SETA
B.A./B.Sc./B.Com. (Semester-1I) Examination, 2025
(For Regular & NC) As per NEP 2020

SKILL ENHANCEMENT COURSE
Paper Code : SEC-52T-004 OMR Code : 249
(BUSSINESS COMMUNICATION SKILLS)

For Reg. :40 Marks

.o Maxi Marks:
Time : 1 Hour aximurm iar { For NC :50 Marks

Instructions for Students

(el & fog fAdw)

Students are required to read the instructions carefully before starting
solving the question paper.
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1. Attempt all the 40 questions. Each question carries 1 mark for regular student and 1.25 mark for
Non Collegiate student.
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2. Make sure that your question booklet has all the 40 questions. Defective Booklet can be changed

within 10 minutes.
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3. All entries should be filled by blue or black ball-point pen. Select the best possible answer and
darken the correct answer A or B or C or D in the circle corresponding to that question in OMR

sheet with pen.
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The primary objective of business
communication is :

(a) Entertainment

(b) Exchange of business-related information
(c) Social networking

(d) Gossip

Which of these is not a barrier to communication?
(a) Noise

(b) Language differences

(c) Feedback

(d) Emotions

The process of converting ideas into a
message is called :

(a) Decoding

(b) Encoding

(c) Receiving

(d) Filtering

Which of these is an example of downward
communication?

(a) Instructions from a manager to employees
(b) Suggestions from staff to boss

(c) Complaints to HR

(d) Gossip among peers

Non-verbal communication mainly uses :
(a) Words

(b) Body language and gestures

(c) Letters

(d) Emails
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6.

10.

Which of the following is not an element of
communication?

(a) Sender

(b) Message

(c) Channel

(d) Salary

In communication, feedback ensures :
(a) Completion of the process

(b) Avoidance of interaction

(c) Beginning of the process

(d) Ignoring response

The most effective communication is :
(a) One-way

(b) Two-way

(c) Written only

(d) Non-verbal only

Which is not a type of business communication?
(a) Internal

(b) External

(c) Grapevine

(d) Poetic

The Latin root of “communication” means :
(a) To hide

(b) To argue

(c) To share

(d) To order
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12.

13.

14.
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Which of these is an internal communication
tool?

(a) Notice

(b) Memo

(c) Advertisement

(d) Complaint letter

A tender is :

(a) A letter of gratitude

(b) An invitation to supply goods/services
(c) A form of complaint

(d) An internal report

Circulars are generally used for :
(a) Ordering goods

(b) Internal mass communication
(c) Complaints

(d) Termination letters

Which of these is written to express
dissatisfaction?

(a) Appreciation letter

(b) Complaint letter

(c) Order letter

(d) Circular letter

A notice must always include :
(a) Decorative language

(b) Name, date and purpose
(c) Personal feelings

(d) Jokes
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An order letter is used to :

(a) Invite tenders

(b) Place an order for goods/services
(c) Praise achievements

(d) Terminate employees

A letter of appreciation is written to :
(a) Praise good work or service

(b) Complain about defects

(c) Place a request

(d) Invite tenders

Which of these is primarily external
communication?

(a) Memo

(b) Notice

(c) Complaint letter

(d) Circular

A meeting agenda contains :

(a) List of topics to be discussed
(b) Decisions made earlier

(c) List of participants only

(d) Minutes of the meetings

Minutes of a meeting record :

(a) Songs and stories

(b) Proceedings and decisions taken
(c) Agenda points

(d) Invitations sent
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21.

22,

23.

24.

25.

Which of these is the most common oral
business communication?

(a) Emails

(b) Interviews

(c) Memos

(d) Circulars

Greetings in oral communication reflect :
(a) Anger

(b) Politeness and respect

(c) Indifference

(d) Hostility

A good PowerPoint presentation should have :
(a) Overloaded slides

(b) Clear visuals and key points

(c) Small fonts and bright colors

(d) All text, no images

In a group discussion, participants are judged
on:

(a) Interruptions

(b) Reasoning, teamwork and clarity

(c) Loudness

(d) Length of speech

In a job interview, candidates must avoid :
(a) Confidence

(b) Honesty

(c) Dishonesty

(d) Punctuality
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27.

28.

29.

30.

Which of these is a disadvantage of oral
communication?

(a) Quick feedback

(b) Misunderstandings due to poor expression
(c) Time saving

(d) Personal touch

Which of the following is a non-verbal cue
during an interview?

(a) Resume

(b) Body language

(c) Cover letter

(d) Email

Group discussions help in assessing :

(a) Writing style

(b) Leadership, confidence and listening
skills

(c) Spelling ability

(d) Technical drawing skills

The first impression in interviews is often
based on :

(a) Reference check

(b) Greeting and appearance

(c) Telephone calls

(d) Written test

The main purpose of oral presentations is :
(a) To confuse the audience

(b) To inform, persuade or motivate

(c) To waste time

(d) To avoid writing
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Which of these is not electronic
communication?

(a) Email

(b) Memo

(c) Virtual meeting

(d) Social media

A professional email should always include :
(a) Clear subject line and proper salutation
(b) Slang and emoticons

(c) All caps writing

(d) Jokes and abbreviations

Netiquette refers to :

(a) Internet manners and etiquette
(b) Blocking all users

(c) Writing ini all caps

(d) Ignoring feedback

Which is not a feature of virtual meetings?
(a) Real-time video-audio

(b) Screen sharing

(c) Physical presence

(d) Remote participation

Which of these is considered poor email
etiquette?

(a) Concise content

(b) Writing in all caps

(c) Correct grammar

(d) Formal tone
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Social media in business is mainly used for :
(a) Gossip

(b) Marketing and customer engagement
(c) Private chatting

(d) Personal diaries

Which is not an advantage of electronic
communication?

(a) Speed

(b) Global reach

(c) Confidentiality always guaranteed

(d) Low cost

Emojis in formal business emails should be :
(a) Always avoided

(b) Overused

(c) Replacing words

(d) Used in place of subject line

In virtual meetings, one must practice :
(a) Mute/unmute discipline

(b) Background noise

(c) Talking over others

(d) Turning off camera always

Engagement on social media refers to :

(a) Likes, comments and shares by audience
(b) Mariage proposal

(c) Watching silently

(d) Logging out of apps
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