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B,VOC DEGREE REGULAR 1 ITVIPROVEMENT 
' 

REAPPEARI\NCE EXAMINATIONS,

MAY 2025

Second $ernester

EOCG2OI - WRITING AND PRESENTATION $KILLS IN HNGLISH

C*mmon for all B.Voc Degree Frograrnmes

2018 Admission Cnw*rds

51 36051 S

Time: 3 Hours h{ax. Ii,{*rks : 80

Pant A

lnswer any ferl r;uesflons.

Sanh quesfrbn carries ? rnarks.

1. What is ihe clear opening of an editorial lett*r?

2. Hnw *nn a qu*tation order b* execut*d?

3. Difference between grevian*es and reddressal.

4. What is a sales letter?

5. Why wculd a person need a Power *f Attorney?

6. What is the definition cf a seminar acccrding ta L D O C E?

7. Explain the guidelines fcr writlng argument.

8. Why is it suggested that your presentation needs to be crisp so as to be effective?

L What do ycu m*an by proxernics? Give exar*ples.

10. What is paralanguage?

11 . What are the rules of grarnnrar and spelling while you are writing an *ffective E-rnails?

12. What are the proper means of using la*guage ln a social media?

Part B

Ansrrer any sfx quesfr*ns.

Eacii qresfrcn carres 5 mal*s.

{1 0x2=20)



13. What is the purpase of writing an editorialletter?

14. How many parts are there in a business letter?

15. What is the purpase of writing a recommendatlon letter?

16. fxplain the term notice . lllustrate with an example ,

17. fxplain the rules to be f*llowed while filling an application form.

18. Suggest $ome ways io ensure a clear presentation"

19. Explain the principles of effsctive comrnunication.

zil. What are the points to be keep in n:ind while writir:g a Blog ?

21" fxpiain the various online netw*rks.

{Sx5=30}

Part C

Answer any fwo quesfrons.

Eacfi guesfron canles 15 narks.

22. Pr*pare a resume along with a covering letter to apply far the post of Assistant Professor

in $KY College of illanagement Studies.

23^ Wh*t are Ltlinut*s? Draft a minute for the staffcsuncil meeting c*nd*ct*d in your

organisation.

24. fixplain the followi*g: a. Flip Charts, b. OHP, c. Power Point Projection.

25. What do you know of the barriers to comrnunicaticn? How can you overcome the

barriers?

{2x 1 5=3CI}
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