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Pnnt-A

( Short answer-type questions )

Answer any four questions ; 4x4=L6

1. What are the key elements of effective

communication?

2. Briefly discuss the importance of time

management in the professional context'

3. What are the essential elements of effective

speaking?
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5.

l2l

What are the steps involved in resolving

conflicts?

Correct the following sentences : L x4=4

(a) I did a mistake on mY rePort'

(b) Shb was used to get up early when she

was in college.

None of them are here at the moment'

He could not come tomorrow'

(c)

(d)

6. Choose the correct meaning of the

glven

(a) Benevolent

(t) Secretive

(it) Caretul

(iiil Kind

(b) Cheertul

(t) HaPPY

/iil Wondertul

(iii) Beautitul

(c) Vanish

(t) Fade slowlY

(it) DisaPPear

(iiil Erase
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(d) Dull

0 Uncomfortable

(iL) Boring

(iiil Tired

PART_B

( Descriptive answer-type questions )

Answer anY four questions :

10.

D2sl94S

1 0 x4=40

7. Discuss in detail the different factors that

shape the personality of an individual' 10

8. How can you use SWOT analysis to assess

your personal strengths, weaknesses'

opportunities and threats? How can this

understanding help in making better career

decisions? 5+5= 1O

9. Explain the key characteristics of introverts,

extroverts and ambivalents. Give examples to

illustrate how each personality type

approaches social interactions' 5+5=10

Identiff the key qualities of a good leader'

How do these qualities contribute to effective

leadership in a professional setting? Give

examPles. 3+7= 1O
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141

Discuss in detail the various techniques for

managing stress effectivelY'

You are applyrng for the post of marketing

manager at * tvtitti"ational Comparry' Write

a cover letter to accompany your application'

10

t0
L2.
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