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['ill in the blanks with correct alternatives from the given (Any
eight)
a) Rohan knocked the door..........nobody answered. (but/or)
b) I have been working in this institute ........2013. (since/for)
c) To win this torunament, we have worked. . ...... (hard/hardly)
d) Mitali. . .. .. ... dance class every Saturday. (is attending/attends)
e) You are late. The train.......... already. (has lefUleft)

fl We......in this house for last 20 years. (have been living/are
living)

g) I rhink you .......... go for MBA. (should/coutd)

h) All employees ... ... ...on time for work. (must belhave to)
i) Meet me after ..... hour. (a/ml$e)
Do as directed (Any eight)

a) Rounak sings a song. (Change the voice)

b) New Zealand was beaten by India by 5 wickets yesterday.

(Change the voice)

c) Who wrote this lettet'? (Change the voice)

d) He said, "She is coming thi s week". (convert into indirect speech)

e) He said, "l bought this pearl for my mother" . (convert into
indirect speech)

I know tlre principal/principle ofthis school. (choose the caryect
alternative)

Your opinion will not affect/effect my decision. (choose the

correct alternative)

Give an antonym for permanent.

Give a synonym for kind,

erify the question paper you received is of correct course and code.

All questiow ore compulsory.
All sub questions are to be answered and grouped together.
Draw suitable diagram whereter required.
Figures to the right indicate full marks.
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Answer the following questions (Any two)

a) Define the term 'communication' and discuss communication
process with the help ofa suitable diagram.

b) What is 'non-verbal communication'? Explain various types ofit
with suitable examples.

c) Define the term 'Communication Barrier' and discuss any four
types ofbarriers in detail.

Answer the following questions (Any two)

a) Write a note on importance of effective listening and discuss

various types oflistening with examples.

b) What are the various strategies for delivering effective speeches?

c) Write a detailed note on importance of reading.

Answer any two of the following,

a) You are going to open your own business office at your place.

Wite a letter of enquiry to a fumiture supplier asking all the
details of fumiture items you will need for your office. Use
complete block format.

b) Write an application letter to your HoD asking for four days leave

to attend an important family function at your hometown. Use
modified block format.

c) Draft an email to be sent to the Regional Manager of a two
wheeler company complaining the poor service you received from
a service centre ofthe same company in your town.

Read the follolying passage atrd answer the questions below. Each
question carries 2 marks.

The art ofacademic writing is not easy to master. It is a formal skill, which
requires precision and accuracy, and is perfected by continuous and

dedicated practice. Academic writing is the skilful exposition and

explanation of an argument, which the writer has carefully researched and

developed over a sustained period of time. It is a time-consumjng activity
and demands patience and perseverance. But thejoy ofreading and sharing
with others, one's succinctly composed piece of argument, is

incomparable.
Before beginning to \&rite, ths wriler must ask himself a few questions -
Why am I writing? What is it that I intend to share with others? What
purpose will my writing serve? Have I read enough about the topic or
theme about which I am going to write? lf one is hesitant to answer even

one of the aforementioned questions, one better not write at alll Because

academic writing is a serious activity - it rnakes one part of a shared
community of readers and writers who wish to disseminate and learn from
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well-argued pieces of writing.
The struoturo of an ax€umentative essay should take the form of -
Introduction (which should be around ten percent of the entire essay),

Body (it should constitute eighty percent of the piece) and the Conclusion
(again, ten per cent of the essay). The inhoduction should function as the
hook which draws the reader in and holds his attention, the body should
include cogent and coherently linked paragraphs and dre conclusion should
re-state the argument and offer a substantial ending to the piece.

Questions:

l. What is academic writing?
2. Why is reading an important part of writing?
3. Why should one ask oneselfthe questions mentioned in the second

. passage?

4. Wlat are the components of the sbucture ofan argumentative essay?

5. Give a suitable title to the above passage andjustiff your answer.

\, B l-rmarize the above passage in about on€-third ofthe total number 06 COs
ol'word.

Q.6 Write short notes (Any 4) 20 Col,
c03

a) Importance offeedback in communication process

b) Levels of communication
c) Types ofreading
d) Strategies to avoid stage fear during a speech

e) Strategies for effective listening

v\e

Page 3 of3


