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BUSINESS COMMUNICATION
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Attempt all the five questions. One question from each

Unit is compulsory. All questions carry equal marks.
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What do you mean by Business Communication ? Explain

its objectives and importance in Business Institution.
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What do you understand by SWOT analysis ? Describe its

methods and importance.
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Explain formal and informal communication. Describe its

merits and demerits.
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What do you understand by Group Discussion ? How

many types of candidates are there in discussion and what

are the aspects to assess their performance ?
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What is meant by written business communication ?
Describe the importance, advantages and disadvantages of
written business communication.
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Point out main contents of application for job. Give a
proper specimen of an application for service.
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Discuss the types of business reports. Explain the
importance of reports.
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What do you mean by sales presentation ? State the types
and steps of sales presentation.
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What is e-Commerce ? Describe the process and

advantages of e-Commerce.
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What is Body Language ? Discuss its various aspects in
detail.
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