[image: image2.jpg]


 [image: image1.emf] 

  R  L  F  C   

 

www.vice - education.org   ptudelhi_vice@yahoo.co.in   Regional Learning & Facilitation Cent re      



Roll No____






Total no of Pages:4





1529



BUSINESS ENGLISH(2K3)



B.Sc (HMT) 4th Semester

Time: 3Hours






Max Marks:75





Part A

Note (i)  Answer all questions(40-60 words each)

         (ii) Each question carries two marks.

1. What do you understand by presentation?

2. Briefly explain-Circular.

3. Explain Vertical Communication.

4. What is Phonogram?

5. What is the full form of O.I.G.S?

6. What is the full form f C.V.?

7. What do you understand by Quotations?

8. What is the full form of STD?

9. Briefly explain the advantages of an electronic typewriter over a manual one?

10. What is the meaning  of registered letter?

11. What is elocution?

12. What is the purpose of writing office memos?

13. What do you understand by role playing?

14. Use the following in Sentences:

(a)  W.e.f.      (b) Whom    (c) Father

      15.      What do you mean by Pereces writing?






Part –B

Note: (i)   Attempt any nine questions.

(ii) All  questions carry 5 marks each

16 What is the difference between speech and presentation? How can you make a  speech effective?

17 Write an application for the post of Receptionist in a Five star hotel assuming necessary datas.

18 List the parts of letter and explain them briefly.

19 What is meant by interview? Explain the effectiveness of role playing techniques.

20 What are the essentials ofgood report.

21 What is office order? Draft an order asking employees to avoid smoking during office hours.

22 Discuss the telephone etiquettes one should follow.

23 What are the points you should bear in mind while writing an effective Bio-Data?

24 What are the materials you will use to make your presentation effecticve?

25 What do you understand by jobs description? Explain.

26 Write short notes on:

(a) Group discussion

(b) Debate

27 Give single words for:

(a) A collection of Flowers

(b) A number of artists,dancers or acrobats

(c) A place where fishes are kept

(d) The home of a lion

(e) Give antonyms of:

(i) Barren        (ii) Profit
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