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QUESTION NO.1
True/False
Hypothesis should be expressed in straight forward term. TRUE
A bad hypothesis is comparative, measurable and false able. FALSE

Any supplemental defination is necessary to explain the hypothesis should be
offered. TRUE

QUESTION NO.2

Enlist three ways to send an order acknowledgment.

Acknowledging an order is a profitable practice. An order acknowledgment does
several important functions. A letter acknowledging an order provides an excellent
opportunity to resell your product and your organization. Some organizations think
such replies unnecessary. However, orders may not be a matter of routine for the
buyer. The acknowledgment completes a valid contract between buyer and seller.

An acknowledgment should always be sent promptly. An acknowledgement is
usually sent as a formal reply in the form of

. A postal card
. An acknowledgment form
. A duplicate invoice

. Anindividual letter
QUESTION NO.3
What should be the body language of a presenter during oral presentation?
Body Language
Stand rather than sit when you are delivering your presentation and try to be aware
of any repetitive hand gestures or awkward mannerisms that might irritate your
audience.

QUESTION NO.4

1. The central purpose of information reports is to inform and summarize
information.




TRUE

. Conference report show progress, accomplishment or activity over time or at
a given stage of major assignment. TRUE

. Analytical reports are routine reports prepared at regular time interval-daily,
weekly, monthly quarterly or annually. False

. Periodic reports are routine reports prepared at regular time interval-daily,
weekly, monthly quarterly or annually. TRUE

QUESTION NO.5
Explain CS of credits?

Evaluating the Credit Information

Traditionally, the following three Cs of credit form the basis for extending credit

privileges:

1. Character: It refers to a sense for honesty and ethical dealings with others. It
means meeting obligations and is demonstrated by willingness to pay.

2. Capacity: It is the ability to pay. It is evidenced by income or potential income.

3. Capital: It refers to tangible assets in relation to debts. Capital also determines
the ability to pay if the debtor does not pay willingly.

QUESTION NO.6
Choose the right option.
1. Market gives information about market report. (social/ Media/Market)

. Market Reports help people guess the future movements of price. (Market
reports/ sales report)

. Your cheque for Rs.25000/- arrived yesterday. Thank you shows
appreciation. (fairness/appreciation)

. We both know how hard it is to make a profit in this industry. It shows the
agreement. (appreciation/agreement)

QUESTION NO.7

What should be the style and format of a good resume?

A Good Resume
A good resume is a flexible and can be customized for various situations and
employers.

To write good resume, you need to show that you




1.think in term of result (2) know how to get things done (3) are well
rounded,(4) show signs of progress(5) have personal standards of
excellence(6) are flexible and willing to try new things(7) possess
strong communication skills. Or

A good resume should have a professional and clean style, with clear headings and
sections. It should be easy to read and follow a consistent format throughout. Use a
legible font, such as Arial or Times New Roman, and maintain a font size of 10-12
points. Organize your resume with sections like contact information, summary or
objective statement, work experience, education, skills, and any additional relevant
sections. Use bullet points to highlight your achievements and responsibilities in
each job or educational experience. Keep it concise and limit your resume to one
or two pages.

QUESTION NO.8
Identify five components of report from the given components?

Date, Appendix, inside adress, Index, Body, Compliment close.

Answer
Except compliment close, all are the components of report.

(1) Date

(2) Appendix

(3) Inside address
(4) Index

(5) Body

QUESTION NO.9

. The reference section may include information about the message composer,
the typist, and sometimes word processing data. TRUE

. Although negotiation has a specific purpose — to reach agreement — it does
not always achieve this aim. TRUE

. In lose-lose strategy the initiator is dissatisfied and the other is satisfied.
FALSE

. In self-exposing People wish to be Centre of attention, demand this attention
by speaking loudly, and speak over other use attention seeking body
movement or by ignoring feedback and other‘s view. TRUE




Question NO.10
3 attributes of high EQ (Emotion quotient)
People with a high EQ generally possess these desirable attributes:
self-awareness, good impulse control, persistence, confidence, self-
motivation, and empathy, as well as the ability to persuade, articulate a
mission, interpret the mood of a group, and communicate with people
in terms they understand.
QUESTION NO.11
What are the basic purposes/characteristics of giving presentation?
There are four basic purposes of giving presentation are:
s To inform
+» To persuade
+ To motivate
+» To entertain

QUESTION NO.12
Middle section of application letter does what / Main subject of middle

section of application?
The middle section of an application letter does the following.
s Summarize your relevant qualifications
¢ Emphasize your accomplishments
¢ Suggests desirable personal qualities
s+ Justifies salary requirements
¢ Refers to your resume
QUESTION NO.13
Enlist the stages of presenting thesis or dissertation in order?
While writing and presenting your Thesis or Dissertation, you go through many
stages. These stages are very important. Anyone in this process must make sure
that no stage is left out. These stages are the following.
¢ Thinking About it
¢+ Preparing the Proposal

X/

++ Conducting the Research

R/

%+ Writing the Research Paper

R/

++ Define research

R/

+¢+ Discuss Basic Elements of a Research Paper
¢+ Sharing the Research Outcomes with Others




¢ Revising the Research Paper
QUESTION NO.14

Five types of research that are quantitative in nature
The following types of research are primarily quantitative in nature.

. Experimental Research
. Quasi-Experimental Research
. Causal-Comparative Research
. Co relational Research
. Descriptive Research
. Evaluation Research
QUESTION NO.15
How many parts of memorandum enlist them?
There are usually three main parts to a memorandum:
¢ The heading
¢+ The subject and date
s The message
QUESTION NO.16
Acknowledgment Letter

Acknowledging an Order

Acknowledging an order is a profitable practice. An order acknowledgment does
several important functions. A letter acknowledging an order provides an
excellent opportunity to resell your product and your organization. Some
organizations think such replies unnecessary. However, orders may not be a
matter of routine for the buyer. The acknowledgment completes a valid contract
between buyer and seller.

An acknowledgment should always be sent promptly. An acknowledgement is
usually sent as a formal reply in the form of

1. A postal card
2. An acknowledgment form
3. A duplicate invoice




4. An individual letter
While answering use the following plan:
1. Thank/appreciate the customer.

2. Restate the order to illuminate any likely misunderstanding.

3. Tell the customer that his order is being processed and should reach him
within the given time frame.

Express your pleasure in serving him

QUESTION NO.17
Successful Sales Letter
writing successful sales letters is difficult. Some letters may take weeks to be
perfect. But financial returns can be great. Good selling presents the proposition
In such a way that the readers become convinced. Achieving your goal requires
careful editing and rewriting.

QUESTION NO.18
Medical research:
This is research in the second sense: to find out things nobody knew
before. The final criterion is the discovery of new truths, but also the
translation of the new truths into practical treatments, and the
developments of economies of scale so that the treatment is available
for the largest number of people. Here ethical considerations receive a
great deal of attention, both in terms of the human patients and the
animals which are used for trials.

QUESTION NO.19
What are Claim letters or complaint letters?
When a product or service does not meet customers’ expectations, the customers
are disappointed and usually file a complaint.
Their complaints should not be called complaint letters, because complaint
connotes irritation, unpleasantness, negativism, and even anger. Using a word
with such negative connotations could lead to a bad attitude towards customers.
Letters about such complaints should be called claim letters.

QUESTION NO.20
Ways to improve listening?
Here are some ways to improve listening:
s Be prepared. By knowing the speaker and the topic

% Show positive attitude.

¢ Don’t make premature assumptions before listening to a certain speaker.
s Always be ready to learn new ideas or facts that you are not aware of.




3

*

Listen to learn, not to refute.

While listening, try to understand the points.

Concentrate Pay attention to what is said.

Jot down notes. If possible, take down main ideas. These notes will help
you a lot later on.
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QUESTION NO.21

AIDA Stands for?
It is combination of four words means it has four parts which are following;
s A = Attention
¢ | = Interest
% D = Desire
% A = Action
QUESTION NO.22
Define APA?
s APA stands for American Psychological Association
« APA is a parenthetical citation system source name and publication system
and sometimes page reference
s APA style requires authors to use the past tense or present perfect tense
when using signal phrases to describe earlier research.
* When using APA format, follow the author-date method of in-text citation.
QUESTION NO.23
Enlist types of pre-employment tests?
Three types of pre-employment tests frequently administered by companies are
¢ Job skill tests
The most common type, are designed to access competency or specific
abilities needed to perform a job.
¢ Psychological tests
These tests can be used to assess overall intellectual ability, attitudes
toward work, interests,  managerial potential, or  personality
characteristics — including dependability, commitment, honesty, and
motivation.
Drug tests
Drug tests are not conducted in our country Pakistan.
QUESTION NO.24
What is Customer’s First Order
Customer’s First Order




Never miss the opportunity to make your first impression on a customer. You

want to welcome the customer and encourage him or her to buy from you again.
QUESTION NO.25

What is amatering while writing resume letter?

Amateurish: The applicant appears to have little understanding of the business

world or of a particular industry, as revealed by including the wrong information

or presenting it awkwardly.

QUESTION NO.26
Explain Buffer
1. Buffer:

Buffer is a statement that is meant to bring the reader to a positive frame of mind.
It can be of the following types:
1. Agreement
. Appreciation

. Assurance

. Compliment

5. Cooperation
Fairness

. Good News
Understanding

Agreement

Find a point on which you and the reader share similar views.

For example; We both know how hard it is to make a profit in

this industry.

Appreciation

Express sincere thanks for receiving something. For

example; Your cheque for Rs.25000/- arrived yesterday.

Thank you.

Cooperation

Convey your willingness to help in any way you realistically can. For example;
Employee Service is here to smoothe the way for all of you who work to achieve
company goals.

Fairness




Assure the reader that you‘ve closely examined and carefully considered the
problem, or mentioned an appropriate action that has already been taken. For
example;

For the past week, we have carefully monitored those using the photocopying
machine to see whether we can detect any pattern of use that might explain its
frequent breakdowns.

Good News

Start with the part of your message that is favourable. For
example; A replacement knob for your range is on its way,
shipped February 10 via TCS.

Understanding
Demonstrate that you understand the reader‘s goals and needs. For example;

So that you can more easily find the printer with the features you need, we are
enclosing a brochure that describes all the Panasonic printers currently
available.

QUESTION NO.27
How to get attention from audience 3 steps
To get attention from an audience, you can follow these three steps:
1. Start with a captivating opening that grabs their interest.
2. Use engaging visuals or storytelling techniques to keep them hooked.
3. Interact with the audience through questions, discussions, or activities to
maintain their attention.
QUESTION NO.28
What is functional resume?
A functional resume emphasizes a list of skills and accomplishments,
identifying employers and academic experience in subordinate sections.
Functional resume stresses individual areas of competence.
QUESTION NO.29
Define Resume?
A resume is a structured, written summary of a person’s education,
employment background, and job qualifications.
QUESTION NO.30




What are the advantages of chronological resume?
Many employers prefer this kind of resume because it has three key
advantages
[ Employers are familiar with it & can easily find information
[ It highlights growth and career progression
[ It highlights employment continuity and stability
QUESTION NO.31
What is negotiation?
Negotiation is a process in which two or more parties try to resolve differences,
solve problems and reach agreement.
QUESTION NO.32
Explain negotiation’s strategies? Very important
There are four strategies of negotiation which are following;
1. Win-Win Strategy
In this strategy, both parties are satisfied with the settlement negotiated, it
aims to meet the needs of both parties, not to win position or gain victories
on one party’s eXpense.
2. Win-Lose Strategy
Result in the party who initiates the conflict being satisfied and the other
dissatisfied. This strategy focuses on the initiator’s problem to the
exclusion of the other’s. The initiator wins.
3. Lose-Win Strategy
This is a situation in which the initiator is dissatisfied and the other is
satisfied. The loosing party usually makes too many concessions.
4. Lose-Lose Strategies
Lose-lose strategies result from a situation in which the objectives of both
parties are too rigid, or both parties are unable to collaborate, or unaware of
the opportunity to do so. Both parties walk away from the negotiation
dissatisfied.
QUESTION NO.33
What are types of workplace power?
There are Five Types of workplace power

1) Legitimate Power
It bases on a person’s position or role in an organization, their authority
and control over resources give them power that is acknowledged.

2) Expertise Power




People with more skill and strength than others have to them; their
colleagues defer to them.
3) Reward Power
It is exerted by someone who has control over resource desire by others.
Such as person can influence and manipulate behavior.
4) Coercive Power
It is exerted by those who use their authority or any force, emotional
or physical, against the interest of the other party.
5) Consultative Power
It is exerted by someone who seeks information, considers other’s advice
and makes plans with others.
QUESTION NO.35
BATNA and WATNA stands for?

BATNA stands for the ‘Best alternative to a negotiated agreement.’
WATNA stand for ‘Worst alternative to a negotiated agreement

If they refuse, or are unable to do this, conflict will arise because processes
that are essential to the running of the workplace do not take place. (True
statement)

. Use your communication skills to present your ideas without producing
conflict.

In Withdrawal negotiation method both parties are dissatisfied

. Rehearsal helps in overcoming anxiety and depression in oral presentation.
(True statement)




. Good negotiator’s verbal and nonverbal communication is open, confident
and oriented to the needs and concerns of both parties. (True statement)

. SUCCESSFUL NEGOTIATION Use empathy appropriately because they
can see the situation from others’ points of view.

. Put them 1n the other person’s position to show them that they fully
understand their needs and concerns are characteristics of Successful
negotiation.

. Positive regard for yourself and the others involved will communicate your
warmth and acceptance of them. (True statement)

In Win-win strategy, both parties are satisfied with the settlement
negotiated, it aims to meet the needs of both parties.

. In win-lose strategy the party who initiates the conflict being satisfied and
the other dissatisfied. This strategy focuses on the initiator’s problem to the
exclusion of the other-s.

. Lose-lose strategies result from a situation in which both parties are unable
to collaborate, or unaware of the opportunity to do so. Both parties walk
away from the negotiation dissatisfied.

. People ideal negotiators, want information and feedback from others for
self-actualization.

. Use your communication skills to present your ideas without producing
conflict

. If they refuse, or are unable to do this, conflict will arise because processes
that are essential to the running of the workplace do not take place. (True
statement)




. Relavent information should be given in the negotiation. (True statement)

. One of the conditions of external validity of a research area is that it should
provide the evidence for the achievable stated goal

. Readers are not allowed to cross-reference in global formats (APA, MLA).
(false statement)

. In thesis writing, it is a poor practice to cite form research literature to
support your study. (False statement)

. the BATNA and WATNA, you are exploring the alternatives available if
negotiation is not possible.

. In the negotiating process, the parties involved may choose one of five
different negotiation methods

. Negotiation based on empathy for the other party establishes a climate
where both parties can communicate easily.

. In active listening an active listener has empathy with the speaker: that
shows that you understand the issue from other persons’ point of view.
Feedback is the connecting continuing or completing link.

. Cognition is not a negotiation method

. You should clearly state the problem that your thesis is going to address.

. Negotiation based on empathy for the other party establishes a climate
where both parties can communicate easily.




. Try to be creative while thinking about Thesis writing
. The hypothesis is the central question being researched.

. Reward power is exerted by someone who has control over resource desire
by others. Such as person can influence and manipulate behavior.

. In win-win strategy, both parties are satisfied with the settlement negotiated,
it aims to meet the needs of both parties,

. The word research is used in different field in different senses.
. Preparation is not a cause of listening pitfalls.
. Assumed power is not include in five types of workplace power.

. The "thinking about it stage" is when you are finally faced with the reality of
completing your degree.

. RAW DATA should appear as an appendix at the end of your thesis.

. Minimal and brief responses let speaker know you are listening and
encourage them to talk.

. One should aim high and be realistic in setting one's goal in the process of
research.

. Good negotiation meets at as many interests as possible with an agreement
that is durable

. In Science and technology Everyone naturally associates research with
science and technology, white coats and laboratories.




. Rational is based on the background information, explain the purpose of the
study. True

. In Self-protecting People use divisionary tactics, discussing other people or
sides tracking to other issues hide their true feelings.

. A good proposal should consist of the first three chapters of the dissertation.

. which section of research report is not contained in a research proposal?
a. results and discussion about them
b. research question
. justification of study
d. purpose of the study

. At the thinking stage of proposal writing, to write down your ideas is better
as...?

a. it makes you remember the ideas

b. it enhances the writing skills

c. itallows to revisit the ideas

. process of listening includes following except
a. passive process

b. active process

c. message

d. aural stimuli

. The best ways to deal with hostile question during oral presentation is a
polite and a diplomatic answer

. Compromise means to settle differences through concessions made by one
or both parties




48.

52.

57.

. Legitimate power bases on a person’s position or role in an organization,

their authority and control over resources give them power hat is
acknowledged

A methodology section can contain a flow chart which summarizes the way
in which the various processes involved in the project fit together

. Coercive power is exerted by those who use their authority or any force,

emotional or physical, against the interest of the other party

. Compromise means to settle differences through concessions made by one

or both parties. A compromise usually produces win-win or win-lose results

. Medical research deals with discovery of new truths,

Iron out any differences in facts before you start to negotiate. Confirm both
parties’ broad objectives and feelings. TRUE

. Functional Resume stresses individual areas of competence.

. The AIDA approach isn‘t appropriate for job seekers in every culture.

. Opening-ended interview is less formal and unstructured.

. In a chronological resume, the work-experience section dominates,

immediately after the name and address and the objective.

A resume is a structured, written summary of a person‘s education,
employment background, and job qualifications




58. The keys to writing a successful resume adopt the ‘you’ attitude and focus
on your audience.

. There are Two Types of Job Letters.

. Follow the AIDA approach when writing you application letter: attention,
interest, desire, action.

. In a general request the writer seeks information without intention to buy
or sell.

62. To write good resume, you need to show that you

. think in term of result

. know how to get things done
. are well rounded

. All of these
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1. During an official meeting the role of Committee Member’s is a
participation in meetings and do work delegated to him or her.

2. Negotiation based on empathy for the other party establishes a climate
where both parties can communicate easily.

3. An employment interview is a formal meeting in which both employer and
applicant ask questions and exchange information to learn more about each
other.

