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COMMERCE/MANAGEMENT
Soft Skills For Business

Time : 1%2 Hours Max. Marks : 40

Instruction : Answer to the Question either in English or Kannada.

SECTION - A
Answer any five of the following sub-questions. Each sub-question carries 2 marks.
(5X2=1 0)
1. a) Give meaning of PoP,. )
PoP, SHFRIY V8- w/j ;
b) What is a Memo ?
030 0BT ? Nan

c) Whatis e-mail ?

Q-0 20T ?

d) Whatis dunning letter ?
@O 23, 0BT ?

e) What is 70/30 rule in Negotiation ?

SpeHEs03e), 70/30 203050 POTSE ?

| communication ?

2,3 OB ?

f) Whatis CC in e-mai
Q-z0e® B0RBIRE,

g) What is public speaking ?

OB WT YORED QOB ?
p.T.O.
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SECTION - B

A 3
nswer any four of the following questions. Each question carries 5 marks. (4x5=20)

- X

Differentiate between professional and personal communication.
ST L F DT ToITIB IR0 33,7 S9N,

Explain features of digital communication.

J/VVS* JoIBI3 %5&& 5:‘1%*&2{ WO,

What are the five elements of business letters ?

S, 3320 T3¢ 91d <o o3REYey) 2

Explain role of subject line, greeting and closing in professional e-mail.

2,80 a—ﬁseaﬁsq QRO T, BT BB WwFTIONT m@ﬁaﬁg{ QD=O.

<

Explain techniques to overcome stage fear.

Seddcd 2,3&135.?’)2{ 0T 30_3)71%'359% WA

SECTION-C

Answer any one of the following questions. Each question carries 10 marks. (1x10=10)

r#

Anand Cement Works of Mangalore has sent you 50 bags of poor quality
cement, which cannot be used in construction. As a buyer lodge a complaint

and also write a reply letter on behalf of Anand Cement Works.

SOONTROT STOTF A00E3* wai, £ Qasort 50 2360 FIFS meamgp AT0EF FH&AT,
BT ATNFBE). WIRTINMIROY), DOCOWITTN TRDTO JeR HTT, WIOWD )
Ia139) ’ 25

SHOT® 4085 TEF BOON LVITHEY A% WBoU0.
Explain role of agenda, minutes and action reports in effective meeting

management. |
ZOFRRIF0 XeF ISFBHONE), FOIFAR, DRV TR 8,03 TN 8 e ?




