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SECTION - A

Answer all questions in one or two sentences. Each queslion carries 1 mark.

1. Communication is the-task of imparting _.
2.

6.

7_

managers.
refers to communication from lowef-level managers to top-level

Communication, the sending of messages, orders or instructions in

are the questions regarding a business that might be asked by a
potential customer or other business lo business clients.

is the electronic equivalent of a lelter.

writing,

4. The person who is appointed to head the office is known as _.
5. is an informal channel of business communication.

P.T.O.



8, Depending on the purpose, 

- 

identifles the location of records based on file
names.

9. _ letter is a professional format letter that is sent by one company to
anolher.

10. There is a great possibility in distortion of information in
communication.

(10x1=10Marks)
SECTION - B

Answer any eight questions. Each question carries 2 marks.

'11. What you mean by informal communication?

12, Define oral communication?

'13. Point out any two examples of formal types of oral communication?

14. What do you mean by effective listening?

15. What is Grapevine communication?

16. What is meant by a business conference?

17. What you mean by record management?

18. What you mean by office management?

19. What you mean by bit indexing?

20. What is a Resume?

21. Deflnecorrespondence?

22. What is Work measurement?

(8x2=16Marks)
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SECTION - C

Answer any six questions. Each question caffies 4 marks.

23. Explain the purpose of management communication?

24. Point out any four demerits of Grapevine Communication?

25. What are the functions of Non-verbal communication?

26. Explain the qualities of a business letter?

27. Write a note on any four types of business report?

28. Explain the administrative management functions ofan office?

29. Oiscuss the qualities ofa good office manager?

30. Explain the advantages of good filing syStem?

31. Briefly discuss the procedure for handling outwards mail or dak?

(6x4=24Marks)
SECTION - D

Answer any two questions. Each question carries 15 marks.

32. Explain the componenls of communication process?

33. Discuss the essentials of communication?

34. Explain the essentials oI a successful office system?

35. Discuss the objectives of office mechanisation?
(2 x 15 = 30 Marks)
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