4. Active verbs and concrete words bring clarity.

5. Welcome letters are considered morale builders and usually they have
definite sale flavor.

6. Orders are stated clear. They do not require to excite the reader’s interest
7. Synopsis is also called abstract.

8. The chronological resume structure should be followed only if the
candidate has a strong employment history.

9. An appropriate style for resume is using a simple and direct style.

10.1n a solicited letter, you need no special attention-getter because you have
been invited to apply.

11.THE 'special attention getter' is a concept which is not applied in solicited
letter

12.Give each paragraph a Topic sentence.
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13.The purpose of writing justification report is to comply
with regulatory requirements

14.Which is not a characteristic of good resume? Listing your hobbies
init.

15.Pre-employment tests attempt to provide objective, quantitative
information about a candidate’s skills, attitudes, and habits.

16.Professional credibility of the presenter demands him to respond to the
questions closely.

17.1f you are using the cover letter as a marketing tool, you will need to create
a balanced objective.

18.A weekly market report contains
a. Highest prices of last week
b. Lowest prices of last week
c. Closing prices
d. All of these.

19.At the screening stage of interview, the employer can screen candidate by
a) Computer
b) T.V
c) Cell phone
d) All of these.

20.When using the buffer-paragraph technique to write a letter refusing an
adjustment, place the bad news in the middle of the letter.

21.A functional resume emphasizes a list of skills and accomplishment.

22.\WWhen the company responds favorably to a customer’s claim, the respond
is called adjustment.
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23.All are the principles of letter except
a. Conciseness
b. Clarity
c. Ambiguity.

24.Collection letters are usually sent in series.

25.Unsolicited letters persuade to people to buy your product or service.

26.Negotiation enables you to win some concessions on benefits at an
interview if you can’t bargain for more salary/money.

27.Extemporaneous demands enough practice so that you can have eye
contact with your audience.

28.Impromptu means a speech made without any preparation

29.Encouraging listening invites speaker to say more without pressuring them
to disclose their feelings or though it is their choice.

30.In active listening an active listen has empathy with the speaker: that
shows that you understand the issue from other person’s point of view.

31.Put them in the other person’s position to show them that they fully
understand their needs and concerns. It is known as successful negotiation.

32.Research is Reasonable bias free conclusion

33.You should clearly state the problem that your thesis is going to adress.

34.Surveys are commonly used for collecting primary data.
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SUBJECTIVE

QUESTION NO.1
How to get attention from audience 3 steps
To get attention from an audience, you can follow these three steps:
1. Start with a captivating opening that grabs their interest.
2. Use engaging visuals or storytelling techniques to keep them hooked.
3. Interact with the audience through questions, discussions, or activities to
maintain their attention.

QUESTION NO.2
Fill in the blank with appropriate word.

1. Market gives information about market report. (social/ Media/Market)

2. Market Reports help people guess the future movements of price. (Market
reports/ sales report)

3. Market reports are used in the market purposes.
QUESTION NO.3

True/False
Circular letter is used to send information to a large number of people. True
Circular letter can never be used in sale campaigns. False
Circular letter is used to send information to various people. True
Question No.4

Identify the statement is true or false relavent to Collection letter

State clearly the specific action the debtor must take. True
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Never imply in your message that payment can be avoided or postpond.
True

Persuade the debtor of benefit he will receive by paying. True

QUESTION NO.5
T/IF

Advance attitude is a basis for decision about an organization. TRUE

A memo report is a cross between short and a format report. TRUE

The purpose of the business report is to convey essential information in an
organized, useful format. TRUE

Example of periodic reports are progress report and conference report. TRUE

While organizing memao reports present facts with absolutely fairness and
accuracy. TRUE

QUESTION NO.6
What should be the style and format of a good resume?

A Good Resume
A good resume is a flexible and can be customized for various situations and
employers.

To write good resume, you need to show that you

1.think in term of result (2) know how to get things done (3) are well
rounded,(4) show signs of progress(5) have personal standards of
excellence(6) are flexible and willing to try new things(7) possess strong
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A good resume should have a professional and clean style, with clear
headings and sections. It should be easy to read and follow a consistent
format throughout. Use a legible font, such as Arial or Times New Roman, and
maintain a font size of 10-12 points. Organize your resume with sections like
contact information, summary or objective statement, work experience, education,
skills, and any additional relevant sections. Use bullet points to highlight your
achievements and responsibilities in each job or educational experience. Keep it
concise and limit your resume to one or two pages.

QUESTION NO.7

What is abstract in thesis?

Synopsis or Executive Summary

A synopsis is a brief overview (one page or less) of report’s most important
point. It is also called abstract. Executive summary is a fully developed mini
version of the report and is comprehensive.

1. Make your summary able to stand alone in meaning — a mini-report

2. Make it intelligible to the general reader. Readers of summaries will vary
widely in expertise, perhaps much more than those who read the report itself.
So translate all technical data into plain English. 3. Add no new information.
Simply summarize the report 4. Stick to the order of your report

5. Emphasize only major points.

QUESTION NO.8

What are the characteristics of data used in qualitative research
methodology?

Verbal descriptions

Field notes

Observations

Documents

QUESTION NO.9

Write the body of letter in which you have to write a complaint to seller for
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Question # 2 of 10 ( Start time: 04:23:43 PM, 25 August 2021 ) Total Marks: 1

Choose the correct option.
Keep your linked to your CV.

Select the correct option

resume

O

informal letter
O

|

report

cover letter »
@ r:LdJ




! I

i ' I| .LI Illl

Li ) "|r1 1 LA 1'-"'.',"'_'.._
Ll e umumkm'm AL

| I|||L Irl"llh'll”gl;j%% "!‘Iﬁq*% rhwuhwwwl

III| DAL "'.

ith ||| | 'u.lll': ”fl'u” 111'“-“' TS |
[ i ' lf,. ‘|||||”I prqﬁ \'Hnl'l.].. 1 N”- ey
i L L | / H‘ |]|I.lf4 i 1- .

il
I(|||||'I|||| '.Hrli 1 ’”!N?'q‘?f l“ -I’ll
. 1|,r"|| i i.‘“LJ|||,| \q_"ih* VWA “',l

¥ RS ,1-
ll[ ltﬁ % IDI""'I 'u’l“"\m :. {'1':":1'

I
HLl ERRRRL A1
|i'i ||rr[ |f] h"|| IIE" X t“g'.,lh l.n.’ .
" i\ -1“||I Y &0 N T A
||||'| : ”-”.| ||I|, . J’ LN

. .' I
] 14| |




Question # 7 of 10 ( Start time: 04:31:02 PM, 25 August 2021 ) Total Marks: 1

A person's is usually written in his own style
rather than the choppy, shorthand style of his resume.

Select the correct option

C.V
O
Memo
O
| Report
O
0
Application letter ‘:u
O




ENG301:Quiz 3 Quiz Start Time: 04:22 PM, 25 August 2021

Question # 1 of 10 ( Start time: 04:22:09 PM, 25 August 2021 ) Total Marks: 1

|While writing resume, if someone wants to generate
interest of reader immediately then he should state
his objective. He can make it effective by being as
as possible about what he wants.

Select the correct option
1

Universal
0
0 .
- Specific .
O i
L‘
General
0 i
— |
Common |
O




Question # 3 of 10 ( Start time: 04:25:01 PM, 25 August 2021 ) Total Marks: 1

Analyzing the mix of men and women, age ranges,
socioeconomic and ethnic groups and occupations
are important for

Select the correct option

student's analysis
O

research analysis

audience analysis \

sample analysis




Question # 6 of 10 ( Start time: 04:29:06 PM, 25 August 2021 ) Total Marks: 1

“To explain to the executive committee the financial
ramifications of Omni Group’s takeover offer”

The above mentioned statement of purpose falls

Select the correct option

To Entertain

O

'To Motivate

To Inform

|
>
-

_To Persuade




Question # 5 of 10 ( Start time: 04:27:32 PM, 25 August 2021) Total Marks: 1

Which of the following is not a characteristic of a
good resume?

Select the correct option

Demonstrating your personal standards of excellence
O

lLis’ting your hobbies in detail "‘

"Showing that you think in terms of result

Expressing your ability to get things done




Question # 9 of 10 ( Start time: 04:34:38 PM, 25 August 2021)

Total Marks: 1

The “perfect” resume responds to the and
preferences.

Select the correct option

‘ none of the above

O

organizational needs

applicant’s needs

reader's needs '
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ENG30T Quiz 3

R

Question # 5 of 10 ( Start ime

.l
04:40:02 PM. 25 August 2021

Which ane is the most common type of pre-employment tests?

—

Selecl lhe correct uphﬂn

:! ps,(chm:}g.ca tests

——
—

R

j0b skill tests

Scanned with CamScanney
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Question # B of 10 ( Start time: 04:32:27 PM, 25 August 2021 )

Total Marks: 1

Ildentify the most related statement to the term
enclosed in the inverted commas.
“While initiating a sales offer you need to”

Sele mlht correct option

Propose extra benefits wnth the commodity

)
. &V not sure
'None of the above

O
Have a strong advertising strategy

o)

'Have a clear set of objectives




Question # 4 of 10 ( Start time: 04:26:19 PM, 25 August 2021) Total Marks: 1

Be sure to consider any cultural differences when
preparing for interviews, and base your approach on
what you expect.

Select the correct option

{\

) False :u

correct statement is " on what you audience expects’

True




(Choose the best aption from the following

A structured interview is usually used in

Select the correct option

Screening stage & (

Job description

........
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w application letter is in response toa/an _____ job opening
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Select the correct option I
temporary | B

O

contractual
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G@ - IE. http: }flocathost VU TESfclisntfInstructions, asp

(File Edit View Favorites Tools Help

. Favorites |1..;|, £ | Suggested Sites » - B | Web Shee Galery v

ﬂ'u'l_l Examination System (CLIENT) YUTES 6.5 ::1... Fall.., F |

|[luaitlnnl"ln:'ln»f51

Choose the correct option from given choices:

The final letter in collection series, when all efforts have failed, threatens to turn the matter overto a.............

Answer | Please select your correct option )

Security agency
i

Investigation agency

Foreign agency

Collection agency

Start Time: 10.36 PM 1+ I

ll




on No : 2 of 52

7

Choose the correct option:

There can be types of adjustment letters

four

[ Start Time: 1036 PM z 1{]

11500

Ipaper.aspx




/7 ¥U Examination System (CLIENT) YUTES 6.5 ... Fall 2012 (FinalTerm) ...:

m - |£, http: [flocalhost VUTES felientInstrucbons . asp:

Eile Edit Yiew Favorites Tools Help

.. Favorites | a3 B | Suggested Sites v @ | Wb Slies Galery »
g WL Examination System (CLIENT) YUTES 6.5 2., Fall... I |
lQuestion Mo : 3 of 52

Choose the correct option.

Which one of the following is not the purpose of communication?

Answer | Please select your correct option )

To initiate some action
£
To impart information, ideas, attitudes, beliefs or feelings
t-‘
To establish, acknowledge or maintain links with other people
e
To make people fool and sell your products
rl

Start Time: 10:36 PM 3 b




i Favorites | 95 8] Suggested Skes » @@ Web Slice Gallery

@UU Examination System (CLIENT) YUTES 6.5 ::t... Fall...

lQuestion No : 4 of 52

Choose the best option.

In buffer paragraph, the point of view of the customer should be.........

Answer ( Please select your correct option )

supported
L

opposed

neglected

rejected

| Start Time: 1036 PM

‘115:00

Time Left

lpaper.aspx

| =



g =y W8] http:/flocalhost/VUTES client/Instructions, aspx

(Ble Edt Yew Favorites Tools Help
.y Favaorites |’i'£|3 £ | Suggested Skes = B | Web Slice Gallery =

8 VU Examination System (CLIENT) VUTES 6.5 :::... Fall... | |

lQuestion No : 5 of 52

Choose the correct option.

Different mental filters and perceptions of reality in different persons can cause -------- --- barriers.

Answer | Please select your correct option )

psychological
e

physical

semantics

perceptional

Start Time: 10:36 PM
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Ble Edt Wew Favorites Took Help

;'_;1 Favorites 15 £ Sugoested Skas > @ | Wab Sice Gallary =

8 VU1 Examination System (CLIENT) VUTES 6.5 211, Fal.,.
Question No : 6 of 52

In the process of intercultural communication, the variable of "Cultural Customs® includes which of the following sub factor:

Answer | Please select your correct option )

Economy
~

Health

HNonverbal hehaviour

Education

Slart Time: 10:36 PM 6 1

115:001¢p




/7 ¥U Examination System (CLIENT) ¥YUTES 6.5 =.. Fall 2012 {(FinalTerm) ..z - Windows Internet Explorer

m » IE. hitep:/ locabest MUTES) chent  Tretrctions. aspe:
El= Ed: Yiew Favorites Tools  Help
“r Fawaribes '?mﬁ B Suggested Skes » B | Web Slice Gallery -

{8 U Examinstion System (CLIENT) VUTES 6.5 135, Fal... | |
{Question No : T of 52

Choose the correct option from the following:

Being sincerely tactful, thoughtful, appreciative, respectful and non discriminatory means -—-—.

Answer | Please select your correct option |

courtesy
£}

concreteness
[

completeness
[

CONCISENess
i3

Start Time: 10:36 PM 7

115:00

Time LeR
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Belugeh the ahove statement with one of the Tollewing:

" An attachment notation is included o remind the reader to check for additional pages of information. This is typed single or double space below the relerence initials.”

| Ploase salect your correct option |
Enclosare(s)
-
Copy netatien
pa
Pastscript
~
Attention line
-

Siarl Time: 10°35 PM

D

paper.asp




/YU Examination System (CLIENT) YUTES 6.5 ... Fall 2012 {(FinalTerm) ..:: - Windows Internet Explorer

m’ - |E| bkt [ flocalhostVUTES [clisnt [Instractions. asp:

File Edit ew Favorbes Toolks Help

e e e

¢ Favorites | %3 | Suggested Sikes = B | Web Slice Gallery =

8 VU Examination System (CLIENT) VUTES 6.5 ::.... Fall... | I
|Question No : 9 of 52

Choose the correct option:

A claim is written to the company of the problem.

Answer | Please select your correct option )

mform
~
complaint against
0
make claim
{
refuse
~

[ Start Time: 1036 PM

115:00
e I K A




/2 WU Examination System (CLIENT) YUTES 6.5

G}S’ - IEI http: /flocalhast VUTES chient/Instructions. asp

.. Fall 2012 (FinalTerm) ..

(Elle  Edt Yiew Favorites Tooks Help

i Favortes | <5 ] Suogested Sites » 8| \Wab Slice Gallery

€8 yU Examination System (CLIENT) VUTES 6.5 :2:... Fall... | |

|Question No : 10 of 52

Choose the correct option from the following:

The resume should be relevant, to the peint and ---—---.

Answer | Please select your comrect option )

too long
C

repetitious

’ concise V

complex

| Start Time: 10:36 PM

£ .



' WU Examination System (CLIENT) YUTES 6.5 ... Fall 2012 (FinalTerm) ...

m - IE hitkp: ffiocalbost VUTES [clisnt fTrstroctions . asps

File Edit View Favorites Tools Help
. Favorites |=H B | Suggested Sikes » B | Web Slica Gallery »

& YU Examination System (CLIENT) YUTES 6.5 :::... Fall... | I
lmmﬂnn No : 11 of 52

Choose the correct option from the following:

In which type of resume, the work-experience section dominates after name, address and ohjective?

|ﬁmwar{mnmﬂ[eﬂwm correct option )

The Chronological Resume V
i

The Functional Resume

The Combination Hesume

Job oriented Resume




5w s srmanatson Sysbem (OLIEST) VOTES B.5 o
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o Feporkes | s B | Sogoested Sies v B | Web Sice Galery =

ﬂwhamﬁrsteml:ﬂ.llﬂﬁ VUTES 6.8 15,0, Fal.., ] I
Guestion No = 12 of 52

Choose the correct option,

The is especially appropriate if yoo have a strong employment history and are aiming for a job that builds on your cwrrent career path.

|nswer | Please salect your cormact option )

funetional approach
~

chronological approach V
=

analytical approach

all of the ahove

Start Time: 10-36 PM 12 5
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m - IE Rt acathost SVUTES ickent [ Instruchons. asp

File Edit Wew Favosites Tools Help
iy Favortes. |3 @] Suggested Stes » [ | Web Sice Galery »

ﬁw&mmniﬂam{maﬂ}m&ﬁ.ﬁ:::...Fal... | |

|Question No : 13 of 52

Choose the correct option,

The originality of -—-——- does not lie in the research but in the artistic ereation for which it provides a background.

[ﬁ:mr[Flem select your correct option )

article
)

thesis

essay

novel
o

13 |




# WU Examination System (CLIENT) VUTES 6.5 ii:.., Fal.., | |

[Question No : 16 of 52

Choose

e

the correct option.

is exerted by someone who can influence and manipulate behaviour.

|Answer | Please select your correct eption )

Consultative power

3
Expertise power

5
Reward power

&
Legitimate power

P

Start Time: 10:36 PM

paper.aspx




£~ YU Examination System (CLIENT) YUTES 6.5 =x... Fall 2012 {(FinalTerm) ..:

G_";-: : r-E htep: locathost MUTES chent fTnstructions. asp

Elle Edit few Favorites Tooks  Help

<7 Favorites | ned B Suggested Stes » @8 | Weh Shee Gallery »

8 WU Examination System (CLIENT) VUTES 6.5 i::... Fall... | |

Iﬂueﬂiml'ln:ﬁnlﬂ

Choose the correct option.

While preparing an oral presentation, it is important to consider any

in appearance, mannerism or other customs.

Answer | Please select your commect option )

time differences
~

professional differences

cultural differences v
rn.

none of the above

| Start Time: 10.36 PM

115:00

Time Lef
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|Question No : 14 of 52

Choose the correct option.

