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Which of the following is not a
common type of business correspon-
dence?

(a) Advertisement

(b) Personal diary entry
(¢) Tender document
(d) Circular

A formal document inviting bids or
proposals for a project is called a :

(a) Memo

(b) Notice

(c) Tender

(d) Appreciation letter

What is the primary purpose of an
‘order’ in business correspondence?

(a) To complain about a product

(b) To officially request goods or
services

(c) To appreciate a supplier

(d) To invite new clients

A short, informal message used for
internal communication within an
organisation is known as :

(a) Letter
(b) Memo
(¢) Circular
(d) Notice

‘Minutes of Meeting’ serve what

purpose?

(a) To record the discussion & decisions
made during meeting

(b) To announce a new policy

(¢c) To send out invitations

(d) To complain about an employee
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6.

10.

Which type of letter is written to express
gratitude for a service or contribution

(a) Complaint letter

(b) Tender letter
(c) Appreciation letter
(d) Order letter

A ‘Circular’ is generally used to
communicate information to :

(a) A single individual

(b) A specific department

(c) External stakeholders only

(d) Large
simultaneously

number of people

What i1s the main objective of a
‘complaint letter’?

(a) To praise a product or service

(b) To express dissatisfaction and
seek a resolution

(¢c) To place a new order
(d) To invite tenders

When what
information is usually included?

inviting  tenders,

(a) Detailed specifications, terms and
conditions

(b) Personal ancestors

(¢) Unrelated business news

(d) Gossip

Which correspondence is primarily

used for announcing important

information or events to general

audience within an organisation?

(a) Minutes of meeting

(b) Complaint letter

(c) Order

(d) Notice
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11.

12.

13.

14.

15.

What is a key aspect of effective
greetings in a business setting?

(a) Using a firm handshake and clear
verbal greeting

(b) avoiding eye contact
(c) Speaking softly

(d) Ignoring other person

When making a telephonic conver-
sation, it is essential to :

(a) Interrupt the other person
frequently

(b) Multitask and get distracted

(c) Use slang and informal Language

(d) Speak clearly and listen actively
PPT making primarily refers to
creation of :

(a) Physical product prototypes

(b) Powerpoint presentations

(c) Project Planning timeline

(d) Personal financial statement

Which of the following is crucial for
an effective presentation skill?

(a) Reading directly from slides
(b) Using a monotone voice
(¢) Maintaing good eye contact

(d) Turning your back to audience

In an interview, what is a common
mistake to avoid?

(a) Researching before band
(b) Asking questions about role
(c) Arriving late without explanation

(d) Dressing professionally
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16.

17.

18.

19.

20.

Group discussion aims to assess a
candidates :

(a) Individual memory recall

(b) Leadership, communication and
analytical skills

(c) Ability to dominate the conversation

(d) Physical strength

What is the primary purpose of a

‘thank you’ note after an interview?

(a) To express gratitude and reiterate
Interest in the position

(b) To demand an immediate job offer

(c) To criticize interviewer

(d) To send a resume again

When delivering a presentation,

effective body language includes :

(a) Slouching

(b) Fidgeting

(c) Standing confidently and using
appropriate gestures

(d) Crossing arms defensively

Which of these is a good strategy for

managing nervousness during a
presentation?

(a) Avoiding Practice

(b) Taking deep breath

(¢) Rushing through content

(d) Ignoring audience questions
What is key characteristic of active

listening during a  telephonic
conversation?

(a) Planning your response while the
other person is speaking

(b) Interrupting to correct information

(c) Providing verbal affirmations &
asking questions

(d) Remaining silent throughout the call
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21.

22.

23.

24.

Which of the following is a primary
benefit of using email for business
communication?

(a) It 1s always informal

(b) It allows for quick, documented
exchange of information

(¢) It is only used for personal
messages

(d) It replaces all face-to-face inter-
actions

Virtual business meetings typically

utilize what kind of technology?

(a) Video conferencing platform

(b) Postal service

(c) Smoke signals

(d) Carrier pigeons

What is the purpose of “Internet

Etiquette” in professional communi-

cation?

(a) To make online interactions less
efficient

(b) To encourage the use of all capital
letters

(¢c) To promote spamming

(d) To ensure respectful and profess-
ional behaviour online

Correct use of emoticons in business
communication generally means :

(a) Using them extensively in all
formal emails

(b) Avoiding them in formal business
correspondence

(¢c) Using a different emotion for
every sentence

(d) Using only negative emoticons
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25.

26.

27.

28.

Which social media platform is most

commonly wused for professional

networking and business :
(a) Tok tok

(b) Instagram

(¢) Linkedin

(d) Snapchat

When writing a professional email,
the subject line should be :

(a) Left blank
(b) Vague & Misleading

(c) Clear, concise & indicative of
email’s content

(d) A long paragraph

What is a disadvantage of relying
solely on electronic communication
for business?

(a) It can sometimes lack personal
touch of face-to-face

(b) It 1s always less expensive
(c) It is immune to technical glitches

(d) It gurantees immediate responses

Which of the following is an example
of good email ettiquette:

(a) Forwarding chain emails
(b) Writing in all lowercase letters
(¢) Including irrelevant attachments

(d) Using a professional closing like
“Regards” or sincerily
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29.

30.

31.

32.

What is a common practice for

sharing documents during a virtual

business meeting?

(a) Mailing Physical
attendees.

copies to

(b) Screen sharing or using a shared
document platform

(c) Describing the document verbally
without showing it

(d) Sending documents by fax.

When using social media for business
communication, it 1s important to :
(a) Post personal opinions frequently
(b) Argue with customers publicly
(¢) Maintain a consistent brand voice

& professional image

(d) Share
information

confidential company

What is the primary purpose of
communication in a business context?

(a) To entertain colleagues
(b) To share information & achieve

organisational goals.
(¢c) To confuse competitors
(d) To avoid responsibility

Which of the following is not typically
considered a key element of the
communication process?

(a) Sender

(b) Receiver
(c) Noise

(d) Distraction
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33.

34.

35.

36.

317.

Channels of Communication refer to:

(a) Language used

(b) Medium through which a message
1s sent

(c) Speed of communication

(d) Emotional tone of message

Effective communication primarily

aims to ensure :

(a) receiver understands the message
as intended by sender

(b) Message 1s long and detailed

(c) Only positive feedback is received
(d) Sender speaks loudly

Which of these is an example of a
barrier to effective communication?

(a) Clear & Concise Language
(b) Active Listening
(¢) Semantic differences

(d) Timely feedback

The importance of business communi-

cation includes :

(a) Building relationship & fostering
teamwork

(b) Decreasing productivity

(¢) Causing misunderstandings

(d) Isolating employees

Feedback in the

process 1s crucial because it :

communication

(a) Ends the communication cycle

(b) Helps the sender know if the
message was received and
understood

(c) Always leads to conflict

(d) Is only required for formal

communication
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38. Which Communication barrier arises

39.

40.

from differences in cultural back-
ground or personal experiences?

(a) Physical

(b) Psychological

(c) Semantic barriers

(d) Organisational barriers.
What 1is the first step
communication process?

(a) Encoding the message
(b) Decoding the message
(c) Sending feedback

(d) Receiving the message

in the

The down ward flow communication

typically involves :

(a) Employees communicating with
their managers

(b) Managers communicating with
their subordinates

(c) Colleagues
among themselves

(d) External stakeholders communi-

communicating

cating with the organisation.
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