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THE COMMUNICATION PROCESS

. @ Context depends upon:
(a) Internal stimuli (b) —xternal stimuli
{c) Both internal & external stimuli (d) None of the above.
Qz. In the process of communication, distortion is a communication problem which refers io;
(a) Noisy envir(;nment (b) Eaulty éncoding
{(c) Faulty decoding (d) Bot% b aﬁd C. o : i
Q3. Defensiveness is a communication barrier in which a message is avoided because:
{a) Sender considers it threatening
(b) Sender fails to defend the justification of the message. “
(c) Sender fails to defend his credibility.
{d) Receiver considers it threatening. _ :
Q4. Physical noise is the interference in the delivery of the messags on account of:
(a) Any physical ailment of sender or receiver
{b) Interference from the external environmant
{c) The failure of the medium of comrﬁunication '
(d) Difference of language.
Q5. Technical noise is the interference in the delivery of the message on account of:
(a) Any physical ailment of sender or receiver
{b) Interference from the.extema! environment
{c) The failure of the medium of communication
{d) Difference in language.
Q8. Social noise is interference in the delivery of message due to:
(a) Interference from exterbnal environment |
(b} Differences of age, gender, social class, réligion etc.
{c) Individual biases, pre-conceived prejudices, extent of mutual trust, poor listening etc.

(d) None of the above.
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Psychological noise is the interference in the delivery of message due to:

o,

{2} Interference from external environment

{b) Diﬁerence‘ of‘ag'e, gender, social class, religion etc. )
{c) individua! biases, exte‘n.tbf mut;Jal trust et‘.c.‘ |

{d) - Differance in language.

One of the ways to overcome the problems of noise in communication is:
{a) Manipulation _ (b) Filtering
(c) Selective nerception (d) Avoiding jargon

Routine messages may be communicated through channels:

{a)  Lowinrichness (b) = High in richness

(<) Without 20 elemant of richness (d) None of the above.
Non-routine messages may be communicated through channels:

(a) ' wa inrichness (b) High in richness

(¢} Without 2ny element {d) None of the above.

A communication channel is low in richness if it:

(a) Handles multiple cues including verbal as well as non verbal simultgneousiy .
{b) Handles only verbal cues

(c) Handles only non-vérbal cues )

(d) None of the above.

A communication channel is high in richness if it:

{a) Handles multiple cues includi'mg verbal as well as non-verbal simultaneously
{b) - Handles only verbal cues.

{c) Handles only no‘n-verbal cues

(h None of ihe above

in verbal communication, the sender uses:
() Wriiten and oral words (b) Gesture and hand movements

{c) Botha &b (d) None of the above

From management to workers (b) . From workers to management

)
(c) Between peers (d) All of the above
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Q15. Feedback moves:
(a) From sender to receiver {b) From receiver to sender

(c) Botha &b (d) None of the above

Q18. Selective percepiion occurs:

(a) When sender withholds information

(b) When receiver hears only that message which is based on his interesis
(c) Botha &b

(d) None of the above

017,  Filtering of information occurs when:

(a) Receiver hears only that message which is‘based on his interests,
(b) When sender withholds information.

(c) Receiver considers a message threatening for himself.

(d) Norie of the above

Q18. Semantic noise is the interference in the delivery of the message on account of:

(2) Weak signal via which communication takes place
{b) Disturbance in the environment '

(c) Excessive emotion or prejudice

(d) Difference of language and use ofjargor}

@118. A sensitive message can best be communicated through:

(&) Letter {b) Email
{c) Personal meeting (d) Memorandum
Q208. Interpersonal communication occurs:
(a8) When sender and the receiver is the same person
(b) Between a number of individuals on personal leval
(c) When the message is directed to a large, diffused audiencs
{d) None of the above | »
G21. Veriical communication refers {o:
(a) Downward communication {b) Upward communication
(c) Both a and-b c {d) None of the above

Q22. Diagonal communication cuts across:
(a) Organizational levels (Hierarchy) (b) Work areas (Departmenti)

(c) Bothaandb . {(d) None of the above
Q@23. Following is the barrier to interpersonal communication:
(a) Defensiveness ) “(b) Nonverbal Communication

() Verbal Communication {(d) Feedback

R SR
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nterparsonal communication occurs when:

{a) Three or more people are communicating with each other at the same time
(b) An individual establishes communication with people he has no interest in knowing.
{2 An incividual interacts with another person as a unique individual

{d) Intimate conversation takes place
A message is a signal that serves as:
{a) Noise reduction . (b) Stimulus for a mass audience

{c) Stimulus for a speaker ' (d) Stimulus for a receiver

Noise does the following:

(a) Focuses wandering thoughts

b) Causes listeners to listen to message mdré,carefu”y
(c) Distorts or interferes with a message |

(d) "Enhances the qua!ity of 2 message

In interparsonal communication, ethics:

(&) Are important (b) Are not a consideration

{c) Stand in the way of honesty (d) Increase barriers to understanding
it semething is said in error, it must bé understood that interpersonal communication is:

'(a} For.givable ‘ ~(b) Forgettable

{c) er;aversible ‘ (d) Reversible

Interpersonal communication is:

“{a) Static ' (by  Transactional

(c) Onewayonly (d) ‘Without personal touch

According to transactional psychologists, interpersonal communication is:

(2) inavitable ' (b) Evitable
(<} Reversible . (d) Avoidable

Physical context refers to:

{a) Time . . {b) Status

{<) Place (d) Religion
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Downward communication goes from:
(a) Warker to management (b) Management to workers

(c) One peer to another {d) None of the above.

Upward communication travels from:
(=) Workers to management - {b) Management to workers

¢©)  Bothaandb () None of the above

in the process of communication, encodiﬁg is: | |

(2) Understanding of encoded messages  (b) Converting mental idea into symbols
{(c) Sending a message o a receiver {d) Choosing an appropriate channal.

In the process of cbmmunication, transmission is:

{(a) Understanding of encoded messages = (b) Converting mental ideas into symbols
(c)  Sending message to a receiver Ad) Sending feedback to sender.

In the process of communication, reception ':é:

(a) Receiving feedback {b) Receiving the encoded message.

(c) Receiving a sender (d) Receiving a recsiver

In the process of communication, decoding is:

- (&) Converiing mental ideas into symbols

{b) Converting encoding symbols into meaning full words

{c) Sending feedback

(d) Receiving feedback

In the ,:'vrocess of communication, feedback is: -

(&) Response of the sender {(b) Response of the receiver
(c) Encoding of message (d) Decoding of massage
Paralanguage refers to:

(a) Written communication (b) Intonations

{c) Oral communication (d) Bothaandc

+

In order to make communication effective the communicator should dedicate enough time and effort
to:

(a) Checking the message L (b) Reading and understanding the information

(c) Absorbing the information (d) All of the above
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Q44.  Which of the foliowing is the key purpose of effective communication?

) Maintaining relationship : (b) Spreading information
(c) Collecting information . . - (d) All of the above
@42 Which of the following is least likelyto'be a characteristic of effective communication?
(2) Using accurate facts & figures.
o)) Ensuring little doubt as to what is meant by the communication.
(c) Supporting words with tables, graphs etc and using complex words & jargon.
2 (d) ... Using appropriate language. . 4 ,
243, When an organization establishes communication with lobby groups, it is an example of:
(a) Upward communication (b) Downward communication
{c) internal communication (&) External communication
Q44. Diagonal communication, also known as Cross team communication, refers to:
(a) Veriical communication.
(b) Horizontal communication.
(c) Simultaneous combination of vertical and horizontal communication.
(d) None of the above

Q45. Content and relationship dimension of communication is one of the axioms which refers to:

(a) . The fact that a person cannot remain in an uncommunicative state.

(b} What has once been communicated cannot be called back.

{c) Interaction based on aqual power between the parties.

(d) ~ An understanding of the differences in the nature of the‘relationship’between the sender and

the recipisnt.

46, Digital component of IPC refers to:

(a) Distinet and well defined communication elements such as words and specific gestures.
(b) Communication where the act shows a particutar conclusion or outcome.
i (c) The fact that individuals cannot remain isolated without communicating.

(d) Nons of the above

Q47.  Analogic component of IPC refers to:

(a) The fact that individuals cannot remain isolated without communicating.
{b) Distinct and well defined communication elements such as words and specific gestures.
ic) Communication where the act shows a particular outcome.

(d) MNong of the above
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248. According to axioms of IPC symmetric interaction describes:
(a) Interaction based on difference in power between the pariies. . )
(b) Interaction based on perception or punctuation of a communication sequence. ¢
(c) Interaction based on equal power between the pariies.
(d) None of the above
Q48. According to axioms of IPC, complementary interaction describes:
(é) Interaction based on differences in power between the pariies.
(b) Interaction based on equal power between the parties.
{(c) Interaction based on perception or punctuation of a communication segusance.
{d) None of the above '
Qs50. Defining relationship‘ by punctuation is an axiom which describes:
(a) Interaction based on difference in power between the interacting parties.
{b) Interaction based on equal power batween the parties involvad in iPC,
(9] Interaction based on perception or punctuation of a communication sequence.
(d) All of the above ’
@81, Which of ihe following is important characteristic of the process of communication:
{a) It involves six steps or phases.
{b) It is linear cum circular process.
{(c) Encoding is the responsibility of sender and decoding of receiver.
{d) All of the above
@52.  Which of the following involves important contexiual consideration when selecting the appropriate form
of communication? '
(a) Internal vs external : (b) Confidential vs non confidential ' ) !
(c) Formal vs informal . (d) All of the above ’ z
Q83. Which of the following is least likely a universal of interpersonal communication?
(8)  Ethics ' | (b)  Noise :
{c) Distortion (d)  Self feedback and feedback from others
Q@54.  Stereotyping is a potential barrier to effective communication which refers to;
(a) Faulty encoding (b) aulty decoding
{c) Difference in language (s)) Faulty generalization

Information overloading refers to:

{a) Communicating appropriate amount of information to the recipient.
(D) Communicating inappropriate amount of information to the recipient.
c) Interruptions and distractions during transmission of the message.

(
(

d) Confusing and confronting messages leading to distortion.
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Which of the following is least likely a strategy for improving communication?

(a) Rewarding effective communication.
b

( Providing training and guidance in effective communication.
(c) Avoiding adopting technology. A
( ‘

d) Establishing effective communication channels.

Off-shoring helpdesks is a new business model which refers to:

(&) Online sales by the companies via the internet. ‘

_(B) " Increased amount of data that can be communicated at any one time.
(c) Esiébiishment of helpdesks for client and customers in some foreign country.
{o"} " None of the above -

Which of the following is / are potential challenge(s) that limit(s) the use of ICT in communication:

(a) Concerns regarding trust and security of confidential data.
{o) Preference of face to face communication.
{c)

Concerns regarding very high expenses.
(cj‘) All of the above

“When receivers hear only what they want to hear” is an example of:

.

(a) Redundant hearing {b) Superficial hearing

() Selective Perception (d) Filtering of information

When more than two individuals in remote locations involve in telephone conversation it is called:
{z)  Conferance (b} Video conferencing

{c) Video phone _ (d) Teleconference

Drawing, graphs, maps, charts etc are examples of.

{a) Electronic communication (b)  Visual Communication

(c) Verbai communication (d) ,» Alyl of the above

An organization may be considered as an system that collects and screens
information, processes it deduces it, transforms it and finally acts upon it:

‘(a) Open (b} Closed

!(c) Information processing (d) All of the above

The flow of information is organized, managed and:

I(b) One sided (b) Controlled

{c) External : (d) Internal
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Q64. Organisations develop - Vélc‘)‘mmLFJr;ication channels, in which individuals occupy
responsible positions for effective communication process:
(a) Unstructured (b) Structured
(c) External (d) Internal
Q68. Information within an organization flows through:
(8)  Regular patterns of person to person interactions.
(b) lrregﬁlar patterns of person o person interactions.
(c) - Regular pattern and resources.
(d) Irregular patterns of resources.
‘Q88. There are key systems of communication:
(a) Two (b) Three
(c) Four (d) Five
Q@67. The communication which links the day to day operations in a business entity is called:
(a) External ' {b) internal
(c) Formal {d) Informal
Q68. The communication which occurs within the same organization is called:
(a) External (b) Internal
{c) Formal (d) Informal
g
Q68. Internal communication occurs between:
4 (a) Employees of different organizations.
{b) Employee of the same organization.
(c) Between individuals outside the formal structure of an organization.
(d) None of the above
arg, communication takes place between -organizations and the individuals outside its formal
structure:
(a) Internal ‘ (b) External
(c)  Formal ’ ' (@) Informal
Q71. The channgl through which messages pass from one person to another within the entity is called:
(a) !nt'garnal communication (b)y - External communication
(c) Communication network (d) All of the above
Q72. Organizational communication flows in_ diractions:
(a) Three (b) Five
(c) Seven (d) Multiple
Q73. connects senders and receivers:

(a) Communication network . (b) Organisation

{c) Manager , (d) Leader
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Eacilitating the exchange of information within the organization is the function of:
(8) Intra-personal communication {b) interpersonal communication

{c) Communication network {d) None of the above

Which of the foliowing is the function of communication network?

{a) Providing the means for organizing the activities of individuals, groups and other sub-units
within the organization. '

{b) Prowqu instruments for directing the activities of the organisation as a whole.

{c} Ensuring the flow of mformatlon between the organization and the external environment in

) which it exists.
{d) All of the above

Which of the following is NOT the fUﬂCthﬂ of communication network?

=) Providing the means for orgamzmg the activities of individuals, groups and other sub-units
within the organisation.

{o) Providing instruments for directing the activities of the organisation as a whole.

{c) Ensuring the flow of information between the organisation and the external environment in
which i exisis. _ : |

(d) None of the above

Formal communication within an entity takes place through approved:

(a) Terms of reference - (b) Organisational channels

~{e). Standard official procedure ‘ (dy None of the above

Chain network is the major type of:

(a) Formal network (b) Informal network

e}y Whesl network ' (d) Grapevine

!nformatlm is passed straight up or down the formal chain of command in:

(2) . Circle natwork . (b) * All channel network

(c) Whael network ‘ (d) Chain network

allows only vertical movement and is strictly hierarchical:

(&) Chain network : ' ) Y network

(c) Wheel network (d) All channel network

nave a leader who decides as to what messages are to be sent and how these
messages are o be communicated:

(a) Chain networks (b) Y networks
{c) Wheel network (d) Circle network
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Q82. Which type of network is surtable for tasks that have to be accomphshed within a given time and
without any deviation?
(a) All channel network : {b) Circle network
(c) Wheel network . (d) Chain netwatk
Q83, Y nstwork canbe-assumed as-a variation-of:
(a) Chain network ' {b) Wheel network
{c) Circle network {d) All channel network
Q84. In messages are communicated vertically, between the subordinates and
supervisors in the hierarchical arrangements:
(a) Chain networks (b) Y networks
(c) Wheel networks (d) Circle networks
Q85. in which type of network information from the leader is shared simultanedusly thrbugh two channels,
' who in turn pass on the information outwards?
() Chain network (b) Y network
() Wheel network (d) Circle network
Qge. disseminates the information faster than the chain network:
(a) Chain network : (b) Y network
(c) Whes! network (d) Circle network
Qs7. is characterised by the central position of the leader, \where the leader plays the key
' role to disseminate information:
{a) Chain netwark (b) Y network
{c) Wheel network (d) Circle network
Q83. In the primary communication occurs between the members ‘and the group leader
and then group leader shares the information with alf:
(a) Chain network (b) Y network
{(c) Whesel network (d) Circle network
Q89.  In which of the following communication network, decisions can be made fast but group morale is low
since others do not take an active part in decision making?
- (a) Chain network "~ (b) Y network ST
{c) Wheel network (d) Circle network
@90. - The leader is very important and powerful in:
(a) Circle network . (b) Wheel network
(c) Y network {d) Chain network
Q91.  The circle network is different fram the:

(a) Wheel network . (b) Chain network
{
\

() Y network d) All'of the above
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oo, is an example of horizontal and decentralised communication:
(a2} Chain network (b) Y network
(c) Wheel network (d) Circle network

023 assumes no leader, there is complete equality:
{2) Chain network (b) Y network
{c) Wheel network (d) Circle network

Qo4. In " members can communicate with persons to their right and left:
(2) Ail channel network (b) Circle network
{c) Wheel network ' (d) Chain network

’5Q95. The circle network has less constrained conditions than the:

) " (a) Wheel network {(b) Chain network
(c) Y network ' (d) All of the above
@96 In__ each member of the circle has the same authority or power to impact the group:
(a) Chain network (b) Y network
{cy Whesl network (d) Circle networks
Q287. I ) moraie of workers remains high because everyone participates in the decision
making procass:
(@ Al channel network (b) Y network
{c) Circle network (d) Wheel netwark
298,  The prominent example of . is a self-managed team in which individual group members are
free to contribute and no one assumes a leadership role:
() Chain network (b} Y network
{c) Whaet network {d) All channe! network
89 is an extansion of the circle network:
(@) Y network ' (b) Wheel network
(c) Circle network (d) All channel network
108 is an informal networking system:
{a) Y network » (b) Wheel network
(c) Grapevine (d) Circle network
2101, In information does not flow in a specific direction:
(@  Formal natworks (b) informal networks
{c) Both formal and informal networks (d) None of the above

NPT s e s
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102, messages do not follow formal lines of hierarchy and are not controiled by the
management:
(a) Chain network (b) Y network
{c) All channel network (d) Grapevine

Q103. In the process of communication, decoding is:

(a) Coni/erting' mental ideas into symbols

(b} Con\'/er’ting encoded symbols into meaningful words
(c) Sending feedback

{

d

~

Receiving feedback

Q104. Which of the following is more likely to contain informal communication?
(a) Diagonal communication (b) Upward communication

(c) Horizontal communication (d) None of the above
Q1083. Which of the following can be described as digital communicétion’?
(a) Shaking a fist (b) ‘ Jerk of head indifferently
(c) Showing V sign ' {d) None of the above
Q106. ih inferpersonal communication, ethics:
(a) Are moral code of right and wrong (b) Are not a consideration
(c) Stand in the way of honesty (d) Increase barriers to understanding

@107, ‘What does punctuating a communication mean?

(a) Understanding of the differences in nature of relationship between parties
(b) Mitigating the impact of criticism by sending a qualified message
{c) Interpreting on-going svents by identifying cause and response

(d  Both (b)and (c)

3108, Which of the following statements is NOT correct about noise/ distortion in communication of
messages? '
(a) Distertion occurs due to confusion on the part of the recipient
(b) Noise is physical interference that damages the actual message during its transmission
{(c) Noise and distortion result in same outcomes and are therefore interchangeable
(d) Distortion usually results in partial misinterpretation of the message

Q109. If something is said in error, it must be understood that interpersonal communication is:
(a) Forgivable (b Forgettable

(c) Irreversible ‘ (d) Reversible
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What is meant by the term noise in communication?

(a) Comes in from environment
(b) Disturbance and interference with the transmission and understanding of a message
{c) Reduces the effectiveness or causes confusion ot affects the clarity of the message being

fransmitted
{d) All of the above

in organizational settings, the mode of lateral communication helps in:

(2) C.é-ord%nét’mg the activities of individuals /groups at various hierarchical levels
{b) Promoﬁng‘énd maintaining social relations at work

(c)- lssuing instructions and directions

{d) | Achieving sffective control of activities of subordinates

Which of the following is not a universal of interpersonal communication?
(2) Receiver aspiration (b Field of experience

(c) . Messages and their channeling ‘ (d) Compliance and performance

inevitability of communication refers to:

(a) Advarse impact of the message can be miﬂgated afterwards
(b) 4 ind%v%c‘uals cannot remain isolated without communicating
{c) Imposing obligation on the sender fo exercisé care

{d) - . All of the above

Which of the following are types of noise?

{a) Psvchedelic, monological and semantic
(b) Psychological, monologic'al, physical
(é) | Semantic, psycﬁological and physical
(d) ’Physica{, psychological and Psychedelic

Which of the following correctly describe the component of the communication process?

(a)' Receiver: tﬁe receiver decodes the message to understand what the message is about and
what action (if any) is required

b Encoding: this is where the message is interpreted by the receiver o understand what action
needs taking

(c) Sender: the sender generates feedback which is attached to the message that he sends using
an appropriate communication method

{d) Feadback: this is sent ffom the sender to the receiver to clarify the message that was sent
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448. Which of the following is NOT an axiom of interpersonal communication?

(a) Irreversibility of communication

(b) Syfnmetric orb complimentary

(c) Digitai content and analogical relationships
(d) Inevitability of’communication

Q117. As a process of sharing thoughts and ideas, communication suffers from:
(a) Selective perception (b) Filtering of information
(c) Selacting of wrong channs! {d) All of the above

&i18. Diagonal communication refers to:

(a) Cross-team communication when co-coordinating projects, innovating new ideas or problem
"~ solving '
(b) Bypassing blockages in the usual vertical reporting line such as when a line manager is on

holiday, or when technical input is required outside the usual sphere of expertise
(c) The simultaneous combinaticn of vertical and horizontal communication
(d) All of the above
Q119. Physical dynamics of context refers to:

{a) = Status dimsnsion of communication {b) Timing of the communication

(c) The place of the communication . (d) All of the above

2120, Which of the following fs not an advantage of automatéd call-answering?
(a) Filters high volume of callers (b) Alienates custorners
(c) Costs are reduced - (d) Both'(a) and (b)
@121, When a party is dominating communication, the communication being carried out is:
(a) One-up {b) One-down
{c) One-across o {d) . Both {a) and (b)

Q122. Memorandum is the medium of written communication which is used:

(a) = Tocommunicate message to external environment
(b) internally for disseminating information to staff by management
(c) To communicate message to relatives

i

(d) In all the above situations ‘ '
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Q123. To achieve the optimum benefit from a visual aid during a presentation a presenter should:

(a) Adop;t ali the above strategies
(b) Avaoid 5howing Clip Arts from a weil-known source
: (c). Not ignmediately turn face towards the audience
(d) Show Clip Arts from a well-known source
,, Q124. .ln the process of communication, distortion refers to:
é ’ (a) Faulty encoding by the sender
? (5) Giyir}.g too much information to the receiver by the sender
(c} Faulty dacoding by the sender

(d)  Both (a)and (b)

in recent years the world has become arguably irreversibly refiant on ICT for conducting both personal

and businass activities. What are the significant developments in ICT that have driven this refiance?
(a) Increased bandwidth (b) Sophistication of technology

(c) Both'(a) and (b) ' {(d) None of the above
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THE BUSINESS COMMURNICATION

in business, communication should be:

Interpersonal Inirapersonal

Informal None of the abévé:
Non-verbal communication is communicated through:
Written words Spoken words
Unwritten and unspoken stimuli Bothaandb
Which of the following is.not a feature of orai communication?
(a) Delayed action . (b; Conversational
(c) More colloquial language | (d) Focus on interpersonal relations.
In business communication, written media has the characteristic of:
(a) Being conversational (b) Having simple constructions
() Having more complex construction (d) None of the above.
Oral channels of business communication use: ’
(a) Fewer personal pronouns (b) Longer sentences; longer words
{c) Less datailed technical information (d) Both a and b.

in business communication writien media is used when;

(a) Message is strai"ght forward and easy to accept.