Letter refusing adjustment is written when:

\Answer { Please select your correct option )

the seller is at fault
tl-.

the huyer is at fault J
A

nobody is at fault

the third party is at fault

Start Time: 10:36 PM M4 |

11500

|




F2 ¥U Examination System {CLIENT) YUTES 6.5 =:.. Fall 2012 {FinalTerm) ..:

m - IE http: Mocahost AUTE S ickent [Trest nuctions.asp
Eile Edt ¥ew Favortes Tools Help
< Favorkes |tl.§ £ | Suggested Skes » 8 | Web Sice Gallery

Ewmmmmsmm{mmrjwrﬁa.ﬁz::...Fal...| |
|Question No : 17 of 52
Choose the correct option:
Collection letters are usually written in :
Answer | Please select your comrect option )
a line
[
series
[
serial
r‘
steps
r.
Start Time: 10:36 PM f1:,.' | j
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Favorkes | e 8] Sugoested Sites * - 8 | Weh Shos Gallery

MU Examinstion Sysbem (CLIENT) WUTES 6,5 :2:.., Fall,..
Juestion No : 18 of 52

Choose the best option.

A thesis ——-—----- —is a sentence that clearly and concisely indicates the subject of your paper and the main points you will discuss.

inswer | Please select your comect option )

question
-~

statement v
f—-

conclusion

fuote

Start Time: 1036 PM 18
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i Favorbes | 43 8| Suggested Sites v 8 | Web Slice Gallery =

8 WU Examination System (CLIENT) VUTES 6.5 :2:.., Fall... | |

lQuestion N : 19 of 52

Choose the best option.

R appears as an appendix at the end of your thesis.

nswer | Please select your comect option )

Raw data
L

Synopsis

Preface

Tahles and Figures

Stan Time: 10:36 PM
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Cuestion No : 20 of 52

Choose the hest option.

A is an empirical inguiry that investigates a contemporary phenomenon within its real life context when the houndaries hetween phenor
evident; and in which multiple source of evidence are used.

Answer | Please select your comect option )

descriptive research

case study research

ethnograplic research

experimental research

Start Time: 10:36 PM




For Solved Visit VU Answer

*WiU Examinabion Sysbem (CLIENT) YUTES 6.5 2z Fall 200 2 (FinalTerm) —z - Windows Inbernet Explorer
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Cuestion No : 21 of 52 1

Choose the best option.

is special types of case study research. It 1s distinguished from other tvpes of case studies because it uses the theonies and methe
culture of schools and classrooms.

Answer | Please selact your comect option )

Deseriptive research
~

Case Study research

Ethmographic research J
~

Comparative research

Starl Time: 10:36 PM 21 y! ﬁ
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|question Mo : 22 of 52

Choose the correct option.

Drring an official meeting the role of - is to coordinate the work of the committee as well as to be a leader, guide, mnpire.

Answer | Please select your correct option |

committee memhber
p

chairman

reasurer

SBCretary

Starl Time: 10:36 PM [22 1 m

s
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;.Lq iy - I,E itk iocathoskWUTE Sfclient Tnstructions, asp:

jle Edt Wiew Fgvorites Tooks Help

[ Fedriae | Gea B Sugpested Skes v B Web Sice Galery =

al'llu Examination System (CLIENT) VUTES 6,5 211, Fal. .. | |

|Question No : 23 of 52

Select the suitabhle option.

s 18 @ WAy to motivate the reader to action.

Answer | Please select your correct option )

Ohligation to buy
-

Quality compromise ahout product

Complex procedure to order the product

Offering a special discount

Start Time: 10:36 PM

1135:00
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ﬁ'l'u Examination System (CLIENT) WVUTES 8.5 0., Fal. . | |
Iﬂtmﬂlnn Mo : 24 of 52

YWhich of the following imterview is unstmctured and comducted in less formal setting’?

Answer | Please select your correct option )

Situational Interview
.

Structured Interview

Open-ended Interview

Stress Interview

[ Start Time: 10.36 PM

115:00

Time Lef




For Solved Visit VU An:

7 YU Examination System (CLIENT) YUTES 6.5 2.

Fall 2012 {(FinalTerm) .25 - Windows Internet Explorer
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ﬂ'.lu Examination Systam (CLIENT) WUTES 6.5 ::1.., Fal... | |
lQuestion No : 25 of 52

Choose the correct option.

Memorandum performs internally the same function as aan does in external conmrunication by an organization.

Answer | Please select your correct option )

message
o

letter
~

report

advertisement

Start Time: 10:36 PM

115:00
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Reports which show progress, accomplishments, or activities over time or at a given stage of a major assignment are known as

Answer | Please select your correct option |

feasibility report
e
periodic reports
f'“
conference reports
{
Progress reports
~
Start Time: 10:36 PM 26 s
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m e Il;. hittp: [ flocathost VUTE Sfcliert (Instructions, asp
File Edt Wiew Favortes Tools  Help
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g"llu Examination System (CLIEMT) VUTES 6.5 1., Fal.., | |
|Question No : 27 of 52
——————— are routine reports prepared at regular time interval-daily, weekly, monthly quarterly or anmually.

{Answer | Please select your correct oplion )
Periodic reports V
~

Formal reports

FProgress reports

Conference reports

[ Start Time: 10-36 PM 57 | 1

115:00

Time |ef
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[Question No : 28 of 52

Choose the correct option from the following;

In an organizational communication, a term paper of twenty pages will be counted as

Answer | Please select your correct option )

Short report

Long RHeport
r v

Functional Report

General Heport

Start Time: 10:36 PM
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{uestion No ; 29 of 52 Marks: 1

Choose the correct option from the following:

In a ——— the speaker uses nonverbal cues to express his meaning, has less control of contents and requires greater need to help the audience stay on track.

Answer | Please select your cormect aption )

speech

{ormal report

formal oral presentation

telephonic conversation

Starl Time: 10036 PM
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lQuestion No : 30 of 52

Choose the correct option.

Which of the following is caused by Noise?

Answer | Please select your correct option )

Enhances a message

Focuses wandering thoughts

Distorts or interferes with a message

Causes listeners to listen to messages more carefully

Start Time: 10:36 PM
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Cuestion Mo : 11 of 52 -

Cheose the corvert aption,

Urganizatisns give rarelul consideration to alfice space, factory layowt, conference venaes and the sales area us the workplace

[Armawer | Please sslect your comect option )

oEIrenment V
{

eibdrs

threats

Hearl Time 10 36 P

ey sapue
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Question No : 32 of 52

Choose the correct option.

A formal report’s format and impersonal tone convey an impression of -——--.

Answer | Please select your correct option )

criticism
&

skepticism

professionalism
o

cynicism

Start Time: 10:36 PM

115:00

Time Lefi

aper, aspx

=



I yU Examination Systen (CLTENT) YUTES 6.5 :=.. Fall 201 2 (FinalTerm) ..z

m - IE Fittp: | NlocahostWVUTES  chent [Trstruct iors, 5o

Ble Edit Yew Favortes Took Hep

< Favorkes. | 5 B | Suggested Stes = B | Web Sice Galery =
8 vU Examination System (CLIENT) VUTES 6.5 ii:.., Fall.,. |

hnninnlln::ﬂnlﬂ

Choose the most appropriate option from the following:

Children shake your hand in -——, hug you in ———, and often stay in the background in -————- respectively.

Answer | Please select your correct option )

r-

Pakistan, Germany, Italy

Italy, Pakistan, Germany

Germany, Iraly, Pakistan

Sandi Arabia, Germany, Palkistan

Start Time: 10:36 PM
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|Question No : 34 of 52

Choose the correct option.

In -——— more attention is focused on ideas which are shared instead of the communicator.

Answer | Please select your commect option )

Teleconferencing
0

Computer conferencing “
[ @

Groupware

Yideotape

Slart Time: 10:36 PM 24 i
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lQuestion No : 36 of 52

Choose the correct option.

Which of the following is the correct salutation in a business letter?

Answer [ Please salect your correct option )

- | v

Your,s truly

Yours truly

Your's truly

Start Time: 10:36 PM
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|Question No : 37 of 52

Choose the correct option.

What is meant by job interview?

Answer | Please select your comrect option )

5 To respond the company for general mformation regarding application

” To answer all the guestions asked by the employer in an honest and convincing way

y To provide you an opportunity to tell the employer about your gualifications and to do the best job of selling yourself
% To enable hoth the organization and potential employee to obtain the information needed to make an informed decision

Start Time: 10:36 PM 97
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|Question No ; 38 of 52

Choose the correct option.

Coercive power is exerted by those who use their——-—-—-——-- , against the interest of the other party.

Answer | Please select your comect option )

authority or any force
O

power or any solidarity

force or any response

response or authority

Start Time; 10:36 PM
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[Question No : 39 of 52

If a manager asks his assistant to compile a report on the overall performance of the department, which form of communication it will he?

|Answer | Please select your correct option )

Intrapersonal comumunication
e

Upward communication

Diovwmewvard commmunication

Lateral commumication

Start Time: 1035 Ph 9 1
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\Question No : 40 of 52

is achieved in part throngh a halance hetween precise language and familiar language.

Answer [ Ploase select your correct option )

Clarity
~

Correctness

Conciseness

Consideration

Start Time: 10:36 PM
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lQuestion No : 1 of 52

Choose the correct option:
There can he types of adjustment letters.
Answer | Please select your correct option |
five
i
three
rl
o
i
four
r
Start Time: 12 14 Ph Tn
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[Question Mo : 2 of 52
Choose the correct answer given helow:
The form of communication mostly used for wiitten messages to persons inside your organization is called:
Answer | Please select your correct option |
Memorandom
P \/
Business letter
«
Pamphlet
c
Adjustment letter
&
Start Time: 1214 PM [2 5!
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Question Mo : 3 of 52

Choose the correct answer given helow:

Select the following aspect that is not a part of huffer

Answer | Please select your correct option )

Agresment

Appreciation

Assurance

Confliet
.

Start Time: 12:14 PM
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Cluestion No : 4 of 52

Choose the coorect option.,

Artilacts are the part of - communication.

Answer | Please select your correct option )
verhal

non-verhal

oral and wittten

Stant Time: 1214 PM 4

116:00
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Question No : 5 of 52

Choose the best option.

wereenenes JBTERE i85 WEitten to ask a piece of information ahout a product or services.

Answer | Please select your correct option )

Order letter
~

Sales letter

Inguiry letter V
[

Reguest letter

Start Time: 12:14 PM
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Question Mo ; 6 of 52

Choose the correct option.

Nonverbal messages about self-concept, image, mood, feeling or style are conveyed through ——————.

Answer | Please select your correct option )
artifarts

&

hody movements

physical characteristics

touching hehaviour

Start Time: 12 14 PM &
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Question Mo : 7 of 52

Fill in the hlank with the correct option.

------ means judging other people or countries by the cultural standards of your group.

Answer | Please select your correct option )

Ethnocentrism
~ ‘ /

Ethnography

Anthology

Misanthropy

Start Time: 12:14 PM 7
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Question Mo ; B of 52

Choose the correct option from the follmsing:

We can apply seven C's in .

Answer | Please select your correct option )

non verhal communication
[ 4=

written and oral communication V
&

WIIlTEn € 0mmunication

oral commumnication

Stan Time: 12°14 PM
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Question Mo : 9 of 52

Choose the hest option.

Which one is mot the part of ATDA Flan?

Answer | Please salect your correct option )

Attention
-

Action

Dezire

i it v
A

Start Time: 12:14 PM o
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Question No : 10 of 52

Choose the correct option:

Ain) letter is a reply to a customer's complaint.

Answer | Please select your correct option |

inguiry
o

adjustment

collection

sales

Start Time: 1214 PM
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Guestion Mo : 11 of 52

Choose the correct opltion:

YWhen a product or service does not meet customers

, the rustomers are disappointed and nsually complain.

Answer | Pleass select your correct option |

EXPEIENCEs
~

esthetics

elegance

eXpectations
-

Start Time: 12:14 PM

116:00

Time Len




YL Examination System (CLIENT ) YUTES 5.5 = Fall 2012 (FinalTerm} ..:z - Windows Internet Explorer

!l‘-\. o - Iﬂ_ ek '.'.'l':f.ﬂ.":'ﬂ"-" ._-F.I|'h‘;'_l‘l-|'-'.||I.|"|.'.r|-\.' 5

je Edit  Wiew Faverites Took Help

i Fanvaries | S [ Suggested Shas > P | Web:Sice Gallery v

8 VU Examination System (CLIENT) VUTES 6,5 :::... Fal.., | |

Cuestion No : 12 of 52

Choose the correct option from the follmwing:

—-- i the part of a formal report other than prefatory and supplementary parts.

Answer | Please select your correct option )

Wiritten part

Text part
£

Oral part

Added part

Start Time 12 14 PM [12 1
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lQuestion No : 13 of 52

Choose the correct option from the following:

One type of proposal is research proposal and the other type is

Answer | Please select your correct option )

solicited proposal
i

unsolicited proposal

husiness proposal

v e

marketing propozal

Start Time: 12:14 PM
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Question Ho : 14 of 52

Choose the correct option from the following:

In which type of resume, the work-experience section dominates after name, address and objective?

Answer | Flease select your correct option )

The Chronological Hesume
[

The Functional Fesume

The Combination Resume

Joh onented Hesume

Start Time: 12:14 PM
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(Question Mo : 15 of 52

Choose the correct option.

Huow many methods are nsed to deliver an oral presentation?

Answer [ Please select your correct option )

Three
p

Four
o v’

Twn

Five

Start Time: 1214 PM
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Question Mo : 16 of 52

Choose the correct option,

Frincipled bargaining acknowledges the Australian ethic of a:

Answer | Please select your correct option )
Foul play

t‘"

. \/

Good relation

Bad relation

start Time: 1214 PM 16
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CQuestion Mo : 17 of 52

Choose the correct option.

In which negotiation method hoth parties are dissatisfied?

Answer | Please select your correct option )

Withdrasseal

Accommodation

Competition

Cooperation

Start Time: 12:14 PM 17
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(Question Mo : 18 of 52

Choose the correct option.

Collection letter should be written with the assumption that most people will --——.

Answer | Please select your correct optio

pay
£

not pay

delay

ignore

Start Time: 1214 PM
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Questlon Mo : 19 of 52

Choose the best option.

There arg-————----- research methods that are typically nsed in educational research.

Answer | Please select your correct option )

thres

five

Start Time: 1214 PM
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Question Mo : 20 of 52

Choose the conrect option:

Lahel each visual with alan

Answer | Please select your correct option |
alphahetical numeral

[

arahic nomeral

roman numeral

all of the ahove

Start Time: 12 14 PM [z0 1

116:00

Time Left




Ele Edit New Favorites Jooks  Help
S Pavorkes |55 1B | Suggested Skes = I8 | Web Sice Gallery. =

8 U Examination System (CLIENT) VUTES 6.5 :z:... Fal... | |

Cuastion Mo : 21 of 52

Choose the correct option.

The persom who has the power to act upon and cary out decisions is known as:

Answer | Please select your correct aption )

Chairman
~

Executive

Advisory

Leader

Start Time 12 14 PM 21
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Question No : 22 of 52

Choose the hest option.

Solicited Sales letters are written:

Answer | Please select your correct option )

In response to an inguiry
: \V/

To increase marketing of a product

To persuade buyer to buy a product

To sell a product or service

Start Time. 12 14 PM
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Question Mo : 3 of 52 Mark

2 WU Examination System (CLIENT) YUTES 6.5 i20... Fall.,

Choose the correct option from the following:

The last paragraph of a job application letter is supposed to motivate the reader for an action. In almost all cases the most requested action is a(n}

Anzwer | Please select your comect optlon |

E} test
-

joh skill test

drug test

Start Tene: 1214 P | 23
116:00 [
Time Left
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[Queation Mo : 24 of 52 Ma

Which of the following interview is unstructured and conducted in less formal setting?

Answer | Please select your correct option |

Open-ended Interview V
~

Stress Interview

Rimational Interview

Structured Interview

Start Time: 12:14 PR
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Question Mo : 25 of 52 M

Choose the correct option.

The memorandum or ‘memo’ is a very fexible form vsed an arganization for communication at all levels and for many different reasons.

lAnswer | Please select your comect optlon )

remaote

o~

exterior
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|Question Mo : 26 of 52 Y

Beports can be classified as:

[Aesver | Please select your comect aptlan |

Informal reports, Short reparts
-

Formal reports, Long reparts

Formal or Informal reports; Short or Long Reporis

Informal repots, Long reports
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Question Mo : 2T of 52

Marks: *

Choose the correct oplion.

To write a good resume, you need to show that you

Answer | Please select your comect optlon )

know how to get things done
~

are flexible and willmg to try new things

pissess sivong communication skills

all of the above
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Question Mo : 3 of 52 ar

Choose the corvect option from given choices:

A promise of fature pavment in cash or something of the kind given in exchange for goods or services is called

Ansawver | Please select your correct option |

credit
e~

dehit

dividend

none of the ahove
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Question Mo : 29 of 52 i

ﬂ\l.l Excamination System (CLIENT) WUTES 6.5 ... Fal...

Chooze the corveet option from the following:

The =-exs- - tone makes the employer wonder whether the application’s self-evaluation is real.

LAnsweer | Please select your comect option )

all of the above

confident

under confident

overconfident

-
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[Question Mo : 30 of 52 M

Chooze the correct option from the following:

Employers seek candidates with a bigh ———,

LAnswer | Please select your comect option )
physical mtelligence

mathematical intelligence

emotional intelligence
(o v

musical inteligence
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|I1un:ﬂan Mo : 31 of 52

Choose the eorrect option.

Despite being grammatically and mechanically perfect, purpose of a message can not be achieved because of mistakes in ----- ;

Answer | Please select your correct option )

names, figures, facts, and words

punctuation and capitalization

the level of language

all of the above

Stan Time: 1214 PM
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Iﬂﬂeslinn No : 32 of 52

Choose the correct option.

A person writing a market report should have a - knowledge of the matter that has to he reported.

Answer | Please select your correct option )

brief
T

comprehensive
c \ ¥ 4

limited
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Question No : 33 of 52

Which of the following is NOT type of oral presentation?

Answer | Please select your correct option )

Minutes presentation
rﬁ.

Traming/instructional presentations

Persuasive presentations

Informative presentations

| Start Time. 1214 PM | 13
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Choose the correct option.

‘Dear Sara’ comes under the category of ------- style of salutation.

Answer | Please select your correct option )

less formal
~

friendly v
o

most formal

formal
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Iﬂﬂaﬂinn Mo : 35 of 52

Choose the correct option.

A message of - --- is much like a message of appreciation.

Answer | Please select your correct option )

invitation
-

congratulation

. \

good news

appointment

"Start Time: 12 14 PM |
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[Question Ho : 36 of 52

Choose the correct option.

