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Question: 4 (Masrks-7) S — TATTem pred
Which one of the following is Not considexced s an SpPpPTropTiate response tow ards

EsTuptSons?

Take action

£

Be flexible
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SWhich of the following is a Porsomn ix
moving by

A A group actuvity who
stmulating members to x

se job is to keep the discussion
=ach thcixr goal?
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Question: 8 (Markss ) - g - ; T —— Tempte
e e T — S ETEm—— — RN
Which of the following is a Eood replacement of word ‘Spokesman” to avoid gender bias

in wrniting?

e — — S —
Spokesperson

- solved by math zomne for vy — .

Spokeswom an
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e i L

R ——— . I(ﬂemptec
In the wTiling pwocess_ the planning stage is followed by which of the follov-‘\ng stages?
— e c— — P — ——————
(:l\lsl'zlngz

Ordering

< = ST Nt D ———
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TQuestion: T (Ma TR SN Y T — ; T ———

T Aris
tonal organization that is worlang for human nghts
about the one year

what could be the most

Nix Al s Tepresoemung a multinat
iISsunes in Pakistan He plans to address a grou
Vioclations of buma=n nights in Palkistan
SPPIOopTiate seating arvror

P of media personal
In your Oopanion
Agement for such a lnxcﬁng"

—

- T — p—

U - formaro

—~ zonmne for ~u
solved by math
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estion: 16 T (Markes =1 . e ——

A S a writler you need to Imagine all the w ays in which a reguacest muught be under stood and
accepted, by

Caxeful use of w ords

solved by rmaath z=ome for ~u

Using Gfficul:r words

which cann

——————————— — e
ot be andersrood by TeCiapaent
Prow iding as much irrelecvant mformaton as yooa can -
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1S a1y . - PE———— * ——— -

While writing a letter 1o mnquire about the pcople, one should keep in mind all of the
following excepi

Respect human nghts, both legal and moral

A=k only for info related 1o the job ——— T
solved by math zone for vu

Stress uny elared mformation =
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ru = the - :
Structure the qUTstons sround the sl
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Question: (o) fark=s 1) — —
‘\\\\ e —
Which of the follo\‘-ing is NOT a result of incomplete messagoes?
& o ——— T —— -
L oss of goodwvsil B s b e T e — R
-

L oss of valued <costormers

-

Loss of sales
< >

M
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 Questic 17 7T maAsnESTTY - - - —— e
SWhich of the following

>

o a claam letter should mention the oanre of the claam

The closing paragraph - _— —

The third Paragraph
-

The cpenin E p=xagraph

The addre s=




W Virtusal Unsversity Overseas Exarmmnatson Sy=term V2.1 (x85)
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Question: 1 7 (Markss 1) — - ————

- . . Atten
NWhich of the following in &a claim letter should mention the natnre of the claarm?
TbCCioslngpmJ?_txph D — B — - — =
-
The third Paxr agraph N
-
The SPeoang paxagraph — e |
-

solved by math z=omne for vu

The address
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Qoesition: | 14 (Mariss A T—— - - ——— Ej - ‘:
MNWhich of the followwing is written to make the rea

dexr ship of thhe letrer restrictoed?

A TSSoco ootaticon

solved by rmathh zome for ~u
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Gesticon: p- B ¢ e 1) . . __
—— e S s> _ e . _ e —
Which of the following method of cutlining topic involv

€S Presemting a general Staterment
firs?_ followed by specific SuppoOrting staterments 7

Indirecs method
-

S\.xppor(lng method
£

Suast =|moans method
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Question- T (Marks- 1) - —— T Atern
\‘\"hncb of lh:o}lo\\lng is _\:OT used 1o oral spcalong style? = Bl =
mfm’:'—.“— I ——c— e - = T EET— - _

Bloctty Iong sentencess s RS et

-

Pexrsonal Promouns fyeely

solved by math =one

Coxxl:ac:jous Often
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Question- b= (Mark="1) . - . . Anemp
b e e e —— D — S
Effective business cCommumication does not reguire

e — . e —— —— ——
Accurate words

-

Precs

< information

s
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Question: | 3 (Mark= Ty P— e ———re o\
— e e RN S— K —— T s
A presemter can Prepare cffective TSSponses to questions by following all of th

Steps <X cepa

T given

Ansveey Lo gy
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o1t TioT- 18 (Mark=- 1)
SWhich of the following part of
Brect-mguiry letter?

an indirect-inguiry letter can be less specific than

The <dossng



‘f'