(o) Audience can be assembled convenier}_ily and economically.
{c) immediate interaction with target audience is -ﬁot important.
{d) None of the above.

In business communication, electronic media is used when:

{a) Audience can be assembled conveniently and economically
(b) The message is detailed and comprehensive and requires careful planning
{c) Sender and receiver are located in different time zones.

{d) None of the above
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Informal communication is spread through:

{=) Formal communication channels

(b) Informal communication channels

{c) Both through formal and informal channels
(d) None of the above.

Formal organizaticn is created:

(a) Spantaneously A (b) Deliberately

{c) To mest people’s interest - (d) None of the above

informal organization has:

{(a) Definite structure : (b) Stable structure

(c) No structure (d) None of the above

When dealing with informal communication, management should:

(a) Stifle it down (b Try to remove it

“(c) Accept it and monitor it (d) None of the above

Forma! communication channels are:

{(a) Slow (b) Fast

(c) Directionless (d) None of the above
In organizations, formal communication is necessary for:
{a) Gaining favor of seniors

(o) Criticizing the subordinates

()  Upholding of authority to ensure the respect of the superiors

(d) Achieving personal gqa!s

o make business message effective a seasoned communicator should:

(a) Not analyze his audience

{b) Analyze his audience

{c) Know the residential addresses of the audience
(d) Have family ties with them

Stakeholders are persons or group who belong to:

(2) Oniy organization's internal person or group.
{b) Only organization's external persons or groups.
(c) Both internal & external persens or groups of the organization.

(d} None of the above
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In business communication, oral media is used when:

Q186.
(a) Permanent & verifiable records are required
(b) Immediate feedback is required
{(c) Message is not complex
(d) Immediate interaction with target audience is not required
0.17  Suppliers and other business partners have at stake: -
Livelihood, career and reputations,
The capital and interest that needs to be repaid.
The items they supply, continued sales.
All of the above
Q18. Some studies suggest that from of a message’s effect comes from nonverbal cues.
0% 10%
100% 80% to 80%.
Q.19 The sources of information from where organisations get information may include:
internal : : External
Both internal and external None of the above
Q20. Strategic level of information relates to:
(a) Day to day activities (b) Long term decisions
{c) Short term issuss {d) All of the above
-Q21.  Strategic level of information relates to:
(a) Weekly ordering of new supplies.
() Day to day activities of organization.
() Switching a key supplier in 6 months fime.._
(d) 3-5 year plan including shifting of organization production from one city to another.
Q22.  Operational level information includes:
Day to day activities of organization Long term decision making
Short-term issues and opportunitiés All of the above
Q23. Operational level information includes:

1 year plan including switching a key supplier.
3 - 5 year plan including opening a new factory.
8 months plan including attracting maximum investment from potential investors.

Weekly ordering of new supplies.
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. Formal communication passes throught

Tactical leve! information includes: -

(a) Long term decision making (b) Short term issues & opportunities

cl Day to day activities (d) All of the above

Tactical leve! information includes:

{a) 3 - 5 yaar plan including opening a new factory in 3 years time.
{b) 1 year plan including changing a supptlier of raw material.

fe) Waakiy ordering of new supplies.

{d) None of the above.

An organization relies on:

(a) Only fermal communication
{b) Oniy informal communication
(c) Simultaneously on formal & informal communication.

() None of the above.

Slectronic mail can be used:

(a) Formally (b lnformally

{c) Both formally and informally (d) None of the above

informal communication is also known as:

3

(a) RUmours (b) Grapevine

(c) Bush telegraph (d) All Of the above
informal communication travels:

Upwardly Spacially

Downwardly Horizontally

(a) Unofficial channels {b) Colleagues in cafeteria

(c) Official channels “ (d) All of the above

Network are groups of:

() SupasTvVisors (b) Shop floor employees

{c) Direciors (d) Middle managers

Which of the following characteristics should not be the part of formal communication:

(b) Impersonality
() Brevity
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Which of the following is considered inappropriate for business vocabulary:

{33,
(a) Objective () Subjective
{c) Specific (d) Factual
234, One of the ways for ineffective use of visual aids includes:
(a) Using visual and sparingly.
(b) Clear visibility of visual aid '
(c) Showing chip arts from well known sources.
{d) Speaker's immediate turning face towards the audience. .
Q38 Which of the following statements may be considered correct in case of verbal and non verbal
comimunication.
(a) Emotions & attitudes can be conveyed effectively through non verbal communication than
verbal one. '
(b) Even in the absence of verbal communication, non verbal communication can take place,
(c) In case of any coatradiation between verbal & non-verbal communication, non-verbal
communication is considered to be more important.
{(d) All of the above.
@36, Non-verbal communication does not inciude:
(a) Facial expressions (by  Universal cultural dimensions
(c) Proximity and contact (d) Gestures
Q37.  What are the steps and their acceptable order in delivering negative messages?
p p g g
(a) Bad news, buifer, alternative suggestion, explanation, positive statement.
(b) Alternative suggestion, explanation, buffer, bad news, positive statement.
{c) Buffer, explanation, bad news, alternative suggestion, positive statement.
(d) Positive statement, alternative suggestion, buffer, bad news, explanation.
@38.  Which of the following can be a cause of conflict so for as organisational communication is
concerned? '
Fault finding Empire building
Office politics ’ All of the above
§38.  Which of the following is an element of constructive conflict?

In bits communication
Results in denial and scapegoats

Distracts attention from the organisations goals

Releases hostile fillings
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Employees in customer-care departments of service-oriented business organizations should:

confident about themselves

Chapter - 2 THE BUSINESS COMMUNICATION {22)
Q40. Al of the following are exampies of internal communication EXCEPT communication with:
Team members Creditors
CEO ' Public Relations
Q4%.  Anincrementai approach for resolving conflict will be
(a) Formal writien warning, formal verbal warning, informal face to face communication, fines Or
demotion
)] Cormal verbal warning, informal face to face communication, formal written warning, fines or
demotion
(c) informal face to face communication, Formal verbal warning, formal written warning, fines or
() to face communication, Formal written warning, formal verbal warning, fines or
Q42. Which of the following is incorrect about organization?
{3} An orcanization is @ social arrangement.
(n) An organization strives to achieve individual goals
: (c) An organization has a boundary. |
: (d An oraanization is separate from its surroundings through limit
B AY =
1Q43.  Howare grapevine networks defined?
(a) Thay are people-oriented instead of work oriented
(b)y Prevalent not only in workers but also managers
(c) They flow in all directions in the organization, whether hierarchically or spatially
() Ml of the above ‘ '
44, Which of the following statements is not true for formal communication?
(a) Formal communication process has restrictive implications
(b) There are maximum distortion problems in this process.
(c) informetion of confidential information should not be divulged to everyone
{d) This process is not time and cost efficient
Q45.

rovide feedback and gsk’ reflective questions which make the customers felt good and

Accord low priority to their own self-esteem and should not disagree with what the customer is

saying
Adopt a casual athtude towards complaints of troublesome customers

Ali of the above
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Q48. ABL Ltd is involved in the production of medicines. The company wanis {o adveriise the meadicines but

is confused as what to put focus on. The management gave the following views. Select the one sesms

appropriate to you:

(a) T‘he'company shall focus on safety features
{b) The company shall focus on saving lives
(c)  The company shall focus on cost

(d) The company shall focus on bargains

Q47. Which of the following is not an example of visual communication?

(a) Emphasizing a point through flip charts slides

(b) Showing a movie during a training session

{c) Using whiteboard in presentation

(d) Visualizing of senders reaction while communicating

Q48. Which of the following can be ascribed to constructive conflict?

(a) Facilitates blame-game (b) Releases hostile feelings

(c) Stalls communication - A{d) None of thé above

049, Horizontal communication occurs betweaen

(a) Peers (b) Managers of asymmetrical rank
(c) Managar and suboerdinate (d) Both (a) and (b)

D
ot
©

information redundancy is best described by:

(a) Information provided to an employee by Human Rescurces when they are made redundant
{b) L.ack of appropriate attention by the recipient of message '

(c) Information submitted by an employee when they are made redundant

{d) Repeated information that is unnecessary and undermines the underlying message

Q51. Operational level information is useful and relevant to:

{a) Production staff in day-to-day activities
(b) Top-most senior employees in helping in long-term decision making
{c) Middle level management in considaring short-term issues- -

(d) All of the above
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Q56

A b‘and new microwave oven was purchased by Fernando Alonso through a renowned shopping mart
branch. The requested item was provided by the mart on time and Alonso placed the oven in his living
room. The oven worked well for five days, However on the sixth day, the oven caught fire due to no~
apparent reason. e was axtremely anqry and decided to file a case for damages against the

, prior ta that he wanted to write a letter to them What will be the correct objective of this

letter?

(a) Threat the manufacturer that he will sue them if replacement or reir_nbursement is not provided
{b) Tall tham that their delivery system provided the oven on time .

(c) Darsuzde ihe manufacturer of the vahdness of his claim and ask for a replacement

{d) Give information of the fault and resulting damage to the manufacturer

The mode of communication in a mesting is
Formal
informal
Reliant on culture of organization

2sliant on the purpose and audience of meeting

Which o the following should not be considered when plannmg the message by sender?
Objectives Spontaneity
Style : : Audience

‘Which of the following does not contribute to effective listening skills?

(a) Noise and distortion avoidance
- (b} Complete focus on taking notes
{c) No biasness
{d) Ability to identify main idea, supporting and key issues

What is essential for resolving conﬂict between two parties?

(a) Commitment by each party to achieve resolution as it is implied that conflict exists

(b) Fully understanding the confhct committing to resolution Is not necessary as it cannot be
measured

{c) Understanding the conflict and wholehearted commitment to resolve

(d) Assess whether the conflict is constructive or destructive

Which o fha fafiowing cannot be described as true for grapevine networks?

{(2) Egst communication

) Only oral communication

{c) tncreases in strength in case of official communication channels being weak

(s} Social and personal interaction of employees
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Q81.

Q83.

Effective internal communication network does not have which ONE of the following functions?

(2)
(b)
(c)
(d)

Information dissemination
Selecting appropriate informal communication channels

Direction of communication to relevant individuals

Encouraging team effort ; : . f

Suggest the definition of conflict.

A guest for a common prize by two or more adversaries

The resolution of differences through discussion

A behavior between groups when one of them perceives the other to be affecting them
negatively ‘

Introducing new information to a discussion

How does personal appearance of a person communicate non-verbally?

a)

(
(b
(
(

~

c)
d)

It conveys security and assurance of affection
it influences atlitudes and generalizations
it provides feedback

None of the above

Choose the correct option from the following regarding communication levels and imoact

Tactical: Setting up additional unifs to increase capacity by the end of second quarter
Strategic: Ordering the monthly paper supplies v

Operational: Opening a new ouﬂet in the suburbs to capture the niche

Operdtional: Openiing up a separate operations unit in Lahore, Rawalpindi and Karachi - within

five vears

Conflicts can be resolved through undertaking effective communication. Which one of the following is

not a correct example?

a)
b)
c)

(
(
{

(d)

A gesture of shrug does not mean:

Pretend that there is no conflict and deny its impact

Arranging a meeting of parties to talk about the problem

Reprimanding the officer for non-cooperation with new manager
£

Changing employee's department after repeated warnings to diffuse disagreements withid

S
S

department

Apathy _ Indifference

Laziness Energy
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084,  What are the reasons for the formal and impersonal style used in business communication?

Corporate image Upholding authority
Appropriate record keeping All of the above
o5, Al of the foliowing are true visual aids EXCEPT:

After explaining, speaker should immediatély turn face towards the audience and continue

rts from renowned soUrces should not be used as it shows lack of originality in

innal knowledge regarding the stubject

Jisual presentation aids can be used in fimited cases

Information contained should be easily comprehendible for the audience

A stakeholder is a person, group of organization that has a stake in the organization. What is at stake

for directors, managers, employees and trade unions?

{a) The capital and interest that needs to be repaid
(b) Livelinood, careers and reputations
{c) The environment shared by all

érasiruciure )

Q67. Anexampie of external source of information is:

(a) Staff ) A (b) Timesheets

amer correspondence (d All of the above

b
th
[ 84 ]
0
a
)
@
1.
@
k)
5

efollowing order by a manager to'his subordinate: “I want a projected income statement on

my desk”. How can this message be made more effective as a business communication?

=y Aeptioning the format required
(b} tustifying why there is & need for the document
{c} Csmmunicating the level of detail needed

{d) All of the above

089, Factors contributing to the value of information communicated are:

Eass of assimilation Accessibility

Al of the above None of the above
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738. A personal factor fo be Considered 'vvh'erﬁ analyzing the audience is:

Pressure and stress Concentration and energy levels

" Education All of the above

Q74. Communication style is defined as using the right words in the right order to achieve the message

objective. “Tone" is-a component.of style which.indicates:

The phrases and words actually used The overall effect created‘
The sentence structure used All of the above
Q72. Example of gesture as non-verbal communication is:
Sitting up straight Tapping fingers
Facial expressions Lounging
CB.'/'S Lateral communication can be used for:

Developing and maintaining social relationships
Delegating respensibilities
Giving directions

All of the above

Q74. Reasons for exchanging messages can be

To promote a product To persuade someone

All of the above : None of the above

Q75. Financial information embedded in communication should display all of the following characteristicé

EXCEPT:
(a) Accessibility (b Relevant
{c) Neutral (d) Free from maierial error

Q78. Informulating business messages the vocabulary should be:

Familiar and readily understandable Ciear and specific
Factual and objective Adl of the above

Q77. Commitiees are cdnstituted because:

(a) Benefits of committees outweigh their costs
) Members collectively have appropriate experience and skills to achieve high levels of synergy
{c) Committees invariably achieve better performance/results than individuals

(d) Both (b) and (¢)

Q78. A person is deliberately trying to tell an untruth. This is an example of:

Redundancy R Distortion

Noise 4 " None of the above
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SEVEN C'S OF EFFECTIVE COMMUNICATION

All payments must be made in time. This statement lacks:
C__onciseness ' Consideration
Compistensss ; Courtesy

The manager communicated some advices to his subordinate before leaving the office. This statement
lacks:

Correctness
Clarity i Courtésy
You failed o deposit the borrowed amount before the due date. This statement lacks:
ia) Considaration ) {s)] Clarity
{c) Corrsciness (d) Completeness
| am delighted to-announce that we are offering 2 yéars warfanty on our mobile. This statement lacks:
{a) Completensss : (b) Concreteness

(c Consideration : {d) Correctness

. The Professionals' Academy of Commerce has increased its overall result to a very high level. This
‘statement facks:

(a) Concretensess C (b) Clarity

{c) Corraciness - : (d) . Consideration

Kindly do send us our consignment as soon as possible so that we wre able to meet our customers'
demands latest by April 30, 2014, We shall highly appreciate your quick response that would enable

us to caliver promptly to our customers, so please send the shipment at your earliest. This statement

lacks:
(a) Clarity o . (b) Concreteness
{c) Concisenass . (d) Courtesy

| placed an order in January, it is still not delivered. This statement lacks:
Completeness , 3 : Concreteness
Clarity Courtesy

Today was my first paper of mod C and we should vote for honest candidate in the elections. This

{(a) Clarity E (b) Concreteness

e Completensss : (d) Consideration
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Q9. When you travel on company expense, you will not receive approval for first class fare. This statement
lacks:
Courtesy , Consideration
Clarity Correctness

410, If you fail to return the completed advertisement contract form along with a cheque for Rs. 300,000 bs}

March 30, 2014, your reserved space in the next issue of our magazine "Accountants in Organization”
s A

L5

will be cancelled and would be sold to another customer. This statement jacks: P o 1
Clarity ‘ Completeness
Courtesy Correctness
Q1. Which of the following is not a Seven C'S: |
(a) credibility {b) oncreteness
(c) Zlarity {d) Correciness
Q12. A message that answers all questions asked has:
Clarity Concreteness
Completeness Consideration
213, A message which avoids unnecessary repetition has the quality of:
(a) Completenass {(b) Clarity
(c) Concreteness {d) Conciseness
Q14. A message which focuses on "you” instead of “I" and "we” has the quality of:
HE) Clarity (b Courtesy

i sy

c) Concissness (d) Consideration

.

Q15. A message which uses specific facts and figures has the quality of:
(a) Concreteness (b) Clarity
(c) Completeness (d) Consideration
Q16. A message that contains precise, concrete and familiar words has:
Clarity Concreteness
Completeness | Correciness
Q17. A message thatis tac"tful, thoughtful and app‘reciative has:
Clarity . Couﬁesy

Consideration 3 Completeness.
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A message maintaining acceptable writing mechanics has:

Correctness Concreteness

Completeness , Ciarity
A message maintaining accuracy of figures, facts and words has:
Clarity Concreteness

Correctness Completeness

A message using expressions that show respect has:

Consideration Courtesy

Clarity Completeness

A business message, bearing effective sentences and paragraphs, is characterised by:

O reematnan
woiTECiNess

Completeness

onciseness . Clarity

A businass writing which chooses vivid, image — building words has:

i
1

0y

rity Concreteness
Completeness ) Conciseness
A business communication which shows audience benefit or interest in the receiver has:

(a) Courtesy "~ (b) Conciseness

(c) Consideration (d) Clarity

- A business message which emphasizes positive and pleasant facts has:

(a) Consideration ) “(b) - Courtesy

P

c) Corractness (d) Concreteness

A message in which sender eliminates wordy expressions has the quality of:

(a) Completeness (b) Clarity
- {e) Concrateness (d) Conciseness
When a sender answers all questions asked by the inquirer, he is following the principle of: .
(a) Ciarity ) : (b) Completgness
{c) Courtesy (d) Consideration

If a messace gives something extra when desirable, it has the quality of:

(a) Completeness . (b) Clarity

{c) Courtesy (d) Consideration
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Q@28. Which of the following feature is not demonsirated by a complete message”?
{(a) A complete message is least likely to convince the recipient.
{b) Costs are reduced.
(c) Assists in better decision making.
(d) None of the above
Q29. Conciseness in business can be compromised by: .
(a) Sticking to the point
{(b) Deleting irrelevant statements.
(c) Repeating the words and ideas.
(d) Avoiding long introduction & explanation
Q30. The statement “Ahmad has not sent the report” lacks:
(a), Completeness ' A (b) Courtesy
(c) Consideration ‘ (d) Correctness
Q31. The statement, “You cannot return the item if they are soiled or not in a saleable condition” backs:
(a) Consideration {b) Concreteness
() Clarity (d) None of the above
©32. The statement “Sales have increased by 6% from Rs 50 million to Rs. 53 million in the first six months
of the yeat” has:
(a) Consideration (b) Correciness
(c) Clarity (d) Concreteness
033, The statement “Sales have increased slightly” lacks:
{2} Correciness {b) Couriesy
{c) Concreteness {(d) Clarity
Q34. Clarity in business communication refers to:
{a) One main idea per paragraph
{b) The use of simple and well - known knew words
(c) Being careful about the placement of subordinate clause.
{d) All of the above
Q35. The statement *| can't understand any of this confusing table” lacks:

(a) Consideration (b) Courtesy

(?:‘) Clarity o {d) Completeness
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The statement “Sorry that the point | was making was not clear. Let me explain it a different way” has:

(a) Clarity (b) Consideration
e Complateness (d) Courtesy

The statement “Most outlet's grew accept Lahore witch see dropping of 10%" lacks:
(a) Complsteness (b) Clarity
{c

) Corraciness (d) Concreteness

Conciseness in business messages can be achieved by:

{a) Using passive rather than active voice
(b} Avoiding superfluous language
c) Not using bullet points

{
A
(d) All of the above

Which one of the following set of terms only displays negativity?

{z) Helpless, loval, trouble, happy

(b} Reject, trolble, thanks, pleasure

(c) Unfair, generaus, trouble, regret

(d) Unfair, unhappy, unfavorable, regret

Conoretenass in business communication stands for:

{(a) Including general vivid authentic details

{b) Including specific, vivid imaginative details
(c) including definite details

{c) Including specific, vivid, clear, explicit details

Communication effectiveness is understood from:

(a) Understanding principles of completeness and clarity
{b) - Seven principles of communication

{c) Appreciating the need of sender and recipient

{(dy ° Seven C's of communication

What is a quality of a clear message?

{2} Strengihens the confidence of sender and receiver
{b) Stimulates the recipient into action .
(c) Exhibits interest in audience

{(d) None of the above
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When should YOU attitude be avoided?

Q43.
(a) While emphasizing on positives
(b) While emphasizing with audience
(c) While delivering sensitive message
{d) All of the above
Q44. 'Which of the following is not an advantage of concreteness in business communication?
(a) ‘Exhibits professionalism
(b) Avoids distortion
(c) Message is not misinterpreted
(d) Message is more persuasive and compelling
Q45.  Which of the following feature is not included in a concise message?
(a) Avoids unnecessary repetition (b) Avoids passive voice
(c) Abrupt and to the point (d) Avoids long introduction
046, Which of the following phrases provides the most clarity?
(a) A statement of payment will be sent shortly
(b) Remuneration is expected to be circa. market rate
(c) We will speak immediately after the meeting
{d) The raison d'etre is hitherto unknown
Q47.  Which of the following depicts a less formal alternative?
{a) Use “join” in place of “participate” (b) Use "ascertain” in place of “find out’
(c) Use “utilize” instead of “use” (d) Use “procure” instead of “get’
Q48. A complete message will not include which one of the %’o?lowingfeatures?
(@) Anticipates the recipients responses and reduces subsequent communication
(b) Addresses all the questions raised
{c) Persuasive style
{d) Provides all the necessary information
Q49. Clarity in business communication requires the message io be:

(a) Goal orienied
b

(
{c
(

d) Coherence in ideas to enhance the meaning of message

~—

Containing a single idea_

~

Short and simple
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Choose the correct illustration of “All of almost everyone allows for the security guard to go through

their belongings”

{2) A!mos% sveryone allowed the security guard to go through their belonging
(b) All zllowed the security guard to go through their belongings

{c) Everyone allowed the security guard to go through their belongings

{d) imost everyone allowed the security guard to go through their belongings

Ahmed oot an idea regarding solution of an office problem while having lunch in the canteen and
decided to share it with his boss. He prepared a 7 page note o explain the solution and submitted it.

However, the next day he was told that his note could not portray the solution. What couid have gone
wrong’?

