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.ﬁ‘Vrite your RqﬁNo._ onthe top im.;r_u_edian_a!y onl receipt of this question pape;. ).
Note — Answers may be written either in English: or in Hindi;
| but the same medium should be used thrm:lghout the
. paper.
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Note -—~ “The maxirﬁqm fnark§ 'pi"_inted on thcj question paper are
applic'ab.le'for the cand'idl'ates. rcgisfe_red with the School of
_' Open Le’am_-i'ng; These marigs will, hO\’.VeVel'-, be scaled down
: proportibnz{tely in‘respect of the stﬁdents of r‘egulaf c'ollege‘s,
at the time of posting of awards for cdmpilati_on of
result. - '
— Al questibns are comp.lilsory.
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" Write short notes of. 50_-50 words each on'any five of the
E fo]lowing : .' o : : '5'><3=El:5_ :

(1)  Body Language

e Tc]gconférencing

(3) - Endnotes

@) cS‘Hﬁrmafion of Minutes
| (-5:)1_ .Importanc‘e. of Fleedbac-:k\,"
' (6) _ Internal COanu;nic.ation |
7 SMs. | - :
W 50-60 TR @ RE @ qg} ' i._ |
o W w

Q Eg—mﬁfam -

@ # e

©) srf‘ﬁgrfsz F Hed

© S o

(75_ SMs1 -



: (a)

(35 567.-

h Answef thé fo’!lowin'g ‘in -ab’ouf 200 _wqr_ds each 2x6=12 '
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What are the chief bafriers to good comminica-

tion 7
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Comment on the lmportance of the seven C’s. of good

commumcatlon
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Bring out the difference between minutes -ana

" reports,
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What is the difference. between a bililiographj'/.and

" footnotes ? Explain with illustrations.
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Draft a circular for all the.ehp]‘o‘yeés of your company

exp]éining the need to weaf safety; gear like helmet, long.

boots, etc..
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ris Ms Sinha’s first Hay at oﬁ;lce_ as senior production
man.age'r. Most of the men‘ are unf:riendly _to. th;a poipt'
of being r‘ﬁc.l;a :tolhe.r. ‘They cannot accept a woman as
their Eoss and show tﬂeir dislﬂ(é by not éo-operating
"w1th her. As the CEO of ‘the cOmpany what steps w1l]
-you take to end this kind of behawour and gender-
bias ? . LT o .6
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Draft a Notice regarding' the. importance (.)_f rgdu_cing the
waélage_of paper in the organizétion and the incentivés_

to be pr_ov'ided to those employees who initiate the most

_ef’fectwe measures for saving paper
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(1)
Write a Press Re[e@e annouﬁ_cing the decision ‘of the

‘company to change its name and to cominence a new

_ business. ' . 6
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_'Summarise ‘the following passage and give it a suitable

.

>

~ Acknowledging that the management of human ‘resources is

a key input for organizational competitiveness and business
success, companies in general have taken various measures

for competency development of people at all levels to meet .

its present and future ‘needs. Ongoing initiatives to. develop

1

and groom internal lcaders and talent will gain more thrust

in the times to come. Several steps have been taken during

the last few ycars to empower our human resources by

enabling them with appropriate _sj}stgms, policies and processes.
Various procedures and policies have been revised to enable

'the',employées.; to work better and smartly.

Besides nurturing  human _rés'ources, companies. have alse

- shown keen interest in. ensuring good governiance. Companies

' PTO.
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hr;we shown unWa_vering commftmgﬁt' to conduct its business
with - a s'énse .of v.alut_.es -.and. gthic_s. Whilg- prioritizipg good
governance, co.n’.lpaniesl'. have .gone- '-b'e‘yond_ adﬁereana ‘(.)f
st.atutdryv fra'm.e\lvorks to “bring in greater .transp_arency,'
ac-countabilit).z .and _eguity in.'fll‘l f;iCﬂt§ (;f their operations. They. .
have Iéndeavoureld to adopf innovative api)rp:;'che's_ for._open
it'ranspin.'ent.a;ld -merit-based managéihelni .to en;sure f:ail;ﬂ?SS m
" their .transz.icnons and business dealmgs .' : (1‘70- \'m-rds)
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