Virtual Unrversity Overseas Exarn Batzon Systern V2.1 (x86)
Communication skills {(MMCra301)
257 TasTRs 1y — —— e R
To say aclear no or wIIling a stramight refusal in a diszp-}ooxnu:lg news letter all of the
following techniques is useful_ EXCEPT

e ——— B

———

De-exphasize the dsappointing -news =  — -
-

Use o condstional

3 - Tather than wh
Fr~ “Smnot do, or will not do -z

You did not do_

Use a Gon-comtecus tone

solved by math zone for vao ——
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= S =T — — B ————— — —
Qu ion: 26 (Mark=-1)
In which of the following ty Pes o
when) statement to mmply
feceaave, afavorable answ

; Arx
f letters, the technigque of osng a condational (if or
that the andience could have recaved. or might someday
cr, 1s us=d?

e ——

e ———

Persuasive news letiex

stappo:nllng news |

5 solved by math zone

-
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Dax SCt-request letter
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= Oueatlov: 24 7 (Malh D

. ——— T TR
While w nung dsappointing news lettex | the refusal should be stated in a (m)
» e - - = -
SIVEe wavy B i e O S e o T

Inoffensive way

solved by math zomne for vu

Could be sStated in ITY wWway

— -

_— e

e ————
—
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Question- 5 Marks- 1) -

All of the following is ac
Bows message EXCEPT

——
L o EEEEE————— e ———
hicved by adopting audience Cenmtered tone in a cl-.is;mpoxnting

Destro

¥ing the receiver” s pade

YPe here 1o search
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T e T e e ———————— e ———————————————— B - -
C Que=stion- -2 (Marks- 1)
One of the indispensable gualities of letters of comgratmlianon is
L m e o == - _ _
Sincenity T e T—

solved by rmiathh zomne for vu
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Question 2?)*7- (Marks- 1 —

T T Amempt
Letters of invitation mncliunde

Speaking invitations

»

Informal social inw itation
—

-

Formal social mvVitanons
-

All of the g

Iven options

= solved by math =zone
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1 9 (Manur ﬂ

— — . T Attemg

for an inovitation to a fund TassSIngE

Which cf the following

ts the most SPPTopmniate openang
cvent?

“\f.\ . mam E—

L(pl:nxx the purpose of the cvent o = =T -

b So]ved bv I'T*Iath ZOomne FO'I“ RV &

Give details of the event

£

Extend the mvitatnon

Remind the TeCapient to bring a checkboolk




-

Virtual Unsverssty Overseas Exsrronatson Systern V2
Communication skills (MCM301)
| Questic [OTTTNGEARETY = ——
Wheon scientists note that the =v crage tompeorainre is risang cach year in Sydney . Casro,
Tk\k‘-'o,

and other major cities, they concluds that the entire globe is warming ap Which
form of reasoming mxe they ussng ?

Deductve = —=

% solved by math z=one for vu

Incdactive

Emcticonal
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Communication skills (MCM3I01) - . I
ST e

Where do cunltural styles of sudience in Psrsuasion tend to daffer?

Differ in their ISSPOonscs 1o poersuasive appeoals

Diaffer in their levels of visable emonon

£

Differ in how they regaxrd Sepporting maternials

D e s e e a B e 0 BEEEEEEm—
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Sl L

What do motvational appeals refer to?

Psychological needs

Emotions

Al of the EAvVeno ophons
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Communication skills (MCaM307)
Question 8 LB TS ”

Make a counteroffer o countcar-proposal, if appropriate It is highly neceded in which of
the following situstions?

When w nung good news message

-

When writing

PSsuaasive mcsmgc

When w nting d.j.rcct»n:qucst message

When w Tiling &&mun; -

news mcssaz:

solved by

0)
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TR

When it comes to
== Ccope

—————— RN —
wnting d_\s‘.-;-rpoxntmg news letters all of the following are cCOoOrTect,

— e B e —
Avoed the use of negatve words or phrases

Avosd malong Soppositions

stha? awe not Lkely to oCccur

£

Avorid a meanmingless dosing

Avoid a Deutral of buffered opcnung

= Type b

=TE€ 10 search
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Qoestion: 32 (Marks- 1) ’ - " Ane

Which of the followang 1s cormrect about cosraon, poarsuasion and manipulatton 1n
posuasave messages’?

Axe threce separate categories

solved by math zone for vu

Axe loosely connected

et
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[Rere n- A0 MMarks- 1) . . - - — . Axu

Which of the following refers to everything a speaker doecs or says, both verbally and non-verbally?