{ay - Theposs did not want to go through the whole seven pages

5) Ahmed was unable to give proper facts and figures to support his idea
() He had just committed his thoughts to paper without any clarity

(d) The idea was lost in the pile of too much information

T [ it .
Seven C's can be applied to:

(a) Written communication

{b) Oral communication

() Oral and written communication

{d} Oral, written and non-verbal communication

Consider the following message! “Send a copy of the budget when convenient. Sameera”. What could

be done to enhance the completeness of message”?

{a) Using YCU atiituce
b) Be more courtecus ,
(c) Mention whether a soft copy or hard copy is needed’

(d) Al of the above

Consider the following statement: “vou did not understand my message!” Which principle is lacking in

(a) Completeness ) (b) Courtesy

() Clarity (d) Consideration

What shou id be dene o enhance consideration of a message?

{a) Include relevant information (b) Emphasize on positives

{c) Avoid wordy expressions (d) All of the above
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@58.  Using English rather than foreign equivalents will enhance the messages:
(a) Correciness (b) Courtesy
{c) Completeness ‘ (d) Clarity
Q87. Consider the following message: “Our debts have gone down considerably”. Which principle is lacking
in this statement?
{(a) Completeness (b) Clarity
(c) = Concreteness (d) Consideration
Q58. Toenhance the clarity of a message, ideal length of sentence shouid ba:
(a) 10-15 words (b) 18-20 words
{c) 20-25 words (d) 25-30 words
359. Read the following sentence: The trend of violence in children because of the unsupervisad ielevision
and social media usage is increasing rapidly. Choose the statement which depicts the message clearly
- {a) The trend of viclence in children is increasing rapidly because of unsupervised television and
social media usage “
{by Children are getting more violent due to unsupervised television and social media usage
(c) The trend of violence is increasing rapidly due to unsupervised television and social media
usage in children ‘
() The trend of violence in children is increésing rapidly due to unsupervised television and social’
media usage
QB0.  Which of the following is a vague word in {terms of correciness?
(a) Small {b) Almost
{c) Slightly . (d) All of the above
281, Which of the following quality enhances cost effectivenass?

1(a) Conciseness : ' (b) Courtesy

{c) Consideration (d) Clarity
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INTRA-PERSCONAL & INTERPERSONAL SKILLS

1. Communication entails communication with another person:
{(a) intra-personal (b) Interpersonal
{c) Formai (d) informal
Q2. Communication denotes communication with one's self:
(a) interpersonal : (b) intra-personal
{c) Formal : (d) Informal

Communication is a process in which individuals connect with themselves either consciously
or subconsciously:

(2} intra-personal (b) Interpersonat
{c) Formal (d) informal
Q4. communication includes conversations continually going on in our own minds:
Formal : Informal
interpersonal Intra-personal

@5 Self- concapts, perception and expectations are three important ingredients of:
Interpersonal communication intra-personal communication
Formal communication ) informal communication
Q8. provides the basis for intra-personal communication, because it governs how a person
perceives one's self and is oriented towards other individuals:
{a} Self-concept (b) Perception
{c) Expectations {d) All of the above
Q7. is also referred as self-awareness:
(a} Self-concept {b) Perception
{c) Expectation (d) All of the above
/ i
Q8. The purpose (s) of intra-personal commurication is (are):
a) Analysing a situation ‘ b Clarifying thoughts
} ysing
(=) Apnreciating something v (a) All of the above
Q8. lays the foundation of successful socialization:

Impersonal communication (b) interpersonal communication

~—
)
"
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Zormal communication (d) intra-personal communication
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@10. 'Which of the following is an important ingredient of inira-personal communication?

(a) Expectation (b) Self concept

{c) Perception ) (d) All of the above

@11, Which of the following is not a major factor of self-concept?

(a)  Credibility (b)  Beliefs
{c) Values (d) Attitudes
- Q12 are either descriptive or prescriptive:
(a) Beliefs {b) Values
(c) Attitudes i (d) None of the above
@13. represent fundamental personal attitudes towards what is good or bad:
(a) Attitudes _— (b) Values
(c) Beliefs {d) All of the above
14, are kdeep-rooted morals and ideals which are consistent with beliefs:
(a) Beliefs {b) Values
{(c) Attitudes - (d) Nonsg of the above ;
Q15, are learned predispositions towards the subject matter, ideals that originate from values:
(8)  Beliefs " (b)  Values
{c) Atlitudes {(d) All of the above

@16, Which of the following is lsast likely to be one of the three selves?

(a) Reals sslf {b) Imagined sslif

(c) Ideal self {(d) Public self
Q7. is what do you think of yourseif when you are being honest:

(a) Real salf (b) ldeal self

(c) Public seff {d) None of the above
Q18s. is who you would like to be & think you should be:

(a) Real seff {b) Ideal self

(c) Public self {(d) All of the above
Q19 is the one you would like others to know:

(a) Real self b) ideal self

{
{
(c) Public self E (d) None of the above
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G20 is a process by which individuals establish, organize and interpret their sensory impression
towards their environment:
(a) Real self - (b) -Perception
; (c) ideal seif (d) Public self
;—»QZ’%: Which of the foliowing is least likely to be part of individual's sensory impression?
{(a) Sense of sight (b) Sense of imagination
(c) Sense of hearing (d) Sense of smell
Q22 is so closely inter-related with the concept of self that one supplements the other:
(2) Eipectation (b) Perception
{c) Attitude (d) Belief

23, Whiéh of the following is least likely to be a factor that affecfs perception?

(a) Perceiver (b) Target
(c) Public self (d) Context

Q24. Personal characteristics of the perceiver include:

(a) Attitudes . (b) Experience
() Expectation : (d) Ali of the above
Q25. are strong belisfs regarding something that would happen in future:
(a) Expectations : (b) Perception
(c) Beliefs (d) None of the above '
228,  inorder to manage one should develop an understanding as to what is in

-one's control & what is not

(a) Expectations (bj Perception

(c) Beliefs (d) None of the above

Which of the following is least likely to be a factor that influences intra-personal communication?

(a) Self-esteem {b) Self-confidence

() Self-assertive (d) Self-perception

is shaped by knowledge, understanding and standards in our mind:

Self-assertiveness (b) Self-confidence

Self-esteem ' (d) Perspective

—
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{29, ' is our perception of what worth we think we have for others:

(a) Self-assertiveness (b) Self-confidence

(c) Self-esteem o (d) Perspective
2130 is our perception of our own abilities fo do something and achieve success.

(a) Self-assertiveness (b) Self-confidence

(c) Self-esteem (d)  Perspective :
Q31. is our capability to take stand and perform suitable actions to protect our perspectives:

{a) Self-assertiveness : (b) Self-confidence

{c) Self-estaem : (d) Perceptive

Q32. Which of the following is least likely to be a type of intra-personal communication?

{a) External dialogus .‘(:b) Internal dialogus

(c) Solo vocal communication :(d) Solo written communication
€133, Thinking, investigating and analyzing are part of

{a) External dialogue (b) Internal dialogue

(c) Solo vocal communication (d) Solo written communication

@34, Talking loudly to one's own self is called

(a) External dialogue {b) Internal dialogue

{c) Solo voecal communication {d) Solo written communication

235,  Wriiten communication which is not meant for others refers o

“(a) . External dialogue {b) ~ Internal dialogue

(c) Solo vocal communication {d) Solo written communication
Q38. Inirapersonal communication is important as it;@nsures the following factar:

(a) An essential pre-requisite for effective };terpersonal communication. ;

(b} Provides the right direction & stability in chmunicétion with the organizational environment.

(c) Essential requirement for job interview, meeting with customer.

{d) All of the above

Q37. Interpersonal communication occurs between:

(a) Two persons (b) Three persons

©) Three or more persons {(d) All of the above
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338, Which of the following is not a characteristic of interpersonal communication?

{2) Interpersonal communication is static in form.
(b} interpersonal Communication (IPC) is relational.
(c) IPC is between inter-reliant persons. .

{(d) IPC covers extremes

Q39. The transaciional element of IPC makes it:

(a) ‘Static ‘ (b) Changing
(c} Stationary (d) Botha & ¢
Q40. Interpersonal communication invalves only:
. {(a) Verbal messages (b) Non-verbal messages
{c) MNone of the above ” (d) Botha &b
H

- Q41. Which of the following is least likely to be a purpose of interpersonal communication?

(a) Learning & understanding the world around us.
{0) Ensuring significant connection with others.
(c) Excluding chatting on some social media.
{d) Inspiring others.
Q42.  Which of the following is least likely to be a way to improve interpersonal communication?
{a)- - Active listening (b) Avoid smiling
{b) Stop complaining (d) Sence of humour
Q43. is the ability to put one's self in someone else’s shoes and realize how they feel:
(a) Active listening - (b) Empathy
(c) Humour (d) Smile
Q44. is a set of principles or rules of correct conduct:
“(a)  Equality (b) Trustworthiness
(c) Humour (d) Ethics

Q45. Which of the following is a trait of ethics in interpersonal communication?

¥ (a) True & reliable information (b) Trustworthiness

(c) Respect (d) All of the above

* Q46. Distinct groups existing within a major culture are known as:

(a) Extra culture (b) Major culture
{
\

c) Supb culture *(d) Miner culture




Chapter- 4 INTRA-PERSONAL & INTERPERSONAL SKILLS a1y

+ 1

Q47. is the process of sending & receiving messages between-individuals belonging to diverse
cultural background:
(a) lntré—personal communication ’ (b) Interpersonal communication
(c) Intercultural communication (d) Impersonal communication

Q48 is the collective programming of the mind which distinguishes the members of one
organization to another:
(a) Team (b) Culture
(c) Group (d) Perspective

Q49. Distinct groups existing within a major culture are known as
(a) Groups ' V (b) . Teams
(c) Sub cultures o (d) Core cultures

Q50. communication is the process of sending and receiving messages between people
belonging to different cultural background:
{a) Cultural ’ . - (b) Intercultural
(c) International , {d) Extranational

Q51 Which of the following is least likely to be a dimension of cultural differences?

(a) Legal siructure (b) Social ethics
{c) Personal space (d) International politics

Q52. denotes a failure to understand part of or all of what the other person is irying o
communicate:
(a) Misunderstanding.
{b) Communication on the conditions of only party
{c) Assimilation.
(d) Lack of understanding

353. is the process by which a powerful group of people chooses to remove a less
powerful group from their territory:
{(a) Assimilation {b) Expulsion
{c) Integration (d) Misunderstanding

Q54

is an attempt to get the group disappear by disbanding it such that it disperses

within the leading central group:

(&) Assimilation - (D) Segregation

(c) Expulsion o . (d) Integration
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refers to generalized ideas about certain group of people that are widely accepted by

others:
(a) Halo effact (b) Projection
(c) Stersotyping (d) Contrast effect
is the procedure we follow in order to develop ideas that are unique and exclusive:
(a) Critical thinking ’ (b) Selective perception
(c) Fiitering of information ~ * (d) Creative thinking

Which of the following is not.a characteristic of creative thinker?

{(a) Does not challenge assurﬁpﬁcn & gives it up easily

{b). {s always curious & locks at problems as opportunities.
| {(c) is self-assertive, impulsive & prefers complexity.

(d) Develops the ability to deal unstructured problems.

is the thinking procedure that evaluates the assumptions fundamental to our own and
others’ ideas and efforts:

{a) Creztive thinking {b) Selective perception

{c) Critica! thinking (d) All of the above

Which of the following is not a core characteristic of a critical thinker?

© (a) Thinking independently and is not afraid of discarding group opinioﬁ.
{b) Welcomes criticism,
(c) Does not fall prey of egocentrism. .
(h Pretends that he knows maore than what he does.

Which of the following is least likely to be an effect of critical thinking over communication?

{2} A critical thinker responds effectively in a given context.
{b). Critical thinking improves overail quality of internal & external communication.
() Critical thinking brings confidence in communication.

(d) None of the above

Which of the following is not a characteristis-ef-creative thinker?

{a) Non-judgmental (b) Contravenes established principles
(c)” = Talks about probabilities (d) Talks about possibilities

Which of the following is not a characteristic of critical thinker?

(2) Judgmental (b) Selective

(c) Talks about probabilities _ (d) Talks about possibilities .
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@63.  In confrast to interpersonal communication, infra~personai communication impiies with the sali. The
word intra means;
(a) Inside or within _ (b) Personal
(c) With oneself (d) Internal
Q84. Intra-personal communication also understood as seif-talk is recognized as the verbal side of thinking,
self-talk can also be recognized as ’
(a) Verbal communication {b) Self-dialogue
(c)  Inner-talk (d)  Monologue
Q85. Self-concept also known as self-awareness encompasses the foliowing main factors;
(a) Beliefs, values and morals » ) Morals, ideals and faith
{(c) Morals, ideals and standards (d) Beliefs, morals and ideals
£68. Perception can be defined as;
(a) A process by which individuals organize their thoughts
(b) A process by which individuals establish, organise and interpret thair stimuli
(c A process by which sensory impressions are organised to give meaning o the environment
(d) A process by which a meaningful and coherent picture of the environment is established
Q87. Which of the following is an example of solo vocal communication?
(a} Observations and reflections (b) Maintaining a personal diary
{©) Daydreaming - ) ’ " (d) Talking to oneself o calm down
0188, Being self-asseriive means;
{a) An ability to assess our own abilities
(b) A perception of our own abilities
{c) The ability to take a stand for one's own perspectives and values in which we believe in
{(d) The ability to take a stance.
089, ldentify the public self;
(a) The one that you want others to perceive you as
{b) The one that you would like to be
(c) The one that you shouid be
(d) The one where you appraise your'self honestly.
Qre.

Where interpersonal communication is a dialogue between people, intra-personal communication is

(a) internal communication (b) An internal monologue

{c) Reflections - (d) Internal conversations with oneself
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Q7.

075,

Q76.
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Selective perception takes place in a communication cycle when the receiver in the communication i

process selectively perceives based on the own experience, values, background, beliefs ?

znd other perscnal characteristics. ’ ;

{(a) Reflectar's (b) Sender's |
(c} Both of the above (d) Any of the above l}
Saif-estesem iz vour

Perception of yourseif based on your personal befiefs

.

An evatuation of your worth

—

Perception of one self and of others around you

) An evalustion of other people's worth i
| |

is one view of reality ]
(a) Attitude (b) Perspective |
{c) Pearcention (d) Belief i

{a) An appraisal of our own abilities to overcome obstacles and achieve success
(b) An observation of our abilities
{c) utilise our gbilities to achieve success

(d) An evaluation of our self-worth

The stimuli selected from the environment are given meaning based on the person’s values, beliefs,

aducation, backoround and other personal characteristics. When our perception is positive it

inculcates;
{a) A high self-confidence {b) Becoming more assertive
(c) Higher self-esteem _ (d) A Positive perspective

Intra-personal communication denotes communication with oneself that involves the process of
thinking and feeling, it an essential for

(a) Effective personal communication (b) An internal dialogue,
{c) High seilf-confidencs (d) All of the above
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{77, Communication within oneself is influenced by
i Our knowledge, understanding and philosophies
(i) Our perception‘about the things around us
iii) An assessrent of our own abilities
(iv) Medium of communication
(a) All of the above . (b) (i) only
{c) (iy and (ii) (d) (it} and (iii)
Q@78. While creative thinking is generative in purpose, critical thinking is analytical in purpose, meaning that
(a) Creative thinking is not so original
(b) Critical thinking is evaluative in nature while creative thinking is more diagnostic
{c) Critical thinking is not selective
(d) Creative thinking is selective
079, ldentify the benefits of critical thinking over communication
{i) It is a tool that allows us to structure our key messages
(i) it breeds clarity of thought
iy It is the driver of effective communication
{iv) It helps to yisld the desired results
(a) (iy and (i) ' ' (b) (iil) only
‘ {c) All of the above (d) (iii) and {iv)
Q80. ‘“Interpersonal communication is not only linear but also circular”
The above staiement refers to which axiom of inierpersonal communication;
(a) Digital and analogic
(b) Defining relationship by punctuation
{c) {nevitability of communication
(&) None of above
Q81. Interpersonal communication can be between / among

(a) Two people {b) One to many

{c) ' Many to one - (d) All of the above
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Q82. Which of the following can be inscribed to critical thinking?

(i Associative thinking
(i) Classification

(i) imagery

(iv) Planning

(v} . - Originality

(a) i}, {iif) and {v) (b) (1), (i), (iv) and (v)

(c) (i) and (v) (d) Al of the above

Q82. FEthics in interpersonal communication is denoted by which of the following

i Communicating clearly

(i) Communicating in a comprehensibie way

{itf) Showing respect to the udience

(iv) Showing enthusiasm

{(a) {ily and (i) ' (b) (iil) and (iv)

{c) (i, (i) and (iv) (d) All of the above

Q84. The goide.n rule is denoted by which of the foliowing

(2} Saying plezse and thank you while stating a request
(b} Stating the obvious
{c) Frowning during a presentation
(&) Using easy vocabulary
¢ @BR. Stereotyping s said to De
(2} The collactive programming of the mind, widely accepted, where individuals are judged based

on the group or categery they belong to

.

(b) Generalised ideas or images about groups of people
(<) iczzs about people *"'xa* are accepted widely
{d} Cartzin traits that are associated with groups of people

Q86. When one party to avoid a deadlock yields to the other party's request, giving up its own stance on the
agenda, this is known as;

(a) Exnulsion (b) A power difference

(c} %nterruption and break down {d) Assimilation
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@87, Intercultural communication is required
(a) To avoid a deadlock in negotiations
(b) To communicate effectively in order to achieve the task successfully
(c) To communicate effectively in order to facilitate the flow of goods and services between
countries
(d) To communicate effectively in order to run marketing campaigns

(188.  Sarah bsing the CEO of her company is'presenting a8 n'ew brand to commemorats Woman's day, on
the day of the launch an hour before the start of the launch, one of the key presenters of the brand
cancelled due to a family emergency, which of the following technigues will help Sarah in running her *
launch smoothly; . '

{(a) Doing creative thinking {b) Doing critical thinking
{c) Either of the above (d) Both of the above

. Q89. Malcolm's friends belong to rich, high-class families who always wear branded clothes, journey in first- {
class and dine in five-star hotels. Malcom thinking of achieving immediate success enrols himself in a
course to become a Chartered Accountani. . ’ v

The above sxample highlights;

(a) Being open-minded (b) Thinking independenily
{c) Wishful thinking (d) Being close-minded

090, Reasoning and developing a coherent argument entails

(a). Being logical (b) Removing ambiguity from conversation
{c) Being a critical thinker (d) All of the above
Q81. identify corracily the difference between a creative and a critical thinker;
(8) Creative thinking is judgmental , Critical thinking is non-judgmenial
(b) Creative thinking is pervasive Critical thinking is discerning
{c) Creative thinking is expansive Critical thinking is selective
{d) Creative thinking is selective Critical thinking is expansive

Q92. Which of the following is not a trait of a creative thinker?

Challenging norms and assumptions

(a)
(b) Being impulsive _
{c) Dealing with straightforward issues

{d) Taking everything as a challenge rather than an obstacle
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Which of the following is present in a critical thinker?

(2) Coherent and comprehensible

)] Opinicnated based on their ability to differ from the norm
{c} Disregard their Iimitétions

{d} Overcome assumptions and beliefs

Communication skills form the basis for critical thinking as they ensure that

Al known information is analytically taken into account

)

) All groups at organizational level are involved in the thinking process
c) Bothaand b "

)

None of the above

Exnertise is the foundation of creative thinking skills. Creative thinking skills are associated

{a) A?iiity 1o assess the known in different and wider perspectives
(b} Using software specially designed for problem solving

{c) . .The siudy of different world languages

{d) None of the above

Organizations today are becoming increasingly aware of the importance of interpersonal skills.

This results in their workforce being

(a) More culturally diverse (b} Reduced due to office automation

{c) More productive and motivated (d) All of the above

Communication breakdown in a miulticultural organizational setting is a result of

{a) Stylistic issues

{b) Lack of knowledge about English language
(c) Grammatical issues

{d) Misunderstandings in culture

Organizations can educate their employees to keep stereotyping at bay by organizing

()  Cultural shows (b) Gender training programs

(c) Profiling (d) Diversity training programs
ion of messages highly depends upon;

(a) Usage of words (b) " Cultural differences

() Comprehensibility of communication (d) All of the above
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- Q100. Interpersonal communication is the exchange of verbal and non-verbal communication and highly E

depends upon;

Understanding the other person's poini of view

Qio1.

(a)

(b} Avoiding conflict

{c) Ensuring the message is received
{d) Not realizing how other people feel

interpersonal communication depends upon;

Listening skills, speaking skills and the ability to connect with the audience

Ethics in intérpersonal communication include;

(a) Respeciing elders

(B) | am better because | am more qualiﬁed

(¢) Talking while the other person is still speaking
(d) Sharing factual information with the audience

t

(a)

() Listening and speaking skills only ]

(c) Listening skills, communicating skills, speaking skills and the ability io empathise
{d) Communication skills and being courteous
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Lounging is a non-verbal posture which indicates:

(a) Aleriness 2 (b) =~ Relaxation

(<) Negativity ' : (d) Disappointment

(590)
FORMS OF BUSINESS COMMUNICATION
Q1. Non-verbal communication linked to words is called:
Superianguage Multilanguage
Siang Paralanguage
Q2. Non-verbal Communication may a verbal message:
Reinforce _ Contradict
Bothaand b None of the above
Q3. Non-verba! communication is an effective business communication tool as it can be used to give a
message when used effectively. Which of the following is an effect of non-verbal communication on
business communication?
Helps establish desired atmosphere Provides feedback
Reinforces spoken meassages ' All of the above
Q4. Which of the following cannot be ireated as a feature of non-verbal communication?
€} Do not use words.
(b} Depends upon the power of observation., .
(c) Does not take place at every level and in all age groups.
(d) Mast of non-verbal communication has no cultural boundaries.
QB, in non-verbal communication, facial expression may include:
(a) Eye movements {b) Nose, lips, mouth
{c) Jaw and skin colours (d) All of the above
05, in nonsverbal sommunication, postures refer to:
{a) Facial expression 4 (b) Hand movements
(c) Personal appearance (d) Positioning
Qo7 In non-varbal communication, sitting up straight indicates:
{a) Relaxation (b) . Negativity
(c) Alertness (d) Disappointment
Q8 in non-verbal communication, hunched posture refers to:
Alertness Relaxation
Negativity Disappointment
g,
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G106, Shrug is a non-verbal communication which refers to:
(a) Impatient - (b) indifference
{c) Aleriness ’ ' s (d) Ail of the above

Q11. Tapping finger on a hard surface indicates:
(a) Alertness o)) indifference
{c) Relaxation (d) Impatient

Q12.  Personal appearance is an i9mportant component of non-verbal communication which includes:

Personal grooming Personal clothing
Personal atiractiveness All of the above

@13.  In non-verbal communication, personal space may be termed as:

{a) Circle (b) -Surrounding
“{c) Bubble {d) None of the above

Q14.  Which of the following is least likely to be a uss of non-verbal communication?
{(a) Helps us communicate the feelings and emotions behind the spoken words.
(b) Reflects speaker's honesty
{c) Less impactful than verbal communication.=
(d} None of the above

.@15,.  Which of the following is least likely to be a feature of oral communication?
(a) Does not include non-verbal cues
{b) A critical success factor
(c) Depends on the receptivity & observation skills of the listener.
(d) All of the above

Q18. Which of the following is not an advantage of oral communication?
(a) Spontaneous feedback.
(b) Needs more time & money. 7
{c) Best tool to communicate private and confidential matters.
(d) Offers high level of transparency.

