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UNIT—I

1. (a) Write a detailed note on the true
meaning and nature of effective
communication with suitable illustra-
tion.. K N . . Alo

() Writé a note on how to dévelop good

reading skills. .
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2. Write notes on the following : 9+8=17

" (a)j¢:Hour basig' skills,of , communication

(b) Verbal and non-verbal communication’
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3. (@ Write' a%%éfilea note dn the
mechanisms of effective oral communi-

cation. o 10
(b) Write a note on the importance of ‘
pronunciation. 8
o PR W LIS TN OR e adh
4. (a) Elabora{d'snthe imiportance of everyday
communication and chat. 9
(b) Attempt a note on group discussion. 9
e oun PEIEE

SHATSTN UN]T———III [RFRRE AL S

I
R

5. (a) Write a note on the sigrﬁﬁé;iice and

e JTORQEtance, of business letters. 9

(b) Discuss the essential elements of
memo-writing. 9
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OR
6. Writ short notes on the following : 9+9=18

(a) Tele-conference

() E-mails
UNIT—IV
7. Write a detailed note on the constituents and
importance of effective speech. 17
OR
8. (a) Write a short note on facing interviews. 9

(b) Write a short note on any one of the
following : 8

(i) Self-presentation

(ij The interview process
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