Which section of a research report is not contained in a research proposal?

Answer | Please select your correct option )

Ohjective of the study

Hesearch question

Justification of the study

Results and discussion about them

Start Time: 12:14 PM
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|Question No : 37 of 52

Choose the correct option.

During the attending stage of listening,-------- ’

Answer | Please select your correct option )

you should be sure to always focus on your notes first
e

you will concentrate hetter if you ignore nonverbal cues

it is important to be mentally ready

you should he preparing yourself to speak

[ Start Time 12 14 PM
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|0unsﬂ¢n No : 39 of 52

Choose the correct option.

Which of the following is the correct salutation in a business letter?

Answer | Please select your correct option )

2 T iy v

Your,s truly

Yours truly

Your's truly

[ Start Time 12 14 PM |
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Question No : 40 of 52

If the verbal message does not match the nanverbal eomimunication, people tend to believe the

Answer | Please select your correct option )

MNonverhal message ’
)

Verhal message

Both verhal & non-verbhal

None of them

Start Time: 12 14 PM 10
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|Question o : 1 of 52

Choose the correct option from given choices:

The final letter in collection series, when all efforts have failed, threatens to tom the matter over £0 & ..o e

Answer | Please select your cormect option |

Serurity agency
-~

Investigation agency

Foreign agency

Collection agency

| Start Time: 716 PM P
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Choose the correct option:

There can he types of adjustient letters.

Answer | Please select your correct option )

five

[
three

g | g
two

r
four

O

Start Time: 716 PM
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Question No : 3 of 52

Choose the correct option:

Facial expressions, such as frowns or smiles, are ————-—— forms of communication.

/Answer (| Please select your correct option )

verhal

@
non-verbal

) \V
written

O
verhal and non-verhbal

)

Start Time: 716 PM
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Cluestion No : 4 of 52

Choose the best option.

When a vice president in an organization sends message to the sales manager, which type of flow is it?

Answer ( Please select your comrect option )

Upward

Honzontal

Upward and downward

[ Start Time 716 PM
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|Question No : 5 of 52

Choose the correct option from the following:

Using ‘stoled’, instead of stolen is a ——-- expression.

Answer | Please select your correct option )

substandard
(@,

standard

appropriate

good
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|('.'|uestiun No : 6 of 52

Fill in the blank with the best option.

‘We want to communicate -—————.

Answer | Please select your correct option )

message
fllh

medium

context

feedhack

Start Time: 7:16 PM
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IQua:ﬁnn No : 7 of 52

Choose the correct option:

A claim is written to the company of the problem.

Answer | Please select your correct option )

inform
@

complaint against

&

make claim
-

refuse
@

[ start Time 7 16 PM
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Iﬂuesﬂnn MNo : 8 of 52

Choose the correct option:

An) letter is a reply to a customer's complaint.

Answer ( Please select your correct option )

inquiry

-
adjustment fy ’

O
collection

"
sales

r‘-
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Question No : 9 of 52

Choose the correct option:

A is written to inform the company about the problem and suggest a fair compensation.

Answer ( Please select your correct option )

claim
¢ v

adjustment

statement

reguest

Start Time: 7:16 PM g
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Question No : 10 of 52

Choose the correct option.

————— includes investigation of an issue or problem or calculation of financial ratios of a company.

Answer ( Please select your correct option )

Informational letter report
r-

Formal report

Analytical letter report
C V

Scientific report

10 |

120:00

Time Left




e T

File Edt View Favorites Tools Help

. Favorites | 95 B8] Suggested Sites v @ | Web Slice Gallery «

ﬁ YU Examination System (CLIENT) YUTES 6.5 :::.., Fall..,

Question No : 11 of 52

Choose the correct option.

In reading style of presentation, the whole presentation is

Answer (| Please select your correct option )

read silently
£

read aloud

read to oneself

all of the above

Start Time: 7:16 PM
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Question No : 12 of 52

Choose the correct option.

What kind of style a presenter should adopt while delivering an oral presentation to large groups?

Answer | Please select your correct option )

Casual

-

Informal

Formal
c \/

Interpersonal

120:00

Time Left
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Question No : 13 of 52

Choose the correct option.

While preparing an oral presentation, it is important to consider any

in appearance, mannerism or other customs.

Answer | Please select your correct option )

time differences
{-l

professional differences

cultural differences

none of the ahove

Start Time: 716 PM
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Cluestion No : 14 of 52

Choose the correct option.

In which negotiation method hoth parties are dissatisfied?

Answer | Please select your correct option )

Withdrawal
.

Accommodation

Competition

Cooperation

start Time: 7:16 PM
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Question Mo : 15 of 52

Choose the correct option.

Collection letter should he written with the assumption that most people will --——---- :

Answer | Please select your correct option )

pay
-~

not pay

delay

ignore

Start Time 7 16 Pl 15
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Question No : 16 of 52

Select the best option.

——————————————— is a group of people who are appointed to solve a specific prohlem.

Answer | Please select your correct option |

A standing committee

A committee

A task force
3 V

A help desk

Start Time 7 16 PM 18
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Question Mo : 17 of 52

Choose the correct option.

The role of the chaitman as a committee member is:

Answer | Please select your correct option )

To monitor the committee financial activities.
f-

To coordinate the worle of the committee leader, guide and umpire. J
f"

To carry out the administrative work of the committee.

f-l
To communicate effectively.
rl
Start Time: 7:16 PM [17
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CQuestion No : 18 of 52
Fill in the blank with suitable option.
Unsolicited letters are written on ADIA plan which is - step approach.
Answer [ Please select your correct option )
five
ru
two
s
four
rl
ohe
rl
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Cuestion No : 19 of 52

Choose the correct option from the following:

Which type of letter is required to start hy capturing the reader’s attention and interest?

Answer | Please select your correct option )

Tnsolicited
r

Formal

Informal

Solicited

Start Time: 716 PM [1a
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Cluestion Mo : 20 of 52

Choose the correct option from the following:

Which tests do provide quantitative information about a candidate’s skills, attitudes, and hahits?

Answer | Please select your correct option )

Written tests
I

Pre-employment tests

Oral tests

General tests

Start Time: 7:16 PM
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Question No : 21 of 52

Choose the correct option.

Which tests are designed to check competency or specific ahilities of a candidate to perform ajoh?

Answer | Please select your correct option )

Psychological tests
p

Dirug tests

Jaoh skills tests

c ~”

(General tests

Start Time' 7 16 P 21
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Cluestion Mo : 22 of 52

Choose the correct option.

The most important communication task for husiness students is to prepare a

Answer | Please select your correct option )

resume ’
&

memao

document

circular
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luestion Mo : 23 of 52

Choose the correct option.

Send resumes gquickly and cheaply through e-mail and send focused cover letters directly to doing the hiring.

inswer | Please select your correct option )

organization
f"'

fmance department

hwnan resource executives

all of ahove
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|Question No : 24 of 52

Introduction outlines the contribution that the research will make to ———,

Answer | Please select your correct option )

knowledge

” v

architecture

archeology
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|Question No : 25 of 52

The Minutes Book, a record of the official minutes of meeting, is the property of the -—-.

Answer | Please select your correct option )

)

orgamzation

secretary

clerk

manager

1
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|ﬂuesﬂnn No : 26 of 52

Choose the correct option:

If you feel your correspondent’s comments are unfair, courtesy demands you to answer ------ :

Answer | Please select your comrect optio

tactfully
C

shortly

simply

ahruptly

Start Time: 7 16 PM = .
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Question No : 28 of 52

Choose the correct option.

A formal report’s format and impersonal tone convey an impression of ------ :

Answer | Please select your correct option )

criticism

skepticism

professionalism
O V

cynicism

Start Time: 7 16 PM
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Question No : 29 of 52

Do not capitalize the hyphenated compound word.

Answer | Please select your correct option )

second letter of the first word

first letter of the second word
: \/

first letter of the first word

second letter of the second word
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Question No : 30 of 52

Choose the correct option.

Judging another person's culture by its own context is called --—----.

Answer | Please select your correct option )

ethnocentrism

c \/

cultural relativism

stereotyping

ethnocentric relativity
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lQuestion No : 31 of 52

Choose the correct option.
‘MA/Mma’ is the appropriate way to represent —--— in a husiness letter.

Answer ( Please select your correct option )

postscript
P

reference section

¢ o’

copy notation

complementary close
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Iﬂueatian No : 32 of 52

Choose the correct option.

Which section of a research report is not contained in a research proposal?

Answer | Please select your correct option )

Objective of the study
P

Research question

Justification of the study

Results and discussion about them

Start Time: 7.16 PM

119:00

Time Left




Choose the correct option.

In which section of a research proposal discussion of results and findings is found?

Answer | Please select your correct option )

Budget
~

Procedures

Conclusions

None of these

Start Time: 7:16 PM

119:00

Time Left

paper. aspx



Ble Edt View Favorites Tools Help

<. Favorites | S35 @ Suggested Sikes = @ | Web Slice Gallery =

QWExmatm Swstem (CLIENT) YUTES 6.5 :::.., Fall... I |

Iﬂuesﬁnn No : 34 of 52

Choose the correct option.

There are four --——----- strategies.

|Answer | Please select your correct option )

negotiation
=

debhates

contradictions

communication

Start Time: 7:16 PM

119:00

Time Lefl
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Question Mo : 35 of 52

Choose the correct option.

Coercive power is exerted by those who use their---------------- , against the interest of the other party.

Answer | Please select your correct option )

authority or any force J
-

power or any solidarity

force or any response

response or authority

Start Time: 716 PM 3
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Question Mo : 36 of 52

Sometimes silence is used as , though it is not very useful.

Answer ( Please select your correct option )

Feedback
(o

Message

Context

Decoder

Start Time: 7:16 PM 16

119:00
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Question No : 37 of 52

In case of wiatten commmmication illegible writing or bad photocopies lead to miscommumcation. This 15 an example of

Answer | Please select your comrect option )

Psychological Barrier

L

Emotional Barrier
(i

Perceptional Barrier
[

Physical Barrier
r J

[ Start Time: 7 16 PM
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Question No : 38 of 52

When the teacher uses very difficult or unfamiliar words, the students may not comprehend them due to

Answer | Please select your correct option )

perceptional harriers

physical barriers

harriers of values & attitudes

semantic barrier

Start Time 7 16 PI ag |
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|Question No : 39 of 52

are objects used to convey nonverbal messages ahout self-concept, image, mood, feeling or style.

nswer  Please select your correct option )

Proximity
-~

Artifacts
% \/

Environment

39
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Question No : 40 of 52

Feedhack can he made more useful hy:

|Answer | Please select your correct option )

Planming how and when to accept it
r‘.

EBeing receptive to your andience’s responses

Encouraging frankness

All of the Above
i

Start Time: 7:16 PM

119:00 (T)
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QUESTION NO.1

True/False

Hypothesis should be expressed in straight forward term. TRUE

A bad hypothesis is comparative, measurable and false able. FALSE

Any supplemental defination is necessary to explain the hypothesis should be offered. TRUE
QUESTION NO.2

Enlist three ways to send an order acknowledgment.

Acknowledging an order is a profitable practice. An order acknowledgment does several
important functions. A letter acknowledging an order provides an excellent opportunity to
resell your product and your organization. Some organizations think such replies unnecessary.
However, orders may not be a matter of routine for the buyer. The acknowledgment completes
a valid contract between buyer and seller.

An acknowledgment should always be sent promptly. An acknowledgement is usually sent as a
formal reply in the form of

1. A postal card
2. An acknowledgment form
3. A duplicate invoice
4. Anindividual letter
QUESTION NO.3
What should be the body language of a presenter during oral presentation?
Body Language
Stand rather than sit when you are delivering your presentation and try to be aware of any

hd
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audience.

repetitive hand gestures or awkward mannerisms that might irritate your

QUESTION NO.4

1. The central purpose of information reports is to inform and summarize information.
TRUE

2. Conference report show progress, accomplishment or activity over time or at a given
stage of major assignment. TRUE

3. Analytical reports are routine reports prepared at regular time interval-daily, weekly,
monthly quarterly or annually. False

4. Periodic reports are routine reports prepared at regular time interval-daily, weekly,
monthly quarterly or annually. TRUE

QUESTION NO.5
Explain CS of credits?

Evaluating the Credit Information
Traditionally, the following three Cs of credit form the basis for extending credit privileges:

1. Character: It refers to a sense for honesty and ethical dealings with others. It means meeting
obligations and is demonstrated by willingness to pay.

2. Capacity: It is the ability to pay. It is evidenced by income or potential income.

3. Capital: It refers to tangible assets in relation to debts. Capital also determines the ability to
pay if the debtor does not pay willingly.

QUESTION NO.6
Choose the right option.
1. Market gives information about market report. (social/ Media/Market)

2. Market Reports help people guess the future movements of price. (Market reports/
sales report)

3. Your cheque for Rs.25000/- arrived yesterday. Thank you shows appreciation.
(fairness/appreciation)

4. We both know how hard it is to make a profit in this industry. It
shows the agreement. (appreciation/agreement)

QUESTION NO.7
What should be the style and format of a good resume?

A Good Resume
A good resume is a flexible and can be customized for various situations and employers.

FOR PAID LMS A, 03196960202
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- To write good resume, you need to show that you
1.think in term of result (2) know how to get things done (3) are well rounded,(4)
show signs of progress(5) have personal standards of excellence(6) are flexible and

willing to try new things(7) possess strong communication skills.

Or

A good resume should have a professional and clean style, with clear headings and sections. It
should be easy to read and follow a consistent format throughout. Use a legible font, such as
Avrial or Times New Roman, and maintain a font size of 10-12 points. Organize your resume
with sections like contact information, summary or objective statement, work experience,
education, skills, and any additional relevant sections. Use bullet points to highlight your
achievements and responsibilities in each job or educational experience. Keep it concise and
limit your resume to one or two pages.

QUESTION NO.8
Identify five components of report from the given components?
Date, Appendix, inside adress, Index, Body, Compliment close.
Answer
Except compliment close, all are the components of report.

(1) Date

(2) Appendix

(3) Inside address
(4) Index

(5) Body

QUESTION NO.9

1. The reference section may include information about the message composer, the typist,
and sometimes word processing data. TRUE

2. Although negotiation has a specific purpose — to reach agreement — it does not always
achieve this aim. TRUE

3. Inlose-lose strategy the initiator is dissatisfied and the other is satisfied. FALSE

4. In self-exposing People wish to be Centre of attention, demand this attention by
speaking loudly, and speak over other use attention seeking body movement or by
ignoring feedback and other‘s view. TRUE

FOR PAID LMS A, 03196960202
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OBJECTIVE

1. The keys to writing a successful resume adopt the ‘you’ attitude and focus on
your audience.
2. There are Two Types of Job Letters.

3. Follow the AIDA approach when writing you application letter: attention, interest,
desire, action.

4. Inageneral request the writer seeks information without intention to buy or sell.

5.
a.
b.
C.
d.

To write good resume, you need to show that you
think in term of result

know how to get things done

are well rounded

All of these
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Question No: 1 ( Marks: 1) - Please choose one

Even the salutation and the complementary close have no punctuation in:

» Open punctuation

» Standard punctuation
» Close punctuation

» Long punctuation

Question No: 2 ( Marks: 1) - Please choose one

What is CD-Rom database?

» It is used to put information in a form that is easy to digest
» It is used to play computer disk

» It is a tool used during the high level meetings

» It is a tool to download songs

Question No: 3 (Marks: 1) - Please choose one

A message of congratulation or commendation is much like the message
of:

» Condolence



>

» Appreciation
» Refusal
» Acceptance

Question No: 4 ( Marks: 1) - Please choose one

A letter that completes a valid contract between a buyer and a seller is called:

» An order letter

» An acknowledgement letter page 84
| 4

>

An inquiry letter
A sales letter

Question No: 5 ( Marks: 1) - Please choose one

Unsolicited letters are written on ADIA plan which is --------- step approach.

five
» two
» four 161 page

» one

Question No: 6 (Marks: 1) - Please choose one

------------------ reports are usually short messages with natural, casual use of
language.

» Conference
» Periodic
» Informal page 124




>

» Formal

Question No: 7 ( Marks: 1) - Please choose one

------------ is often used when sending information to a reader outside your
organization.

> Letter page 127
» Memo

» Minutes

» Application

Question No: 8 (Marks: 1) - Please choose one

For a good communicator, it is important to predict how the customer will
respond and this aspect is called:

» Perception

» Perfection
» Personality

» Practice
: Perception: They are able to predict how you will receive their message
Question No: 9 ( Marks: 1) - Please choose one

There are ---------------- negotiation strategies.

Two
» Three



>

» Four page 186
>

Five win-

win win-

lose

lose-win

lose-lose

Question No: 10 ( Marks: 1) - Please choose one

How many types of power are in negotiation?

» Five page 188
» Seven
» Six
» Four
Expert
Referent
Coercieve
Reward
Consutalncy

Question No: 11 ( Marks: 1) - Please choose one

Which is an active process of receiving aural stimulus?

» Listening page 192
» Thinking

» Talking

» Silence

Question No: 12 ( Marks: 1) - Please choose one



According to Psychologists, 50 percent of an interview’s decision is made within
how many seconds?

First 30 seconds
» 60 to 90 seconds
» 30 to 60 seconds page 172
» 40 to 50 seconds

Psychologists say that 50 percent of an interview’s
decision is made within the first 30 to 60 seconds

Question No: 13 ( Marks: 1) - Please choose one

Which one of the subjects is not the part of communication?

» Semantics (the study of word choice)
» Linguistics (the study of language)
» Rhetoric (the study of writing and speaking effectively)

» Geology

Question No: 14 ( Marks: 1) - Please choose one

AGM stands for:
» A Great MeetingAnnual



>

» Annual General Meeting
» All Group Members
» Annual body of members

Question No: 15 (Marks: 1) - Please choose one

Claim letter is also called:

» Complaint letter

» Adjustment letter

» Credit
refusing letter
» Collection letter
page 90
Their complaints should not be called complaint letters, because complaint
connotes irritation, unpleasantness,
negativism, and even anger. Using a word with such negative connotations
could lead to a bad attitude toward customers. Letters about such complaints
should be called claim letters.




Question No: 16 ( Marks: 1) - Please choose one

Complaint letter should be called---------------- .

