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NOTE: There are 9 Questions in all. 
• Question 1 is compulsory and carries 20 marks. Answer to Q.1 must be written in 

the space provided for it in the answer book supplied and nowhere else. 
• The answer sheet for the Q.1 will be collected by the invigilator after 45 minutes of 

the commencement of the examination. 
• Out of the remaining EIGHT Questions answer any FIVE Questions. Each 

question carries 12 marks. 
• Any required data not explicitly given, may be suitably assumed and stated. 

 

 
 Q.1 Choose the correct or the best alternative in the following: (2×10) 
 
  a. Words with similar meanings are called ___________. 
   (A) Homophones (B) Antonyms 
   (C) Synonyms (D) Homonyms 
 

  b.  
   (A)   
   (B)  
   (C)   
   (D)  
 

  
c.

  
   (A) this (B) then 
   (C) than (D) that 
 

   d.  
   (A)   
   (B)  
   (C)   
   (D)  
 

   
e.

  
    (A) human (B) liberal 
   (C) speech (D) democratic 
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   f. CV stands for 
    (A) Curriculum vitae (B) Carrier valuation 
    (C) Carrier vitae (D) Curriculum valuation 
 
   g. In telephonic talk, the message should be _______ and ________.   
    (A) Bold, authentic (B) Long, detailed 
    (C) Clear, crisp (D) None of these 
 

   
h.

 
   (A)  
   (B)  
   (C)  
   (D)  
 
   i. A/an _________ tells in concentrated form what the report is about. 
     (A) precis (B) abstract 
    (C) summary  (D) illustration 
 
   j. Surprise element is always present in _________.  
    (A) descriptive writing (B) argumentative writing  
    (C) narrative writing (D) explanatory writing  
 
 

Answer any FIVE Questions out of Eight Questions. 
Each question carries 12 marks. 

 

 
 Q.2 a.  Describe seven parameters of effective communication. (6) 
 
  b. Explain Vertical and lateral communication. (6) 
 
 Q.3 a. Explain with three examples, how “actor-action-goal” principle is necessary in 

the construction of sentences in a paragraph? (6) 
 

               (6) 
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 Q.4 a. Do as directed:  (6) 
   (i) This rose is very much beautiful. (Correct the sentence) 
   (ii) We only walked a kilometer (Correct the sentence) 
   (iii) What a very lame excuse! (Change into assertive) 
   (iv) Who is knocking at the door? (Change into passive) 
   (v) It is now time to take attendance (Change into passive) 
   (vi) He has told us, “I am coming”. (Change into indirect) 
  
  b. Give two examples each of the following Verb Patterns: 
   (i) Subject Verb Object 
   (ii) Subject Verb (to) Infinitive 
   (iii) Subject Verb Object Adjective  (2×3) 
 
 Q.5 a. Describe the problem of regression and visual wandering faced by the readers. (6) 
 
  b. Explain reading tactics.  (6) 
 
 Q.6  a. What are the five prevalent styles of designing a letter? Describe the features of 

indented style.  (6) 
 
  b. Prepare the bio-data of a candidate for the post of Customer Supporting 

Engineer in Tata Consultancy Services Ltd. (6) 
 
 Q.7  a. Explain the types of listening.  (6) 
 
  b. What are the effective ways of using body language in public speaking? (6) 
 
 Q.8 a. What are various purposes for which business letters are written? (6) 
 
  b. Write the structure of a report.  (6) 
 
 Q.9 a. Give the importance of body language in an interview. (6) 
 
  b. What should a participant keep in mind while attending a meeting? (6) 
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