Q17

Oral communication refers to a situation where individuals converse with each other. 1 may be a direct
face to face communication which may result in the following disadvantage:
(a) Helps making quick decision {(b) Efficient team work

(¢ Encourages employees' morale (d) Not very much appropriate for legal record
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Which of the following is not a feature of oral communication?

Formal, planned and detailed Produces a prompt response

Highly flexible Spontaneous

Which of the following is form of oral communication?

{(a) Face to face communication (b Telephonic conversation

{c) Boiha &b {d) None of the above

An interview is a formal talk that helps the interviewer the interviewee:
nNorminate Elect
Defend Evaluate

p=cy
-ty

interview is 2 typ

[0

of face to face communication which has certain specific purposes. Which of the

following is 2 purpose of an interview?

(2) To evaluate employee’s job performance.

b) To communicaie ccmpany’é norms and job requirements.
{c) To select most suitable job candidates.

() All of the above

Which of following is not a valid statement about grapevine?

{a) |t is easy to determine the source of the original message communicate through grapevine.
(b) Grapavine messages do not follow formal lines of hierarchy.

{c) It is not controlied by the management.

A{d} Grépe'-jiné usually serves the self-interests of the people. 7

is a process in which at least two parties try to reach a desired outcome:

Communication Stereotyping

Negotiation Perception

Negotiation is a process which involves certain stages. The following are various stages to the
negotiation process except:

Definition of ground rutes Clarification and justification

Bargaining and problem solving None of the above




Chapter - 5 FORMS OF BUSINESS COMMUNICATION {53)

i
1

28. is a negotiation stage which includes agreement on procedures for conducting the negotiatibﬁ
including names of the participants, venue etc:
(2) Preparation & planning (b) Definition of ground rules
(c) Clarification & justification (d) Bérgaining and problemn solving
Qz7. includes understanding the nature of conflict and perceptions of the parties to the conflict:
(a) Closure & agreement (b) Bargaining and problem soiving
(c Definition of ground rules (d) Preparation & planning
28, is a negotiation stage in which each party offers it explanations & rationale for fairness of its
position?
(a) Clarification and justification (b} Bargaining and problem solving
(c) Closure & ag'reement (d} None of the above

Q28. is a stage in negotiation in which parties give concession to move towards a mutually

acceptable agreement:

Definition of ground rules Clarification & justification
Bargaining & problem solving Closure & agreement
- Q30. is a stage in negotiation which inciudes formal agreement and a procedure for iis

implementation and monitoring:

(&) Closure and agreement (b) Bargaining & problem solving
{c) Clarification & justification (d) definition of ground rules

Q31. A meeling is said to be a gathering of two or more people where purposeful discussion takes placs on

certain matter. As per context, meetings are in nature:
(@) Formal ‘ (b) Informal
(c) Botha &b ' (d) None of the above i
Q32. clarify the topic under discussion and provide information:
(a) Problem solving meetings (b) Suggested solution meetings
(c) Informational meetings (d) All of the above
Q33. find suggested solution to some core issue: "
(a) Informational meetings (b) Suggested solution mesting
(c) Probiem solving meetings {d) None of the above
Q34. The purpose of ' is to work out some final solution to some problem:
(a) Informational meetings - E (b) Suggested solutions meetings

(c) Problem solving meetings : (d) None of the above
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935,  Speeches and presentations are defined as the talk delivered by the speaker

ihrough spoken words:

(a) informal ' (b) Formal

(c) Botha &b oo {d) None of the above '
Q34. . Which of the foilowing is least likely a step for delivering a speech and presentation:

(a) iave clear idea of the purpose. ,

(b) {ave thorough audience analysis.

(c) No need to rehearse. before facing audience.

(@) :ava 2 powarful ending

;\QB?. Wh_ich of the foliowing is least likely a merit of telephone conversion?

(a) Long distances do not matter anymore.

b} Rapic faadback can be obtained.
{c) Barriers between persons are removed who are present at remote location.
(d) Long discussions are not possible.

Which of the following is a fundamental speaking skill that can differentiate speaking from listening?

. here are words out of mouth. -

_an earn the chance to control thoughts of others.
et a relief while in a state of wrath.

41 of the above

Q38. is a process in which one party perceives that the other party has negatively affected
something that the first party cares about: !

Perception Halo effect
Negotiation Conflict
- Q40. Throughout the history, views have been presented regarding conflict:
Two Three
Four , Five
Q41 The ' expresses the belief that conflict is harfmful:
(a) interactionist view ' (b) Traditional view
(c) Human relations view (d) Orthodox view
Q42. The expresses that conflict has a positive force and enhances group performance:
“{a) Interactionist view ' " Traditional view -

(c) Human relations view ' Orthodox view
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43, The expresses that conilict is a natural and insvitable outcome in any group:
(a) Interactionist view : (b} Traditional view
{c) Human relations view _ {d) Orthodox view
Q44.  Functional conflict is in nature:
{(a) Obstructive . (b} Destructive
{c) Botha &b ' (d) Constructive
@45. Dysfunctional conflict is in nature:
Obstructive ) Destructive
Botha &b Constructive
Q48. There are widely accepted ways to manage conflict presented by Thomson &
Kilman: o
Two Three
Four Five
Q47. is a conflict management strategy in which parties involved in conflict try to 3;
withdraw or suppress it: : %{
Competition ‘ ' Compromise 1‘
Avoidance - Collaboration
@48, is a conflict management sirategy in which one party wins and other party loses: . ‘
Competition A ' Compromise
Avoidance o Collaboration
Q4e, is a conilict. management strategy in which one party gives in to exiend favour io the
opponent party: ‘ ’
Avoidance . Competition
Accommodation v Compromise
Q50. is a conflict management sirategy in which both the parties get something by letting

-go of something:

Avoidance Competition

Accormmodation Compromise



Chapter-5 FORMS OF BUSINESS COMMUNICATION (586)

&
.

e

(%]
Y

[»]
»
™

.Q54.

Q58

is a conflict management strategy in which both the parties enjoy win-win situation:

(a) Accommodation (b) Compromise
{c) Collaboration {d) Competition
refers to the discussion among two or more parties for reaching an agreement:
(a) Arbitration (b) Conciliation
{c) Negotiation o (d) Mediation
In a neutral party helps conflicting parties discuss conflicting issues and settle an
agreérr;ent:
{(a) Arbitraticn (b) Conciliation
(c) Negotiation (d) Mediation
in

an impartial third party performs the role to re-establish or get better the
communication between the conflicting parties: 4 '

{(a) Arbitration . (b} Conciliation
{c) Negotiation (d) Mediation
in is a neutral third party reviews arguments from both conflicting parties and issues &
decision o resclve the case:

- {8) Arbitration (b} Conciliation

(c) Consultation - (d) Mediation

Which of the following is least likely a principle of preparing and delivering an effective public speech?

Know about the key purpose {(b) Know your audience

\
{c) Plan, prepare & practice - (d) MNone of the above

Which of the following is a principle of preparing and delivering an effective public speech?

(a) The guestion — answer sassion should be arranged.

(b} Audience analysis )
) Awareness about the objectives.

4y Allof the above '

The process of sending and receiving messages witp the help of displaying information visually is
called:

Visual literacy , (b) Visual communication

A
!
(c) Written communication (d) Oral communication
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@62,

Q84
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The ability to construct meaning from visual images is called:

(a) Visual communication (b) Visual literacy

{c) Written communication (d) Cral communication

makes_use of a set of skills that are meant to interpret the content and purpose of the:
message being conveyed:

Visual communication visual literacy

Verbal communication Qral communication

Visual communication is valid for:

Written communication Oral communication

Both written and oral communication None of the above

Effective communicators make use of visuals to betier present their:

Views ideas -

Message None of the above

have facilitated businesses to enhance writien and oral presentations:

Charis Graphs
Computers Tables
Which of the following graphic form can easily be created by computers using the available sofiwares?
Outline charts Tables
Bar graphs All of the above ‘
Which of the following is least likely to be created by computers using the available softwares?

QOutline charts Tables

Bar graphs None of the above

Which of the following graphic form is least likely to be created by computers using the available

software?
Pie chart Line graph

Area graph . - None of the above

Which of the following graphic form can easily be created by computers by using the available
software? ’

(a) Line graph (b

T

rea graph
(c) Pie chart . (d) All of the above

SRR it 4
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@68,

-Q89.

Q.

Q2.

Q73a.

represents a circular graph that is divided into parts to show the proportion in numerical

terms:
Area graph Qutline chart
Pie chart Pictogram
Arsa graphs are similiar to:
Piclograms : Line graphs
. Bar graphs QOutline charts
The major obiective of a is to indicate trends over time:
Pie chart : ) Bar graph
Line graph o Pictogram

" are best for making comparisons and trends:

Pictograms _ - Area graphs

Line graphs ' B Bar graphs

Mape drawings, organizational charts, flow charts, photographs are the examples of:

Audio aids Visual aids

Audio visual aids None of the above

Which of the following is least likely to be a guideline for effective visual aid?

The aid should be relevant and must be placed where the related material is being discussed

upon.

Visual should be clear and éasy_to assimilate, moreover colours should also work well
together. '

Visuals should be large eﬁcugh so that they can be read anywhere in the room.

None of the above.

Q74. Which of the following is the guideline for effective visual aid?

e Awe

s fowie

Spontaneous feedback.

Needs more time & money.

Best tool to communicate private and confidential matters.
All of the above.

Whizch of the following is the practical use of visual communication?

(2)
(c)

Advertising B Promotions

Endorsements ‘ (d) - All of the above
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Q78. Which of the following is least likely to be the practical use of visual communication?

(a) Sales promotion (b) Public relations

(c) Product placement (d) . None of the above

G77.——Which-of the following-is-an-advantage-of.visual.communication?

5

(a) "t rises above the language barriers.
(b} It grabs attention.
(¢)  People tend to remember what they see more than what they hear merely.

(d) - Allofthe above

G78.  Which of the following is least likely to be an advantage of visual communication?
Face to face communication Telephonic conversion
Botha &b None of the above

@79. Which of the following is least likely to be a disadvantage of visual communication?
It is found imprecise to convey complex ideas to the audiences.
Poorly designed visuals can be exiremely defracting.
Making charts and using statistical data can call for enough of your time.

None of the above

Q80. Which of the following is a disadvantage of visual aids?

To evaluate employee's job performance.
To communicate company's norms and job requirements.
To select most suitable job candidates.

All of the above

281. Listening is one of the four important skills on which of the organisational tims of

[~

individual is spent in listening:
1% 12%
32% 45%

Q82. Hearingis:

(a) Simply the recognition of sounds.
(b) Conscious attention and proper comprehension of what is spoken.
{c) Storing communication is one's memory.

(d) None of the above.
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Listening is:
{(a) Simply the recognition of sounds.

Conscious attention and proper cemprehension of what is spoken.

(c) Bothaandb

(d) None of the above.

Which of the foliowing not a problem of listening:
Hasty conclusion Monotonous manner of speaking
Self centeracdness Going easy on criticism and arguments.
n listening, orejudgement is a problem which refers to:
Arriving at conclusion hastily Listening only to what is of interest
tosing the mind to new ideas External distractions.
Most studies agree that listening efficiency is no better than:
75 {0 100 percent 50 to 70 percent
10 {o 20 percent 25 to 50 percent
The average speed of 2 normal speaker is;
Betwean 80 {o 160 words per minute Between 160 to 240 words per minute

Between 240 to 320 words pér minute Between320 to 400 words per minute

500 words per minute 800 words per minute

700 words per minute . ) 800 words per minute

In listening; seif centeradness is a problem in which a listener listens only to:
(a) What does not relate the problem of listener.
(b) What relates the problem of group.
(c) What relates to the problem of listener.
(d) All of the above.
Which of the following is not a good technique for effective listening:
Put the speaker at ease (b) Remove distractions

Held t=mper ' (d) Selective listening.
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Q91.

Ggz.

Q93.

Q4.

g3,

Q98.

A successiul business manager should have the ability:

To communicate with people of diverse backgrounds and experiences
To communicate with people of same backgrounds and experiences

To communicate with people of same backgrounds but diverse experiences

None-of the_ above

e

Critical listening is:

When listener trusis his source and has absolute confidence in tha source
When listener does not trust his source and has no cenfidence in the source
When listener fries to understand the speaker's emotions, feelings and nseds

None of the above

Emphatic listening occurs when the listener:

Listens in a casual manner
listens in a highly attentive manner
Listens to ask questions

None of the above

Goaod listener is one who:

Avoids listening if subjsct is not of interests
Pronesto enter info arguments with the speaker
Judges contents and ignores delivery error

Bothbandc

To improve listening, one must:

Try to arrive at conclusion hastily

Practice the strategy of prejudgment

Use gesture and facial expressions to undersiand and come closer to his spaaker
Bothzand b

Result oriented listeners are focused on:

(a)

Building fult picture, collecting and consolidating all relevant information in orasr to make the
right decision.

The feelings, needs and emotions of the speaker.

Attaining their objectyives as quickly and effectively as possible.

None of the above.
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People focused listeners are focused on:

{2) Buitding complete pictire, collecting all relevant information in order to reach the right
decision.

) The feeling, needs ang emotions of the speakér.

{c) 'Attaining their objectives as quickly and effectively as possible.

(d) None of the above.

information orientad speakers are focusad con:

(a) 5ui!diné co»mpiete picture, collecting all relevant information in order to reach the right
decision. )
(b) The fesling, needs and emoticns of the speaker.
(c) Attzining their objeétives as quickly and effectively as possible.
- (&) None of the above. '

89,

3]
e
L)
fome

101,

Q102.

In the present business environment, listening can be:

{2} £ full time macro level activity.

(b Afull time micro level activity.

{c) An ali-inclusive activity which can help listener build relationship with other.
{d) All of the above. -

Which of ihe following is not a macro level reason?

@) Increasing job effectiveness.
(b) The quality of relationship with others.
(c) To obtain information to complete a task.

{d) None of the above.

Which of the following is not a micro level reason?

(a) The qua‘,ifyof relationships with others = (b) To empathise

{c) To enjov : (d) None of the above

Which of the following is not a benefit of improved listening skills especially to’the employer?

(=) Improved customer satisfaction.

b} Greater productivity with fewer mistakes.
~{c) mproved confidence and self-esteem.

(d) Reduction in conflict and misunderstanding.

Active[listening involves:

Q103

a) Listaning to verbal messages - (b) Listening to non-verbal messages

{
\
{c) Botha &b . . (d) None of the above
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G104, Which of the following can be technique (s) for active listening?

Repeating the words mentally as they are being spoken by the speakar.
Do not complete sentence for the speaker.

Understanding speakar’s poini of view.

Al of the above.
Q105. Which of the following is not an effective technique for active listening?

Put the speaker at ease and show that you are listening.
Do not empathise with the speaker.
Do not show personal bias.

Encourage speakers {o talk at the start of the conversation.

Q'é 08. Which of the following should be avoided for empathic listening?

Be alert to judge the emotion behind the words.
Don't trivialize the speaker’s issue.
Provide the speaker with undivided attention.

None of the above.

Q107. Which of the Tollowing is a cause of ineffectlive feedback in listening?

Confirmation Compliments

Confrontation * Al of the above

Q108. Which of the following is a factor important for effective feedback?

Criticism - : Confrontation

interruption - ' Confirmation

21908, Listening ‘out load’ refers fo:
Offering non-verbal cues Affirmation
Paraphrasing statement All of the abave
Q110. A good listener interprets information by:
Being open minded Suspending value judgments.
Organizing the data into logical groups All of the above
Q111. "Sounds like you are stating that this investment will generate huge profit for the company” is an
example of:

Askinquuestions to clarify points Affirmation

Paraphrasing : _ Otfering non-verbal cues
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Q112. "What you actually mean when you state that ABC company is a lame duck"? is an example of:

Offering non-verbal cues Paraphrasing

" Affirmation Asking guestions to clarify points

Q113. Which of the following is not barrier to effective listening?
A mind bursting with ideas, interests and problems.
Subjectivity.

Complex words and jargon. -

>

ppropriate attention span.

Q114. Which of the following is not a factor responsible for negative listening?

f Defensivanass Passivity

Withdrawal None of the above

Q115. *Not everyone perceives the sky as blue” is an example of:

S

foct

Reduced attention span- (b) Negative reactions
c) Varying perspective (d) All of the above

{
1
‘
{

AY

éﬁ‘ia. Which of the following is least likely to be a barrier to effective listening?
Emotional state Varying perspectives
Megative raactions » None of the above

It has been said that human thoughts develop four times as quickly as speech, therefore it means that
While we are listening we are also able to think about what we are hearing

While we are listening, we are also able to not only hear and see but also properly understand

While we are listening, we. are also able to not only see and hear, we are also able to
understand and interpret it along with formulating adequate thought on providing feedback.
While we are'listening, we are also able to not only see and hear, we are also able 1o

understand and give adequate thought to providing feedback

Q118. During a presentation Mr. Asad was asked by his audience io elaborate one his points with an

examr'e for betier understanding. This is an example of

Verbal cues Non-verbal cues

. Both of the above . None of the above
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Gi119. Reflection is a process by which the speaker is able to undersiand the extent of the audience's .
understanding of the message being delivered. It can be done through
Paraphrasing
Paraphrasing and restating
Paraphrasing and asking questions
Asking guestions and restating
Q120. Unlike verbal communication, non-verbal communicatidn has no boundaries. However, the
interrretation of certain expressions and cues varies as per '
The norms and culture of society
The individual's perception
The background and education of the interpreter
The values of society
@121. Body posture refers {o the way a person sits or stands. it denotes about a person;
Their current mood and state of mind
Their current mood and personality k
Their current mood and attitude 4
Their current state of mind and attitude g
@122. During a group presentation, Sarah was constantly blinking her eyebrows. This means that she was
Nervous r
Angry v
Confident
Alarmed
@123, For celebrities and famous business tycoons, public identity is highly important. In maintaining ong’s
public identity, one should ensure that
(a) Personality is appropriate
{b) Personal grooming, style and clothing that forms the physical appearance is atiractive
\C) There is an appropriate usage of body language and hand gestures
(d) Being attraotive is important
Q'ﬂ 2;3.“ Listening with raot attention and mtngue is denoted by which of the following posture and /or gesture;
(a) Yawning (b) Slouching
(c) . - Siiting upright : {(d) Being focused
@125, In any communication, be it formal or informal, the most important person is
(a) The person who sent the message
(b) The person who received the message
(c) The person who reads the message
(d) The person for whom the message is intended reads the message
Q128. While constructing a written message, the sender is required to consider:
- (&) The critical nature of the reader
(b) Keep in mind what you are trying to say. ;
(c) Critically evaluate the appropriate usage of words and the aim of the message as well as *he

content of the message
(d) Clarity and objectivity of the message.
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Q128.

L2138

Q131.

Miss Minahil just received a letter from Kick Limited validating the amount of Rs. 3,000 as per her
complaint dated 11 Qctober, 2015, identify the type of letter received from Kick Limited;

Complaint letter Adjustment letter

Inquiry letter Follow-up letter

Sarah has been asked by her manager to make a presentation that will ‘wow’ the audience. This being
her first task since getting inducted is required to be impressive to make a good impression on her
fellow colieagues. Advise which of the following rules are essential for Sarah to follow while making

her presentation;
Do not stick to one particular type of visual technique

The use of visual aid should be relevant to the content of the message
Avoid the usage of bold colors
Visuals should be easily comprehensible

Options (i) and (ii) Options (iii) and (iv)
Option {i), (ii) and (iii) All of the above

identify the corrsct difference between oral and written communication;

i Oral communication is formal Written communication is less formal

t Oral communication is not formal Written communication is planned and detailed
Oral communication is neither formal or | Written communication is formal

L " informal ’

i . Oral communication is less formal Written communication is formal

Aformal talk between two people is known as an interview. An inferview can serve as

(a) An evaluation of the potential job candidate

(b) A communication by management of the norms and culture of the organization
{c) As a way of gaining an insight into a particular probiem

(d) All of the above '

informa! communication becomes more credible than formal communication under which of the
following circumstances;

(a) When formal communication is slow

) ‘When employees have a strong bond amongst themselves

{c} Whan employees are under a sense of uncertainty and insecurity

{4 When the organization has a tall hierarchical structure

-Negpotiation is a2 process by which two parties are fequired to reach a desired outcome with the help of

the involvement of the other party. Identify the correct order of the negotiation process;

(i Agreeing the procedures for conducting the negotiation
D Freparation and planning
{iii} The parties yield from their initial position to move towards a consensus
{iv) Closure and agreement
(v} Offering clarifications, explanations and justifications

(B, i), (v), (iv), (i) ‘ (if), (), (v), (iv), (iii)
(i}, ), (), (i, (ivy : (i), (i), (i}, (v), (iv)
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Q134

Q135,

138,

Meetings are informal gatherings of two or more people that can be formal or informal. identify which
of the options most closely resembles informational meetings; .