» persuasive letter
» claim letter

» inquiry letter

» sales letter

Question No: 17 ( Marks: 1) - Please choose one

There are ------------- types of job letters
» two
» three
» four
» five

Question No: 18 ( Marks: 1) - Please choose one

Which tests do provide quantitative information about a candidate’s skills, attitudes,
and habits?

» Written tests

» Pre-employment tests
» Oral tests

» General tests

Pre-employment tests attempt to provide objective, quantitative information about a
candidate’s skills, attitudes, and habits.

Question No: 19 (Marks: 1) - Please choose one

A person has to follow three steps for an oral presentation which are: 1. planning your
presentation, 2. ------------------ your presentation, 3. completing your presentation.



» learning
» speaking
» writing
» listening
1. Planning your presentation
2. Writing your presentation
3. Completing your presentation

Question No: 20 ( Marks: 1) - Please choose one
In APA format, if you are directly quoting something in your
research paper from another work, you will need to include the author's last name,
year of publication, and the ---------------- for the reference.

» author’s birth date

» page number

» name of book

» title page
When using APA format, follow the author-date method of in-text citation. This means
that the

author's last name and the year of publication for the source should appear in the
text, E.g., (Jones, 1998), and a complete reference should appear in the reference
list at the end of the paper.

Question No: 21  ( Marks: 2)

Write a note on negotiation in an interview process.



Question No: 22 ( Marks: 2)

Write a brief note on Quasi-Experimental Research.

Quasi-Experimental Research
A quasi-experimental design is one that follows the general procedures of
experimental research,without the use of control group or without random
assignment, since random assignment or the use of control groups is often not feasible
in educational settings.

Question No: 23 ( Marks: 2)
What do AGM and BATNA stand for?

Question No: 24 ( Marks: 3)

Write a note on body language, voice quality and visual aids during the presentation.

Body Language: Stand rather than sit when you are delivering your presentation and
try to be

aware of any repetitive hand gestures or awkward mannerisms that might irritate your
audience.

Voice Quality: You must be clearly audible at all times - don’t let your voice drop at
the end of

sentences. If you vary your intonation, your voice will be more interesting to listen to
and you will be able to make your points more effectively.

Visual aids: You your visual aids confidently, making sure you allow your audience
time to absorb information from flipcharts and transparencies.

Question No: 25 ( Marks: 3)

Write a note on thinking stage in a research.

Be inclusive with your thinking.
Don't try to eliminate ideas too quickly.

Build on your ideas and see how many different research projects you can identify.
Try and be creative.



Write down your ideas.
This will allow you to revisit an idea later on.

Or, you can modify and change an idea. write your ideas they
tend to be in a continual state of change

Good feeling to sit down and scan the many ideas

Try not to be overly influenced at this time by what you feel others expect from
you (your colleagues, your profession, your academic department, etc.).

» You have a much better chance of selecting a topic that will be really of interest to
you if it is your topic. .

Don't begin your thinking by assuming that your research will draw international

attention to you!!

Instead, be realistic in setting your goal.

» Make sure your expectations are tempered by:

» The realization that you are fulfilling an academic requirement,

Be realistic about the time that you're willing to commit to your research project.

If it's a 10 year

project that you're thinking about admit it
Create a draft of a timeline. the next item)

« put a start and a finish time for each.

« Post your timeline in a conspicuous place (above your computer monitor?) so that it
continually reminds you how you're doing.

« Periodically update your timeline with new dates as needed.

« If you're going to ask for a leave of absence from your job while you're working on
your research

this isn't a good time to do it. Chances are you can do the "thinking about it" stage
without a leave of absence.

Question No: 26 ( Marks: 3)

What are the qualities of a good market report?
Qualities Of A Good Market Report
A person writing a Market Report should have a comprehensive knowledge of the

matter that has to be reported. He must always keep in mind the following
points.

1. Normally a Market Report is not personal. It should be written using third
person and the past tense.

2. It should be easy so that general readers can understand the technical terms
used in the report.

3. There should be a good analysis of changes of prices and demand and supply
relationship.



4, Words should be used economically. Unnecessary details must be avoided. It
should not be so short that misses the essential information.

5. Market Report should be based upon the facts. Events should be written in the
minute details. Any writer of Market Report should be unbiased while concluding his
report.

Question No: 27 ( Marks: 5)

Write a note on minutes of formal meetings.

Ans:

Minutes of meetings that follow parliamentary procedure are somewhat different in
form from the informal minutes illustrated here. Formal minutes do not include
discussions. Only motions, resolutions, committee assignments and reports, and other
specific accomplishments are included. Topical headings are used for easy reference
and how the recorder has briefly summarized a speaker’s remarks. Note, too, that
motions should be worded specifically followed by the nhame of the person who made
the motion and the name of the seconded.

Resolutions to express sympathy, appreciation, congratulations, and the like are often
passed at formal meetings.

The paragraphs giving the reasons for the resolution are introduced by the word
WHEREAS (followed by a comma) and that the paragraphs stating the action to be
taken are introduced by the word RESOLVED (also followed by a comma).

Time & Place: The regular monthly meeting of the Historical-Commercial Club of

Lahore was called to order by the president, Naeem Ahmad, on Friday, February 8,
2006, at 2 pm in the Jinnah room of the Plaza Hotel

Question No: 28 ( Marks: 5)

What are the advantages of ‘electronic media’ in the new business world and how
does it help in effective communication?

Ans:

Advantage of electronic Media

Communicating is a key requirement for any successful business and everyone trying
to develop a striving career. But communication is not as simple as speaking a few



words. In business, you need to consider carefully how to communicate to your target
audience.

electronic media such as email into this category. The key advantage of written
communication is that you have a written record of what was communicated, when
and to whom. It does not leave any doubt about what was agreed and therefore forms
the basis of organizational communication.

Electronic media (or storage devices) are of different types
based on technique used for storing information. e.g. Flash memory based, Optical
Storage (DVD, CD) or more traditional magnetic storage devices (floppy discs/storage
tapes/hard disks)

There is many ways of electronic communication but email
offers speed, low cost, increased access to other employees, portability, and
convenience (not just overcoming time-zone problems but carrying a message to many
receivers in one time). It’s best for communicating brief, noncomplex information
that is time sensitive, but its effectiveness depends on user skill. Because the
turnaround time can be quite fast, email tends to be more conversational than
traditional paper-based media.

Question No: 29 ( Marks: 5)

In
extemporaneous method of oral presentation how does the presenter conduct his
presentation? Ans:

Presentation

This action of communication in which one speaker is doing most of the sending and a
number of

listeners are doing most of the receiving is known as oral presentation

Extemporaneous of oral presentation

In this method the delivery is very carefully planned and practiced and speaker,
makes a presentation with the help of an outline, note cards, or visual aid. It is very
popular and effective method of delivering a speech. In this way the speaker can
glance at his notes, keep eye contact and speak in a natural, conversational tone.

Reading In this method the whole presentation is read aloud. It helps a speaker when
the presentation has technical or complex topic. If you choose to read your speech,
practice enough so that you can still have eye contact with your audience, otherwise,
your speech may become boring.

For reading, some speakers use a page style similar to a TV script, leaving a left
margin of about one-third of the page. In that wide margin are pronunciation aids or
suggestions as to where to look in an audience.



Question No: 30 ( Marks: 5)

Describe the various personal styles in negotiation.
Ans:
Personal Styles in Negotiation

» Whenever people come together to negotiate, they bring their own personal styles,
and these affect the way they communicate and handle the conflict.

« Self-denying;

 people difficult to negotiate, are introverted and reticent with
information(feedback),hide their their feelings « Self-protecting:

» People use divisionary tactics,discussing other people or side tracking to other
issues hide their true feelings

- Self-exposing:,

» People wish to be centre of attention, demand this attention by speaking
loudly,speak over other use attention-seeking body movement or by ignoring
feedback and other’s view « Self-bargaining:

» People show feeling if you show yours.wait until you lead them in negotiation open
up when others initiate the process « Self-actualizing:

» People ideal negotiators , want information and feedback from others, present
information

constructively to aid the negotiation process, achieve goal without conflict(berriers)
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» Groupware
» Videotape
» Software
» Teleconferencing
Ref: Oral Communication may take the form of

O staff meetings report, face to face discussions, 0O

Presentation,audio  tapes,telephone charts, O
teleconferences, or videotapes.

Question No: 2 ( Marks: 1) - Please choose one

Which one is called the dictionary definition of the word?
» Connotation

» Denotation
» Fascination
» Illustration

A denotion is usually the dictionray defination of word. DEnotion meanings name
objects, people or events without indicating positive or negative qualities. Such word
as car, desk, book, house, and water convey denotivative meanings. The reciver has a
similar understanding of the thing in which word is used

Question No: 3 (Marks: 1) - Please choose one
A standing committee is one that operates permanently:

» Month after month

» Week after week
» Year after year page 117
» After six months

Question No: 4 ( Marks: 1) - Please choose one




Task force is ------------- after solving a specific problem, assigned to them.



>

engaged to other problems

» disbanded page 117
» engaged to routine work
» sent on leave

Question No: 5 ( Marks: 1) - Please choose one

Reports, which show “progress,” accomplishments, or activities over time or at a
given stage of a major assignment are known as ------------- .

» feasibility report

» periodic reports

» conference reports

» progress reports page 125

Question No: 6 (Marks: 1) - Please choose one
An applicant should show interest in the job during the which stage?

» Screening stage

» Selection stage page 168
» Final stage

» First stage

Question No: 7 ( Marks: 1) - Please choose one

Which types of interview are useful for judging interpersonal communication among



>

candidates?

» Group Interviews page 168
» Video Interviews
P Stress Interviews

Structured Interviews

Question No: 8 (Marks: 1) - Please choose one
IR EE means preparing every message keeping receivers in mind.

» Conciseness

» Consideration page 30
» Concreteness

» Correctness

Question No: 9 (Marks: 1) - Please choose one

How many types of power are in negotiation?

» Five 188 page
» Seven

» Six

» Four

Question No: 10 ( Marks: 1) - Please choose one
The way you -------------- your message makes it clear whether your reader
will respond favorably or unfavorably to the message.




>

» begin page 45
» end

» write

» conclude

Question No: 11 ( Marks: 1) - Please choose one

BATNA stands for :

» Better acknowledged to narrative agreement.

» Best approach to a non related assignment.

» Best alternative to a negotiated agreement page 191
» Best approach to a narrative agreement

Question No: 12 ( Marks: 1) - Please choose one
A good research proposal is that which is :

» Narrowly defined
» Broadly defined
Without any limit
» Good copy of plagiarism
Focus your research very specifically. Don't try to have your research cover too

broad an area. Now
you may think that this will distort what you want to do. This may be the case, but
you will be able to do the project if it is narrowly defined. Usually a broadly
defined project is not do-able.
Question No: 13  (Marks: 1) - Please choose one

While delivering an oral presentation to large groups, a person should use what kind
of style?



» Casual
» Informal
» Formal
» Interpersonal
Organize language speeches and presentations like formal reports.

Question No: 14 ( Marks: 1) - Please choose one

What is a delivery method of oral presentation in which speech is made without any
preparation or made on the spur of the moment?

» Extemporaneous

» Impromptu

» Reading >
Writing
It means a speech made without any preparation or made on the spur of the moment.
In so many

situations you are asked to make a speech or offer your comments, when you’re asked
to speak “off the

cuff”, take a moment or two to think through what you’re going to say. Avoid the
temptation to beat about the bush.

Question No: 15 ( Marks: 1) - Please choose one



Pitch range, rhythm control, tempo and articulation control are aspects of
which one of the followings:

» Touching behaviour
» Paralanguage

» Proximity

» Artifacts

Question No: 16 ( Marks: 1) - Please choose one

Collection letter should be:

» Emotional
» Persuasive
» Demanding
» Critical

Question No: 17 ( Marks: 1) - Please choose one

Theories of communication have made the concept of communication:

» Vague

» Clear



>

» Unpractical
» Conditional

Question No: 18 (Marks: 1) - Please choose one

In a claim letter, the initial statement should contain:

» good news page 92
» bad news

» mixed news

» ambiguous

Question No: 19 (Marks: 1) - Please choose one
SCTTEEEEEEE letter is a reply to a complaint.

» An inquiry
» Adjustment page 91

» Collection
» Sales

Question No: 20 ( Marks: 1) - Please choose one

All pieces of literature, key journals and books referred to in a research
proposal should be listed at the end of the proposal. It is called------------------
section of thesis.

» tables and figures

» appendices



>

» bibliography page 205

» index

Question No: 21 ( Marks: 2)

Which things are included in personal data while writing a resume?
Personal Data

Leave personal interest off your resume-unless including them
enhances the employer’s understanding of why you would be the
best candidate for the job.

Experts also recommend excluding salary information, reasons for leaving jobs,
names, of previous

supervisorsetc

Question No: 22 ( Marks: 2)

Write a brief note on Quasi-Experimental Research.

Question No: 23  ( Marks: 2)
What is a subject line?

Question No: 24 ( Marks: 3)

Write a note on thinking stage in a research.

Question No: 25 ( Marks: 3)

What is the purpose of a business report?



>

Question No: 26 ( Marks: 3)

You should consider the audience’s concerns while giving an oral
presentation.Discuss.

Question No: 27 ( Marks: 5)

For an effective business message beginning and ending should be impressive’.
Do you agree with this statement?

Question No: 28 ( Marks: 5)

How does thinking speed affect our listening oral communication?

Question No: 29 ( Marks: 5)

What are the points to be considered while doing audience analysis?

Question No: 30 ( Marks: 5)

What points should we keep in mind while writing resumes and application
letters?
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-------------- is included to remind the reader to check for additional pages of
information.

» Copy of notation

» Enclosure

» Subject line

» Attention line
Enclosure(s)

An enclosure or attachment notation is included to remind the reader to
check for additional pages of information. The enclosure is typed single or
double space below the reference initials.
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Question No: 2 ( Marks: 1) - Please choose one

Letters, pamphlets, annual reports, interviews are part of ----------------
communication.

» external communication
» internal communication
» written communication
» verbal communication
Ways of External Communication
« Letters, pamphlets, annual reports, interviews with the news media, etc.

Question No: 3 (Marks: 1) - Please choose one

It describes the condition of a commodity in the market on a certain date for a
specific period.

» Letter report

» A market report
» Progress report
» Periodic report

Question No: 4 ( Marks: 1) - Please choose one

Which writing style characterizes memos?

» Informal page 113
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» Formal
» Impersonal tone

» Neutral
Informal writing style characterizes the memos

Question No: 5 ( Marks: 1) - Please choose one

-------------- is a group of people who are appointed to solve a specific
problem.

» A standing committee
» A committee

> A task force page 117
» A help desk

Question No: 6 (Marks: 1) - Please choose one

In which type of resume, the work-experience section dominates after name,
address and objective.

» The Chronological Resume
» The Functional Resume
» The Combination Resume
» Job oriented Resume

The Chronological Resume

In a chronological resume, the work-experience section dominates,
immediately after the name and address and the objective.

Question No: 7 ( Marks: 1) - Please choose one
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In win-lose strategy, the problems or conflicts are focused and the party is
satisfied due to:

» linitiator

» Both parties

» One party page 186
» Second party

Question No: 8 (Marks: 1) - Please choose one

BATNA stands for :

» Better acknowledged to narrative agreement.

» Best approach to a non related assignment.

» Best alternative to a negotiated agreement page 191
» Best approach to a narrative agreement

Question No: 9 (Marks: 1) - Please choose one

While writing and presenting your Thesis or Dissertation, you go through many
stages. First stage is:

» Preparing the Proposal page 195
» Writing the Research Paper

» Making an outline

» Thinking about It

Question No: 10 ( Marks: 1) - Please choose one

The speaker makes a presentation with the help of an outline, note
cards, or visual aids in which method of delivery?



Writing

» Memorization

» Reading

» Extemporaneous
» Writing

Question No: 11  ( Marks: 1) - Please choose one

It is saying what you want to say in the fewest possible words without
sacrificing the other qualities. In it, the message is complete without being
wordy. It increases emphasis in the message.

Match this statement with one of the following principles of communication:
» Conciseness

» Courtesy
» Consideration
» Completeness

Question No: 12 ( Marks: 1) - Please choose one

Fisher and Ury (1991) developed a concept known as :

» Principled bargaining page 190
» Negotiation
» Communication
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» No communication

Question No: 13 (Marks: 1) - Please choose one

Collection letters are usually written in:

» Line
» Series
» Serial
» Steps

Question No: 14 ( Marks: 1) - Please choose one

The form of communication used most of the time for written
messages to persons inside your organization is called:

» Memorandom

» Business letter

» Pamphlet

» Adjustment letter

Question No: 15 (Marks: 1) - Please choose one

Making feedback more useful which aspect is the most important from the
followings: » Planning how and when to accept it.

» Being receptive to your audience’s responses.
» Encouraging frankness.
» Using it to improve communication.

Question No: 16 ( Marks: 1) - Please choose one

In which letter, you need to start by capturing the reader’s attention
and interest.




» Unsolicited page 161
» Formal

» Informal

» Solicited

In an unsolicited letter, you need to start by capturing the reader’s attention
and interest.Aida

Question No: 17 ( Marks: 1) - Please choose one

There are ------------- types of job letters
> two
» three
» four
» five
T wo Types of Job Letters

Solicited application letter is in response to an announced job opening - you’ll
usually know what

qualifications the organization is seeking. You’ll also have more competition
because hundreds of other job seekers will have seen the listing and may be
sending applications too.

Question No: 18 ( Marks: 1) - Please choose one

Which thing does reveal something about a candidate’s personality and
professionalism during an interview?
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» Style of talking
» Manners
» Physical appearance
» Eye
contact pAGE
171

Physical appearance is important because clothing and grooming reveal
something about a

candidate’s personality and professionalism

Question No: 19 ( Marks: 1) - Please choose one

Which of the following is a part of informal communication?

» Memo
> Letter
» Faxes
» Casual Communication among employees
Informal Internal Communication
 Every organization has an informal communication network - a grapevine -
that supplements
official channel. It is important source of information. It is casual conversation
of an organization

Question No: 20 ( Marks: 1) - Please choose one

In a claim letter, the initial statement should contain:
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» good news
» bad news
» mixed news
» ambiguous

Question No: 21 ( Marks: 2)

Write a note on beginning of a thesis.

