S.Y.B.COM. SEM - III (CBCS - 2016 Course) : SUMMER - 2019
SUBJECT: COMMUNICATION SKILLS-I

Day: Saturday Time: 03.00 PM TO 06.00 PM
Date: 13/04/2019 S-2019-0325 Max. Marks. 60

N.B.
1) All Questions are COMPULSORY.
2) Figures to the right to the indicate FULL marks.

Q.1 Attempt any TWO of the following : (12)
a) Define ‘Communication’ State importance.
b) What are the principles of effective communication?
¢) Explain various barriers in communication.

Q.2 Attempt any TWO of the following : (12)
a) What are the advantages of oral communication?
b) Explain the nature of non-verbal communication.
¢) Discuss the role of internet in business communication.

Q.3 Attempt any TWO of the following : (12)
a) Draft your resume for job purpose.
b) Write a suitable job application letter to Bajaj Finance Company in response to
their advertisement for the post of “Office Assistant”.
¢) What precautions are essential while drafting termination letter?

Q.4 Attempt any THREE of the following : (12)
a) Explain importance of soft skills.
b) What are the elements of good speaking?
¢) What are the barriers in listening ?
d) Explain various skills of interview .
e) Discuss role of body language in communication.

Q.5 Write no Short Notes any FOUR (12)
a) Nature of communication
b) Scope of communication
¢) Limitations of written communication
d) Downward communication
e) E-mail
f) Elements of Soft skills
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