A conference on Islamic banking and finance

A board meeting

An exhibition

A public lecture on the importance of paying taxes

Mr. Ali remarked that Mr. Saad's presentatioh was too focused on delivering the presentation and was
not at all interactive. This classifies Mr. Saad as

Result-oriented Information-criented
People-focused -None of the above
One of the important criteria set for passing the presentation and skills course was whether the

employses demonstrated active listening. The business will benefit from improved listening skills of iis
employses by '

(a) Having a lower produciivity level

&) Mediocre customer satisfaction

(c) Lower misunderétandings and improveq confidence
(d) lLLow self-esteem

When listening with the objective of improving the understanding of the speaker's message by
comprehending the speaker’s emotions, feelings, needs and wants, one should <

(a) Try to be patient and maintain silence -
(b} Being unsupportive
(c) Trivialize the speaker's issue

(d) Multi-task
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WRITTEN BUSINESS MESSAGES

1, Ciaim letters are written by:
(a) The company announcing the acceptance of the customer's claim
(b The company for the collection of the overdue amount
(c) “Th supnliers claiming the payments of raw material
{d) The customers to some company requesting for some kind of adjustment
Q2. Adjustment letter is written by:
(a) The company anncuncing the adjustment of customer’s claim
b) The customers requesting the adjustment of claim
{c) The suppliers requesting for payment of supplied raw material
(d) None of the above
Q3. - Covering letter or transmittal is a letter:
(a) Which covers or cutlines the policies and rules of the organization
(b) Which gives the history of the organization
i (c) Which provides a cover to organization against adverse decisions regarding levy of taxes
{d) " Which introduces a second document such as proposal or report etc.
Q4 in bad news letter, buffer statement;
{(a) Conveys bad news
(b) Reduces the effect of 2 bad news
() increases the effect of 2 bad news
() Briefly describes the concépt of the buffer state
Q5. In b_us_iness, saies letters are written by:
(a) Customers {b) Suppliers
{c) Government institutions (d) QOrganizations
Q6. AIDA pian is very effective to prepare:
(a) Bad news {(b) Good news
{c} Direct request . (d) Persuasive request
Qz. Inquiry letters are also called:
(a)  Credit letters : (b) Order letters

{c) information letters (d) Claim letters
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8Y)
8. Actually an order letter is a coniract of: =

{(a) Business ) Deal

{(c) Purchase | (d) Purchase and sale
Q8. Claim letters are also termed as:

(a) Problem letters (b) Adjustment letters

(c) Credit letters (d) Order letters

Q10. If the goods supplied by a seller are defective or not in accordance with the order, the customers will

write a:
(a) Letter of application (b) Claim letter
{c) Credit letter (d) Order letier

011, The letters written in reply to claim letters are called:

(a) Sales letters (b) Credit letters

{c) Seles prorotion letters (o)) Aﬂjus‘tmenf. letters
{12, There are types of credit letters:

(a) Two . (b) Three

{c) Four (d) Five

013. The latters written o a customer when he fails to pay within specified personal of time, are calied:

(a) Credit letters {b) Collection latiers
(c) Claim letiers {d) “None of the above
©14. The letters which are written to the customers to persuade and prompt to buy the products are calied:
(&) ‘ Order letters v (D) Information letters
(c) Sales letters - (d) Letters of application
@15.  The letters in which writers merely inducéythe readers {o buy are calisd:
(a) Information letters {b) Sales letters
(c) Sales promotion letters {d) None of the above

Q16.  Which of the following is a key element (s) of written business massages?

a) The writer {b) The receiver

{
(c) The mess'agé (d) All of the above
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Q9.

Q20.

Q21. .

In business communication, audit trail refers to:

Conversion of mental ideas in the form of understandable symbols.
Documentary evidence of a sequence of events including details of those events.
Understanding of encoded symbols

None of the above

Sales letters are sent by:

(2)
{b)
(c)

(d)

Customer to an organization to order goods or services.

An individual or organization to promote the effectiveness of the previous correspondence.
A customer o an organization to complain about a product or a service.

An organization to potential customers to motivate them into ordering goods or services.

Foliow up letters are sent by:

An individual or organization to promote the effectiveness of the previous correspondence.
A customer fo an organization to complain about a product or a service.

An organization to potential customers to motivate them into ordering goods or service.
None of the above

Reference letters are sent;

(a)
(b)

(o)

(d)

By an employee who wishes io leave his job.

By the organizations {o let others know that they have received a communication and they will
deal it in due course of time.

As an accompaniment with some document such as a report, proposal or resume.

By z oravious employer or an individual to support some kind of application for job or bank

funding afc.

o

Acknowledgement latters are sent:

—

By an emnloyee who wishes to leave his job.

By the organization to iet others know that they have received a communication and they will
deal it in due course of time.

By a previous employer to‘suppoﬁ some kind of application for job etc.
None of the above

etlers of resignation are sent:

By an employee who wishes to leave his job.
To share the same information with a large audience.
By an organization to refuse the claim of the customers.

None of iha above



Chapter - § ‘ WRITTEN BUSINESS MESSAGES

.
~I
SN

Q-

Q23. Circular letiers are sent:
(a) By an employee who whishes to leave his job.
(b) To share the same information with a large audience.
(c) By an organization to refuse the claim of the customer.
(d) None of the above
@24,  KISS (keep it simple, stupid) aims at:
(a) Introducing complexity and special words and phrases ,
(b) Promoting the use of electronic communication in business transactions.
(c) Avaiding all unnecessary complexity in business communication.
(d) All of the above
025,  Which of the following is least likely to be a technique for adopting KISS model?
(a) Be definite (b) Use short paragraphs
{c) Leave out unnecessary words (d) Use passive voice
Q28. Inorder {o prepare a specific and definite message, a businass communicator should use the following
word or phrase:
(a) "Very exciting” (b) “Huge response”
{c) “As soon as possibla” ' {d) “Precise”
Q27. Inall effective business message, the appropriate length of the sentence should be between:
(a)  15to 20 words "~ (b) 2010 25 words
{c) 25 o 30 words (d) 30 1o 35 words
Q28.  Which of the following is least likely fo be an example of one word substitution?
{a) Subsequent' to ) (b) I enclose
(c) Increase the effactivensss of (d) None of the above
Q28.  Which of the following is an example of overbearing vocébulary?
(a) Repay (b) Aggregate
(c) Shop _ : (c) Break
Q@30.  Which of the following will least likely make a message original?

(a Use of clichés should be promoted

o

)
b) Use of jargon should be avoided
c) Use of colloquial language should be avoided.

(
(d) Use of personal pronouns should be promoted.
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Which of the following rules should not be avoided for effective proof reading?

(a) Refore proofreading, the writer should take a break after the completion of the first draft.
{b) A colieague may be requested to review the message.
(c) On computers, the spelling and grammar checkers should be used.
(d) All of the following potential problems should be proof read simultaneously:
0] Long words & sentences
(i) Layout and structure
{if) Spelling, gra’rﬁmar and punctuation
(iv) Sense and logic

Which of the following strategy is required to enhance persuasion of a business message?
(2) Sincerity and tact . (b) Avoiding the abstract

{c) Using the *You" approach {d) All of the above

In persuasive business messages, sincerity and tact make it possible to communicate an adverse

news without causing offence. !n practical business environment, seasoned writers communicate
{a) Directly (b) Straightforwardly
{c) Indirectly (d) None of the above «

“Big you, littla me” involves adopting” you approach”. Which of the following steps should be followed

to ensure this approach in business messages?

(a) Find out as much as possible about the reader. -
(b) Imagine having a conversion with the reader.
{c) Usea parsonal pronouns like “you” and "yours” etc.

(d) Alt of the above

Mr. Ali wanis his employees to improve their communication with clients. They are required to be
effective and professional in their writing, suggest which of the following techniques should be

communicated by Ali o achieve the purpose required;

i Use passive voice

(ii) Use long sentences but short paragraphs

(iii) Use complex words

{iv) Be succinct

(a) (), (iiy and (iv) (b) (i), (i) and (iii)

{c) (iv) only ‘ (d) None of the above
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Q38.  As per Mr. Ali's requirement, being definite in writing entails the employees to:
(a) Use “very” or “highly” to emphasize words
{o) Use phrases such as rarely, mainly and fairly
(c) Be precise
(d) Be vague
Q37.  Mr. Aliis 'oarrying out an appraisal activity of his employees to ensure whether they are following the
advice given to them, the key criteria for checking the use of short paragraphs is
(8) One main point one paragraph, using transitions and using simple words
(b) One main idea per paragraph stated in the first sentence while also using transitions
(c) Using transitions, the first line stating the main idea while the rest expanding the concept
(d) Using transitions and coherent language
Q38. To make sentences friendlier, the use of passive verbs is discouraged, which of the following
sentences highlights the point written above '
(a) The repdrt arrived on {ime . (b) The report got delivered _
(c) The report was delivered on time B (e)! The report got delivered on time
@332.  Unnecessary words dilute the meaning of the message. Which of the following examples rhake (
communication more effective; :
{(a) Using 'legible’ rather than ‘clear’ :
(o) Using ‘subsequent o’ rather than ‘afier’ ~,
(c) Saying ‘| enclose’ rather than '‘Please find enclosed.’
(d) Saying ‘with reference to’ rather than ‘about’
Q40.  In communicating with customers, it is a requirement to make the writing personal to the customer and
as such the use of clichés is highly discouraged. Which of the following is not an example of a cliché
a) Herewith please find attached the enclosed financial statements as per vour request datec 2
October 2015 _
b) | hereby acknowledge that | will follow the required.rules and regulations as per order no. 78
c) In respect of the above stated regulation, | hereby state | cannot follow through with your
request
d) Please find the enclosed statement for your appraisal.
Q41.  The annual report is required to be as user friendly as possible so that it is understood by investors

with a non-financial background. Thus, the use of which of the following jargons would be highly
impermissible ‘
(a) Net profit : {b) Profit-orienied

(c) Profit-making (d) Capital
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(42, Incorporating a positive tone in statements being sent to customers entails the following advantages;
(a) Less likely to be misinterpreted
(b} Message understood effortiessly
{c) A higher chance of a positive response
d) All of the above
Often in order to keep to the time and meet deadlines, correspondence with clients is sent with some

Q43.

typographical errors. Proof reading is essential to reduce such errors and increase the understanding
of the 'méssage. Which of the following steps should be adopted;

(a) Use a spell checker

(b) Ask another employee to proof read the message

{c) Re-read the document while keeping in mind the sense and logic
{h All of the above

Q44. In order to convey nagative information to the reader, one is required to be;

{a) Direct ! (b) Indirect and insensitive

(c) Tactiul and sincere (d) Insincere and indirect

Q45.  In order to make the communication concrete and impactful as well as impressive, writers need to be

less absiract. To reduce abstraction one should;

{2) . Give exandples (by Use concrete phrases
) Both of the above ) (d) None of the above

Communication that contains spelling mistakes, has a poor and iliogical layout and weak grammar

creates what kind of an imprassion;

(2) A careless person (b) A perfectionist

{c) A considerate person (d) A thoughtful person

'Q47.  Use of colloguialisms not only makes the writing un-business like but also,has higher chances of the

meaning behind the message being misunderstood. Which of the following is not an example of
colloguialism '

(a) Sit on the fence (b) All things are good

{c) Water under the bridge (d) Brush under the carpet

Q48. Having a warm and friendly tone denotes a positive attitude and a higher level of acceptance of the

message by the receiver. Which of the following makes correspondence more acceptable;

{a) Using ‘as per the company's rules and regulations' instead of ‘as per our rules and regulations’
(D) Using ‘subseguently to departure’ rather than ‘after you have left’

&) Using ‘itis our recommendation’ rather than ‘the company's recommendation’

(d) Using ‘it has been decided that’ instead of 'we have decided that’
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048,  Whather communication is to communicate something good or bad, it should always

(a) End with a neutral statement (b} End with a fact whether positive or negative

(c) End with a positive statement (d) End with a negative statement

Q50. Inbusiness communicaﬁon, the usage of capital letiers should be limited to

(a) Bullet points {b) A common thing or peréon

() An identifiable person or thing (d) None of the above

Q51. Proof-reading can take the form of which of the following;
0] Taking care of spelling

i) Having a logical structure

(i
(i) Using long paragraphs
(

iv) Following a logical layout T
@  ()and (i) By (), (i) and (iv)
(c) All of the above ' ©(d) None of the above

Q52.  While delivering negative news, in order for the news to be more reasonable and digestible, the
following steps should be followed;
(a) Use a buffer, state the opinion, explain the opinion more clearly, explain available aliernative

and end on a positive note

(b) Use a buffer, explain the criticism, explain any available possible aliernatives and end on a
positive note
{c) Use a buffer, explain the situation and end positively
(d) State the opinion, explain the situation and end on a positive note
©53. The 'you approach’ involves the reader with the chance of achieving a favourabls response. It entails

(a) Using a buffer at the start of communication
(b) Using an appropriate tone
(c) Keeping the message complex
(d) Using complex language
@54. While adopting a ‘you approach’ one of the essentials is to visualize having a conversation with the

reader, which requires the sender to use:

(a) Use an inappropriate tone {b) Keep the message complex

{c) Anticipate the reader’s response (d) Avoid their likely concerns
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LETTERS AND CIRCULARS

In direct plan of letter writing, main idea is:

{c)

Exciuded {b) Given in the beginning of the letter

Not given in the beginning of the letter  (d) None of above

in indirect plan of letter writing, main idea is:

(a)

{c)

Excluded C (b) Not gi.ven in the beginning of the letter

Given in the beginning of the letter (d) None of the above

in bad news letters, subject line is usually:

(a)
{c)

Written (b) Neutralized

Cornmunicated orally (d) Both (a) and (c)

Standard letters are types of letter in which:

(a)
(b)
()
(d)

Senders maintain very high standards of business writing

Senders leave gaps in which suitable wording chosen will fit all the intended circumstances

" Customers communicate their claims to the organisations.

None of the above

Job letters are famously known as

(a)
(c)

Propesal - ) (b) A Cover lefter to resume

Job appraisal report (d) Progress letters

As circuiar letter are sent to a large number of receivers, they are usually prepared:

{a)

(c)

Without inside address (b) Without letterhead

Without salutation . (d) Without complimentary close

The distinguishing characteristic of a circular letter prepared by a business organisation for issuance to
its customers is

(a)

it carries the same message to a large number of recipients and is issued at the same time.

It carries different messages to a large number of recipients and is issued on different
occasions

" Both of the above situations

None of the above

Most of the circular letters prepared by business organisation are:

(a),

{c)

Written in direct request plan. o (b) Written in persuasive style

Written in modern style b' (d) None of the abové
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Q8. Thve circular should contain:
(a) Business reporis (b) Very detailed or complex ideas
(c) Simple and straight forward ideas (d) All of the abave
Q10. Resume also known as bio-data or curriculum vitae is sent by: |
(a) Cusiomer to organisations (b) Organisations to customers
{c) Prospective employers to candidates  (d) Ca%ldidates to prospective smployers
11,  Resume contgins details about:
(a) Organisation history and work mechanism
{b) Financial position of the debtor
(c} Educétion, qualifications and relevant work experience of the applicant
(d) All of the above
Q12.  Aresume, if it covers much material, could be called:
{(a) The rifle approach (b) The short gun approach
(c) The pistol approach (d) The revolver approach
@13. Aresume cover letier, wh.ich focuses on precise point, could be called:
(&) The rifle aéprcach (b) The short gun approach
(c) The revolver approach (d) The pistol approach
14,  Persuasive solicited sales letters refer to the situation in whicﬁ:
(a) The organisation is invited to respond to sales messages
(o) The organisation sends out an uninvited messages to sell a product or service
(c)  Bothaandb
{d) None of the above
Q15. Persuasive unsolicited sales letters refer o the situation in which
(a) The organisation is invited to respond to sales messages
(b) The organisation sends out an uninvited message to sel & product or service
{(c) Bothaandb
{d) None of the above
Q18. In a business letter, the letter head is:

(a) Address of the receiver

(b) Address of the sender ‘

(c) Address of the both sender and receiver
) .

(d Mone of the above
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The inside address is the address of:

(a) The reo_eiver of the letter (b) The sender of the letter

(c) Both sender and receiver of the letter  (d) None of the above

The salutation in a lelter is:

(a) Good bye io the receiver by the sender (b) Using derogatory words by the sender

{c) The main message of the letter (d) The complimentary greetings by the sender
The complimeniary close in the letler is:

(a) Grestings by the sender (b) Using derogatory words by the sendear

(c) The end of the letter ‘ {d) None of the above

(a) The sender’s address (b} The receiver's addresé
(c) The crux of the body of the letter (d) None of the above

in business letters direct plan is used to communicate:

(a) Bad nzws (b) Persuasive request

(c) Good news (d) None of the above

In business letiers indirect plan is used to communicate:

(a) Good news  (b) Direct e request

(c) Bad nsews _ (d) - None of the above

In a chronologic

5]

| format resume job by job work history is listed:

(a) In a date wise order

(b) By emphasizing on the candidate’s work skills, capabilities and achievements

(c) By combining the date wise work experience and emphasis on candidate's work skills
) None of the above

{d

in a functional resume job by job work history is listed:

(a) By emphasizing on the candidate's work skills and capabilities

(b) In a date wise order ,

{c) By combining the date wise work experience and emphasis on candidate’s, work skills
(d)

None of the above

Letter of application is in fact, a:

(a) Claim letter _— (b) Information letter

(©) Sales oroduction letter ' (d) Sales letter
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Q28. Essential and Non-essential are the parts of:

(a) Report (b) Letter

(c) Bo‘ﬂ‘\ aandb {d) Application
Q27.  Aletter is generally made up of seven: 4

(a) Parts (b) Essential paris : !

{c) Non-essential parts _ (d) None of the above
(28. The essential parts of a letter should be:

(a) Arranged logically (b) Arranged in an ascending order

{c) Arranged in a descending order (d) Arranged in a proper sequence L

Q29. .The fourth essential part of a lstter is:
(a) The receiver's address (b) The salutation
(c) The message {(d) The complimentary close

Q30. The seventh essential part of a letier is:

{(a) The saluiation (b) The message

(c) The signature (d) The complimentary close
331, The sscond essential part of a letter is;

{a) Salutation (b) The body

{c) The complfmentary’ close | (d) None of the above

{32, The fifth essential part of a letier is:
(a) Salutation ' {b) The body
{c) The complimentary close (d) None of the above

@33,  The first essential part of a letter is:

{a) The date (b) Encoder's address
{c) o Receiver's address | ' (d) The body

@34, The second essential‘ part of a letter is:
(a) The date ' (b) Encoder’s address
{c) The body | (d) Receiver's address

Q35. The third essential part of a letter is:

(&) Encoder's address _ (b) The date

{c) Decoder's address (d) The complimentary close
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fa) 6" September 2013 (b) September 6,2010
¢)  6--09--2013 (d) Al of the above
The style of writing date in figures in a business letter is:

(a) Appreciable (b) Highly appreciable

(c) Not appreciable - : (d) Accepted

The name and address of the person or group of persons to whom the letter is addressed in called:

(a) Encoder's address : (b) Decoder's address
(c) The salutation (d)' None of the above’
The proper form of thg salutation used in a formal business letter is:
(a) Dear Ali, . (b} Dear Mr.Ali,
) Mr. Al ‘ (d) Al of the above
When letier is addressed to a business title like the Manager, the correct salutation is:
{a) Dear manager (d) Manager
{c) Dear sir/madam, (d) All of the above
The body of a letier begins:
{2} Without space below the salutation (b) Two spaces below the salutation
(c) Three spaces below the salutation (d) Four spaces below the salutation
The body of the letter should not be closed with:
{a) A negative expression (b) A participle expression
{c) A positive expression (d) None of the above-
The tone of the complimentary close should rﬁatch with that of:
{a) The body | (b) The messagei
{c) Two heading . (d). The salutation
The complimentary close marks the:
(a) Beainning of the letter - ~(b) Centre of the letter
{c) End of the letter (d) None of the above
For ordinary business correspondence, the suitable complimentary close with Sir, or Madam is:
{a) \'(ours faithfully, ‘ . (b) Aﬁ’ect'xonateiy yours,

(c) ’\/ery ‘uy yours, ‘ (d) Yours affectionately,
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Q48.  The signature in a letter is placed just;
(a) Above the complimentary close (b) Below the complimentary close
(c) Bel.ow the message (d) None of the above
Q47. Subjectline is part of a business latter:
(a) An essential (b) The non-essential
{c) An important | (d) An integral
Q48. The line placed two spaces above the salutation in a letter is called:
(a) Reference line (b) Attention line
(c) Subject line (d) Identification line
Q49.  In the full block style of letter writing, all the parts of a letter begin:
(a) At the right margin , (o) At the left margin
(c) With capital letter (d) With lower cassas
Q30. Open puncvtuation style is used in writing a: |
l (é) Semi - ‘block letter (b) Full block letter
(e) Business letier (d) Formal letter
351,  In business letter, Ieﬁgr referance is?
{(a) The address of the sender.
) The address of the receiver.
(c Organization’s logo and name i the header.
{d) Reference number to identify the letter.
@52. Which of the following repﬁesenfs appropriate link between salutation and sign — off?

253,

254,

(a) Dear Mr Ali : Your faithfully {b) Dear Sir : Kind regard

(c) Dear Ali : Your sincerely (d) Dear Sir : Your faithfully

Which of the following is an appropriate way of giving receiver's name and address?

(a) Use the receiver's job title.
(b) Use receiver's name.
{c) ‘Confine the receiver's address to three or maximum four lines.

F

{d) All of the above

While addressing men in inside address, the formal & proper way is:

(a) Mr +'Surname + First Name . (b) Surname + first name

{c) Mr + First name + Surname - (d) All of the above
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While addressing women in inside address, the formal way is:

(a) Mrs / Miss / Ms + Surname + first name.
(b} Mrs / Miss [ Ms + first name + surname
{c) Surname + first name.

(d) All of the above.

The formal letters, where the sender knows the name of the recipient use:

(a) Dear + forename - (b) Dear + forename + surname
{
\

c) Dear + surname : (d) All of the above

‘Which of the following rute is inappropriate for subject line in a formal letter?

{8) Be in bold if possible (b) Should not be a complete sentence
{c) Should be underlined (d) None of the above

Which of the following is an inappropriate style of managing body of the letter?

(a) Use either justified text or left aligned

{b) Index the first sentence of each paragraph.
(e} Write numbers 10 upwards in numerals

(d) Write numbers one to nine in words.

Which of the following is an inappropriate sign off for “Dear Sir" salutation?

{a) . Yours sincerely ' (b) Yours faithfully
{c) Kind regards (d)  Yours truly

Which of the following is an appropriate salutation for “Kind regard” sign off?

(a) Dear Mr Ali.

{b) Dear Ali (full name of recipient is Ali Raza).
(c) Dear Mr Raza (full name of recipient is Ali Raza).
(d) None of the above

In formal letters, enclosure reference includes:

(a) The address of the sender.

{b) The inside address.

© List of anything else that is included with the letter.

(d) Anvy statement which the sender has forgotten to include in the body of the letter.

Which of the following steps are important to constructing & persuasive letter or circular:

(a) identify the problem, purpose and audience.
(b) Decide what you want to say.
(c) Making an outline and structure of the letter.

(d) All of the above
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Q83. Identifying the problem, purpose and audience, deciding what vou want to say, making an outline and.
structuring and writing your letter are the steps which provide a logical and thorough approach to
construct a:

(a) Sales letter v {b) Persuasive business letier

(c) Complaint letter {d) Adjusiment letier
Q@84. Why are you writing a persuasive ‘business letter or. what is the objective of the message, will be
. writtsn in :

(@) Salutation (b) Subject

(c) Body text (d) Close

Q385." Body text of a persuasive business letter will include: :
(a) To share information (b) To give advice
(c) To seek agreement on something (d) All of the above ;

Q88. A represents a request for further information: 2;‘

B
(a) Letter of enquiry . (b) Follow up leiters
(c) Circulars (d) Covering letters é_;

(8.

Q740.

Q71.

Where will you explain the general background to your enquiry so that the reader is clear what the

letter is about;

(a) Opening paragraph {b) Body
{c)
!

c Close {d) Subject

lﬁ a letter of enquiry where will you provide specific details about the enquiry and list your questions is
a logical order? -

(a) ‘Opening paragraphs {b) Body

(c) Close (d) Subject

In a letter of enquiry where will you state clearly what the reader should do and exacily when by?