Question No: 22 ( Marks: 2)

Name two types of memo reports.

Question No: 23 ( Marks: 2)

What are key advantages of a chronological resume?

Question No: 24 ( Marks: 3)

How do we write short quotations in a thesis paper?

Question No: 25 ( Marks: 3)

What is a group interview?

Question No: 26 ( Marks: 3)

Write a note on progress report.



Question No: 27 ( Marks: 5)

Your attitude is very important in order to understand reader’s point of view.
Discuss.

Question No: 28 ( Marks: 5)

Write a note on literature review and methodology in thesis writing.

Question No: 29 ( Marks: 5)

Define a formal report. Make a list of different parts of a formal report.

Question No: 30 ( Marks: 5)

In extemporaneous method of oral presentation how does the presenter
conduct his

presentation?

............. is the process of drafting your message.

» Composing 47 page
» Editing

» Revising

» Reviewing




Question No: 2 ( Marks: 1) - Please choose one

‘AMS’ is the abbreviation of:

» Administrative Management Society
» Alcholical Member Society

» Advanced Management Society

» Asian Management Society

Question No: 3 (Marks: 1) - Please choose one

How many basic divisions of a formal report are?

» Two
» Three page 132
» Four
» Five

Question No: 4 (Marks: 1) - Please choose one

Unsolicited letters are written on ADIA plan which is

» five

» two
» four

» one

Question No: 5 (Marks: 1) - Please choose one

step approach.
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Sales letters start with:

» An easy and effective way

» An attention-getting device

» Interesting news

» Buffer

Question No: 6 (Marks: 1) - Please choose one

----------- is one of the members who monitors a committee's financial
activities.

» Treasurer
» Advisory
» Controller
» Secretary
The Treasurer’s Role: to monitor the committee financial activities
Question No: 7 ( Marks: 1) - Please choose one

In which communication expressions are not encoded in words?

» Non-verbal

» Verbal

» Written

» Verbal and written

Question No: 8 ( Marks: 1) - Please choose one

Personal space varies according to:



» Situation

» Culture, status page 17
» Medium

» Channel

Question No: 9 ( Marks: 1) - Please choose one
An applicant should show interest in the job during the which stage?

» Screening stage
» Selection stage
_ P Final stage
» First stage
Best approach during this selection stage on interviews is to show interest in
the job,
Question No: 10 ( Marks: 1) - Please choose one

BATNA stands for :

» Better acknowledged to narrative agreement.
» Best approach to a non related assignment.

» Best alternative to a negotiated agreement
» Best approach to a narrative agreement

Question No: 11 ( Marks: 1) - Please choose one

While writing and presenting your Thesis or Dissertation, you go through many
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stages. First stage is:

» Preparing the Proposal

» Writing the Research Paper
» Making an outline

» Thinking about It

Question No: 12 ( Marks: 1) - Please choose one

Proposal should be written in a :

» Future tense.
» Past tense

» Present tense
» Present continuous

page 196
Of course, it should be written in a future tense since it is a proposal.

Question No: 13 ( Marks: 1) - Please choose one

The four basic purposes for giving a presentation are to inform, to persuade, to
motivate, and which thing is missing?

» To entertain

» To instruct

» To have a good interaction

» To talk to others
The four basic purposes for giving a presentation are to inform, to persuade, to
motivate, and to
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entertain

Question No: 14 ( Marks: 1) - Please choose
one Which one is national variable from the
followings?

» Time

» Space

» Economics page 36
» Food

Question No: 15 ( Marks: 1) - Please choose one

Whic h of the following complimentary close is accurate in general letter
writing?

» Yours sincerely,

» Sincerely,
» Yours respectfully,
» All of the above

Question No: 16 ( Marks: 1) - Please choose one



>

Complaint letter should be called---------------- .

» persuasive letter
» claim letter

» inquiry letter

» sales letter

Question No: 17 ( Marks: 1) - Please choose one

Minutes, which tell more of the story of what happened and who said what at a
meeting are:

» Resolution minutes
» Narrative minutes
» Informal minutes
» Formal minutes
Narrative Minutes( fuller picture & view)

Sometimes referred to as minutes of narration, narrative minutes tell more of
the

‘story of what happened and who
said what at a meeting.

Question No: 18 (Marks: 1) - Please choose one

In which thing does a speaker do most of sending and a humber of listeners do
most of the receiving?

» Written tests



>

» Oral presentation
» Interview
» Group discussion

Question No: 19 ( Marks: 1) - Please choose one

Which tests are designed to check competency or specific abilities of a
candidate to perform a job?

» Psychological tests
» Drug tests

» Job skills tests

» General tests

Question No: 20 ( Marks: 1) - Please choose one
In APA format, if you are directly quoting something in
your research paper from another work, you will need to include the author's
last name, year of publication, and the ---------------- for the reference.

» author’s birth date
» page number
» name of book
» title page
When using APA format, follow the author-date method of in-text citation.
This means that the

author’s last name and the year of publication for the source should appear in
the text, E.g., (Jones, 1998), and a complete reference should appear in the
reference list at the end of the paper.

Question No: 21 ( Marks: 2)



Describe the use of visuals in a thesis paper.
Answer:

Visual such as table figures included graph , charts, drawing and photograph.
Try to keep these visual as simple as possible and clearly lable each visual with
an Arabic numerical and included the titile of the visual . the table and title
should appear on separate line

Question No: 22 ( Marks: 2)

Write the format of a short report.

Answer: Format of short reports:

1) For brief external reports, use the letter format , including such as title
or a subject line after that the readers address which should be clearly
states the subject of that document.

For brief internal reports , you should use the memeo.
Single space between text.

Duble space between paragraphs

Present all short informal reports properly

N
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Question No: 23  ( Marks: 2)

What is an appropriate closing to an interview?
Answer:

As we know that like opening the end of the interview is also more important
than its duration should indicate.
In last few minutes you are needed to evaluate how well you done your
interview. At the end you have to also correct any misconception the
interviewer might have.  Concluded gracefully, and also if important discuss
the salary.

Question No: 24 ( Marks: 3)



>

What are the purposes of a business report?
Answer:

The main purpose of the business report is to convey important information
in an organization. It is also to provide the despite technology advances,
organize the facts , ability to collect the data and to compose a readable text
remain a highly a highly marketable skills.

Question No: 25 ( Marks: 3)

Write a note on different types of job letters.
Answer: Ther are two types of jobs letters.

Question No: 26 ( Marks: 3)

What points and measures should be taken into account by the researcher
during thesis writing under the heading “Focus your research very specifically”?

Answer:

Focus your research very specifically.
In your research do not cover too much area.Usually a broad defined project is
not do able. Now you may think that this will distort what you want to do . this
may the case but you will do a project very well when it is narrow. Also do not
try to solve all the problems in one research. Do only one project for your
dissertation and leave all the others for later.

Question No: 27 ( Marks: 5)

What are four stages of AIDA plan? Describe briefly

Question No: 28 ( Marks: 5)



Write a note on minutes of informal meetings.

Answer: Minutes Of informal Meeting : The written record of proceeding of a
meeting is called minutes of informal reports. In the business most of the
meeting are informal therefore the minutes is also informal. In this type of
minutes usually date, time , place of the meeting is included.In this type of
minute the name of presiding officer, a list of of those people which should be
present there and usually the time of adjournment is included. In this type of
minute the discussion is summarized. Minutes is signed by the person who took
them or by the presiding officer.Minute is duplicated ad copies are sent to each
person present at the meeting and to other officers.

Question No: 29 ( Marks: 5)

What are the points to be considered while doing audience analysis?
Answer. The following steps are taking for audience analysis:
1)Determine size and composition of audience.

a) first of all estimate that how many people will attend .

b) Also consider that they have some political , professional or other type of
affiliation in common.

c) Also analyze that how many men, woman, ages ranges, occupation should be
considered

d)Also predict the probable reaction of the audience.

e) Check that why the audience are attending the meeting.

f)see the mood of the audience.

g) determine the general attitude of the audience.

h) Also you should consider that the audience has any bias that will work
against you.

i) Also consider the mood of the audience that they are in position to here you.

j) if possible Anticipate the questions and objections.
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Question No: 30 ( Marks: 5)

A good proposal has a good title and it is the first thing to help the reader
understand the nature of your work.Comment.

FINALTERM EXAMINATION
Spring 2010
ENG301- Business Communication (Session - 4)

Time: 90 min

sQuestion No: 1 ( Marks: 1) - Please choose one

------------------- is included to remind the reader to check for additional pages
of information.

» Copy of notation
» Enclosure P # 51
» Subject line
» Attention line
Question No: 2 ( Marks: 1) - Please choose one

Letters, pamphlets, annual reports, interviews are part of ----------------
communication.

» external communication P # 7
» internal communication

» written communication

» verbal communication

Question No: 3 ( Marks: 1) - Please choose one

It describes the condition of a commodity in the market on a certain
date for a specific period. » Letter report

» A market report P # 137
» Progress report
» Periodic report
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Question No: 4 ( Marks: 1) - Please choose
one Which writing style characterizes memos?

» Informal P # 113
» Formal

» Impersonal tone
» Neutral

Question No: 5 ( Marks: 1) - Please choose one
--------------- is a group of people who are appointed to solve a specific
problem.

» A standing committee
» A committee

» A task force P# 117
» A help desk

Question No: 6 ( Marks: 1) - Please choose one

In which type of resume, the work-experience section dominates after name,
address and objective.

» The Chronological Resume P # 151
» The Functional Resume
» The Combination Resume
» Job oriented Resume

Question No: 7 ( Marks: 1) - Please choose one

In win-lose strategy, the problems or conflicts are focused and the party is
satisfied due to:

» linitiator P # 186
» Both parties

» One party

» Second party

Question No: 8 (Marks: 1) - Please choose one
BATNA stands for :
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» Better acknowledged to narrative agreement.

» Best approach to a non related assignment.

» Best alternative to a negotiated agreement P # 191
» Best approach to a narrative agreement

Question No: 9 ( Marks: 1) - Please choose one

While writing and presenting your Thesis or Dissertation, you go through many
stages. First stage is:

» Preparing the Proposal
» Writing the Research Paper
» Making an outline

» Thinking about It P # 195

Question No: 10 ( Marks: 1) - Please choose one

The speaker makes a presentation with the help of an outline, note cards, or
visual aids in which method of delivery?

» Memorization
» Reading
» Extemporaneous P # 181
» Writing
Question No: 11 ( Marks: 1) - Please choose one

It is saying what you want to say in the fewest possible words without
sacrificing the other qualities. In it, the message is complete without being
wordy. It increases emphasis in the message.

Match this statement with one of the following principles of communication:

» Conciseness P # 25
» Courtesy
» Consideration
» Completeness

Question No: 12 ( Marks: 1) - Please choose
one Fisher and Ury (1991) developed a concept



>

known as :

» Principled bargaining P # 190
» Negotiation

» Communication

» No communication

Question No: 13  ( Marks: 1) - Please choose one
Collection letters are usually written in:

» Line

» Series P # 101
» Serial

» Steps

Question No: 14 ( Marks: 1) - Please choose one

The form of communication used most of the time for written messages to
persons inside your organization is called:

» Memorandom
» Business letter
» Pamphlet
» Adjustment letter
Question No: 15 ( Marks: 1) - Please choose one

Making feedback more useful which aspect is the most important from the
followings:

» Planning how and when to accept it. P # 19
» Being receptive to your audience's responses.
» Encouraging frankness.
» Using it to improve communication.

Question No: 16 ( Marks: 1) - Please choose one

In which letter, you need to start by capturing the reader's attention and
interest.

» Unsolicited P # 161
» Formal
» Informal
» Solicited
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Question No: 17 ( Marks: 1) - Please choose one
There are ------------- types of job letters

» two P # 161

» three

» four

» five

Question No: 18 ( Marks: 1) - Please choose one

Which thing does reveal something about a candidate’s personality and
professionalism during an interview?

» Style of talking
» Manners
» Physical appearance P # 172
» Eye contact

Question No: 19 ( Marks: 1) - Please choose one
Which of the following is a part of informal communication?

» Memo
> Letter
» Faxes
» Casual Communication among employees P # 5

Question No: 20 ( Marks: 1) - Please choose
one In a claim letter, the initial statement
should contain:

» good news P # 92
» bad news

» mixed news

» ambiguous

Question No: 21 ( Marks: 2)
Write a note on beginning of a thesis.

Answer: The thesis statement is usually considered the most important
sentence and the main point of your essay/ report or research paper because it
outlines the central purpose of your essay.

Question No: 22 ( Marks: 2
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) Name two types of memo
reports.

Answer:

1. Informational Memorandum Reports : Inform summarized information
,Widely in content type of business purpose.

2. Analytical memo Reports: Seek to analyze problem without specific
recommendation.

Question No: 23 ( Marks: 2)

What are key advantages of a chronological resume?

Answer:

(1) Employers are familiar with it & can easily find information
(2) it highlights growth and career progression

(3) it highlights employment continuity and stability

Question No: 24  ( Marks: 3)
How do we write short quotations in a thesis paper?
Answer: Short Quotations

If you are directly quoting from a work, you will need to include the author,
year of publication, and the page number for the reference (preceded by "p.").
Introduce the quotation with a signal phrase that includes the author’s last
name followed by the date of publication in parentheses.

Question No: 25 ( Marks: 3

) What is a group

interview?

Answer: Group interviews meeting with several candidates simultaneously.
Group interviews help recruiters see how candidate interact. This types of
interview is useful for judging interpersonal communication.

Question No: 26  ( Marks: 3

) Write a note on progress

report.

Answer: Progress Reports: Progress reports show, “progress,” accomplishments,
or activity over time or at a given stage of a major assignment. The
organizational plan is usually inductive, including topics similar to these.
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Introduction

Description of accomplishments during the reporting period.
Unanticipated problems

Plans for the next reporting period.

Summary

(Periodic report)

Sk

Question No: 27 ( Marks: 5)

Your attitude is very important in order to understand reader's point of view.
Discuss. Answer: Developing the right attitude “To the customer, you are the
company.” Your attitude when dealing with customers, clients, and the public
reflect on the company you represent. Our attitude will reflect your country
and your culture. Each message communicates the essential quality and culture
of your company and can either build goodwill of destroy it. Doing an honest
job enthusiastically and competently helps both the doer and the receiver.
Answering even routine inquiries should and can be a inter easting challenge.
Message written to international clients, customers suppliers.

Question No: 28 ( Marks: 5)
Write a note on literature review and methodology in thesis writing.

Answer: The rationale behind the literature review consists of an argument
with two lines of analysis: 1) this research is needed, and 2) the methodology |
have chosen is most appropriate for the question that is being asked. Now, why
would you want to wait? Now is the time to get informed and to learn from
others who have preceded you! If you wait until you are writing the dissertation
it is too late. You've got to do it sometime so you might as well get on with it
and do it now. Plus, you will probably want to add to the literature review
when you're writing the final dissertation

Question No: 29 ( Marks: 5)

Define a formal report. Make a list of different parts of a formal report.
Answer:
There are three basic divisions of a formal report:
1. Prefatory Parts are:

Cover
Title fly

Letter of authorization

Letter of acceptance

Letter of transmittal
Table of contents
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List of illustrations
Synopsis or executive summer 2. Text Parts:
Introduction

Body

Summary
Conclusions
Recommendations

) Notes

3. Supplementary Parts:
a) Appendixes

b) Bibliography

c) Index

QU o ua

S D O O T
—_— — — — — — —

Question No: 30 ( Marks: 5)

In extemporaneous method of oral presentation how does the presenter
conduct his presentation?

Answer:
Extemporaneous

This method of delivery is very carefully planned and practiced. In it, the
speaker, makes a presentation with the help of an outline, note cards, or visual
aid. It is very popular and effective method of delivering a speech. In this way
the speaker can glance at his notes, keep eye contact and speak in a natural,
conversational tone. Reading In this method the whole presentation is read
aloud. It helps a speaker when the presentation has technical or complex topic.
If you choose to read your speech, practice enough so that you can still have
eye contact with your audience, otherwise, your speech may become boring.
For reading, some speakers use a page style similar to a TV script, leaving a
left margin of about one-third of the page. In that wide margin are
pronunciation aids or suggestions as to where to look in an audience.

(VISIT VURANK FOR MORE)
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Question No: 1 (Marks: 1) - Please choose one

Marks: 55

Even the salutation and the complementary close have no punctuation in:

» Open punctuation

» Standard punctuation
» Close punctuation

» Long punctuation

Question No: 2 (Marks: 1) - Please choose one

What is CD-Rom database?

> It is used to put information in a form that is easy to digest
» Itis used to play computer disk

» Itis a tool used during the high level meetings

» It is a tool to download songs

Question No: 3 (Marks: 1) - Please choose one

message of congratulation or gommendation is much like the message of:

» Condolence
» Appreciation
» Refusal

» Acceptange

Question No4 © (Marks: 1) - Please choose one

letter(that'completes a valid contract between a buyer and a seller is called:

» An order letter

» An acknowledgement letter page 84
» An inquiry letter

» Asales letter

Question No: 5 (Marks: 1) - Please choose one

Unsolicited letters are written on ADIA plan which is --------- step approach.



» five

» two
» four 161 page

» one

Question No: 6 (Marks: 1) - Please choose one

» Conference

» Periodic

» Informal page 124
» Formal

Question No: 7 (Marks: 1) - Please choose/One

------------ is often used when sending information to a reader outside your
organization.

» Letter page 127
» Memo

» Minutes

» Application

Question No: 8 (Marks: 1) - Please choose one

For a good commuanicator, it is important to predict how the customer will respond
and this aspect,isicalled:

> _Perception
»_Perfection
» Personality
» Practice
. Perception: They are able to predict how you will receive their message
Question No: 9 (Marks: 1) - Please choose one

There are ---------------- negotiation strategies.



» Two
» Three

» Four page 186
» Five

win-win

win-lose

lose-win

lose-lose

Question No: 10 (Marks: 1) - Please choose one

How many types of power are in negotiation?

» Five page 188
» Seven
» Six
» Four
Expert
Referent
Coercieve
Reward
Consutalncy

Question No: 11  ( Marks: 1) : Please choose one

Which is an active process of'receiving aural stimulus?

