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 Q.2 a. (i) He gave me a gift. (Change the voice) 

   (ii) The man cut down the tree (Change the voice) 

   (iii) He has told us, “I am coming”. (Change the narration) 

   (iv)  He has a story book. (Change into interrogative) 

   (v) The people of Iraq are struggling hard. (Change into negative) 

   (vi) Shimla is the best hill-station of India. (Change to comparative degree)

  (6) 

Answer: 

 
  b. What are the problems of feedback in reading?  (6) 

Answer: 

 
 Q.3 a. What is the significance of communication in business organization? (6) 

Answer: 

 
  b. Describe the various barriers to communication, giving examples. (6) 

Answer: 
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 Q.4 a. Explain any three barriers to listening. (6) 

Answer: Page no 194-195 of text book 

 

             b. Explain the three main components of an effective talk. (6)  

Answer: Page No. 199-200 of text book  

 

 Q.5 a. Read the passage below and answer the questions that follow: (6) 

 

 In every country people imagine that they are the best and the cleverest and the 

others are not so good as they are. The Englishman thinks that he and his 

country are the best; the Frenchman is very proud of France and everything 

French. The Germans and Italians think no less of their countries and many 

Indians imagine that India is in many ways the greatest country in the world. 

This is wrong. Everybody want to think well of himself and his country. But 

really there is no person, who has not got some good and some bad qualities. In 

the same way there is no country which is not partly good and partly bad. We 

must take the good wherever we find it and try to remove the bad whatever it 

may be. We are, of course, most concerned with our own country, India. 

Unhappily, it is in a bad way today. Most of our people are poor and unhappy. 

They have no joy in their lives. We have to find out how we can make them 

happier. We have to see what is good in our ways and customs and try to keep 

it, and whatever is bad we have to throw away. If we find anything good in 

other countries, we should certainly take it.  

   (i)   What do people think in every country? 

   (ii)  What do many Indians imagine? 

   (iii) What must we do? 

   (iv) In what respect is India in a bad way today? 

Answer: 

 
 

  b.  Draft an application along with a resume/biodata for the post of Sales 

Executive in an MNC.  (6) 

Answer: Page no. 42-43 of text book 
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 Q.6 a. What things have to be remembered before appearing for an interview?  

 (6) 

Answer: Page no. 210 of text book 
 

   b. What are the main points to remember in writing resume? Explain any six.

  (6) 

Answer: 

 
 

 Q.7   a.   What are the main characteristics of technical writing?  Illustrate with 

examples.  (3+3) 

Answer: 
 

  b. You are writing an important message and have got stuck on the usage of a 

particular word. What would you refer to dictionary or thesaurus and why?

  (6) 

Answer:

 
                 

 Q.8   a. Give the homophones of the following words:  (1×6) 

 (i) Air   (ii) Dose  

 (iii) Patrol  (iv) Cell 

  (v) Halo   (vi) Sore 

Answer:

 
 

  b. Give the homonyms of the following words: (1×6) 

(i) Bail    (ii) Flour 

(iii) None   (iv) Dear 

(v) Loan   (vi) Seam 

Answer:
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 Q.9   a.   How we should write telephone messages? (6) 

Answer: 

 
  b. Explain the term conclusion at the end of a piece of writing. (6) 

Answer: 

 
 

 

Text Book 

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

 


