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Part A
Answer any ten questions.

Each question carries 2 marks.

1. What are the elements of Time Management?

2. Define Stress management.

3. What is proxemics?

4. What are Interpersonal Skills?

5. Explain SMART.

6. What are telephone etiquette?

7. Explain the importance of personal grooming.

8. Active listening is an important element in GD. Explain.

9. How to prepare a public speech?
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What is business correspondence?
What are job oriented skills?

What is Forming?

PartB
Answer any six questions.

Each question carries § marks.

Point out the importance of knowing oneself.

Explain Low confidence.

What is Conflict resolution?

Explain the importance of personal grooming in business world.
Explain the essential of Email etiquette.

What are the features of Effective Business Etiquettes?
Success of GD depends on leadership potential. Comment.

Explain the stages of Team Development.
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(10x2=20)

Technical writing is different from other types of written communication. Comment.

PartC
Answer any two questions.

Each question carries 15 marks.

What is self confidence? Explain the ways to improve confidence.
Explain the role of body language in developing social skill.
What are etiquettes? Explain the essentials of different types of ettiquette.

Explain the different types of organisational skills.

(6x5=30)

(2%15=30)



