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Grapevine is :

(a) Formal communication (b) Informal communication

(c) Structural communication (d) Non-verbal communication.
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Factors that hinder effective communication are called :

(a) Enquiries (b) Encoding (¢) Feedback (d) Barriers.
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Giestures arc related to :

(a) KJ fnesics (b) Proxemics (¢) Paralanguage (d) Haptics.
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The formal greeting to the recipient of a business letter is called :

{(a) Subject (b) Salutation (c) Reference (d) Inside address.
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The envelope indicated that there was ............, but in facl, there was only a letter inside :
{21 an enclosure (b) a sender (c) a salutation (d) a lcedback.
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A memorandum is used lor
(@) Intra-erganisational communication
{¢) Formial communication

(b) Inter-organisational communication
(d) Informal communication.
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Discuss the clements in the process of Communication.
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llow does IncfTective Communication affect Organizational Performance 7
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What are the basic guidclines of Public Speaking ?
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Discuss the 7 Cs of Effective Communication,
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What arc the Barriers o Listening ?
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What is Proxemics ?
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What are the types of Business Letters ?
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How does Technology aid Business Corrcspondence ?
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What is the Drafl ? Why is the drafling process important ?
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What are the salient features of a Good Resumé ?
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What are the barriers that affect Effective Communication ? Explain with examples.
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What is the purpose of Group Discussion ? Discuss some ‘Do’s and Don'ts” while participating in a
GD.
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How a professional can use various non-verbal 10ols 1o communicate cffectively ? Discuss.
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You are the Manager (Marketing and Sales) of a leading Publishing House. Drafl a letter 1o be semt
1o the Chief Librarian, DAVY, Indore, informing him about the books and titles published by your
company in various subjects and also persuading him for bulk purchascs.
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Wrile a job application to the General Manager, HR, in response to & newspaper advertisement for
the position of IR Iixccutive in a I'clecom Company.
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