(a) Subject {(b) Opening paragraph
{c) Body o _ : {(d) Close

are sent to promote or monitor a previous communication:

(a) Letter of enquiry (b)  Follow up leiters

{c) Circulars {(d) Covering letters

can also be used to get feedback on a schedule, requirements or effectiveness of

some kind of activity or service:

(a) Letters of enquiry o (b) Follow up letters

(c) Circulars - ’ (d) All of the above
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272. A follow up letter is similar to a in that fundamentally it is still a request for further
information:
,, (a) Letter of enquiry o (b)  Circular
i ,
- (c) Covering ietter (d) None of the above

£ Q73. The difference between a and a letter of enquiry is that despite the previous

correspondence or activity you have still not received all the information you need:

{a) Follow up letter (b) Circular

(c) Covering letter (d) None of the above

Q74.  With bus'iness communication it never benefits the sender to send:

{(a) .- - Follow up letter (b) A letter of enquiry
{c) An angry letter (d) A circular

£
-4
[} ]

With business communication one should be careful not to:

{a) Be too demanding (b) Use negative sounding words

(c) Blame the reader (d} All of the above

Q76. At our meeting on 16 August 20xx you agreed to provide me with the official company report. We have
not yet received this. Please let us have the necessary information by 3 September 20xx. This will

ensure you will be able to meet the deadline comfortably and avoid increasing late filing penalties. This
is an extract from a:

(a) Letter of enquiry : (b) Follow up letter
. (c) Circular (d) Covering letter
QTT.. The letter which provides same information to a large group of people is called:

(a) A letter of enquiry (b) A follow up letter

{c) A circuiar letter ' (d) A covering letter

Q78 _ should get straight to the point and not bury news amongst lots of other points
* . which would run the risk of readers losing interest and missing the main points:
(a) Letters of enquiry : (b) Foliow up letters
{c) Circular ietlers (d) Covering letters
Q79. A letter sent with and explaining the contents of another document or a consignment of goods is
called: |
(a) Letter of enquiry ' "~ (b) Follow up letter

(c) Circular letter (d) Covering letter
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1380, provides an overvi_ew of a person’s experience and other qualification:
(a) A covering letter ’ (b) A follow up letter
(c) A letter of enquiry ‘ (d) Curriculum vitae ,
Q81 Describing the directors and key management as parl of a2 business plan, in this instance the i
will-be included as.appendices. to the main business plan:
(a) Follow up letters (b) Circular leiters .
(c) Covering letters (d) CVs
82, are used in marketing material to demonstrate the credibility of staif o customers:
(a) Follow up letters )] Circular letiers
(c) Covering lstlers {d) CVs
Gi83. The objective of for a job applicant is to secure an invitation o atiend an interview:
() A letier of enguiry (b) A follow up letter
(c) A curriculum vitae (d) A cover letter
Q4. The most effective CVs are:
(a) Detailed (b) Brief
{c) Lengthy (d) None of the above
(85. ‘Best practice’ tips for preparing a CV include:
(a) Avoid using the “I" pronoun .
{b) Use action verbs to list the applicants special skills and achievements.
() Use easy to read style without a siructured presentation.
(d) All of the above
Q88. How many formats of CVs are most commorily used:
(a) Two (b) Three !
()  Four v (d) Five
QB7. CVs are well suited to applicants who have a solid employment history with reputable
organizations: '
(a) Funciional (b) Chronological
(c) Both {a) and (b) : (d) None of the above
Qs8.

The CVs which list work history job by job starting with the most recent position first are called:

{a) Functional (by = Chronological

(c) Non Functional : _ (d) All of the above
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The CVs which emphasize the candidate’s work skills, capabilities and achievements by presenting

them immediately after the name and address of the applicant are called:

{(a) Resume P » (b) CcVv
(c) Functional CVs ‘ (d) Chronological CVs
ina

CV the previous work history and qualifications are presented in

the subsegquent sections: .

{a) Functional ‘ (b) Chronological

{c) Resume {d) All of the above

Candidates who have frequently changed jobs or have gaps in their employments record prefer:

(a) Chronological CVs (b) Functional CVs

{c) Chorological resumes (d) . None of the above

CVs place stress on the applicant's special technical skills, competencies

and achievements that match closely with the specific requirements of the position for which the
candidate is applying:

(a) Resume {(b) Chronological

(c) Functional (d) Non functional

The candidate having a solid record of career growth and progression uses:

(a} Resume (b) CV
(c) Chronological CV , (d) Functional CV
Before the widespread use of computers in business used to be informally written

paper based message exchanged between colleagues within an organization:

(a) Follow up letter (b) Cover letter

{c) Memos (d) All of the above

In most organizations now the channe! of communication has moved from:

(z) Upto down ' (b) Down to up

(c) Paper to email (d) Email to paper

A memo can be used:

(a) To provide a written record of instructions, directions and responsibilities.
(D) To confirm oral discussions.
() Toreport progress.

(4} - Al of the above
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487, A memorandum is usad {o;

(a) Thank several people for their assistance.
(b) Accompany a report describing why the report has been sent.
(c) Accompany CV sent to in response to a work opportunity.

(d) All.of the above

(88.  One should adopt similar approach to writing a memo as for a:

(a) cVv {b) Application

{(c) Letter () Cover letter

Q89. The memo incorporates the following elements:

(a) Record of when the email was sent o) Sender
(c) Subject (d) All of the above
100, In a business environme_nt' A __is used to communicate the items to be discussad at o |

formal meeting:

(a) Memo (b) An agenda
“{c) A cover letter (d) Follow up letier
Q101. should be agreed and circulated to all participants in advance of the meeting

allowing sufficient time for participants to prepare for the meeting:

a) Follow up letters . (b) Circular letters
. .
)

(
\
{c Agendas {d) Cover letters

@102. The contents of an agenda for a formal meeting would include the following:

(a) Title, date, time and place of the meeting
(b) Purpose of the meeting

(c) Main body

{d) All of the above

Q103. For a monthly audit team meeting the main bady of the agenda may include:

(a) Change in personnel

() Brief review of performance for the month
() Date of next mesting

(d) All of the above

Q104. xs an official communication that alcrts the recipients fo the cxrsience of a

meeting to be held at some point in the future:

(@) An agenda ' o (b) A cover letter

{c) A notice of a meeting {d) A circular letier
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Q106.

Q107.

Q108.

2108,

Q110.

e W

Q112.

The period of time before the meeting occurs when the notice is distributed is called the

(a) Time period' (b) Target time
(c) Communicated time (d) Notice period
The minimum for the formal meeting such as shareholders meeting, directors

meeting and the annual general meeting is often stated in law or the company's own rules of

.operation:
{(a) Time period o ' (b) Notice period
{c) Period (d) Time

are a formal record of the facts of a meeting:
(a) Agendas (b) Memorandums
(c) Minutes (d)  Follow up letters

With the minutes of meeting being the official.and permanent record they must be:

(2) Concise (b)  Accurate

() Clear (d) All of the above

record decisions reached:

{(a) Minutes of action items {b) Resolution minutes

(cy Narrative minutes (d) All of the above

A reference letter is

{a) A note or document reminding about some event
{b) Summarized record a meeting's happenings

{c) Sent by a previous employer

(d) An official document on a matter

. Which of the following correctly depicts fairness buffer? '

(a) Sender shows an understanding for recipient's problems

(b) Sender shows that messages' response is conveyed after objectively examining issues
{c) It displays a common understanding on a particular point

(d) - Sender shows gratitude for receiving something from recipient

All of the following are true for direct approach for communicating bad news EXCEPT:

(2) Used only for outsider

{b) When buffer can be interpreted as weakness
{c) "When recipient tends to skim the text

{d) All of the above

-
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G113, Which of the following adequately describes an inquiry letter?
(a) it is a letter for registering service complaint by the client
(b) ‘Accompanies a package or report
{c) . Elicits information from the recipient
(d) Sent by an organization {o prompt customers into ordering goods
Q114. Choose the correct sequence of important steps involved in the planning of written messages.
(a) ldentify the purpose, select the ideas, support the ideas with data, analyze the audiencé,
organize the message, style used
(b) Analyze the audience, identify the purpose, select the ideas, support the ideas with da‘té,‘
organize the message, style used
(c) ldentify the purpose, analyze the audience, select the ideas, support the ideas with dats,
organize the message, style used
(d) ldentify the purpose, analyze the audience, select the ideas, support the ideas with data, style
used, organize the message
Q115. Feedback may not prove to be effective if it is:
| {(a) Given after a considerable lapse of time
(b) Not given in a constructive manner
{c) Vague and too general
(d) All of the above
@118. Depict the situation in which a cover letter is used.
(a) Sent after initial communication
(o) Accompanies a package or proposal etc.
{c) Sent to others {o let them know that they have received a communication
{(d) Used to share some information with large audience
Q117. A receiver's activities during the process of communication include all EXCEPT:
(a) Receiver encodes the message |
(b) Receiver interprets the message
(c) Raceiver gets the message A
{d) Receiver reacts and sends feedback to the sender
Q118. All are true for persuasive messages, EXCEPT:

(a) These require lot of marketing skills

(b) Anticipate no objections from the reader
(c) Use balance in emotional and logical appeals
(

d) Reinforce the proposal by providing additional evidence of the advantages
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2118, When is direct approach considered to be more appropriate and effective option for conveying bad
news messages”?
{a) To illustrate the gravity of ad 'newS
{b) If unfavorable message is not of much significance to the recipient
(c) Communicating bad news {o busy executives who have {o take prompt decisions
(d)  Allof the above ’
Q120. A group leader while conducting an internal meeting occupies a positibn other than at the head of
' conference table. What is the implied meaning in this situation?
. (@)  Friendliness | ()  Informality
{c)- Equality (d) All of the above
Q‘EZ‘ All of the following are important cons.iderations for oral presentation EXCEPT:
i (a) Presentation must include graphics
()] ~ Should be organized in a logical sequence
b {c The language used should be specifically adapted
{d} Should be based on proper use of grammar and pronunciation

Q122. Impediments in the downward flow of communication inciude all EXCEPT:

{3) Fear that they may undermine their authority by sharing information
© {b) Management itself does not have the information or solutions to the problems
{c) Management have no time to communicate with juniors
(d) Management assumes that employees will not be interested in the larger issues of business

M

S123. When is an adjustment letter commonly used?

(a)' Accompanies a package or proposal etc.

(b} Sent after initial communication
{c) - Sent {o others to know that they have received communication
(<) Sent in response to a claim or complaint

Q124. Which of the following is not a benefit of oral communication?
(a) " Audit trail '

(b) Speed
(c) Nonverbal cues
(d) Personal involvement of speaker and listener

Q125. Which of the following techniques should be adopted when writing business messages?

(a) Use {ong sentences
{b) Use short paragraphs
(c) Use passive rather than active sentences

(d) Use verbose language
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Q128. Which of the followjng is least likely to be a reason to use written communication instead of verbal

communication in the workplace?

(a) For retaining a communication record

(b) To assist the receiver in memorizing complex information

(c) Due to availability of instant feedback

(d) To communicate with a busy person at their convenience
@127. Which of the following does not satisfy the ‘adopt the right tone' guidance?

(a) Always end on a positive note : (b) Avoid using negative phrases

(c) Use conversational language (d) Use personal pronouns
Q128. Identify the circumstances in which minutes are mostly used.

{(a) Used to share same information with a large audience

(b} A note or document that reminds about events and observations

(c) Accompanying a package or proposal efc.

(d) A summarized record of proceedings at a meeting
Q129. A sender's activities in the process of communication include all of the following EXCEPT:

{(a) Sender uses verbal channel

(b) Sender has an idea

{c) Sender transforms idea into message

{d) Sender transmits the message
130, Impediments in the upward flow of communication in an organization are:

{a) There is no clear cut opportunity for upward communication

{b) Subordinates are concernad about the outcome of communication

(c Subordinates believe that managers will not take their problems seriously

{(d) All of the above
Q131. Whatls the implied meaning in the following communication’?

A director tells his secretary "Don’t be laie for the Board meeting tomorrow!”

(a) Conveying that meeting is important (b) Secretary has a habit of gstting late

{c) Reminding about the meeting (d) All of the above
Q132. Which of the following is a key element of written messages?

(a) Feadback , (b Channel
(c) Reader {d) All of the above

R A S
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133, What is meant by an audit trail?

(a)' A visual commentary of a sequence of events

(b Audit procedures implemented on transactions of an organization
{c} Documentation of a sequence of events

{d) Nong of the above

Q134. What shouid you do to be more specific in your communication?

{(a) Use more qualifying phrases and words as they add to the content of 2 message
{b) Timas and dates should be specified in vague terms

{c) Avoid using words like ‘very' fo emphasize other words

{d) Use active rather than passive sentences

G135, To ensure the usage of short paragréphs, which of the following guidelines should not be followed?

{a) Use iransitions between paragraphs
{b) Each paragraph should contain one idea
(c) The closing sentence should state the main idea of the paragraph
{d) Nore of the above
0138, What is meant by cliché?
{a) A specific term related to a profession
{b) Keeping the message specific and simple
{c) An opinion betraying a lack of original thought
() Adopling right tone in a message

¢ @137. Which of the following is not a consideration while using headings in a business message”?

(@) - There should be no underlining
{b) First letter should be upper case
{c) The size and typeface shouid be constant for every heading

(d) None of the above

@128, Which of the following is not a consideration while proof reading a business message?

{a)
(b)
(c)
(d)

. Asking a colleague to review the message

Avoid trying to find all problems at the same time
Avoid the use of spell checker
All of the above

Which of the following is an example of reducing abstraction?

(a)
()

Use ‘start’ instead of ‘commence’ {b) Use ‘ask’ instead of ‘consult’

Use ‘door’ instead of ‘entrance’ (d) All of the above
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140, An sxample of colloguialisms is
(a) Pre-acquisition reserves (b) Proﬁ_"t recognition
{c) Capital base (d) Massaging the results
0141, An example of a cliché is '
(a) In-accordance with-yourrequest - (b} All-things-said and-dene
(c) Looking on the bright side (d) Teeming and lading
Q142. Which of the following NOT an example of a definite message”?
(a) The child weighs 5 kg
{b) Your request shall be granted by mid-November
{c) The flight leaves at 8 pm
(d) We received only 5 replies
Q@143. Define an agenda.
(a) A record of proceedings of a meeting
(b) A list of items to be discussed at meeting
{c) An official document on a particular matter
{d) None of the above
Qi44. Why do work peers communicate? )
(a) For enjoyment (b) Demonstrating competence
(c) Building rapport (d) Al of the above
Q145.. Which of the following is a consideration when including jargons in communication?
{(a) It can make the writing sound routine N
{b) Communication can become boring if too much jargon is used
(c) It makes communication easy to understand
(d) All of the above
Q1i48. What is the function of buffer in bad news message?
(a) It uses convincing arguments
{b) It ends the message on a positive note
{c) It starts the message with a positive statement
(d) Both (b) and (c)
G147,

When including paragraph numbering, which consideration should be kept in mind?

(a) All letters and reports aver a page must incorporate paragraph numbering
{b) Paragraph numbering is optional for letters of less than two pages
(c) Paragraph numbering should be underlined

{(d) Alt of the above

e R SR S AR S
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Q14s.

Q142,

Usual form{s} of business communication is/are:
() Videoconference (b} Telephone call
(c) Letter (d) All of the above

Briefly describe the circumstances in which areport is commonly used.

{a) Used to shars same information with a large audience

{b) A note or document that reminds about events and observations
{c) Acccmpanying a package or proposal etc.

{d) An account on 2 matter in the form of an official document
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BUSINESS REPORTS

Q1. The reports requested by another person are called: ﬁ
(a) Publié reports (b) Private reports
{c) Voluntary reports (d) Authorized reports
Q2. Analyiical Reports include:
(a) Recommendation Report (b) Propeosal report
{c) Justification report {(d) All of th=e above.
Q3. Monthly Production Report is an example of:
(a) Author'ized report : (b) Voluntary report
(c) Analytical report (d) Operating report.
Q4. Monthly Absenteeism Report is an example of:
(a) Personnel activity report (b) Operating report
{c) Public repart (d) information report
Q5.  Proposal of Capital Expenditure is an example of;
(a) Operating report (b) Justification report
(c) Voluntary report {d) Analytical Report \
Q8. The reports which come out at regular intervals are callad: . . ‘
{(a) Departmental reports (b) information reports
¢
{c) Periodic reports {d) Special reports }
Q7. The reports which are long and about complex problems are called:
{(a) Departmental repori , {b) Formal reporis
(c) Special reports o {d) Analytical reports
Q8. Formal Reports always include:
(a) Prefatory parts, subject, supplementary paris
(b) Prefatory parts, body, supplementary parts
(c) Prefatory parts, body, conclusion
(d) Prefatory parts, body, recommendations.
Qg. Memorandum Report and Letter Report are the kinds of:

(a) Formai report (b) Special report

{c) Short format report (d) Departmient report.
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examines the viability of the proposed undertaking from its technical,

@

commercial and economic stand points:
{a} Project progress report (b) Performance appraisal report
(c) Feasibility report (d) Formal report
Which of the following is the kind of Departmental Report?
(a) QOperations report (b) Feasibility report
(c) Special report (d) Justification report
orovides information about future expectations and plans to obtain the desired results:
{a) Sales and marketing reports (o) Feasibility report
{c) Annual report of chairman (d) Special report.

Which of the following is NOT a purpose of Business Reports?

(a) They are impartial / objective treatment of assignment.

(b) They help to make executive decisions.

(c) They are not involved in carrying out operational and technical assignments.
(d) Alt of the above.

Which of the following is NOT quality of Business Reports?
(a) Concreteness (b) Cohesion

{c) Partiality (d) impartiality

' Concreteness, Courtesy and Accuracy are the specific qualities of:

{a) Business communication (b) Business proposal
(2} RBisiness report ’ (d) Business letter
Adthorization is one of the elements which may be included in introduction of:
(a) Authorized report (b) Short formal report
(c) £ublic report (d) None of the above.
The longer section of the business report is the:

(a) introduction 4 _ (b) Text

(
S

O

) Terminal section |, (d) None of the above.

Which of the following statements about parts of short formal report is true?

{(a) The text is sometimes labelled text. (b) The text is always labelled text.

(c) The text is never {abelled text.' {d) None of the above.
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18, should be based on the text discussion and should include no new matsrial in it:
(a) {ntroduction {b) Discussion
{c) Findings ' () Terminal section.
Q20. There are main ways to organize the introduction, text and terminal sections of a
business report.
(@  Two (b)  Three
{c) Four (d) Five
Q21. ' Inductive arrangement is also known as:
(a)  Direct arrangement {b) Indirect arrangement
{c) Positive arrangement (d) Negative arrangement
Q22. Business report is planned presentation of facts to one or more persons for a specific,
signiﬁcam'business purpose:
(a) Fartial (b) Biased
{c) Impartial . (d) None of the above
23 information report includes:
() introduction{terms of reference)
(b} Introduction and findings
{c) introduction , findings and recommendations
{d) None of the above
@24, Analytical report includes:
(a) ihtroduciion(terms of reference)
(b) Introduction and findings
{c) Introduction , findings and recommendations
{d) None of the above
Q25.  Special reports are written:

(a) On regular basis
(b) To handle routine issues
(c) On single occasion or unigue occasion

(d) None of the above
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Q26

Q27.

Gzs8.

Qz28.

Q31.

Q32.
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Memorandum report are sent:

{a) Ouiside the organization (b) Within the organization

()] To govi. institutions &) None of the above

A formal report usually consists of:

oart (b) Two parts

o)

(]
Y]

(2)

N

¢

() Three parts _ {d) Four parts
A business report is planned

a) Chnly in dirsct plan (b) Only in indirect plan

{c) in direct as well as indirect plan {d) None of the above

Project progress report outlines:

(o
=y

{
{

(d

1

The guality of employes's work

o

The viability of the proposed undertaking-from its technical and economic standpoints

3
/
)
7
) The progress of the task in progress
\
/

¢

The financial performance of the organization

Feasibility report examines:

(2) The progress of the task in a project

(b) The quality of an employee's work performance

(c) Data of actual sales of various products

(d) The viability of the proposed undertaking from its technical and economic standpoints

An account given of a particular matter, especially in the form of an oﬁigial document, after thorough

investigation or consideration by an appointed person is called:

(a) A letter; (b)A An application;
{c) A report; (d) All of the above.
A is a written communication of factual information on a specific subjectb

presented in an orderly and formal manner.
(a) SWOT Analysis; (b) Budget;

(c) Proposal; _ (d) Business report.

Presenting an analysis to management on a specific issue or incidental or on the on-going state of

affairs of the business, is one of the objectives of:

(2) A proposal; (b) An organization;
{c).  Abusiness report; = (d) None of the above.
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Q43.

Q34. The objective of a report is to provide a basis for decision and action. i
(a)  Primary (b)  Secondary
{c) Only () None of the above b
Qas Reader, writer. objectiv;, subject and structure are:
(a) Types of letters (b) Components of a proposal
{c) Components of a report {d) Components of an agenda
Q38. Documents greater than should be presented as a report and accompanied by a
brief covering letter.
(a) One page (b) Two pages
{c) Three pages ‘ (d) Four pages
Q37. contain information communicated on a regular basis.
(a) Routine reports (b} Special reporis
(c) Proposals A{d) Minutes of meeting
38. A project progress report.is an example of:
(a) A short report » (b) Routine report
{c) Special report {d) None of the above
Q39. Adue diligence report is an example of:
(a) Routine report {b) Special report
(c) Research repori {d) None of the above
Q40. Preparation, or ganizing the information, planning the layout, writing a rough draft, reviewing & writing a
final draft, checking the ﬂnal draft are key stages in writing:
(a) A report : (b) A'routine report
{c) Special report ‘ (d) All of the abov
Q41.  An effective report should be:
(a) Decisive ' (b) Concise ,
(c) Persuasive (d) Ali of the above
Q4z.  Which of the following is the characteristic of a bad report: ) ‘
(a) In concise (b) Indecisive
(c) Over uses the passive voice (d) All of the above

To identify reader, identify purpose and identify material sources are the tasks in the following phase

of report writing:

(a) Preparation ‘ (b) Writing
)

(c) Completion (d All of the above
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Qad.

Q45.

Q4s.

047.

Q49.

Q350.
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Skeieton structure, language and tone, logical layout, preparing rough draft, revisions are the tasks in
the following phase of report writing:
a) Praparation (b) Writing

(d) Ali of the above

Which of the following is the primary source that can be used for researching the report?

