Which of the following Is/are type/s of bulfer?

Select the correct option

All of the obove
O

Agreement

Appreciation

Assurance

O
O
O




irk the following as True or Folse.

acsimile machine scans o printed poge, converts it to o signal, ond transmits the signol over o teiephone |i

tthe correct option
False

True




Whan writing a bulfer, you need to avoid

Select the correct option

Above all
O

Irrelevant sentences

saying no

Apologizing

O
@
O




Whnich of the sllewing action Imples the indirect approoch for writing o businass messoge?

Select the correct option

Ta refuse a request for credit

O

To cantinm a reservation

Ta thank o customer for placing o laorge order

Ta I:ﬂl'l-gl'tltul-ﬂtlf_' a farmer clagssmatle on a Fll-rﬂﬂ'iﬂ-‘l.bl‘l

O
O
O




Fill in the following blank with the correct option.
A bufferisa that is meant to bring the reader to a positive frame of mind.

Select the correct option

statement

O

sentence

pmmis&

pact

L
O
O




Buffer Is o staterment that is meant to bring the reader to a positive frome of mind. it can be

Select the correct option

Motivation
O

Surprise

Haoppiness

Understanding

O
O
O
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Letters of oppreciotion are oiten sent to.

Solect the correct option

A new customear for a first order.

The poyment of an overdus hill

An eslablished custormer lor a particularly large order,

OO | O| O|

All of the above,




YVioece mall ks uselul becouse

Select the correct option

it I= most affective for short messages

All of tha abova

"

Itz especially usetul for good will and other posilive mMessogoes

it solves ime—-zone difficulties

O
@
O




Mark the [ollowing as True or False
Individual respongibility oppeal is part of persuosive reguéasls.

Select the correct option

False

@

True

@




Question # 10 of 10 ( Start time: 03:32:32 PM, 30 December 2022)

If you feel your correspondent’'s comments are unfair, courtesy demands you to answer

Select the correct option

tactfully

@

abruptly

shortly

simply

O
O
O




Question # 9 of 10 ( Start time: 03:31:18 PM, 30 December 2022 )

One of '‘Direct-Reqguest Plan’ is to give necessary desirable details for easy reading.

Select the correct option

cons

O

fault

disadvantage

trait

O
O
O

\”~



Which of the following business letters use/s ‘Direct Approach'?

Select the correct option

Appreciation letter

®

All of the above

\V

Goodwill letter

Order letter

®
L
O



When writing a buffer, you need to avoid

Select the correct option

Irrelevant sentences

O

Apologizing

saying no

Above all

O
O
O




Mark the following as True or False.

A facsimile machine scans a printed poge, converts it to a signal, ond transmits the signal over a telephone line to a receiving fox machine.

elect the correct option

False

O

> v




Question # 8 of 10 ( Start time: 03:30:05 PM, 30 December 2022)

Mark the following as True or False.

A 'Buffer is a statement that is meant to bring the reader to a troubled frame of mind.

Select the correct option

True

O

False




Question # 7 of 10 ( Start time: 03:28:49 PM, 30 December 2022 )

Choose the correct option.
A private network, set up within an organization that operates over the internet and may be used to link geographically remote sites is called Usenet.

Select the correct option

True

O

False




Question # 6 of 10 ( Start time: 03:27:07 PM, 30 December 2022 )

Which form of communication would be best if you were to discuss a new marketing campaign with fellow directors based in Edinburg, Cardiff and Paris?

Select the correct option

Video-conferencing

O

Email

Report

Presentation

O
O
O




Question # 5 of 10 ( Start time: 03:26:05 PM, 30 December 2022)

Which of these is a record of a meeting?

Select the correct option

Plans

O

Presentations

Agenda

Minutes

O
O
O




Question # 4 of 10 ( Start time: 03:24:54 PM, 30 December 2022 )

what type of letter will you write to ask questions about a new package advertised by the software manufacturer that you cannot check locally?

Select the correct option

Unsolicited inquiry letter

O

Adjustment |etter

Solicited inquiry letter

O
O
O

General request letter V



Mark the following as True or False.
The oldest type of fax machine had to be connected to a machine of the same type, and the transmission took several minutes.

Select the correct option

True

O

False




———— — —— —

Select the correct option

rejecting messages based on personal value systems

osking questions

paraphrasing the spaakers main points

paying attention to non-verbal clues







‘write at tha end of the email?







Question # 7 of 10 | start time: 10203317 FM, 30 December 2024 )

Which of the following is not a quality of good business and administrative writing?