» Listening'page 192
» Thinking

» _Talking

» _Silence

Question No: 12 (Marks: 1) - Please choose one

According to Psychologists, 50 percent of an interview’s decision is made within how
many seconds?



» First 30 seconds

» 60 to 90 seconds

» 30 to 60 seconds page 172

» 40 to 50 seconds
Psychologists say that 50 percent of an interview’s
decision is made within the first 30 to 60 seconds

Question No: 13 (Marks: 1) - Please choose one

Which one of the subjects is not the part of communication?

» Semantics (the study of word choice)

» Linguistics (the study of language)

» Rhetoric (the study of writing and speaking effectively)
» Geology

Question No: 14 (Marks: 1) - Please ¢hoose one

AGM stands for:
» A Great MeetingAnnual

» Annual General Meeting
» All Group Members
» Annual body of members

Question No: 15 ((Marks: 1) - Please choose one

Claim letter isalsoe called:

> _Gomplaint letter

»_Adjustment letter

» Credit refusing letter

» Collection letter
page 90
Their complaints should not be called complaint letters, because complaint connotes
irritation, unpleasantness,
negativism, and even anger. Using a word with such negative connotations could lead
to a bad attitude toward
customers. Letters about such complaints should be called claim letters.




Question No: 16 (Marks: 1) - Please choose one

Complaint letter should be called---------------- .

» persuasive letter
» claim letter

» inquiry letter

» sales letter

Question No: 17 (Marks: 1) - Please choose one

There are ------------- types of job letters
» two
» three
» four
» five

Question No: 18 (Marks: 1) - Please choose one

Which tests do provide quantitative information/abeut’a candidate’s skills, attitudes,
and habits?

» Written tests

» Pre-employment tests

» Oral tests

» General tests
Pre-employment tests.attempt to provide objective, quantitative information about a
candidate’s
skills, attitudes, and habits.

Question No219 (Marks: 1) - Please choose one

A
person.as to follow three steps for an oral presentation which are: 1. planning your
presentation, 2. ----------------—- your presentation, 3. completing your presentation.

» learning



» speaking
» writing
» listening
1. Planning your presentation
2. Writing your presentation
3. Completing your presentation

Question No: 20 (Marks: 1) - Please choose one
In
APA format, if you are directly quoting something in your research paper fromyanother
work, you will need to include the author's last name, year of publicationsand the ----
------------- for the reference.

» author’s birth date

» page number

» name of book

» title page
When using APA format, follow the author-date method pof+in-text citation. This means
that the
author's last name and the year of publication for thefseurce should appear in the
text, E.g., (Jones, 1998),
and a complete reference should appear in the réference list at the end of the paper.

Question No: 21  ( Marks: 2)

Write a note on negotiation in an interview process.

Question No: 22 ( Marks: 2)

Write a brief note on Quasi-Experimental Research.

Quasi-Experimental.Research
A quasi-experimental.dgsign is one that follows the general procedures of
experimental resgarch,without the use of control group or without random
assignment, sinceyrandom assignment or the use of control groups is often not feasible
in educationahsettings.

Question No: 23 ( Marks: 2)

What do AGM and BATNA stand for?

Question No: 24 ( Marks: 3)

Write a note on body language, voice quality and visual aids during the presentation.

Body Language: Stand rather than sit when you are delivering your presentation and
try to be



aware of any repetitive hand gestures or awkward mannerisms that might irritate your
audience.

Voice Quality: You must be clearly audible at all times - don’t let your voice drop at
the end of

sentences. If you vary your intonation, your voice will be more interesting to listen to
and you will be able to

make your points more effectively.

Visual aids: You your visual aids confidently, making sure you allow your audience
time to absorb

information from flipcharts and transparencies.

Question No: 25 ( Marks: 3)

Write a note on thinking stage in a research.

Be inclusive with your thinking.

Don't try to eliminate ideas too quickly.

Build on your ideas and see how many different research projects you can identify.
Try and be creative.

Write down your ideas.

This will allow you to revisit an idea later on.

Or, you can modify and change an idea.

write your ideas they tend to be in a continual state of change

Good feeling to sit down and scan the many ideas

Try not to be overly influenced at this time by what you feel others expect from
you (your

colleagues, your profession, your @cademic department, etc.).

* You have a much better chanceyof’selecting a topic that will be really of interest to
you if it is your

topic. .

Don't begin your thinking by assuming that your research will draw international
attention to you!!

Instead, be realisti6yin setting your goal.

» Make sure your‘expectations are tempered by:

= The realization that you are fulfilling an academic requirement,

Be realistictabout the time that you're willing to commit to your research project.
If it's &40 year

project“that you're thinking about admit it

» Create a draft of a timeline. the next item)

e put a start and a finish time for each.

» Post your timeline in a conspicuous place (above your computer monitor?) so that it
continually

reminds you how you're doing.

= Periodically update your timeline with new dates as needed.

= If you're going to ask for a leave of absence from your job while you're working on
your research



this isn't a good time to do it. Chances are you can do the "thinking about it" stage
without a leave of
absence.

Question No: 26  ( Marks: 3)

What are the qualities of a good market report?

Qualities Of A Good Market Report
A person writing a Market Report should have a comprehensive knowledge of the
matter that has
to be reported. He must always keep in mind the following points.
1. Normally a Market Report is not personal. It should be written using, third person
and the past
tense.
2. It should be easy so that general readers can understand the‘echnical terms used
in the report.
3. There should be a good analysis of changes of prices and demand and supply
relationship.
4. Words should be used economically. Unnecessary details must be avoided. It should
not be so
short that misses the essential information.
5. Market Report should be based upon the facts. Events should be written in the
minute details. Any writer of Market Report should be unbiased while concluding his
report.

Question No: 27 (Marks: 5)

Write a note on minutes of formal meetings.

Ans:

Minutes of meetings that follow parliamentary procedure are somewhat different in
form from the informal minutes illustrated here. Formal minutes do not include
discussions. Only motions, resolutions, committee assignments and reports, and other
speeifictaccomplishments are included. Topical headings are used for easy reference
and’how the recorder has briefly summarized a speaker’s remarks. Note, too, that
motions should be worded specifically followed by the name of the person who made
the motion and the name of the seconded.

Resolutions to express sympathy, appreciation, congratulations, and the like are often
passed at formal meetings.

The paragraphs giving the reasons for the resolution are introduced by the word
WHEREAS (followed by a comma) and that the paragraphs stating the action to be
taken are introduced by the word RESOLVED (also followed by a comma).



Time & Place: The regular monthly meeting of the Historical-Commercial Club of
Lahore was called to order by the president, Naeem Ahmad, on Friday, February 8,
2006, at 2 pm in the Jinnah room of the Plaza Hotel

Question No: 28 ( Marks: 5)

What are the advantages of ‘electronic media’ in the new business world and how
does it help in effective communication?
Ans:

Advantage of electronic Media

Communicating is a key requirement for any successful business and everyone trying
to develop a striving career. But communication is not as simple asgp€aking a few
words. In business, you need to consider carefully how to communicaté to your target
audience.

electronic media such as email into this category. The key advantage of written
communication is that you have a written record of what was eommunicated, when
and to whom. It does not leave any doubt about what was\agreed and therefore forms
the basis of organizational communication.

Electronic media (or stordagesd€evices) are of different types
based on technique used for storing information."e.g- Flash memory based, Optical
Storage (DVD, CD) or more traditional magnetic storage devices (floppy discs/storage
tapes/hard disks)

There is many ways of electronic communication but email
offers speed, low cost, increased access £0 other employees, portability, and
convenience (not just overcoming time=zone problems but carrying a message to many
receivers in one time). It’s best far communicating brief, noncomplex information
that is time sensitive, but its gffectiveness depends on user skill. Because the
turnaround time can be quite fast, email tends to be more conversational than
traditional paper-based medja.

Question No: 29 ((Marks: 5)
In

extemporaneous method of oral presentation how does the presenter conduct his
presentation?

Ans:

Presentation

Thisgaction of communication in which one speaker is doing most of the sending and a
number of

listeners are doing most of the receiving is known as oral presentation

Extemporaneous of oral presentation

In this method the delivery is very carefully planned and practiced and speaker,
makes a presentation with the help of an outline, note cards, or visual aid. It is very
popular and effective method of delivering a speech. In this way the speaker can
glance at his notes, keep eye contact and speak in a natural, conversational tone.



Reading In this method the whole presentation is read aloud. It helps a speaker when
the presentation has technical or complex topic. If you choose to read your speech,
practice enough so that you can still have eye contact with your audience, otherwise,
your speech may become boring.

For reading, some speakers use a page style similar to a TV script, leaving a left
margin of about one-third of the page. In that wide margin are pronunciation aids or
suggestions as to where to look in an audience.

Question No: 30 (Marks: 5)

Describe the various personal styles in negotiation.

Ans:

Personal Styles in Negotiation

« Whenever people come together to negotiate, they bring their ownspersonal styles,
and these affect

the way they communicate and handle the conflict.

= Self-denying;

= people difficult to negotiate, are introverted and reticent with
information(feedback),hide their their feelings

= Self-protecting:

= People use divisionary tactics,discussing other‘people or side tracking to other
issues hide their true

feelings

= Self-exposing:,

= People wish to be centre of attentiofl, deémand this attention by speaking
loudly,speak over other

use attention-seeking body movement or by ignoring feedback and other’s view

= Self-bargaining:

e People show feeling if youtshoew yours.wait until you lead them in negotiation open
up when others

initiate the process

e Self-actualizing:

» People ideal negotiators , want information and feedback from others, present
information

constructivelyato aid the negotiation process, achieve goal without conflict(berriers)
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Question No: 1 (Marks: 1) - Please choose one

-------------- is often effective for getting a motivational message out to a large
number of people.

» Groupware
» Videotape
» Software
» Teleconferencing
Ref: Oral Communication may take the form of

. staff meetings report, face to face discussions,
o Presentation,audio tapes,telephone charts,
o teleconferences, or videotapes.

Question No: 2 (Marks: 1) - Please choose one

Which one is called the dictionary definition of the word?
» Connotation

» Denotation

» Fascination

» lllustration
A denotion is usually the dictionray defination of word. DEnotion meanings name
objects, people or events without jadicating positive or negative qualities. Such word
as car, desk, book, house, and water convey denotivative meanings. The reciver has a
similar understanding of the thingyin which word is used

Question No: 3 ( Markst 1)) - Please choose one

standing committee {is’one that operates permanently:

» Monthafter month

»Week after week
» Year after year page 117
» After six months

Question No: 4 (Marks: 1) - Please choose one

Task force is ------------- after solving a specific problem, assigned to them.



» engaged to other problems

» disbanded page 117
» engaged to routine work
» sent on leave

Question No: 5 (Marks: 1) - Please choose one

Reports, which show “progress,” accomplishments, or activities over time or at a
given stage of a major assignment are known as ------------- :

» feasibility report

» periodic reports

» conference reports

P progress reports page 125

Question No: 6 (Marks: 1) - Please choose one
An

applicant should show interest in the job during the.which stage?

» Screening stage

» Selection stage page 168
» Final stage

» First stage

Question No: 7 /("Marks: 1) - Please choose one

Which types of interview are useful for judging interpersonal communication among
candidates?

» Group Interviews page 168
» Video Interviews
» Stress Interviews




» Structured Interviews

Question No: 8 (Marks: 1) - Please choose one

----------- means preparing every message keeping receivers in mind.

» Conciseness

» Consideration page 30
» Concreteness

» Correctness

Question No: 9 (Marks: 1) - Please choose one

How many types of power are in negotiation?

» Five 188 page
» Seven

» Six

» Four

Question No: 10 (Marks: 1) - Please choose one

The
way you -------------- your message makes it clear whether your reader will respond
favorably or unfavorably to the message.

» begin page 45
» end

» write

» conclude

Question No: 11 ((Marks: 1) - Please choose one

BATNA stands fory

»_Better acknowledged to narrative agreement.

» Best approach to a non related assignment.

> Best alternative to a negotiated agreement page 191
» Best approach to a narrative agreement

Question No: 12 (Marks: 1) - Please choose one

good research proposal is that which is :
» Narrowly defined
» Broadly defined




» Without any limit
» Good copy of plagiarism
Focus your research very specifically. Don't try to have your research cover too

broad an area. Now
you may think that this will distort what you want to do. This may be the case, but
you will be able to do the
project if it is narrowly defined. Usually a broadly defined project is not do-able.
Question No: 13 (Marks: 1) - Please choose one

While delivering an oral presentation to large groups, a person should use what kind
of style?

» Casual
» Informal
» Formal
» Interpersonal
Organize language speeches and presentations like formal reports.

Question No: 14 (Marks: 1) -PRleaSe choose one

What is a delivery method of/Oral presentation in which speech is made without any
preparation or made on thespur of the moment?

» Extemporaneous

» Impromptu

» _Reading

» Writing
It meanS a speech made without any preparation or made on the spur of the moment.
In 'S0 many
situations you are asked to make a speech or offer your comments, when you’re asked
to speak “off the
cuff”’, take a moment or two to think through what you’re going to say. Avoid the
temptation to beat about
the bush.

Question No: 15 (Marks: 1) - Please choose one



Pitch range, rhythm control, tempo and articulation control are aspects of which one
of the followings:

» Touching behaviour
» Paralanguage

» Proximity

» Artifacts

Question No: 16 (Marks: 1) - Please choose one

Collection letter should be:

» Emotional
» Persuasive
» Demanding
» Critical

Question No: 17 (Marks: 1) - Please choose one

Theories of communication have made-the concept of communication:

» Vague

» Glear
»_Unpractical
» Conditional

Question No: 18 (Marks: 1) - Please choose one
In a

claim letter, the initial statement should contain:

» good news page 92
» bad news
» mixed news




» ambiguous

Question No: 19 (Marks: 1) - Please choose one

-------- letter is a reply to a complaint.

» An inquiry
» Adjustment page 91
» Collection
» Sales
Question No: 20 (Marks: 1) - Please choose one
All
pieces of literature, key journals and books referred to in a research proposal should

be listed at the end of the proposal. It is called----------------_£ section of thesis.

» tables and figures
» appendices

» bibliography page 205

» index

Question No: 21 ( Marks: 2)

Which things are includediin personal data while writing a resume?

Personal Data

Leave personal interest/off your resume-unless including them enhances the
employer’s understanding of

why you wouldybesthe best candidate for the job.

Experts also recommend excluding salary information, reasons for leaving jobs,
names, of previous

supervisorsetc

Question No: 22 ( Marks: 2)

Write a brief note on Quasi-Experimental Research.

Question No: 23 ( Marks: 2)

What is a subject line?



Question No: 24 ( Marks: 3)

Write a note on thinking stage in a research.

Question No: 25 ( Marks: 3)

What is the purpose of a business report?

Question No: 26  ( Marks: 3)
You

should consider the audience's concerns while giving an oral presentation.Discuss.

Question No: 27 (Marks: 5)
For

an effective business message beginning and ending should be impressive’. Do you
agree with this statement?

Question No: 28 ( Marks: 5)

How does thinking speed affect our listening oral communication?

Question No: 29 ( Marks: 5)

What are the points to be/considered while doing audience analysis?

Question No: 30 (Marks: 5)

What points shotld we keep in mind while writing resumes and application letters?
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Question No: 1 (Marks: 1) - Please choose one

-------------- is included to remind the reader to check for additional pages of
information.

» Copy of notation

» Enclosure

» Subject line

» Attention line
Enclosure(s)
An enclosure or attachment notation is included to remind the reader.to‘eheck for
additional pages of
information. The enclosure is typed single or double space below thesreference
initials.

Question No: 2 (Marks: 1) - Please choose one

Letters, pamphlets, annual reports, interviews are part/of ----------------
communication.

» external communication
» internal communication
» written communication
» verbal communication
Ways of External Communication
 Letters, pamphlets, annual reparts, jinterviews with the news media, etc.

Question No: 3 ( Marks: 1) * - Please choose one

It
describes the condition of a commodity in the market on a certain date for a specific
period.

» Letter report

» A market report
» Progress report
» Periodic report

Question No: 4 (Marks: 1) - Please choose one

Which writing style characterizes memos?



» Informal page 113

» Formal
» Impersonal tone

» Neutral
Informal writing style characterizes the memos

Question No: 5 (Marks: 1) - Please choose one

----------- is a group of people who are appointed to solve a specific problem.

» A standing committee
» A committee

» A task force page 117
» A help desk

Question No: 6 (Marks: 1) - Please choose one
In

which type of resume, the work-experience section dominates after name, address
and objective.

» The Chronological Resume

» The Functional Resume

» The Combination Resume

» Job oriented Resume

The Chronological Resume

In a chrenol@gical resume, the work-experience section dominates, immediately after
the nameé and address
andgdthe*objective.
Question No: 7 (Marks: 1) - Please choose one

In
win-lose strategy, the problems or conflicts are focused and the party is satisfied due
to:

» linitiator
» Both parties



» One party page 186
» Second party

Question No: 8 (Marks: 1) - Please choose one

BATNA stands for :

» Better acknowledged to narrative agreement.

» Best approach to a non related assignment.

P Best alternative to a negotiated agreement page 191
» Best approach to a narrative agreement

Question No: 9 (Marks: 1) - Please choose one

While writing and presenting your Thesis or Dissertation, you/gosthrough many stages.
First stage is:

» Preparing the Proposal page 195
» Writing the Research Paper

» Making an outline

» Thinking about It

Question No: 10 (Marks: 1) - Pleasecthoose one

The
speaker makes a presentation with the help of an outline, note cards, or visual aids in
which method of delivery?

Writing

» _Memarization
»_Reading

» ‘Extemporaneous
» Writing

Question No: 11 (Marks: 1) - Please choose one

It is
saying what you want to say in the fewest possible words without sacrificing the other
qualities. In it, the message is complete without being wordy. It increases emphasis in
the message.

Match this statement with one of the following principles of communication:




» Conciseness
» Courtesy

» Consideration
» Completeness

Question No: 12 (Marks: 1) - Please choose one

Fisher and Ury (1991) developed a concept known as :

» Principled bargaining page 190
» Negotiation

» Communication

» No communication

Question No: 13 (Marks: 1) - Please ¢hoose one

Collection letters are usually written in:

» Line
» Series
» Serial
» Steps

Question No: 14 ((Marks: 1) - Please choose one

The
form of communieation used most of the time for written messages to persons inside
your organization is called:

»_NMemorandom

» Business letter

» Pamphlet

» Adjustment letter

Question No: 15 (Marks: 1) - Please choose one

Making feedback more useful which aspect is the most important from the followings:



» Planning how and when to accept it.

