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Q.1 Define Communication. Discuss which type of communication takes place while providing 14
library and information services in detail.
OR
1) Describe effective communication process.
2) Explain importance of gestures in communication.
Q.2 Mention types and characteristics of each technical communication. Explain importance of 14
reviewed articles in scholarly communication.
OR .
Give explanation on information included in each components of an annual report of a
university library.
Q.3 Explain importance of online communication. Discuss which precautionary measures 14
should be kept in mind while online communication.
OR
Explain importance of bio data in professional communication. Which points will be
included and omitted while preparing best quality of bio data? Explain difference between
a CV, Resume and Bio Data. ,
Q.4 Write Short notes on any TWO of the followings. 14
1. Presentation Skills
2. Terms and conditions with book seller
3. difference between Notice and Memo
4, Components of a dissertation ( PTO )



= s12~2
Q.5 Select and write the correct answer from following multiple choice questions.
1) Body language concept is first identified by...

a) Henry Fayol b) Rudolf Wan
¢} Nick Hungery d) Agatha Krishtee
2) Body Language process is based upon...
a) Observation Skill b) Management Skill
¢} Orientation Skill d) Technical Skill
3) Characteristics of good communicator...
a) Motivating others b} Good quality of Speech
c) Courtesy language d) Allabaove
4) Technical communication is always in a:
a) Formal Style b) Informal Style
c) Free Style d) Normal Style
5) Which of the following is a part of Dissertation?
a) Literature Survey b) Methodology
¢) Hypothesis d) Allabove
6) Trend in Cancer Research published by EHO(1966) is an example of:
a) Technical Report b) Directory
c) Trend Report d) Dictionary
7} Which of the following components cover to a letter head...
a) Name of Institute b) Address
c) Contact Details d) Allabove

8) Correct order of communication process is:
a) Sender—Message—Medium—Receiver—Feedback
b) Medium—Message—Receiver—Sender—Feedback
c) Message—Receiver—Sender—Feedback—Medium
d) Receiver—Sender—Feedback—Medium—Message
9) Ability to distinguished one from own preconceived or belief is knownas____

a) Attractive Listening b) Influential Listening
¢} Tactful Listening d) LCffective Listening
10} Writing is very powerful ~the power comes from its potential as an and means of
Communication.
a) Impressive, Interesting b) Efficient, Common
¢} Ordinary, Common d) Attractive, Effective
11) Professional, Semi-professionaland _ are the broad classification of Library personnel.
a) Para- Professional b) Skilled
¢) Unskilled d) Experts
12} Who said that 60 % of all management problems are results of faulty communication?
a) George Bernard Shaw b) Henry Fayol
c¢) Mayo d) Peter Drucker
13) Which type of Memo is used for general information?
a) Documentary b) Non- documentary
¢) Congratulatory d) Disciplinary
14) Full form of C.0.D :
a) Cashon Delivery b) Call on delivery
c) Contact on Delivery d) None of these
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