Feedback

Content

3 solved b_}/ math zome for vu

Context



T Vintual Unevessty Ovessesas Exarrenation Systern V2.1 (x86)

Comenmunication skills (MCAM3I01)

= A= — . P —— . . —— g Ane
band and vwafe =rec bhaving 2 serwous dscossmon on some domesnic mmatter and by thar

wakes Oop and start coayms,. and vhfe roshes towoxds the asld leavmg the dascussson
In thas scenano voo would relate thhe ymg of thhe chald wwath whach of thhe follossms
slemers of cormmmes canon?

So]ved b_}/ math ZOoOone FOP AV &
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Y on: I8  (Marks: 1) -

All of the following tips should be kept in mind while filling up a job application form,
except

TChoices . .

Read the instructions on the form caxrefully before beginning to complete it

L)

Upon completion_ reviewy the entries for completeness and ac caracy

Answer the open ended qQuestions with an exaggerated X PT essaon

‘solved by math zone for vu

Complete = cxry blank on the
—, =pplicable ~

form — even if You have to inserxt enines Uik e "None,” “Not



,‘ Vintual Unsversity Overseas Exarmanat:on Systern V2.1 (xS85)
Communication skills (MCM301)

3I6 T(Mar=T) . . Attempt
Which of the following 1s typacally the first docuament of a job seeckexr that a potential

employer encounters with and is ased to scxeen applicants?

Resignaton letter

-

Appointment lettex

2 solved by math zone for vu

L eave Application

3 = - ——— = . |
’ e here 1o search — > =__—:§ {
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accarate sStatomenis regaaxdang intaaviews EXCEPT

R T P —— . - -

Interviews have some celement of control that 1s Nnot present in More c asuaal cConversations

SO]Ved b_}/ r‘rlath ZOonie FOI* B W |

Intexrviews can have more than oo paries because there are sometime-s multiple
. Interviewers and muluiple respondents

Intexviews axe always Porposa—fual

Intexviews mre more Structuared thhan most cComversations
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= tion: | So | (Mark=- 1) R —— e S E—— A

Which of the following is a document that conitains a summary of relevant Job experience
and ecdocatnon”?

Appointment letter == — —

Resome

S solved by math zome for vu

Resignatnon letter

Leave Applicanon
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tion: A4 Marks. 1) = T ——— —

Memos may be used for

Personnel tramsfers. mecthings, or policy changes : = =

solved by mathh zome for vu

Reporting
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Cosmsmuanication skilkls (MOCPMN301)
TQoestion: 33 (aark=-"1) = — — — — -

TWhich of the following is a message wrilten to use within the OoOrEanaraton

s = . e —— — — =

Moemorandaran y = ——

L etex

Applicanon

Report
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Communication skills (MOCN3OT)

What do you know about the comventonal theatre style of scahng” Explan

Q41

With a theater-style arrangement, people in the
audience are seated in rows and columns without
tables. Theater-style seating is most common with
Proactive presentation delivered to large audiences-
Seating may also be arranged in this manner for a
presentation to a smaller group that must meet in a
room with Iimited space. As Figure indicates, if a
podium is required, it should be placed to the side and
toward the back of the platform (rather than in the
center). Doing so opens up the platform for movement
by the presenter, reduces the barrier a podium creates
between presenter and audience, and discourages a
presenter from dependence on the podium.
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Explmn when do we use the technique of EMPHASIS i :
i e e Aou in order to make our wnitten

Q4as

Emphasis

The technique of emphasis is used when you want certain words,

phrases, clauses, or sentences to standout.Some of the emphasis

techniques that you can employ are position, repetition, quantity, and
mechanics . Emphasis stands out in two positions: the beginning and the ending.

The beginning is generally the preferred location, unless you are presenting

negative information. When using the repetition technique,.you simply repeat the words
you want to emphasize. In addition, you can emphasize an idea by increasing

the number of words devoted to its discussion.emphasis can also be achieved by
presenting a key idea ina short paragraph and then using the paragraphs that follow

to present additional information._Finally,several mechanical means of emmphasizing ideas
are available, including underlining, putting information in all capitals, and using a
different color ink.Writers must decide what needs emphasis, and then choose sentence
structure. In the example below, the first of the two sentences illustrates how overuse

of the repetition technique can have a negative impact
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_,ogical Appeals: A logical appeal calls on human

reason. In any argument you might use to persuade an
audience, you make a claim and then support

vour claim with reasons or evidence. When

appealing to your audience’s logic, you might use

three types of reasoning:- Analogy With analogy,

yvou reason from specific evidence to specific

evidence For instance, to persuade employees to

attend a planning session, you might use a town

neeting analogy, comparing your company to a small community
And vyour employees to valued members of that community.
Induction With induction, you reason from specific evidence

to general conclusion. Toconvince potential

customers that your product is best, you might report the results of test
narketing in which individuals preferred your product

>ver others. After all, if some individuals prefer it, so

will others.- Deduction With deduction, you might

reason from a generalization to a specific

~onclusion. To persuade your boss to hire additional employees,
rou Mmight point toindustry-wide projections and

explain that industry activity (and thus your company’s
>rusiness) will be increasing rapidly over the next

three months, so you’'ll need more

xmployees to handle increased business



Communication skills (MCa301)

!