{a) Colleaguss (b) Brainstorm meetings

(c) Obssarvations (d) All of the above

Which of the following is not the primary source that can be used for researching the report?
(a) Brainstorm meetings (b) Performing an audit

{c) Unsirusiurad interviews (d) None of the above

Which of the following is the secondary source that can be used for researching the report?
(a) Technical journals (p) . Observation

c) i

({ Unstrocturad interview : {d) Brainstorm meetings

Foliowing is the secondary source for researching the report:
{(a) Customer database (b) Technical journal
{c} Accounting data (d) All of the above

Foliowing is the primary source for researching the report:
D

v(a) Experts and specialists * (b) Data from another department

(c) Market research agencies . (d) Unstructured interview

The of a report describes the pattern in which the information is organized:
(a) Feature : ‘ (b) Draft
“{c) Structure (d) Subject

: WHai ‘;\.rill De the lzyout of the report if you present your conclusions first, then present-the reasons for

the conclusion, finally include the facts underlying your reasoning?

{a) Too-down (b) Bottom — up

{c} Tath top — down and bottom —up (d) None of the above

What will be the layout of the report if you state the material facts, demonstrate the reasons for the

facts then summarise them and finally include a conclusion based on the facts you have just
summarized?

{a) Ton ~down (b) Bottom —up

(c) Top —down and bottom-up  * (d) None of the above
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@53. In practice the method of writing a report preferred by managers and clients is by far the:
(2) - Top — down approach ‘ (b) Bottorn — up approach
(c) All of the above (d) None of the above
Q384. Senior managers tend to pay most atiention to the , summary and conclusions rather than
the body of the report:
(a) Format | ‘ (b) Introduction
{c) Sender {d) Context
355. The usual approach is to present the at the beginning of the report:
(a) Sender's name (b} Whole story
(c) End of the story {d) Receiver's name
Q56. To give executive sur;':mary at the stért of the report is a:
(a)  Bad approach; (b) Top-down approach
(c) Bottom-up approach ' (d) None of the above
Q57. »lBusiness report is usually than mémos and letiers:
()  Shorter ' (b)  Longer
(c) Inferior | (d) - Better
258. Inthe case oflbusiness_ reports there are key issues o address: ’ \
(a) Thres (b) Five
(<) Seven A {d) None of the above
0359, means only include information that is important to the reader:
(@)  Impact (b)  Clarity
{c) Relevance {d) Cost effeciiveness
Q80.  When we write “ need to have" rather than “nice to have” in a repert then we are aciually addressing
the key issue of:
(a) Relevance o (b) Impact
{(c) Clarity o {d) Cost_eﬁectiveness
Q61. A SWOT analysis describes business’s strengths, weaknesses, opportunities and

{(a) Trade {b) Trend

{c) Threals | (d) = Tasks
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Q82.  Alarge new compstitor could open an outlet in the same lawn where the business is currently the only

supplier. This is called:

(a) Competition ' (b) Threat
i fc) Weakness (d) Opportunity
Q63. A PEST analysis describes the political, economic, social and factors that impact the
: business:

fa).  Tangible (b) Technical

‘c Total (d) Tremendous

Q84.  An ageing population increases the demand for pharmaceuticals and old age related healthcare.

According to PEST analysis it is a:

{=) Political factor (b) Economic factor

{c) Social factor {d) Technological factor

Q65. In summary of a business report, appendices should be:

(2) included only if absolutely necessary
D) Non-essential for understanding the main arguments
{c} Mentioned as the final items in the table of contents.
(d) All of the above
Q8B8.  Appendicas are effectively the level of the logical pyramids you constructed during the

_ (a) rirst (b) Second
(c) Bottom (d) Top
QS" A formal cocumsnt that describes a project, or need for service and invites prospective bidders to
» propose solutions is called:
?} . (a) ACR by  RFP
5 .
i ). ¢Cv. (d) None of the above
‘Q88.  An RFP should contain the following:
(a) Deécrip‘tion of the work to be performed. .
(b) Method of formal submission of the proposal.
{c) Milestonas and deadlines of the proposal process.
(d) All of the above,
Qge. A

is either written in response to an RFP, or alternatively used as to promote an
idea to a relevani stakeholder:

la) Agende (b) Memo

{(c) Proposal (d) Letter
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Q70.  The essential qualities and contents of a well prepared proposal-include:
(a) Purpose is stated clearly
{b) Problem or need for the proposal is understood and defined clearly.
(c) Proposal is honest, factual and objective.
(d)  Allof the above '

Q71.  Which of the following is not the component of a proposal?
(a) Table of contents {) Problem or nead
(c) Glossary (d) None of the above

Q72. Which of the following is the component of a proposal:
(a) Summary (b). . Time schedule
(c) Cost . (d) All of the above

Q73 outlines the progress of the tasks in a project, including wbrk completed, work .
remaining, costs incurred, remaining cost to complete the project and schedgle of original and
anticipated time for completion of the project: '
() Personnel appraisal report (b) Project progress report
{c) Operations report (d) Sale and marketing report

Q74. documents the quality of an employer's work performance for a particular
pericd with identification of the individual's strengths and weakness, training and development needs
and career planning: '
{(a) Feasibility report . (b) Performance appraisal report
{c) Project progress report (d) Chairman's annual report

Q75.  The report which examines the viability of the proposed undertaking from its technical, commercial and
gconomic stand points, is called:
(a) Project progress report (b) Performance appraisal report
(c) Feasibility report (d) Operating report

Q7s. A report presents the benefits that the proposal or idea will yield with details of its initial
capital costs, implementation schedule, recurring operatirig costs and returns over the usaful life of the
undertaking: ' o

_(a)  Operating ' (b))  Feasibility

{c) Performance appraisal (d) Project progress

Q77.

The report which provides data of actual sales of various products classified by their guantities,

territories, sales teams and distributors for a specific period is called:

(a) Feasibility report (b) Operating report
)

{c) Chairman's annual report {d

Sales and marketing repoit
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Which of the following report displays the variance between sales achieved versus the budget?

(@) Sales and marketing report (b) Operating report
{c) Feasibility report (d) Project progress report

T
i1

he report which presents a summarized description of the historical financial performance of the
organization, its achievements and problems experiénced during the period under review is called:
(a) Project progress report o (b) Feasibility report

(c) Operating report ' o (d) Chairman's annual report

Which of the following report provides information about fulure expectatiohs and plans to obtain the
described results: »

(a) Sales and marketing report (b) Feasibility report

(c) Operating report . (d) Chairman’s annual report-

report informs the stakeholders, primarily existing and prospective shareholders,

creditors and analysts of the achievements and future expectations of the organization including both
profit and cash flow:

fa) Feasibility - (D) Chairman's annual

{c Operating (d) Sales. and marketing

The report which summarises the operational activity for a particular time period is called:

(a) Feasibility report ' (b) Chairman's annual report

{c)” ' Operaling report . (d) Sales and marketing.report

reports might include information on sales and purchases, employee information

and inventory:

(
(

V]

) Project performance . (b} Performance appraisal

) Feasibility {(d) dperations

(o]

Which of the {following reports;aré used by management to obtain a quick summary of how the
company is performing: '

(a) roject performance (b) Operating
{c) Feasibility (d} Performance appraisal
 Management uses to identify areas that are performing well and areas that need

improvement

- (a) Operating reports (s) Feésibi\ity reports

(c) Sales and marketing reports (d) Project progress reports
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©86. What kind of a report asks how well the proposed system satisfies the identified sysiem requirements?
(a) Feasibility report {b) Ferformance appraisal report
{(c) Both of the above (d) None of the ébove
Q87. Most business reports are made following the top-down approach which entails -
(a) Stating the material facts last {b) Presenting the conclusion first
(c) Presenting the conclusion last {d) None of the.above
(88, 'BUsiness language for reports is required to be easy to read and understandable meaning that:
(a) It shéuld be cost effective and relevant -
(b) It should be cdurteous, impactful, cost effective and timely
(c) It should be clear, cost effective, timely, impactful and relevant
(d) Alf of the above
@89.  Mr. Ehsan is required to get his report edited which is to be sent to the CEO. He wants his re>pori {o be
as error-free as possible to sef a good first impression. He asks his colleaéue to carry éut the
following, which do you think are the right options?
{H Check the’layout for being logical and appropriate
(i) Ensure to see whether the title, introduction and conclusion are consistent
(iif) Verify that valid emphasis has been stressed dn important points
(iv) Read it critically and criticize '
" (a) (i), (ii) and (iii) )] {1y, (iiy and (iv)
(c) All of the above (d) Mone of the above
Q90.  The itle page has the objective of being atiractive and to be helpful in finding the report at a later date.
Which of the following are essential components that are required to be bresent in the report?
{(a) The title only
{b) Title and date only
{(c) Title, date and author only
(d) Title, date, author and organization name
Qg1 An executi\)e summary which is required to be Cieér and succinct should inC‘lude, briefly;

a) - The purpose of the report, the problems identified and the conclusion drawn

b) . The purpose of the report, the problems identified, the conclusions drawn and the
recommendations »

c) The purpose of the report and the problems identified as a result.

d) None of the above

v
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globalisation and expansion into the Central Asia market, Tech Limited is comst dering
, plant to increase its capacity. For ensuring commercial viability Tech Limited wilhsave to
get which of the following feasibility / feasibilities conducted; .
{(a) Technical only : (b) Commercial and technical

)

Commercial and economic only - {d) Economic, technical and commercial
A summarized description of the historical financial performance is represented by:
(a) The Chairman’s report (b) The Chairmen’s annual report

(c) Operating report ~(d) Sales report

Operating report which summarises.the operational activity for a period of time is used to

(@) - Identify areas that are performing well and areas that need improvement
{b) ldentify areas that require further improvement

(c) ldentify areas that are under- performmg

{d) All of the above

Performance appraisal reports summarise an employee's performance for a particular period of time

including an individual's strengths and weaknesse{s. It is useful to managers in

{a) Assessing where the individual requires fraining
by A basis for bonus recommendation

(c) A basis for a potential promotion

(d) All of the above

(2) A formal report can be informational or analytical, direct or indirect.

{b) A- fcrma'i report is directed primarily to readers outside an organization.

(c) A formal report's manuscript format and impersonal tone convey a sense of professionalism.
(d} What sets a formal report apart from others is its polish. -

The foliowing are types of informational reports except _
(ay- Moritoring and controlling operations.  (b) Complying with government regulations.

{(c) Implementing policies and procedures. (d) Supporting a recommendation.

The ﬂrsL step m planning a report is to
(a) . Outlme the issues for investigation. - (b) Define the problem.

(c) Limit the scope of the study. (d) Prepare a work plan.
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099,  Which of the following statemants about a formal report style is not true?

a)

b)

)

When you write in a formal style, you use no jokes, no similes or metaphors, and very few
colorful adjectives or adverbs.
When you write in a formal style, you use “I" and "you."

When you write in a formal style, you remain businesslike, unemotional, and objective.

d)

When you write in a formal style, you impose a certain distance between you and your

readers.

Q100. The opening of a formal report accomplishes the following except

(a)
(b)
(c)
(d)

Lists the recommendations.
Previews the main ideas and the order in which they will be covered.
Introduces the subject of the report.

indicates why the subject is important.

;
B3
I
;



Chapter - 8 ELECTRONIC COMMUNICATION (108)

g AT RS R A e i

Q4.

9}
&

Q8.

~ 43
=]

)
b

ELECTRONIC COMMUNICATION

The type of Internet service that allows individuals and organisations to make their website accessible
via the World Wide Web, is called:

(a) Web service {b) Website service

(<) Web hosting service (d) World wide web

-Web hosts are companies that provide space on a server owned or leased for use by:

(a) Clients (b) Hosts

{c) _Staff of those companies {d) All internet users

Web hosts can also provide data center space and connectivity to the internet for other servers
located in their data center called: ‘

{a) ‘Data center (b) Call center
{c) Location ‘ (d) Colocation
“Coliocation” is also known as “Housing” in:

{a) London )] Latin America
{c} Turkey 4 (d) Asia

The most basic scope of web hosting services is web page and small-scale file hosting where files can
be uploaded via:

(a) File uploading protocol ] (b) File attachment protocol
(c) Fite transfer protocol . (d) File hosiing protocol
Single pége hosting is generally sufficient for:

(@) * Business web pages (b) Personal web pages

{c) ,Ofﬁcialweﬁ pages ' (d). Educational web pages

PHP, Java, Ruby on Rails, Cold Fusion, and ASP.NET are:

(a) t.anguages of computer

) . D?ﬁerent computer comparnies

{c) Service providers

(dy  Data basic support and application development platforms

Secure Sockets Layers (SSL) is typically used for:
(a) E- Commerce ' () E- Business

(c) E- Library (d) E- mail
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Qe. The host in web hasting service may also pravide an interface for managing the web server and

installing scripts as well as other modules and service applications like: .

(a) Telex N (b) Facsimile

{c) E— mail {d) None of the above

Q16. The availability of 2 website is measured by the percentage of a year in which the website is publicly

accessible and reachable via: .
(&) Telephone (b) - Service provider
{c) Internet {(d) None of the above

Q11. The “availability of a website” and “uptime of a system” are:
(a) Similar terms : : (b) Different terms
{c) Noi relevant to web hosting service (d) Netfworking users
Q12. The service offered by different companies with limited services are called:
(a) Shared web hosting service ' (b) Free web hosting service
(c) Ressller web hosting service (d) Cloud hosting service
(13, Ressliers often seﬂ:’
(a) Free web hosting {b) Shared web hosting
() Cloud web hosting - (d) Clustered web hosting

@14, Reseller web hosting allows clients 1o:

(a) Reach web service (b) Use free internet service
(c) Use unlimited internet service () Become web hosts themselves
Q15. Virtual dedicated server is aléo known as:
(a) Private server (PS) {b) Virtual _service provider (VSP)
{c) Virtual private server (VPS) (d) Virtual service center (VSC)
Q18. Coliocation \;’veb hosting service is almost similar to:
| (a) Cloud hosting . (b) » D.ed=icated hosting
(C-\) Virtual dedicated hosting {(d) Ciustered hosting
Q17. Virtual dedicated se’rver divides server resources i-nto:
“(a) Virtual means (b) Virtual sectors

(c) Virtual centres (d) Virtual servers
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Q18.

Q20.

Qz21.

Qz3.

Qz24.

Q25.

Local power disruptions or natural disasters are less problematic for:
{a) Virtual hosted sites . ' (b} .Cloud hosted sites
{c) Colocation hosted sites ' v {d) Cluster hosied sites

The user is not allowed full control over:

- =) Managed hosting servar (b) Cloud hosting server '

{c) Virtual dedicated hosting server (d) Dedicated hosting server

" Multiple servers are hosting the same content for better resource utilization in: -

(a) Colocation hosting service (b) Cloud hosting service
{c) Cluster hosting service  * (d) Grid hosting service

The end user does not have to worry about the more technical aspects while using web hosting
packages because they ofter include:

(a) Technical support system (b) Web content management system

(c) - International support system ) Web support system

Dedicated systems and Deskiop systehs are two categories in which: .
(a) Information Technology Systems fall.
(b) Web hosting fall.

() . Video conferencing systems broadly fall.

(d) Web services fall

The sales team of an international company which has operations in London, Hong Kong and Karachi

wants to hold a meeting to discuss sales strategy. They can use:

{a) Intranet o (D) Teleph'one
{c) Video conferencing (dy  Flights

\

The underlying global system of interconnected computer networks consisting of millions of private,

public, academic, business and government networks is called:

(2) World wide web ‘ (b) Website hosting
{c) Intranst - {d) Internet
The

supports different applications such as email, communications and the world wide web
by transporting information across the network: '

(a) Internet - (b) Intranet

{c) Website hosting (d) Web browser software

1
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G28. The world wide web is an example of an application that uses the:
(a) Internet (b) Intranet
(c) Web browser software (d) Website hosting
Q27. A global collection of documents, images and other resources stored in millions of databases around
the world is called:
(a) Worid wide web (b) Internet
(c) Intranet {d) Website hosting
28, is used to access the world wide web and locate and view documents, images, and-
resources: ‘
(a) Identifier (b) Web browser software i
© Server ' (d) Microsoft cutlook
'Q28.  Google Chrome is an ekample of: . :
(a) World wide web (b) Web browser.
() Website hosting () Hyperlinks
Q30. The documents, images and resources on World Wide Web are interrelated by hyperlinks and
referenced through unigue:
(a) Systams ’ {b) Identifiers
(c) Web addressas (d) Web browsers
(31. A programmed language which is to create web pages is called:
{a) Internet protocol (1) {b) internet Service Provider (ISP)
(c) HTML _ (d) Web browser software
Q32. A physical computer dedicated to run one or more services to serve the needs of users and othars
computers on a network is called: o
{a) Weblog {b) Website host
(c) A server {d) An internet service provider
Q33. Website hosting is an example of:
(a) World wide web ' (b) ldentifier
(c) Internet hosting (d) Web browser
034, Rather than serving a Microsoft Excel file to your local hard drive you in fact stofe it to the hard drive of

a computer perhaps even in a different country by sending the file contents across the internet. What

4

are you doing?

b) Cloud hosting

(a) File hosting (
(c) Online hosting {d) All of the above
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(a) Online storage (b)
(

) Cioud sﬁorage ' ' (d)

enable computers to locate others computers and Internet hosts on the Internet:

P addresses
HTML

Every computer requires a unique {P address to connect to the Internet and consists of four sets of

numbers from:

{a) 010 50 (b)
{c) 0o 250 (d)

0to 155
0 to 255

Paying 2 monthly fee to your home phone provider enabling you to connect your home PC to the

internet via vour telephone line is an example of: ’

(c) HTML . (d)

A website is identified by its

) P | (b)

1SPs

None of the above

address pointing to a specific physical computer:

{2) P address (b)

“{e) Hyperlink (d)

such as sony.com, which is linked to an IP

Domain name
FTP

What does describes the maximum data transfer rate of a network or internet -connection and

measures how much data can be sent over a specific connection in a given amount of time?

{a) Website. hosting L (b)
{c) Bandwidth ) (d)

HTML
=

When a company wants io publish its website it will need to locate and sign up a:

()  Bandwidth (b)

{c) Protocol address : {(d)

server:
(a) Up-time ' (D)
(c) Pandwidih ' {(d)

Uptime is often measured in:

(a) Sevens , (b)
(c) Nines : (d)

Web hosting service

Server

describes the period when a website is unavailable due to problem with the web

Down time

Storage space

Eights -

Tens’
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Q48.

(47,

48,

Q49.
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describes the suite of tools required to take orders and payments for selling i

products online:

{(a) E-business (b) Up time

(c) Down time ' () E-Commerce

—h

Google.com, Google.com.pk, Google.co.in, Google.co.uk and Google.com.hk ars examples of:

(a) Internet _ ' - ‘
(b) Single domain name of Google

(c) The number of domain names associated with the Google search engine.

(d) FTP

The broad term covering the most common form of paid web-haosting is called:
{a) FTP (b) Technical support
{c) Bandwidth ' (d) Standard web hosting

Which of the following describes when the client pays for his own dedicated server machine for its

website's exclusive use?

Free vvebhoéting A{b) Standard webhosting

(a)
{c) Dedicated webhosting ‘(d) Calocation webhosting

With free, standard and dedicated webhosting, it's the web host himself who owns the server

hardwara:
(a) Technical support (b) Weblog
{cy Clustered webhosting (d) Colocation

Colocation is offered in:

(a) Two forms (b) Three forms

(c) Four forms (d) Five forms

is beneficial to companies who require something unusual in their web sofiware

configuration and also enhanced security:
g

.

(a)  Standard web hosting : (b) Dedicated web hosting -
(c) colocation webhosting {(d) Weblog hosting
Many will lease their SSL (secure socket layer) certificates {0 websites for an

additional fee and typically include features like shopping carts:

(a) Weblog web hosts ‘ (b) Ecommerce web hosis

(c) Standard web hosts o (d) Dedicated web hosts
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Q52

354,

When a company wants to become a webhosting business itself is called:’

(a) Ecommerce weathosting (b) Reseller webhosting
(c)

Clustsred wabhosting () Web log web hosting

Companies with extremely popular sites will replicate the same contents onto multiple servers in
orders to provide better access to website visitors. This is called:

(a) Standard webhosting (b) Reseller webhosting

(c) Clustered webhosting {(d) Weblog webhosting

What fite and image hosting does provide is essentially:

(a) Web hosting (b) Clustered hosting
{c)

4]

-commerce hosting (d) Online sforage

When a company hosts weblogs and blogs rather than websites specifically, it is called:
(a) Standard wzbhosting {b) Dedicated webhosting

(c) Fite and imags hosting (d) Weblog hosting

Weblog functionality is typically more limited than the:

{a) Standard webhosting : (b) Dedicated web hosting

o {c) Clustered web hosting (d) Reseller webhosting

Any communication that necessitates the use of technology is referred to as

e

{(a) Visual communication (b) Oral communication

{c) Electronic communication ' (d) Written communication

aliows transmission of information through computer systems:

{b) Visual communication ’ (b) Oral communication

Q'SE,'-;‘

(c) Electronic communication (d) Written communication

Which of the following is least likely to be an advantage of electronic communication?

{(a) Qne can stay and connected 24/7

(b) World has become a global village & communication has played a critical role in it.
{(c} It transmits message quickly. -

()  None of the above

Social networking_ sites include:

(@) Twitter (b} Facebook

(c)  Bothad&b (d) None of the above
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Q86.  Which of the following is features of social networking sites?
(a) . Social networking sites manage a system for mefnbers to leak messages on their friends'
profile.
{b) They, allow friends or contacts to identity members from their profiles,
(c) They have free web space to upload contents.
{d) Al of the above
@61.  Which of the following is a disadvantage of electronic communication?
(a) It has given rise fo social depression.
(by It is blamed to have created isolation
(c) It creates a computer generated virtual world and its undue use disconnecis you from reality.
(d) All of the above
(62.  Which of the following is an advantage of electronic.communication?
(a) It has given rise to social depression.
(b) Itis blamed to have created isolation
{c) It creates a compuiter generated virtual world and its undue use disconnects you from reality.
(d) None of the above
283 requires huge outlay for infrastructural developmeht:
{(a) Communication (b) Formal communication
(c) Elecironic_coﬁwmunicatioh (d) informal communication
Q54.  Which of the foliowing is Not a feature of social networking sites?
(a) Social networking sites manage a system for members to leake messages on their friends’
profile.
{b) They allow friends or contacts to identity members from their profiles.
(c) They have free web space to upload contents.
(d) None of the above
(65.  Social networks connect people at;
(a) High cost S . () Low cost
(c) . Medium cost {d) Very high cost’
Qs8s. A allows individuals to build their profiles:
(a) Mobile system ' (b) Communication system
{c) Social network site (d) Network
@87.  Which of the following is the features of social network site?

(a) Send e-mail to each other . (b) it has given rise to social depression

(c) Data may not be recovered {d) None of the above
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{068, Which of the following is the practical use of social networking sites?

{a) Business networking {b) Radio shows, '

{c) Television programs {d) None of the above

Which of the following is the practical use of social networking sites?

