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     SECTION – A 

   (  ) : 

 Multiple Choice Questions (Select right option) : (16  ½ = 8) 

        

1.             ? 

 ()  ()  

 ()  ()  

 Which of the following is not a step of communication process ?  

 (A) Sender (B) Channel 

 (C) Book (D) Receiver ½ 

 

2.    ()    

 ()  ()   

 ()  ()   

 A good feedback should be   

 (A) Specific (B) Timely 

 (C) Polite (D) All of the above ½ 

 

3.        ? 

 ()    ()   

 ()   ()    

 Which of these is a communication barrier ? 

 (A) Effective listening (B) Clear articulation 

 (C) Open mindedness (D) Language difference ½ 

4.            ? 
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 ()   ()   

 () - ()   

 Which of the following is not an example of written communication ? 

 (A) Letter (B) Office order 

 (C) E-mail (D) Body language ½ 

 

5.        ? 

 ()     ()     

 ()    ()     

 How to reduce stress ? 

 (A) Procrastination (B) Lack of sleep 

 (C) Regular exercise (D) By ignoring problems ½ 

 

6.   -     ? 

 ()      ()    

 ()    ()    

 How can an individual improve self-regulations ? 

 (A) By ignoring emotions (B) By expressing anger 

 (C) By time-management (D) By avoiding self-reflection ½ 

 

7.             ? 
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 () RAM  ()   

 () CPU () GPU 

 Which of the following component is considered as the brain of a computer ? 

 (A) RAM (B) Hard disc 

 (C) CPU (D) GPU ½ 

 

8.   -           ? 

 ()      

  ()        

 ()          

 ()       

 Which of the following is a recommended step for basic computer maintenance ? 

 (A) Installing more applications 

 (B) Keeping the computer in direct sunlight. 

 (C) Regular updating antivirus software 

 (D) Ignoring software updates   ½ 

 

9.  -  ‘ ’      ? 

 ()          

 ()         

 ()       

 ()      

 What is the primary purpose of the ‘Escape Key’ on a computer keyboard ? 

 (A) To exit a program. 

 (B) To switch between open applications.  

 (C) To create new documents. 

 (D) To access the internet.   ½ 

10.  -  ‘ ’      ? 
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 ()    ()         

 ()       ()      

 What is the primary function of the ‘Enter Key’ on a computer keyboard ? 

 (A) Indent text 

 (B) Move the cursor to the next line 

 (C) Delete characters to the left 

 (D) To open the start menu   ½ 

 

11. ‘-’             ‘’    

  ? 

 () ‘ ’   () ‘Alt ’  

 () ‘Ctrl ’  () ‘ ’  

 Which key is commonly used for capitalizing letters on a keyboard ? 

 (A) Shift key (B) Alt key 

 (C) Ctrl key (D) Tab key ½ 

 

12.                ? 

 ()        

  ()      

 ()        

 ()           

 What is a common method to enhance computer security and privacy ? 

 (A) Sharing passwords with trusted friends. 

 (B) Disabling security system 

 (C) Using strong and unique passwords. 

 (D) Keeping personal information in publicly accessible files. ½ 

13.             ? 
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 ()        

 ()     

 ()    

 ()        

 Which of the following is a main quality of a successful entrepreneur ? 

 (A) Avoiding risks at all costs 

 (B) Maintaining a rigid mindset 

 (C) Risk taker 

 (D) Focusing solely on short-term goals  ½ 

 

14.                    

            ?                                                                                                

 ()   ()  

 ()  ()  

 Which of the following term best describes an individual who starts and operates 

a new business, taking a financial risk in the hope of profit ? 

 (A) Entrepreneur (B) Employee 

 (C) Manager (D) Investor ½ 

 

15.        ? 
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 ()    

 ()         

 ()     

 ()    

 What is primary goal of sustainable development ? 

 (A) Rapid economic growth. 

 (B) Preservation of natural resources for future generations. 

 (C) Exploitations of environmental resources. 

 (D) Short-term profit maximization.   ½ 

 

16.       ? 

 ()      

  ()      

 () -          

 ()     

 What does the ‘green skills’ refers to ? 

 (A) Expertise in video game development 

 (B) Abilities related to environmental sustainability 

 (C) Proficiency in using green-coloured office supplies 

 (D) Knowledge of gardening techniques  ½ 

 –  
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SECTION – B 

    (    ) : 

 Very Short Answer Type Questions (answer in one line) : (8  ½ = 4)  

   

17.         -      ? 

 What legal guidelines must be followed when engaging in debt collection ? ½ 

 

18           ? 

 What is the process of returning borrowed money called ? ½  

 

19.             ?     

 How can you promote a positive team atmosphere ? ½  

 

20.          ? 

 What do you mean by group decision making ? ½  

 

21.        

 Write two methods of communication.    ½  

 

22.         

 What do you mean by operating system ?  ½  

 

23.        

 Write two importance of communication.  ½  

 

24.           
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 Write name of two famous entrepreneurs of India. ½  

 

 –  

SECTION – C 

 

   (      )  

 Short Answer Type Questions (answer in one or two lines) : (8  1½ = 12) 

 

25.           ? 

 Why is practicing ethical behaviour important in the work-place ? 1½ 

 

26.            ? 

 How does effective team work contribute to effective environment ? 1½ 

 

27.               ? 

 What step can be taken to address doubtful overdues payments ? 1½  

 

28.         -       ? 

 How should employee report for fraudulent activity through the vigilance 

department ? 1½  

 

29.  -                   ? 

 How can micro-finance institution effectively inform and advice customer about 

new products ?  1½  

30.          

 Write three importance of post sale service.   1½  
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31.          ? 

 How to develop brand value of a company ? 1½   

 

32.              ? 

 How can staff training contribute to achieving goals ? 1½ 

 

 –  

SECTION – D 

   (      )  

 Essay Type Questions (answer in one to two pages) : (3  2 = 6) 

 

33.          

 Write process to collect the loan repayment. 2 

            /OR 

        ? 

 What are the reasons of doubtful overdue cases ?  2  

 

34.            

 Write the different types of post sale service to customer.  2  

                         /OR 

               ? 

 What is the primary purpose of managing customer accounts in a business ? 2 

35.    -     ? 

 Why is non-verbal communication important in work-place ? 2 
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                      /OR 

                 ?  

 What is the purpose of feedback in communication and what are some key 

features of effective feedback ? 2 

____________ 
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