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English Version

Define Non-verbal communication & explain the importance of gestures and body language in 14
effective communication.
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OR
v/cite the importance of information analysis and consolidation & describe information
repackaging products such as Manuals, Directories and Trend Reports.
Detine Technical Communication & how it is different from informal communication. Explain 14
mejor components of an Annual Report of a University Library.

OR
=xplain the importance of an effective covering letter in communications with publishers or
What is MoU? Elaborate various areas of library where MoU can be signed and explain its 14
advantages in detail.

OR
cvaluate tne importance of good questioning and listening skills for effective communication.
Describe how these skills can be improved and utilised for better discussions.
Write Short notes on any Twe of the following. 14
A Write the main structure of a Dissertation.
8 Explain the significance of effective communication in Conference and W orkshop
C “What is a Book Review and how it is different from Book Summary?
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Select and write correct answer from following multiple choice questions

Correct order of communication process is:

!

Feedback

(¢ Message—Receiver—Sender—Feedback—

Medium
A technical report is usually prepared for:
(ay Family gatherings
(¢y Casual blog posts

Which of the following are a medium of communication

{a) Telephone

{cy Newsletter

Technical communication aims to:
{a} Entertain

{c; Persuade

Annual reports in office are important for:
{a} Detailing yearly performance

{¢; Personal journals

In a presentation, eye contact is used to:
(a) Create fear

(¢, Ignore other aspects of topic

state-of-the-art report aims to:

{a; Entertain readers
&) Discuss histerical events

Agendas in meeting are important to:
&)  increase meeting timing
¢, Lonfuse participanis

[n digital communication, emojis are used to:
(&) Extend messages
(¢;  Express emotions

Email communication in office should be:
{a; Lengthy

{¢)  Unstructured

Communication of any sort is a

(2} Omne way process

&, Three-way process

Feedback in communication is important for:

&) lgnoring

.

¢, Disagreeing
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['hhe primary purpose of notice writing is to:

-

e

&,  Provide detailed descriptions
~ N
~/

. Entertain employees
Manuals are written to:
b el

&y  Provide specific insiructions

(S

&,  Entertain public

{a) Sender—Message—Medium—Receiver—

i4

Medium—Message—Receiver—>Sender—Feedback

Medium—Message

inform or alert its readers about an important issue

(b)
(dy Receiver—Sender——Feedback
(b)  Academic or professional purposes
(d)  Social media updates
channel?
{b} E-mail
{dy Al of the above
(b) Provide Important Information
{(d) Confuse
(b} Daily news
(d)  Short stories
(b) Connect with audience
{d)  Distract from the main topic
(b}  Present the current knowledge status
{dy Predict future technology
(b}  Ensure focus on important points
{dy  Skip topics
(b} Replace words
3N FeaY . B
(d) Confuse the recipient
(by Clear and Concise
(d) informal
{by  Two-way nrocess
{d} Free from process
(b}  Improving communication
{d} Entertaining
(o)
dy  Serve as a legal document
/A Y "!" iy
{(b) Tellastory
() Paint a picture
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