{c) Blog ‘ (d) None of the above

(2) Parsona! interests (o)) Business networking
{(c) Entertainment (d) Al of the above |

76, Which of the following is least likely to be an advantage of using the social networking websites?
(a) it heipsin establishing link with others
(b) it helps students in interacting with each other.
(c} Ht helps members of the sites to develop contacts with entrepreneurs
(d) None of the above .

@71, Which of the following is least \ikel'y to be a disadvantage of using the sogial networking websites?

(a) Students gst addicted to it ' (b) It creates an imaginary world
() Online harassment is pretly common (d) None of the above

Q72.  The term blog is derived from the words:
(a) B log (b) Web log
{c} W log (d) All of the above

Q73 are web based journals:
(a) e-journals ' ' ' ~ (b)  Blog
{c) Twitter _ {d) All of the above

Q74. is defined as the act of posting content on é‘blog or posting comments on someone else's
blog:
(a) E-journal {b) Blog
(c) Twitter (d) All of the above

Q75.  Since blogging has become & phenomenon amongst web users for personal and
business activities: V
(2) 1888 (by - 2010
(c} 1890 _ _ {(d) 2005

Q7 6. is widely used by individuals or groups to maintain a record of opinions, pictures and
irterests: t
(2) Twitter ' {b) internet
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G77.  Eniries are normally shown in reverse - chrenological order on:

(a) Social networking websites (b) Blogs

{c) Twitter (d) None of the above

@78.  Which of the fallowing is a practical use of Biog?

(a) A blog is used to record data and findings of an experiment or research results.
(b) Ablog is used just as a journal / diary to record. one's experiences, thoughts and opinions.
{(c) Botha &b ’

(d) None of the above

@78, Which of the following is least likely to be a feature of a blog?

{(2) Content is regularly updated.

{b) It is very easy to add new content

(c) Contents generally are listed in chronological order with recent post on icn.
{d) None of the above

Q80.  Which of the following allows the audience to leave comments that indeed can be regarded as a great

-way 1o build relaticnships with the visitors of the sites?

(a) Blog ’ {b) Twitter

{c) Websites (d) None of the above
281, liis very easy (o add new content on a blog i.e:

{2} Click on new post (b) Click on add content

{c) Click on publish {d) All of the above

&3
&0
o]

Yhich of the following is least likely to be an advantage of blog?

aj It is normally regularly updated and are great learning experience.
) It satisfies the need to express one's feelings, it is a fun for everyone.
it allows to interact with people and get their feedback and that ioo &t no or very ittle cost.

)
d) Mone of the abovs

Q83.  Which of the following is an advantage of blog?

(a) Itis normally regularly updated and are great learning experience.

(b) It satisfies the need to express one's feelings, it is a fun for avervone. ) ‘
{c) It allows to interact with people and get their feedback and that too at no or very little cost.

() All of the above

084. The act of writing a post for a blog is called:

(a) Blogging _ _ {b) Blogger
(c) Biogosphere ' (d) All of the above
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Q8s.

Q87.

5 (88,

Qo1.

Q9z.

Qo3.

Q88s.

A person who writes content for a blog'is called:

(a) Blogging e ' (b) Blogger
(c) Blogosphere o C(d) All of the above

The online community of blogs and bloggers is:c"aned:

(a) Blogging B () Blogger
(c) *" Blogosphere 7 7 7{d)y + Allof the above

Which of the following is the'type of Blogs?

{(a) Personal blogs : ' (b} Bygenre

(c) By device “{d) All of the above

Which of the following is least likely to be a type of Blogs? '
(a) Parsonal blogs ) (b) By genre

(c) By device (d) ‘None of the above

is an on-going diary or personal journal written by an individual and is the traditional and most
common form cf 2 blog:

{a) Personal blog (b) By genre
) By device = : (d) Corporate and organizational blog
can be internal or external to an either organization:
{(a) Parsonal blogs ’ (b) Corporate and organizational blogs
{c) By genre S : () By device
blog is chiefly textual, whereas some focus on art, photograph, videos, music etc.

&) Personal e : (b) Corporate organizational
{c) By genrs T : ’ H{d) ‘By device

RRTCRREE

that features very short posts:

Another important type of blogging is

{a) Persbnal biog. (b) Corporate and organizatiohal blo'g N

{c) Micro blogging (d)‘ By device blog

Sometimes blogs are defined on the basis of the type of that is used to create it:
=i(a)y 7 "Corporation ~ (b) -+ -Organization

(c) Company (d) Device

A blog written by a mobile device can be referred to as a

(a) Mob —log (b) Micro-blog
{c Macro - blog S (d) Online blog

e el
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Q95. is a method of publishing files to the inteérnet, this activity allows users to get subscribed
to feed and receive new files automatically by:subscription that usually covers no cost:
(a) Blogging (b} Podcasting
(c) Video blogging (d) Mob-logging

Q%6. Which of the followingis the feature of podcast?

(a) It can be downloaded from internet.
(b) its content is regularly updated. o
(c) its content is listed in chronological order.

(d) None of the above

Qe7. A is @ media file that can be downloaded from internet:
(a) Blog (b) Podcast ‘
{c) Twitter ' (d) None of the above

Q88.  Which of the following is least likely be a practical use of podcasting?

(a) Radio shows (b) Television programs
(c) Delivering lectures : (d) MNone of the above
88, can be extremely useful in such instances where the guest speakers who are invited for some

event and remain unable to come for any reason:

(a) Blog (b) Podcast
(c) Twitter () Discussion board
Q-i00. is especially useful if the students missed the class or are registered with some

distance learning of a course:

(a) Blog (b) Twitter

(c) Podcast ' ' (d) Discussion Board

2

Q101. Which of the following is an advantage of podcast?

(a) Accessibility issues - (b) Easy reach
(c) Real-lime communication™ (d) Compatibility
@102, The automatic subscription féature of serves as & key benefii to ensure that

subscribers receive the latest files without having to visit each time o check if there have been

updates lately:

(a) Blog A ‘ (b) Podcast

(c) Twitter (d) Discussion board
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Q103. Which of the fnllowing is the disadvantage of podcast?

| Q104
Q105.

Q108.

Q107.

: Q108.

Q109.

,a)

{a)
(2

(c)

e 2y
~—

Aooessibility issues (b) Productivity issues

Botha &b (d) None of the above

8]

logs {b) Twitters

Podcasts , (d) Discussion boards

Which of the following is the type of discussion board?

(@

(c)

Moderated (b) Un-moderated
Botha+b , (d) None of the above

is a type of discussion board where an administrator makes it sure that the

discussion stays on topic and adapts to netiguette rules:

(@)
(c)

In un-moderated discussion boards no

targetl:

(a)
(c)

(o

Un-moderata

(b)Y - Moderated
Bulletin , (d) All of the above

is found who may allow discussion to stay on

Adminisirator ' (b) Chat group

Discussion group v (d) Online group

Which of the foliowing is least likely to be the feature of discussion board?

(a)

(d)

There is no limit on the overall number of members, messages, threads, messages topics, or
replies.

Members can attach pictures, photographs, presentations etc and upload them.

Certain messages always appear at the top of discussion boards, regardless of chronological

order or any cther sorting scheme.

None of the above

Which of the following is least likely be the an advantage of discussion board?

(
(b)
(c)

(d)

Ability to express and see differing views and opinions on a diverse range of topics.
Freedom of speech can be exercised and people can write in any form they want.
Owing to continuous posting, users improve their writing skills and habits and become more

alert, responsive and well-informed of others' ideas.

None of the above

o sprds s
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Q110. Which of the following is the feaiure of discussion board?

(a) There is no limit on the overall number of members, messages, threads, messages topics, or
replies.

(b) Members can ‘attach pictures, photographs, presentations etc and upload them.

(c) Certain messages always appear at the top of discussion boards, regardless of chronological

order or any other sorting scheme.
(d) All of the above

Q111. Which of the fallowing is an advantage of discussion board?

(a) Ability to express and see differing views and opinions on a diverse range of topics:-
(b} Freedom of speech can be exercised and people can write in any form they want.
(c) Owing to continuous posting, users improve their writing skills and habits and become more

alert, responsive and well-informed of others ideas.
(d) All of the above.

Q112. Which of the following is the disadvantage of discussion board?

{a) Opens you up to hackers, spammers and predators.

S

(b) Posis may not be reliable, and instead of helping clear up questions, they can bring up more
guestions.
(c) Creating a successful forum is strenuous because the forum master must present all the

issues for discussion on a continuous basis for months and the topics have o be siimulating
and interesting so that people start commenting over it.
(d) All of the above

2113, Which of the following is least likely to be a disadvantage of discussion board?

(a) Opens you up to hackers, spammers and predators.
(

D) Posts may not be reliable, and instead of helping clear up questions, they can bring up more
questions. ‘ '
(c) Creating a successful forum is strenuous because the forum master must present all the.

issues for discussion on.a continuous basis for months and the topics have to be stimula’tihg
and interesting so that people start commenting over it.
{d) None of the above

Q114.. Which of the following are features of text messaging?

a) ltis a communication over phone.

(a)

(b) These messages are sent using phone numbers over a mobile network.
(c) ltis not a free service.
(d)

d) All of the above



“Chapter - 9 ELECTRONIC COMMUNICATION (122)

Q115. Which of the following is least likely to be a feature of text message?

Itis 2 communication over phone.

)
(b) These messages are sent using phone numbers over a mobile network.

L.

It is not a free service.

-

Which of the following is least likely to be an advantage of text message?

(a) You can send quick message easily.

(c

{b) You can save texts.
} Fairty cheapar than many other communication.
)
-

None of the ghova

/‘\

Q117. Which of the following is an advantage of text message?

(a) You can send quick message easily.
{b) You can save texis.

{c) Fairl ty cheaper than many other communication.
(d) All of the above

Q118 Which of ths following is a disadvantage of text message?

(a) ‘ Long texis cost more money than a short text.

(b) Sometimes others messages might go unheard and might get deleted mistakenly.
{c) irritating messagas may not be avoided.

{d) All of the above

Q118. Which of the following is least hkely to be disadvantages of text message?

(a) Long texts cost more money than a short text.
{b) Sometimes others messages might go unheard and mlght get deleted mistakenly.
(c) irritating messages may not be avoided. '
(d) None of the above.
0120, is termed as real time communication to other network users around the world:
{a) Long {ext message (B) Short text message
y {c) Chzi/ instant message (d) Podcasting

Q121. Which of the following is the feature of chat / instant message?

(a) instant messages are sent using a program or application using internet and if the recipient is

also logged in to that application the message and exchange of messages are instant.

(B it faciiitates real time communication and is normally free or involves too little cost.

(c) Both 'a’ &b’

o
[a N
—

Nore of the above '
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0122, Which of the following is an advantage of chat /-instant message”?
(a) Cost savings ~ (b) Real time communication
(c) Botha &b _ {(d) None of the above

Q123. Unlike instant messaging offers real time communication between users:
{(a) Text messaging (b) g-mail
(c) - Post casting o A{d) All of the above

0124. Which of the following is least likely be a disadvantage of chat { instant messaging”?
) Sensitive information {b) Compatibility |
(c) Distraction (d) None of the above

Q125. Which of the following is a disadvantage of chat / instant messaging:
(va) Leaking of sensitive information (b)ww: r?compauonu/ '
(c) Distraction (dy  All of the above

0126. To send same email simultaneously to several People we haye to click on the bution labelled:
(a) Send %) “cc”
(cy  “bec” (d) o

0427. To send copies of email to some people without letting others know we have to dick on the bution
labelled: ’ '
(@)  Send ) e
(c) "bee” (d) "o

Q128. An unauthorized access {0 ybur computer or network is-called:
{(a) Virus C {b) Hacking
(c) Theft . : (d) Offence

Q129. Software which prevents “hacking” is called:
(2) Security code ' : (D) Security wall
(c) Fire codé (d) Fire wall

Q130.

The highly cost effective system of sending any massage is: - -
(a) Surface mail o _ {b) E—=mail-~

(c) Telex (d) Texi massage {SMS)

3
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Q13z.

W)
e
&
&

£
by
)
R

Q138

T Q13s..

{2) Personally

| It

The term used for emails regarding advertisements which you do not want is:

(2)  Virus (b)  Filter

{c) Spam ) (6) Password

i

The program which prevents the computer from working properly is called:
{a) Spam {b) Virus
e Fire wall {d) Filter

An e-mail attachment can harm the computer if it contains:

1

{(a) Smg!l gata A (b) Many folders

FIIRY

ic; Large folder (d) Virus

An e — mail term meaning to insult, provoke or comment too much about something that is irrelevant

152

{ ey

™

Blaming (b) Teasing

m
o
[03]
)
D
=

(d) Flaming

Holding routine meetings, negotiating business deals and interviewing job candidate are the uses of:

(=2} Yideo conferencing (b) Telecommuting
{c) Facsimile ' (d) Internet

=i

clectronic office refers to the use of;

{a) Writtan means of communication (b) Oral means of communication

(<) zlectronic means of communication (d) None of the above

. Video conference is an exchange between people in which they interact:

thy S (b) Electronically

{c) Telephonically (d) Via fax

A system of sending message via computer and internal network is famously known as:

1
{a) Video conference (b) Multimedia

{c) Email (d) None of the above
The vast growing global networks of computer networks with no central management or ownership is
called: ' '

{

[

1) intranst ’ . (b) Extranet

{c) Internet (d) Multimedia
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G140, §ntemal network that uses internet technology and is accessible only o employses is caliad:
(a) Extransat » (b) Intranet

{c) Facsirnile (d) Telex

Q144. The employees of different branchss of any organization can share each other's ideas &ffectively :

through:
(a) Telecommuting (b) Video conferencing
(c) E - mail (d) Facsimile
Qi42. Video conferencing interviews are: H
(al) Used mostlyin first interviews
(b} Not used often
{c) . More expensive because of the equipment
(d) Cost effective for employers when inferviewing out of town candidates

143, Which of the following are parts of an € — mail header?
(@) To (b)  From
(c) Subject (d) All of the above

Q1i44. Which of the following ars the ways in which email privacy can be compromised?

(a) Forwarding email without the authors consent
{b) Deleted messages can live on in backup file
() Everyona in the mailing list receives a copy

| {d) All of the above
D145, Which of the following is a guideline for writing and using email?
(a) indent paragraphs - (b) Keep it short
(c) End without a signature block (d) Do ndt write a clear explicit subject line

Q146. Guidelines that address global users with email are:

’

(&) Convey respect for your recipient
{b) Write simple, short sentences thatare easy to translate
{c) Avoid humor, idioms and slang :

(s} All of the above

B
W
k3
EY
¥
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G147. Foliowing is not an appropriate purpose for workplace email:
(a) Updating team members on a project  (b) Requesting a raise in salary
|
. . l
; {c) - Scheduling a meeting (&) Sending simple memaos }

Which of the following is a limitation of E — mail?

(a) it is highly cost effective (b) it can be retained and retrieved readily

{~\

iy It can transmit a lot of junk mall (d) It can be edited

Which of the following statements about email is not true?

(a) Emails are highly cost effective

o) Emails leave an electronic paper trial

{c) Email privacy cannot be compromised .
(d)

Email is useful for people working in different time zones

Q150. Which of the following is the corract form of an e — mail address?

(2) imaran0i.hotmail.com ' (b) Hotmail.com@imranQ1

(¢)  imrandi@com.hotmial. {d) imran01@hotmial.com

. |
Q151. Which of the following statements about video conferencing is NOT true?

{a) Participants should wait for their time to speak
G Speak loudly and clearly
{c) Dress for the occasion
(d) Social exchanges are maximum
Q1582. Which strategy does not ensure successful video conferences?
(a) Providing an agenda (b) Scheduling sessions in advance d
(c) Start on time ) (d) Setting no time limits

Q153. The benefits of video conferencing inciude

7

{a) Can improve work guality (b) - Reduce costs

{c) Increase productivity (d) All of the above

© Q154. Which of the following is NOT a video conferencing etiquette?

{a) Intreducing ever one

(b) Talking to other local participants

{c) Connecting

() and testing prior to the scheduled time

(=} Speaking toudly
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Q155. When sending an e — mall, the line describes the contents about the m essage:
() To (b) Contents
(c) Subject (d) cc
| Q188. If 2 user wants to send a copy of an e — mail message to a friend he/she will click on the bution:
(a) New (b) Forward
(c) Group reply (d) Sender only reply
Q1i587. A user can set rules for incoming mai{‘through an emaii filtering system, except for which of the
following:
(a) Subject conient (b) Names within the “to and from”
(c) Virus acceptance level (d) Specific words in the body
Q158. There is an automatic system in most of the programmes tc complete the following two paﬁs in ar;
email:
(a) From : and date: ’ - (b) From : and to:
(c) From : and body: (d) Form : and subject:
Q188. A message sent through email is automaﬁoally deleted if it is more than:
{a) 10 MB | {b) 15 MB
(c) 25 MB ‘ . (d) 35 MB
Q180. 'In e-mail, use of letters should be done sparingly:
(&) Small: | (b)  Capital
{c) Medium {d) All of the above .
Q161. Most email systems S\;xpport the use of folders to help you manage and file your emails. Ths concept
similar to: .
(a) Website hosting (b) Window explorer |
{c) E-library (d) Web sefvice
Q162. Inbox, Sent, Junk, Deleted and Drafts are examples of:
(a) Standard folders (b) Personalised folders
{c) Weblog (d) Web service
Q183. Client matters, suppliers, IT issues, corporate communications, urgent, and perscnal icons are

examples of:

(a) Standard folders ' (b) Personalised folders
(

c) Spasm Folders ' (d) All of the above
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Q484. Which of the following is the benefit of email?

(a) ‘Email overioad (b) Spam

(e} Low cost _ (d) All of the above

185, Spam is one of the:

(a) Benefit of email (b) Limitation of email

{c) Exampie of email (d) Type of email
2168, Emails may carry viruses which:

(a) Cause diseases _ (b) Are early to deal
{c) Are harmless i (d) Spread rapidly

2167, Emall, face o facs convarsation, letter, memo, phone call and video conference are:

, (a) Quicker communication sources (b) Different channels of communication

{c) Slow channels of communication (d) None of the above

182. A system used by n2ople in different physical locations to hold a meeting is called:

{a) (b) IT system
e} (d) Video conferencing
(189, E-commerce web hosting describes when an : has been added to one of the above
types of web hosting io protect customers when paying for goods:
(a) e-mail (b) (T
{c) FTP (d) SSL
2170, SSL ceriificates in Scommerce stand for:

(2) Secure sockat layer L (b) Secure software layer

{c) Secure system layer . (d) Secure standard layer

©174. File and image hosting is technically web hosting in that customers' websites are not hosted by the file
and image hosi:

{a) Like (b) Not
{c) Simitar to {d) More than
172, Anintranet is similar fo the internet except that it is to a company:
{2) External ‘ : (b) Internal
{c) Both external and internal (d) None of the above
2173. Emails are computer files stored on an server:
{(2) Office 7 (b) Web

{c) email ' ’ (d) File
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@174. A user can view the same email account from their smart phone as well as their laptop computer. This

Q17s.

Q1176.

- Q177.

- Q178.

0179,

Q180.

Q181

is an example of:

(a) Clustered hosting : (b) Web hosting

(c) Corporate communications (d) Synchronizing email

Most email applications either automatically refresh the local contents of the mailbox or alternatively

have a simple "refresh email” or button that can be used to refresh the mailbox:
(a) “Send/Receive” (b) “Format text”

(c) “Review” (d) “Forward”

Some systems also include which quarantine what appear to be unwanted spam emails:
() Programs (b) Buttons

(c) Spasm filters : {d) Suppliers

In email system, client matters, urgent and IT issues are called:

(a) General folders {b) Hidden folders

(c) Word folders B (+)) Personalized folders

The email system will normally include some standard folders. Which of the following is niot a sian_dardj
folder?

i

(a) Junk {(b) Deleted

{c) Drafts () None of the above

Which of the following is not a benefit of email:

(a) Low cost ]

(D) Electronic signatures may not be legally binding in some jurisdiction
() Good for environment

(d) Recipients can access emaiis any where

Which of the following is NOT a benefit of video conferencing?

{a) Improved hiring process

(b) Facilitation in working at home

{c) Reliance on stable communication links
{d) All of the above

What is meant by e-mail overload?

(a) Sending large amount of e-mails ‘ '
(b) Including non-relevant recipients in e-mails
(e Overloading the network through sending large attachments

(d

~——

All of the above
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Q183

N
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Q187.

The term ‘spam’ denotes

{(a) Unwanted advertisement e-mails (b) E-mails containing viruses

(c) Network error during senging s-mail (d) All of the above

Which of the following is suitable to use when retention of record is necessary?

.

a) E-mail (b)Y  Phonecall
{ch

Face-to-face conversation (d) Ali of the above

-~

Standard folder(s) in email system can be:

{a) Junk - {b) Drafis

(c) inbox ' (d) All of the above

What is meant by synchronizing e-mail?

{a) Moving mail from server to different devices
(b) Copying mail from servér to different devices
(c) All of the above

{(d) None of the above

What does a web browser do when you access your e-mail?

(a) It makes a copy of the e-mail from server and displays it
(b) It lets you access the mail directly on server

{c) Both of the above fur_lctions

(d) None of the above

Which of the following webhosting types can be used as e-commerce web hosting?
(a) Clustered (b) Reseller

(c) Dedicated (d) All of the above
in a managed colocation web hosting environment, the web host provides:

{(a) An IT department _ (b) An IT department and security measures

{c) An accounting department {d) ~ .None of the above

Up-time stands for: -

{a) The period when a website is available .
(o) The period when a website unavailable due to problems
(c} Total time when 2 website is available and unavailable

(d) None of the above
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(131
180, Up-timeis common'[y measured in
(a) = Minutes (b} Seconds
(c) Nines ) (d) Fives
Q191. Key considerations when selecting a web host would least likely include which of the following?
(a) VHF compatibility (b) Bandwidth
(c) Number of domains required (d) Up-time percentage
Q192. Factor(s) to consider when selecting the web hosting service can be:
(a) Down-time percentage )} Storage space and bandwidth on offer
(c) Technical support () All of the above
Q183. Which of the following statements regarding ‘world wide web' is incorrect?
(&) It is a global collection of documents and images stored at millions of database
o) Internet is a sub-set of world wide web -
(c) Documents, images and resources on world wide web are interrelated by hyperlinks .
{d) Web browser sofiware is used to access the world wide web
Q194. Before forwarding an email, one should:
(a) Review the contents o ensure there's nothing confidential that should not'be forwarded
(b) Ensure that email being replied is impartant for all recipients
(c) Ensure that reply is sent {o all addresses mentioned in the received email
(d) All of the above
Q185. Use of Internet depends upon application of:

(a) World Wide Web {b) Server
(c) Both (a) and (b) (d) None of the above
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