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 Q.2 a.  What are the various media of communication? 
 

  
 

 b.   Describe the merits and limitations of written communication. 
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 Q.3 a. Give antonyms of the following words: 
    ancient; fresh; tame; bright; kind; war   
  
  
 

  
b.Correct the following sentences: 
   (i)   Let you and I solve this problem. 
   (ii)  A bird in hand is better than two birds in the brush. 
   (iii) Ten thousand rupees are the price of this TV. 
   (iv) It is very much surprising. 
   (v)  I should have like this book. 
   (vi) It is the book you had asked.  
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 Q.4 a.  Change the voice in the following sentences: 
   (i)    Ram won a prize. 
   (ii)   Sita is peeling potatoes. 
   (iii)  I shall write a letter. 
   (iv)  We are reading a story. 
   (v)   She has completed her work. 
   (vi)  Please close the door.  
 
 
            b. Do as directed: 
 

(i)   Ram is older than any other boy in the class. (Change into superlative degree) 
  
(ii)  What a beautiful flower! (Change into an assertive sentence)  
 
(iii) Krishna said, “It is an interesting book”.  (Change into indirect speech) 
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Q.5 a. What is the purpose of reading?   
 
  b. Describe the four stages in the process of reading.   
 

      

 
 
 Q.6 a. Which details are included in a bio-data?          
 
  b.   Describe any four writing styles.   
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 Q.7   a. How is one-way communication different from two-way communication?  
    
  b. What are soft skills?  How are they important in modern work environment?  
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  Q.8 a. In the structure of a report what does the front matter include?   
 
  b. Describe the various parts of the main body of a report. 
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  Q.9   a.  Answers to which questions should a candidate prepare before going for an 

interview?   
  
             b.  List out the qualities in the candidates that can be located through group 

discussion.    
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1.   The Functional Aspects of Communication Skills, Prajapati Prasad and Rajendra K. 
Sharma, S. K. Kataria & Sons, New Delhi, Reprint 2007. 
 


