.
( hierarchy, management, committee )
V) means to propose or to put forward an idea for consideration.

(-advice, instruction, direction )

vi) - The information spread through the is less credible than the one given by a
formal channel. ('grapevine; oral channel, body language )
Q.1 C) Match the following: [05]
Column 'A’ Column 'B’
i) Hierarchy a) Communication between equals
i) Memo b) Physical barrier
iii) _Horizontal communication c) Levels of authority and power
iv). Noise d) Study of body language
v) Kinesics e) Warning letter
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Q.2 Write short notes on ANY FOUR of the following: [20]
i) Verbal Communication
i) Tele-Conference
iiil) Downward Communication
iv) Formal Communication
v) Media and communication

vi) Vertical Communication

Q.3 Attempt ANY TWO of the following: [20]

1) Explain the advantages and disadvantages of Written- Communication.

2) Discuss the psychological barriers to communication-in detail.

3) Explain in detail the process of communication.
Q.4 A) Attempt ANY FOUR from the following: [20]

i) Draft a letter of acceptance for the post of manager.

i) Draft a letter of resignation from'the post of Clerk as you have received a good
apportunity.

iii) Draft a Memo warning to an employee of your office who has been late since

three weeks.

Q.5 A) Draft an application with resume in response to the following advertisement: [10]
‘Wanted immediately a sales executive who has good communication skills and experience in
selling products from‘door to door. Apply within ten days to Box No. 450 670, The Times of
India, Mumbai 01.”

B) Situation based case study: [05]
The vice president of a private firm, Rakesh, believed in personally briefing his employees every
morning. But, he often found that his instructions had not been carried out properly. Initially, he
thought it was due to employee insubordination. But, when he found them cordially greeting him
the next day, he thought that perhaps the employee hired was less capable. So_he tried hiring a
new hand; more qualified and with more credentials. However, the same pattern seemed to be
replacing itself. He discussed the issue with his childhood friend, Raman. Raman thought over it
and suggested that the problem may-be that his' employees are unable to understand his
accent, which was distinctly American, he having spent a decade in the ' U.S. Rakesh changed
his system and'started sending a mail-every morning to his employees with instructions. He was
amazed to find them followed perfectly. Thereafter, whenever he spoke, he took care to speak
slowly using short sentences and simple language, besides repeating himself a couple of times.

—

. What was the communication barrier Rakesh was facing?
2. How did he overcome the problem?

C) Write a paragraph on any one of the following topics: [05]
i) Youth and Mobile
i) Politics-in-India
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HUIT JFETNT Ao GRAYTART fABIeN 3HTE I o TITET.
N.B: 1. 99 v Jfqard 3med.

2. 3RSl 3RS Ot o7 Zadrd.

3. U T 3AX Ul faeareAiel AT eI YWEdT HET Holgrdl
STSNALY Heal g1l

Q.1.A Wreltel AT Gl of i dTFATHEY TASE T (HIUTETTET ITd); [¢0]

i g
ii 3fefid HYYOT
iii 3TTAYT
iv UeehIfSaT
v. faf@a dgwor
Q.1 B. A9 3a3ag Rad SR &R [05]
i) g EavIdaul difgsildid qel 318,
(@ er, ATeT s, fAT)
ii) 3TNTEATRSA TRCSIHS AGUINAT HAGTel _ FUIATd
(0T, 3fefeid, TTell)

iif) gl THh TSY I SN TV Acdhdl Soaciialeh UgHdlel araiaem
ST

(EH, thad, cfoleaee)
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iv) FEUTST ellehidl ATl REAHTAR cqaedT SUAT qTET.
(FCTIshH, SHGEUTIST, AFAT)
V) FeuTs faae eyt Ao fahar AisoY.

(Hee, Fa=, f&em)

vi) gar JaTRA el Afedr aame dae o feoiear AfedsT &t
faearaTg 3e. (A9Ae, 3ReT. Toiel, SEaTel)
9.2 ) Wrellel INSET Soad: [0Y]
T A ¥AH ‘B’
i) qaTeshd ) gAAASS HaTe
i) FAT ) #ifas 35U
iii) &ifasr gowor &%) ISR IO AqFAT TR
iv) FMere 3) cgalalrdr ¥
v) Kinesics e) ddrguly g
gl 2 Wlelleldehl SIUTcATEl ARAX olgledl Alcd foler: [R0]
i) enfeger HUYOT

ii) el Plehied

iii) ST3TAS HEGfeTcherd
iv) 3iTqarie FuvoT
v) ATEIH 37701 Tare

vi) Vertical Wﬂﬁﬂ?&lﬂ
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gl 3 Grelleldehl ShI0Tdel Glel Tdcel [Re]
1) fof@a dovoma e 3nfoT dic TS .

2) TATETdIT AAS 3EYed afdray ==t .

3) Haregrdl gfehar aaeficldr |iem,

Q.4 A) WTelTeTdehT HIOTAET AR Ydeal T [R0]

i) SYIEYISh YIS Tl Tl HYST AR .
ii) I gerar TSN=THAT T JIR FIT FRUT JFelell AFT Tl fAaTel 3e.

iii) el TSI 3ART HTeledT JHTAT HATeIce HAaRATel HAT ddrqoirar
AGET TR .

Q.5 A) Wielter RISl ichale Fgul SIAFE oirar HAPel R &l [20]

“dcohied Teh Hod Uldsiagices gal 8idl SaATedlehs THlel Halg Hired 0T ERTERT
3cUTesl TaehuTaT 3eIeTd 318, CoT fea@medr HTd sl HaX 450 670, & &y 3ih
SfSam, #9801 & 375T 1.

9) aRfEudr 3maRa wa w3 [o9]

TRl QTSN el 3UTETET Jehel Tlail AT TR IUAT FAATAAT I FdehRcdT
A U’ fAead Saell. W, 3Hishel AT AT e HAATAToT g
ATCATT el AT . Fealdiel ATl 3@ i H g hAargredn
SIRITENAS FTer Mg, IUT, qHAT fEal FAT HAAIGA AR FAET AR,
ITeT aTeel &l foigerd sholell AN Heled hel F&IH e, FEUEA Tlel AdieTl &1,
T SR O 3 AT S8 el = 3aear srerqofar &7 wHor et ar
fawgray ==t &ell. AU FA AR AR Fem nor gaaer f gEear Rl g
Yhd I AT 3TAR AT FHHANIIAT THo[ Aehcd FARId, S TSI ARG &I,
Il JUAALY Ueh EAF °TeAdel gld, T ATl JOTell Seefell 30T SRSl Fehradl
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mﬁwa’raﬁaﬁﬂﬁw—d SITAll. IR, SiegTal o sield, deal dlel Tad:oll Udh-
clel 8T YeRIgel FRUATATARF, gled qrerd 3707 Y $ITST aTI®al §ag ST
FIBoT HcTell.

1. THAT HATGIA HIUTAT IHSUST Ad gidr?

2. T HAEISR AT M Hell?

&) TlellTUehT PIUITET Tl AV azoe foleT: [o9]
i) d¥OT TTOT HSSl

i) ARATATST JSThROT
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