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Business Communication g
(aTTEI'\HTﬁFE WUT) 1. Discuss the nature and scope of business
Bachelor of Business Administration communication.  Explain  the  process  of
(BBA-10/12/16/17) communication.
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Note : This paper is of eighty (80) marks containing three 2.  What is the art of effective interviewing ? What should

(03) Sections A, B and C. Learners are required to be the qualities of an interviewer ?
attempt the questions contained in these AT e Pl holl 4T & ° HiEchRabdl § diF
Sections according to the detailed instructions given
Ry ?
therein. ki i B '
e IE 99 95 I (80) 3Pl BT & o dF (03) WUel 3. Explain the preparation and presentation of speech.
@ g g 7 H o 2 el @ 5ol Suggest guidelines for effective speech making.
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Section-A / GUs—® 4. Discuss the role of audio-visual communication. What
(Long Answer Type Questions) / (’Cﬂé SiskiD| W) are the channels of audio-visual communication ?
Note : Section ‘A’ contains four (04) long answer type m_mm IR B qEE W AT BT |

questions of nineteen (19) marks each. Learners are
required to answer two (02) questions only.
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Section-B / YUls—g
(Short Answer Type Questions) / (?'fg kiR 9'37'[)

Note : Section ‘B’ contains eight (08) short answer type

e :
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questions of eight (08) marks each. Learners are
required to answer four (04) questions only.
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What do you understand by business communication ?
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Discuss the objectives of business communication.
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Explain the techniques of business report writing.

gy RUIe forgy @1 dh-d THISV |

Explain press communiqué.
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Describe techniques of interviewing.
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Discuss planning and procedure of problem solving
conferences.
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What is the importance of body language in non-verbal
communication ?
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Explain the role of public relation in business
communication.
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Section—C / GUue—1T
(Objective Type Questions) / (ﬂ'\‘ﬁﬁ"%’ LTFT)

Note : Section ‘C’ contains ten (10) objective type

questions of one (01) mark each. All the questions
of this Section are compulsory.
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Indicate whether the following are True or False :
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The facial expression is a verbal communication.

IR DI Afed te RS FAR B

The communication 1is the task of imparting
information.
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In communication process, decoding, encoding,
feedback and response are communication functions.
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In business, the purpose of writing is mainly to both
inform and persuade.

GET H, oI B e T WU Y Gfad AT IR
T @ [ & |

The typical format of minutes of the meeting does not
include name of the organization, subject, date, time
and place of the meeting.
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The purpose of a typical employment interview is not
to evaluate an interviewer who is applying for a post in
the organization.
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An oral report is a face-to-face communication of an
impression or observation.
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8. The delivery of a good speech involves the preparation
for the speech and the delivery of the speech.
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9. The buyer sends order letter to the seller for the
purpose of buying the materials.
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10. A circular letter is different from the other types in its
layout, content and matter.
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