33 LT o

Organizing Stage mmvolves a
feasoms Discass th

—

OsSe reasons

Q43

Several steps are found within each of the stages.
The following outline identifies these steps.

1. Planning Stage

- Determine your purpose

- Consider your reader

- Choose your idea

- Determine the appropriate content

2. Organizing Stage

= Outline the topics you plan to include
- Determine the order of the topics

3. Drafting Stage

- Develop appropriate beginning paragraph
- Compose the body

- Develop appropriate ending paragraph
4. Editing Stage

5. Proofreading sta
T = ———
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i

cton letters7 Bricfly explain

Q46

Collection letters are also considered persuasive
because the inclusion of motivationally oriented
material is designed to get the reader to comply with
your request. Because the reader may not be

readily able nor willing to comply with your request,

you have to take extra measures to assure

compliance.

Use of one or more appeals in writing effective

letters is discussed below:

Appeal to fair play

The fair-play appeal essentially says to the customer: “We
have been fair with you by providing

the

quality of product and services that you have the

right to receive, and now you need to be fair with us by
paying your account in full”

The following example illustrates the use

of fair-play appeal in a collection letter. —
The special instructions in your order indicated that
the glassware was needed by Dec. 10, so we sent the
order to you by air express — at your expense

E

a»]i
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1

It"s oot what you saxy but how vou sav it Elaborate the stamement with reference to the )
Bse of asdGence centered aspproach in writing Bsppomling noews letiers

Qaos
It's not what you say but how you say it. Your tone
contributes to your message’'s effectiveness by
helping your readers:

- Accept that your disappointing-news represents a firnrm decision. e
- Understand that, under the citcumstances, your decision was fair and
reasonable. Remain well disposed toward your business. - Preserve their pride.
wWhen establishing tone, strive for firmness, fairness, goodwill and respect
Disappointing-news involves emotions.

You must acknowledge these emotions — empathic response. But

yvou can't let those emotions interfere with your message.

Adopt audience-centered tone by paying attention to three things:

1. Using the “you”-attitude

Using the “you” attitude is crucial to every message

you write, but it's especially important in

disappointing-news messages. For example, point

out how your decision might actually further youn

audience’'s goals. Convey concern by looking for the

best in your audience. And assume that youi

audience is interested in being fair, even when they are at fault.

2. Choose Positive words

You can ease disappointment by using positive words rather than negative, =
counterproductive

ones.

Avoid a negative tone Use a positive tone

Il can't understand what you mean Pl. clarify your request

The damage won't be fixed for a week. The item will be repaired next week
The breakage vwas not our fault. The




U SSAIImE Stage mvolves a caref __ va——
S ar
feasons. Discuss those re ful outlining of the

S Opic which is helpful for vanous

Q43

Several steps are found within each of the stages.
The following outline identifies these steps.
1. Planning Stage

« Determine your purpose

« Consider your reader

* Choose your idea

* Determine the appropriate content

2. Organizing Stage

* Outline the topics you plan to include

* Determine the order of the topics

3. Drafting Stage

* Develop appropriate beginning paragraph

« Compose the body

* Develop appropriate ending paragraph

4. Editing Stage

5 Proofreadina sta

—_—
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Logical Appeals: A logical appeal calls on human

reason. In any argument you might use to persuade an
audience, you make a claim and then support

your claim with reasons or evidence. When

appealing to your audience’s logic, you might use

three types of reasoning:- Analogy With analogy,

yvyou reason from specific evidence to specific

evidence For instance, to persuade employees to

attend a planning session, you might use a town

meeting analogy, comparing your company to a small community
And vyour employees to valued members of that community.

- Induction With induction, you reason from specific evidence

to general conclusion. Toconvince potential

customers that your product is best, you might report the results of test
marketing in which individuals preferred your product

over others. After all, if some individuals prefer it, so

will others.- Deduction With deduction, you might

reason from a generalization to a specific

conclusion. To persuade your boss to hire additional employees,
vou might point toindustry-wide projections and

explain that industry activity (and thus your company’s
business) will be increasing rapidly over the next

three months, so you’ll need more

employees to handle increased business




