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1. Briefly discuss any one of the following : 10
(1) Professional Skills
(2) Behavioural Skills
(3) Language Skills
2. Briefly discuss any one of the following : 10
(1) Teamwork Skills
(2) Customer Service Skills
(3) Problem-solving Skills
3. Choose the correct option : (Any five) 5
(1) is a self-management skill.
(a) Reading (b) Managing office politics
(c) Social etiquette (d) SWOT analysis
(2) is a personal quality that shows willingness to do things before others
do or take responsibility.
(a) Time management (b) Problem-solving
(c) Initiative (d) Self-confidence
(3) SWOT is an acronym for
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(a) Strengths, Warnings, Opportunities, Threats
(b) Strengths, Weaknesses, Opposite, Threats

(¢) Strong, Weak, Opportunities, Threats

(d) Strengths, Weaknesses, Opportunities, Threats
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is the delivery of words through the mouth.
Listening (b)  Speaking
Reading (d) Writing

is a technique to use the resources in a proper way.
Work ethics (b) Problem-solving

Resource Management (d) Diversity at work place

is the first step towards solving a problem.
Developing action plan
Brainstorming for potential solutions
Executing action plan

Defining a problem

Using Artificial Intelligence is a part of
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Green Skills (b) Essential Digital Skills
Customer Service Skills (d) Problem-Solving Skills

is an important part of Customer Service Skills.
Know Your Customer
Environment Protection
Selecting Team Members

Defining a problem




