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1. Write short notes of 50-60 words each on any five of
the following : (5%3=15)

(i) Advantages of Oral Communication
(iiy Grapevine

(iii) Video conferencing

(1v) Confirmation of minutes

{(v)y E-mail attachments

(vi} Sign Language

(vii) Group Discussion

Prfafem & 3 5 dfo w w=e & g s0- 60 TR ¥,
Hftrn Rt fafae

(i) #ffgs Fowm & =y

(i) JTarET

(iii) fafyay frewe BEet @en

(iv) =mdg =t qie

(v) $m 2 g wer R

(vi) |rET s

(vii) w8 aR=at
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2. Answer the following in about 200 words each :

(a) Distinguish between formal and informal channels

of communication,
OR

Describe the importance of communication in an

organisation

{b) Draft an Office Circular informing employees about

changes in the timings of the staff canteen.
OR

What is the difference between a bibliography and

footnotes ? Explain with illustrations.  (2x6=12)
frafafes & | wore @1 S 200 W W I AW
(F) #wam &t sioaie 3R i awiml ¥ s Ty |
rerar
ST { WG F B H a0 FHA
(@) = FOF F TR Y R & W F i @ gl
F % Rw wmem wea &1 9 Jar Fifew
e

ol 3R areloaftnd § siae SRy | ISRV TF A
T |
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3. {(a) Write a Letter to the life Insurance Corporation
of India requesting the revival of a lapsed policy.

Give relevant details.
OR

As the PRO of vour company. draft a Press
Release to announce the declaration of dividend

and the launch of new shares by your company.

(6)

(b) You bought a digital camera through naaptol.com.
The camera is defective. prepare a complaint to

be sent through E-mail. Use an imaginary e-mail
{D.

OR

Write a Memo warning an employee, who is a

habitual late comer to the office. (6)

(=) seg wia G e v SRy et = Ot
T O gafde @ @ WA @1 1 8 wEhes awhe
oS

Al

N FoR H PRO & W ¥ UE fadfa = wew duw
Fiow foed et TR g ennm @ awe g Jw
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FHeE ¥ FeaT o7 ¥ JY o FEEd @l dAEA 3]
T s i

Summarise the following passage and give 1t a suitable
title : (8+3=11)

Motivation is an internal force and we cannot measure
the motivation of others directly . Instead. we typically
infer whether or not other individuals are motivated
by watching their behaviour. For example. we might
conclude that an engineering friend who works late
every evening. goes o the office on weekends. and
incessantly reads the latest engineering journals is
highly motivated to do well. Conversely. we might
suspect that an engineering friend who is usually the
first onc out of the door at quitting time. rarely puts
in extra hours. and generally spends little time reading
up on new developments in the field is not very

motivated to excel.

In the end. how successful these two engineers

actually are with their respective projects is likely to

P.T.O.
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depend not only on their motivation, as reflected in
respective efferts. but also on their ability 10 handle
the engizcering subject matter. Furthermare, working
conditions can affect their performance. Numerous
inferruptions. extra assignments, or cramped office
space may negatively influence performance. On the
other hand. a quiel place 1o work. the help of assistants,
and ample support resources. such as equipment, may
have a positive c¢ffect an project performance. Thus
actual performance is Vikely 1o be fuaciion of ability,
motivaiion and working conditions. As a result. it is
important 1hat managers hire individuals who have
the ability 1o do what is required. Then the
management challenge is providing working conditions
that nurture the suppart individual motivation to wark

taward urganisational goals,

Maragement scholars have developed a number of
theories that help us understand what morivates people
at work, Cur inner needs such as those of food.
compantonshia ar growth and cognitions such as
knowledge and thoughts about efforts that we put
and rewards we might receive. lead to various
behaviours, Assuming that the behaviours are
appropriate to the situatian. they mav resulf in rewards.
The rewards then help reinforce our behaviours, fulfil
our needs and influence our cognitions about the
linkages between our behaviours and possible future
rewards. {331 words)
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