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Instructions: 

1. Fill up strictly the following details on your answer book 
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b. Name of the Subject : WRITTEN AND SPOKEN 

COMMUNICATION LEVEL 1  
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2. Sketch neat and labelled diagram wherever necessary. 

3. Figures to the right indicate full marks of the question. 

4. All questions are compulsory. 
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Q.1  Answer briefly: (ANY FIVE) 

 

1) What are the characteristics of an effective solution?  

2) Why is the first impression very important during an interview?  

3) When you visit someone, how do you know if they are welcoming 

you?  

4) Why is it important to choose the correct channel of communication?  

5) How does reading literature relevant to your industry help you in 

solving problems?  

6) Explain the proverb: Necessity is the mother of invention.  

7) Explain the proverb: When one door closes another door opens. 
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Q.2A  Draft a dialogue on ANY ONE of the following situations: 

 

i. Kandarp invites his boss to his sister's wedding. The boss refuses the 

invitation. Draft a dialogue.  

ii.  Prerna's coach encourages her as she practises for the Sports Day. 

Draft a dialogue. 
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Q.2B i. Discuss what you can do to improve your non-verbal communication 

skills.  

 

OR 

 

ii.   Discuss the reasons for the fear among people for receiving official 

letters. 
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Q.3A i. Make a list of around ten questions which can be asked to a candidate 

during an interview for the post of a sales executive. Also draft 

relevant responses in dialogue form.  

 

OR 

 

ii. Make a list of around ten questions which can be asked to a candidate 

during an interview for the post of a customer care executive. Also 

draft relevant responses in dialogue form. 
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Q.3B i. Draft a Resume for the post of an advertising executive in a media 

house.  

 

OR 

 

ii. Draft a Resume for the post of a cashier in a reputed bank. 
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Q.4 Do as directed: 

 

1) Meeta kept the tray ______the table. (Insert a suitable preposition). 

2) You can finish your field work this month. You can finish it the next 

month. (Use a suitable conjunction to join the sentences). 

3) The manager said, "Please inform me in advance if you are unable to 

come to work." (Convert into indirect speech) 

4) Please take us to visit an industry the students said to their teacher.  

(Punctuate the sentence in direct speech). 

5) First of all (Use the fixed expression in a sentence of your own). 

6) Language is a tool for communication. (Frame a 'yes/no' question) 

7) Argument is the worst kind of communication. (Frame a 'wh' 

question)   

8) Sun rises in east (Correct the sentence)  

9) What can I do for you? (Correct the sentence)  

10) I have studied in one of the best college in India. (Correct the 

sentence) 
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