Select the correct option

Cormrect

Complimentary

Concise

Clear

&
O
O
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Establishing the purpose of a message before beginning to write allows the writerto _____.

select the correct option
reduce the chance that the message will succeed

organize the message effectively

include only one purpose in the message

overiook key components of the message

O
O
o




uestion # 5 of 10 ( Start time: 10:00:02 PM, 30 December 2022)

By using butfers, the effort to soften the blow of the negative response often builds a feeling of
****** that goes beyond the momentary disappointment.

ielect the correct option

grudge

good news

resentment

O O | O




Which of these business details would not normally feature as part of a ietter head?

Select the correct option

Date the business was established

Emall Address

Company registration number

Website address

@
O
®




—
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Which of the following aspect denotes the necessary research and organizing ideas?

Select the correct option

Manuscript

O

Report production

None of them

Informal letter

O
O
O




Question # 3 of 10 [ Start time: 09:11:33 PM, 30 December 2022 ) Total Marks: |

Superiors chonpaling information to subordinates is an example of

select the correct option

O

horizontal communication

upword communicotion

dowrnword communicotion

vertiool communicobion

O
O
O

Chick to Sowve Anewer & Move o Mext Queston




ENG301 - Business communication (Quiz Ne.3) Quiz Start Time: 09:08 PM, 30 December 2022

Question #10f 10 ( start time: 09:08:42 PM, 30 December 2022 ) Total Marks: |

Thay agreed thaot the systam wasn't working well and there wos o need to —-—---— o more radical approach.

select the correct option

prefer

designote

choose

ociopt

Click to Sowve Angwsar & Move to Mext Question
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Intfarmal communication s Not as iImportant inan organization as formal written documents.

Select the correct option

e

| True

| Folise




Guestion # 90110 ( Start ime: 08:42:00 PM, 30 December 2022 )

There are different technigues used in

like rrapping, brainstorming, and asking questions.

Salect the correct option

@,

prawriting

outlineng

editing

@
®
L

drafting
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Question # 10 of 10 ( Start time: 08:45:47 PM, 07 March 2022) To

Don't hesitate to send a follow-up letter three
months later to show that you are still interested.

Select the correct option

False
o
True
o}
® — O ]

Scanne d with CamScanner



8:44 < T O

X aQuiz 0 <

quiz.vu.edu.pk

MG Chee 3 Chax Skart Time: 08:33 PAL OF Mare

unisnn 9 of 10 | Stwrl e 08044 43 P 87 March 2022 ) Toinl &

Employers are looking for people who are:

whec| the correct splien

Unable to learn on the job

0o

Afraid to change

Unwilling to adapt to diverse situations

Sensitive to cultural differences

Scanne d with CamScanner
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o @ 8 of 10| Start lime: 08 42 57 Pl OF blarsih 2071 ) Ter

Nhich of the following is important to get prepart
for an oral presentation?

wcl Uil combel opion

Prepare slides
o
a All of the above |
Plan the talk
o
B aet visual/s ready -
|

Scanne d with CamScanner



8:41 w =A@

% aQuiz n <

quiz.vu.edu.pk

ENOI0N Chalz 3 Quic Etart Three: 08 32 P8 [

Querntion ¥ T of 10 { St e 08 31 38 PM, 07 March 3077 )

Choose the correct option:
An effective presentation requires

Salecl M commec] aption

planning

o

all of the above

practice

good eye contact

©
|1
O
A

Scanne d with CamScanner
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Cuestion # & of 10 [ Sesrt tirme: 08:40:37 PM, OF Maroch 2032 ) Toinl |

In a chronological resume yn_u develop work-
experience section by listing your jobs sequentiall’
in order.

Sekecl e comecd option

indirect

O

reverse

forward

direct

® = ] <]

Scanned with CamScanner



8:38 < T A @D

% @ Quiz Q <

quiz.vu.edu.pk

S
ENOXOT Quia 3 Cisa Beart Tima: B8 X3 PRL OF bhary

Juswiles § 5 af 10 [ Siary wews B0 58 05 P2 07 Mand 3037 ) Tl W

“To put someone in the other person’s position to
show them that they fully understand their needs
and concerns” is a characteristic of

Swbect Wie Cosrvect Syl

Honest Response

O

Negotiation Strategies

Courteous Behavior

Successful Negotiators

Scanne d with CamScanner
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Jusstion # 4 of 10 | St tivse: 0B 37 10 PR, 07 Masen 2077 )

Solicited application letter is in response to a/a
job opening.

Sa/eet M coTEST opTon

announced
o V

contractual

unannounced

temporary

Scanne d with CamScanner
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ENG301:Quiz 3 Quiz Start Time: 08:32 PM, 07 M

Question # 3 of 10 ( Start time: 08:35:23 PM, 07 March 2022 Tot:

In really small companies, the makes all
hiring decisions.

Select the correct option

Secretary

O

PR officer

o
Assistant
o)
Founder
o)

© = O ]

Scanned with CamScanner



