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Q.1 MCQ Questions 14 

1 ________ means communication without words.  
a) Object communication  

b) Written communication  

c) Oral communication  

d) Non- verbal communication  

2. The person who transmits the message is called_________.  

a) Channel  

b) Sender  

c) Receiver  
d) Response  

3. _________ aims at making people work together for the common good of the 

organization. 

 

a) Communication  

b) Conversation  

c) Combination  

   d) Encording   

4. At each stage in the process of communication, there is a possibility of interference 

which may hinder the process. Such interference is known as__________. 

 

a) Sender  

b) Receiver  
c) Barrier   

   d) None of them  

5. _____________ describes all forms of human communication that are not verbal.   

a) Prosody  

b) Vocalics  
c) Haptics  

   d) Para Language   

6. Normally communication is _____________, wherein the information or message 

is transferred from one person to other. 

 

a) Impersonal   
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b) Interpersonal  

c) Personal   
   d) Important 

7. A ______ connects the sender to the receiver.  

a) Channel   

b) Noise  
c) Communication   

   d) Feedback  

8. Communication saves time in  

a) Internal communication.  

b) Interview.  
c) Oral communication.  

d) Schedule.  

9. Communication is a _________  

a) A one way process.  

b) Two way process.  

c) Three way process.  

   d) Four way Process.  

10. The term communis derived from ______________ word.  
a) Greek.  

b) Latin.  

c) Chinese.  

   d) English.  

11. The most important part of the letter is  

a) The heading.  

b) Date.  

c) Body of the letter.  
d) Post script.  

12. Which one of the following is the correct structure of the letter:   

a) Address, date, body, subject, signature, enclosure.  

b) Address of the applicant, date, subject, salutation, body, signature, enclosure  

c) Address, salutation, date, body, subject, enclosure, signature  

   d) Address, date, subject, body, salutation, enclosure, signature  

13. The communication cycle, the process of re translation of signals into ideas is  
called 

 

a) Encoding.  

b) Decoding.  

c) Response.  
d) Feedback  

14. Communication is the ______________ of business.  

a) Backbone  

b) Life blood.  
c) Nervous system  

d) Both1& 2  

Q.2 Two Marks Questions (4 out of 6) 08 
1. What is the meaning Business correspondence?  
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2. What is Resume?  

3. What do you mean by Etiquettes?  
4. What is conciseness?  

5. What do you mean by salutation?  

6. Write today’s British style date in ordinal number.  

Q.3 Three Marks Questions (6 out of 8) 18 
1. Explain the formal & informal communication?  
2. Write a brief note on letter of resignation.  

3. Write a short note on verbal & non verbal?  

4. Explain terms :- 1)Job description 2) References   

5. Write a short note on business meeting Etiquettes.  
6. Write a short note on grooming.  

7. Describe any three barriers of communication.  

8. Draw a communication cycle/ stages and labeling it.   

Q.4 Five Marks Questions (6 out of 8 ) 30 
1. Define communication. Explain its nature.   

2. Describes the process of communication.  

3. Write a seven C’S of effective communication   

4. Write any 5 advantages of Oral and written communication.  

5. Explain any 10 telephonic etiquettes in communication.  
6. Write a detail note on dinning etiquettes in communication.  

7. Draft a Performa of  basic resume   

8. Draft a job application letter in response to an advertisement for the post of 

assistant professor in ABC university. 

 

 

 

 

 

 

 