» Being receptive to your audience’s responses.
» Encouraging frankness.

» Using it to improve communication.

Question No: 16 (Marks: 1) - Please choose one

which letter, you need to start by capturing the reader’s attention @nd interest.

» Unsolicited page 161
» Formal
» Informal
» Solicited
In an unsolicited letter, you need Ao start by capturing the reader’s attention and
interest.Aida
Question No: 17 ( Marks:{ » - Please choose one

There are ------------- types of job letters
» two
» three
» four
» five
T wo_Fypes of Job Letters
Solicited application letter is in response to an announced job opening - you’ll usually
know, what
qualifications the organization is seeking. You’ll also have more competition because
hundreds of other job
seekers will have seen the listing and may be sending applications too.
Question No: 18 (Marks: 1) - Please choose one

Which thing does reveal something about a candidate’s personality and
professionalism during an interview?



» Style of talking

» Manners

» Physical appearance

» Eye contact

pPAGE 171

Physical appearance is important because clothing and grooming reveal semething
about a
candidate’s personality and professionalism
Question No: 19 (Marks: 1) - Please choose one

Which of the following is a part of informal communication?

» Memo
» Letter
» Faxes
» Casual Communication among employees
Informal Internal Cemmunication
= Every organization,has an informal communication network - a grapevine - that
supplements
official channel."1t is important source of information. It is casual conversation of an
organization

Question No: 20 (Marks: 1) - Please choose one
In a

claim letter, the initial statement should contain:

» good news
» bad news
» mixed news
» ambiguous




Question No: 21  ( Marks: 2)

Write a note on beginning of a thesis.

Question No: 22 ( Marks: 2)

Name two types of memo reports.

Question No: 23 ( Marks: 2)

What are key advantages of a chronological resume?

Question No: 24 ( Marks: 3)

How do we write short quotations in a thesis paper?

Question No: 25 ( Marks: 3)

What is a group interview?

Question No: 26 ( Marks: 3)

Write a note on progress report.

Question No: 27 ( Marks:%)

Your attitude is very important in order to understand reader’s point of view. Discuss.

Question No: 28 ( Marks: 5)

Write a.note,on literature review and methodology in thesis writing.

Question No: 29 (Marks: 5)

Define a formal report. Make a list of different parts of a formal report.

Question No: 30 ( Marks: 5)
In

extemporaneous method of oral presentation how does the presenter conduct his



presentation?
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Question No: 1 (Marks: 1) - Please choose one

--------- is the process of drafting your message.

» Composing 47 page
» Editing

» Revising

» Reviewing

Question No: 2 (Marks: 1) - Please choose one

‘AMS’ is the abbreviation of:

» Administrative Management Society
» Alcholical Member Society

» Advanced Management Society

» Asian Management Society

Question No: 3 (Marks: 1) - Please choose/One

How many basic divisions of a formal report are?

» Two
» Three page 132
» Four
» Five

Question No: 4 (Markst 1) - Please choose one

Unsolicited letters are written on ADIA plan which is

» five

»_two
» ‘fFour

» one

Question No: 5 (Marks: 1) - Please choose one

step approach.

Sales letters start with:



» An easy and effective way

» An attention-getting device

P Interesting news

» Buffer

Question No: 6 (Marks: 1) - Please choose one

------- is one of the members who monitors a committee's financial activities.

» Treasurer
» Advisory
» Controller
» Secretary
The Treasurer’s Role: to monitor the committee_financial activities
Question No: 7 (Marks: 1) - Please choose0one

In which communication expressions are not encoded in words?

» Non-verbal

» Verbal

» Written

» Verbal and written

Question No: 8 (Markst 1) - Please choose one

Personal space varieSaccording to:

» Situation

» _Gulture, status page 17
» Medium

» Channel

Question No: 9 (Marks: 1) - Please choose one
An

applicant should show interest in the job during the which stage?



» Screening stage
P Selection stage
_ » Final stage
» First stage
Best approach during this selection stage on interviews is to show interest in_ the
job,
Question No: 10 (Marks: 1) - Please choose one

BATNA stands for :

» Better acknowledged to narrative agreement.
» Best approach to a non related assignment.
P Best alternative to a negotiated agreement
» Best approach to a narrative agreement

Question No: 11 (Marks: 1) - Please choose one

While writing and presenting your Thesis or Dissertation, you go through many stages.
First stage is:

» Preparing the Proposal

» Writing the Research Paper
» Making an outline

» Thinking about It

Question No: 12 (Marks: 1) - Please choose one

Proposal should béwritten in a :

» Future.tense.
» _Pasttense
»_Present tense
» Present continuous
page 196
Of course, it should be written in a future tense since it is a proposal.

Question No: 13 (Marks: 1) - Please choose one

The
four basic purposes for giving a presentation are to inform, to persuade, to motivate,
and which thing is missing?




» To entertain

» To instruct

» To have a good interaction

» To talk to others
The four basic purposes for giving a presentation are to inform, to persuade 4to
motivate, and to
entertain

Question No: 14 (Marks: 1) - Please choose one
Which one is national variable from the followings?

» Time
» Space
» Economics page 36
» Food

Question No: 15 ( Marks:4 )» - Please choose one

Whic

h of the following camplimentary close is accurate in general letter writing?

» Yours sincerely,

» Sincerely,
» Yours respectfully,
» All of the above

Question No: 16 (Marks: 1) - Please choose one




Complaint letter should be called---------------- .

» persuasive letter
» claim letter

» inquiry letter

» sales letter

Question No: 17 (Marks: 1) - Please choose one

Minutes, which tell more of the story of what happened and who said what at a
meeting are:

» Resolution minutes
» Narrative minutes
» Informal minutes
» Formal minutes
Narrative Minutes( fuller picture & view)
Sometimes referred to as minutes of narration, narrative 'minutes tell more of the
‘story of what
happened and who said what at a meeting.

Question No: 18 (Marks: 1) - Please ¢hoose one

In
which thing does a speaker do most of'sending and a number of listeners do most of
the receiving?

» Written tests

» Oral presentation
» Interview
»_Group discussion

Question No: 19 (Marks: 1) - Please choose one

Which tests are designed to check competency or specific abilities of a candidate to
perform a job?



» Psychological tests
» Drug tests

» Job skills tests

» General tests

Question No: 20 (Marks: 1) - Please choose one
In
APA format, if you are directly quoting something in your research paper fromyanother
work, you will need to include the author's last name, year of publicationysand the ----
------------- for the reference.

» author’s birth date

» page number

» name of book

» title page

When using APA format, follow the author-date method«0f ih-text citation. This

means that the
author's last name and the year of publication for thefseurce should appear in the
text, E.g., (Jones, 1998),
and a complete reference should appear in the reference list at the end of the paper.

Question No: 21  ( Marks: 2)

Describe the use of visuals in a thesis paper.

Answer:

Visual such as table figures included,graph , charts, drawing and photograph. Try to
keep these visual as simple as/fossible and clearly lable each visual with an Arabic
numerical and included the.titile of the visual . the table and title should appear on
separate line

Question No: 22 ( Marks: 2)

Write the format of a short report.

Answer:Format of short reports:

1) For brief external reports, use the letter format , including such as title or a
subject line after that the readers address which should be clearly states the
subject of that document.

2) For brief internal reports , you should use the memeo.

3) Single space between text.

4) Duble space between paragraphs

5) Present all short informal reports properly



Question No: 23 ( Marks: 2)

What is an appropriate closing to an interview?
Answer:

As we know that like opening the end of the interview is also more important than
its duration should indicate.
In last few minutes you are needed to evaluate how well you done your interviewsAt
the end you have to also correct any misconception the interviewer might have.
Concluded gracefully, and also if important discuss the salary.

Question No: 24 ( Marks: 3)

What are the purposes of a business report?
Answer:

The main purpose of the business report is to convey important information in an
organization. It is also to provide the despite technology, advances, organize the facts
, ability to collect the data and to compose a readable text remain a highly a highly
marketable skills.

Question No: 25 ( Marks: 3)

Write a note on different types of job letters.
Answer: Ther are two types of jobs letters.

Question No: 26  ( Marks: 3)

What points and measures should be taken into account by the researcher during
thesis writing under the heading “Focus your research very specifically”?

Answer:

Focus your researeh very specifically.
In your research do not cover too much area.Usually a broad defined project is not do
able. Now youymay think that this will distort what you want to do . this may the case
but youswillido a project very well when it is narrow. Also do not try to solve all the
problems 1n one research. Do only one project for your dissertation and leave all the
others for later.

Question No: 27 ( Marks: 5)




What are four stages of AIDA plan? Describe briefly

Question No: 28 ( Marks: 5)

Write a note on minutes of informal meetings.

Answer: Minutes Of informal Meeting : The written record of proceeding of a
meeting is called minutes of informal reports. In the business most of the meeting are
informal therefore the minutes is also informal. In this type of minutes usually date,
time , place of the meeting is included.In this type of minute the name of presiding
officer, a list of of those people which should be present there and usually the'time of
adjournment is included. In this type of minute the discussion is summarized."Minutes
is signed by the person who took them or by the presiding officer.Minuteis duplicated
ad copies are sent to each person present at the meeting and to other"officers.

Question No: 29 (Marks: 5)

What are the points to be considered while doing“audience analysis?

Answer. The following steps are taking for audiences/analysis:

1)Determine size and composition of audience.

a) first of all estimate that how many people will attend .

b) Also consider that they have some political , professional or other type of
affiliation in common.

c) Also analyze that how many mengweman, ages ranges, occupation should be
considered

d)Also predict the probable reaction of the audience.

e) Check that why the audience are attending the meeting.

f)see the mood of the audience.

g) determine the general attitude of the audience.

h) Also you should cansider that the audience has any bias that will work against you.
i) Also consider the'mood of the audience that they are in position to here you.
j) if possible Anticipate the questions and objections.

Question No: 30 ( Marks: 5)

A good proposal has a good title and it is the first thing to help the reader
understand the nature of your work.Comment.
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sQuestion No: 1 ( Marks: 1) - Please choose one
------------------- is included to remind the reader to check for additional pages/Of
information.
» Copy of notation
» Enclosure P # 51
» Subject line
» Attention line
Question No: 2 ( Marks: 1) - Please choose one
Letters, pamphlets, annual reports, interviews are part of ---*------------
communication.
» external communication P # 7
» internal communication
» written communication
» verbal communication

Question No: 3 (Marks: 1) - Pleas€.choose one

It describes the condition of a’commodity in the market on a certain date for a
specific period.
> Letter report
» A market report P # 137
» Progress report
» Periodic repert

Question No: 4, “( Marks: 1) - Please choose one
Which writing style characterizes memos?

» nformal P # 113
» Formal

» Impersonal tone
» Neutral

Question No: 5 (Marks: 1) - Please choose one
--------------- is a group of people who are appointed to solve a specific problem.

» A standing committee



» A committee
» A task force P # 117
» A help desk

Question No: 6 ( Marks: 1) - Please choose one

In which type of resume, the work-experience section dominates after name, address
and objective.
» The Chronological Resume P # 151

» The Functional Resume

» The Combination Resume

» Job oriented Resume

Question No: 7 (Marks: 1) - Please choose one
In win-lose strategy, the problems or conflicts are focused/and the party is satisfied
due to:

P linitiator P # 186
» Both parties

» One party

» Second party

Question No: 8 (Marks: 1) - Pleas€.choose one
BATNA stands for :

» Better acknowledged to narrative agreement.

» Best approach to a non‘related assignment.

» Best alternative to a negotiated agreement P # 191
» Best approach_to a narrative agreement

Question No: 9 «('Marks: 1) - Please choose one
While writing and, presenting your Thesis or Dissertation, you go through many stages.
First stage is:

» _Preparing the Proposal
» Writing the Research Paper
» Making an outline

» Thinking about It P # 195

Question No: 10 ( Marks: 1) - Please choose one

The speaker makes a presentation with the help of an outline, note cards, or visual



aids in which method of delivery?

» Memorization

» Reading

» Extemporaneous P # 181

» Writing

Question No: 11 ( Marks: 1) - Please choose one

It is saying what you want to say in the fewest possible words without sacrificing,the
other qualities. In it, the message is complete without being wordy. It increases
emphasis in the message.
Match this statement with one of the following principles of communication:

» Conciseness P # 25
» Courtesy
» Consideration
» Completeness

Question No: 12 ( Marks: 1) - Please choose one
Fisher and Ury (1991) developed a concept known as,:

» Principled bargaining P # 190
» Negotiation

» Communication

» No communication

Question No: 13 ( Marks: 1) -(Please choose one
Collection letters are usually xvritten in:

» Line

» Series P # 101

» Serial

» Steps

Question No: 14 ( Marks: 1) - Please choose one
The form of cemmunication used most of the time for written messages to persons
inside yoeur organization is called:
BMemorandom
P Business letter
» Pamphlet
» Adjustment letter
Question No: 15 ( Marks: 1) - Please choose one
Making feedback more useful which aspect is the most important from the followings:

» Planning how and when to accept it. P# 19
» Being receptive to your audience's responses.
» Encouraging frankness.




» Using it to improve communication.

Question No: 16 ( Marks: 1) - Please choose one
In which letter, you need to start by capturing the reader's attention and interest.

» Unsolicited P # 161
» Formal
» Informal
» Solicited

Question No: 17 ( Marks: 1) - Please choose one
There are ------------- types of job letters

» two P # 161

» three

» four

» five

Question No: 18 (Marks: 1) - Please choose one
Which thing does reveal something about a candidate’s’personality and
professionalism during an interview?

» Style of talking
» Manners
» Physical appearance P # 172
» Eye contact

Question No: 19 (Marks: 1) -(Please choose one
Which of the following is a part of informal communication?

» Memo
> Letter
» Faxes
» Casual Communication among employees P # 5

Question No: 20~ ( Marks: 1) - Please choose one
In a claim letter, the initial statement should contain:
»_good news P # 92
» bad news
» mixed news
» ambiguous

Question No: 21 ( Marks: 2)

Write a note on beginning of a thesis.

Answer: The thesis statement is usually considered the most important sentence and
the main point of your essay/ report or research paper because it outlines the central
purpose of your essay.



Question No: 22 ( Marks: 2)

Name two types of memo reports.

Answer:

1. Informational Memorandum Reports : Inform summarized information ,Widely in
content type of business purpose.

2. Analytical memo Reports: Seek to analyze problem without specific
recommendation.

Question No: 23 ( Marks: 2)

What are key advantages of a chronological resume?

Answer:

(1) Employers are familiar with it & can easily find information
(2) it highlights growth and career progression

(3) it highlights employment continuity and stability

Question No: 24  ( Marks: 3)
How do we write short quotations in a thesis paper?
Answer: Short Quotations

If you are directly quoting from a work, you will need to include the author, year of
publication, and the page number for the reference (preceded by "p."). Introduce the
guotation with a signal phrase that includes the author's last name followed by the
date of publication in parentheses.

Question No: 25 ( Marks: 3)

What is a group interview?

Answer: Group interviewsimeeting with several candidates simultaneously. Group
interviews help recruiters see how candidate interact. This types of interview is
useful for judging interpersonal communication.

Question No: 26 “%( Marks: 3)

Write a note_en progress report.

AnswerProgress Reports: Progress reports show, “progress,” accomplishments, or
activity-0ver time or at a given stage of a major assignment. The organizational plan
is uswaly inductive, including topics similar to these.

Introduction

Description of accomplishments during the reporting period.
Unanticipated problems

Plans for the next reporting period.

Summary

(Periodic report)

R



Question No: 27 ( Marks: 5)

Your attitude is very important in order to understand reader's point of view. Discuss.
Answer: Developing the right attitude “To the customer, you are the company.” Your
attitude when dealing with customers, clients, and the public reflect on the company
you represent. Our attitude will reflect your country and your culture. Each message
communicates the essential quality and culture of your company and can either build
goodwill of destroy it. Doing an honest job enthusiastically and competently helps
both the doer and the receiver. Answering even routine inquiries should and can be a
inter easting challenge. Message written to international clients, customers suppliers.

Question No: 28 ( Marks: 5)

Write a note on literature review and methodology in thesis writing.

Answer: The rationale behind the literature review consists of an argument with two

lines of analysis: 1) this research is needed, and 2) the methodolegy | have chosen is

most appropriate for the question that is being asked. Now, whyswould you want to

wait? Now is the time to get informed and to learn from, others who have preceded

you! If you wait until you are writing the dissertation it iS00 late. You've got to do it

sometime so you might as well get on with it and do it now. Plus, you will probably

want to add to the literature review when you're/Writing the final dissertation
Question No: 29 ( Marks: 5)

Define a formal report. Make a list of different parts of a formal report.

Answer:

There are three basic divisions of a formal report:

1. Prefatory Parts are:

a) Cover

b) Title fly

c) Letter of authorization

d) Letter of acceptance

e) Letter of transmittal

f) Table of contents

g) List of illustrations

h) Synopsis or exé€cutive summer

2. Text Parts:

a) Introduction

b) Body

c) Summary

d) Lenclusions

e) “Recommendations

f) Notes

3. Supplementary Parts:

a) Appendixes

b) Bibliography

c) Index



Question No: 30 ( Marks: 5)

In extemporaneous method of oral presentation how does the presenter conduct his
presentation?

Answer:

Extemporaneous

This method of delivery is very carefully planned and practiced. In it, the speaker,
makes a presentation with the help of an outline, note cards, or visual aid. It is very
popular and effective method of delivering a speech. In this way the speaker can
glance at his notes, keep eye contact and speak in a natural, conversational tone.
Reading In this method the whole presentation is read aloud. It helps a speakefr when
the presentation has technical or complex topic. If you choose to read youmnspeech,
practice enough so that you can still have eye contact with your audience, otherwise,
your speech may become boring. For reading, some speakers use a page style similar
to a TV script, leaving a left margin of about one-third of the page. In"that wide
margin are pronunciation aids or suggestions as to where to look%n an audience.



