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FINALTERM  EXAMINATION 

ENG301- Business Communication (Session - 3) 

Question No: 1    ( Marks: 1 )    - Please choose one
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 As good-news plan is similar to direct-request plan, so is persuasive plan to----------- plan.

       ►  good news
       ►  bad news
       ► pleasant news
       ► moderate news

Reference : Page # 67 Basic Organizational Plans
Question No: 2    ( Marks: 1 )    - Please choose one
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 Unsolicited letters are written on ADIA plan which is  --------- step approach.

       ► five 

       ► two 

       ► four  Reference : Page # 161
       ► one
Question No: 3    ( Marks: 1 )    - Please choose one
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In circular letters personal interest is created by using the word -----------------.

       ► you                    Reference : Page # 115
       ► our customers 
       ► everybody 
       ► dear customers
Question No: 4    ( Marks: 1 )    - Please choose one
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  --------------- is a group of people who are appointed to solve a specific problem.

       ► A standing committee 
       ► A committee 
       ► A task force        Reference : Page # 117
       ► A help desk
Question No: 5    ( Marks: 1 )    - Please choose one
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 A ------------------is a cross between interoffice memo and a formal report.

       ► memo report           Reference : Page # 125
       ► analytical  memo report
       ►  informational memorandum report 
       ► feasibility report
Question No: 6    ( Marks: 1 )    - Please choose one
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 -----------are routine reports prepared at regular time interval-daily, weekly, monthly quarterly or annually.

       ► Periodic reports        Reference : Page # 126
       ► Formal reports 
       ► Progress reports 
       ► Conference reports 
Question No: 7    ( Marks: 1 )    - Please choose one
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 ------------------- reports are usually short messages with natural, casual use of language.

       ► Conference
       ► Periodic 
       ► Informal                  Reference : Page # 124
       ► Formal 
Question No: 8    ( Marks: 1 )    - Please choose one
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 Letter reports are of ----------- types:
       ► four
       ► two                     Reference : Page # 127
       ► three
       ► five
Question No: 9    ( Marks: 1 )    - Please choose one
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 Which approach is the most common way to organize a resume?
       ► Functional
       ► Chronological             Reference : Page # 151
       ► Analytical
       ► Job oriented
Question No: 10    ( Marks: 1 )    - Please choose one
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  Personal space varies according to: 

       ► Situation
       ► Culture, status                 Reference : Page # 17
       ► Medium
       ► Channel
Question No: 11    ( Marks: 1 )    - Please choose one
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 Which type of interview is less formal and unstructured?                                                                                                                                                                                                                                                                                                                                                                                                                                               

Casual interview
       ► Situational Interview
       ► Structured Interview
       ► Opening-ended interview           Reference : Page # 168
       ► Casual interview
Question No: 12    ( Marks: 1 )    - Please choose one

[image: image12.wmf] 

 BATNA stands for :

       ► Better acknowledged to narrative agreement.
       ► Best approach to a non related assignment.
       ► Best alternative to a negotiated agreement   Reference : Page # 191  
       ► Best approach to a narrative agreement
Question No: 13    ( Marks: 1 )    - Please choose one

[image: image13.wmf] 

 --------------- is a negotiation method that involves people cooperating to produce a solution satisfactory to both parties.

       ► Collaboration           Reference : Page # 191  
       ► Competition
       ► Compromise
       ► Cooperation
Question No: 14    ( Marks: 1 )    - Please choose one
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 Which is an active process of receiving aural stimulus?

       ► Listening                   Reference : Page # 192  
       ► Thinking
       ► Talking
       ► Silence
Question No: 15    ( Marks: 1 )    - Please choose one
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 Proposal should be written in a :

       ► Future tense.
       ► Past tense         Reference : Page # 196 
       ► Present tense
       ► Present continuous
Question No: 16    ( Marks: 1 )    - Please choose one
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 Evaluation studies are usually described as either------------------ or summative.

       ► Formative        Reference : Page # 207
       ► Informative
       ► Experimental
       ► Analytical
Question No: 17    ( Marks: 1 )    - Please choose one
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 A person has to follow three steps for an oral presentation which are: 1. Planning your presentation, 2. ------------------ your presentation, 3. Completing your presentation.
       ► Learning
       ► Speaking
       ► Writing                   Reference : Page # 177
       ► Listening
Question No: 18    ( Marks: 1 )    - Please choose one
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 While delivering an oral presentation to large groups, a person should use what kind of style?

       ► Casual
       ► Informal
       ► Formal                       Reference : Page # 179
       ► Interpersonal 
Question No: 19    ( Marks: 1 )    - Please choose one
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 What is a delivery method of oral presentation in which speech is made without any preparation or made on the spur of the moment?

       ► Extemporaneous
       ► Impromptu                     Reference : Page # 181
       ► Reading  
       ► Writing
Question No: 20    ( Marks: 1 )    - Please choose one
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 APA style requires authors to use past tense or ------------------when using signal phrases to describe earlier research.

       ► Present perfect tense            Reference : Page # 213
       ► Past perfect tense 
       ► Future perfect tense
       ► Only continuous tense
Question No: 21    ( Marks: 1 )    - Please choose one
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 It means that for a Company to survive, it must establish markets not only in its own country but also in many foreign countries. Thus employees must understand other cultures as well as their own country’s ethnic diversity.

Match this statement with one of the following concepts:

       ► Globalization                             Reference : Page # 33
       ► Marketing
       ► Communication
       ► Americanism
Question No: 22    ( Marks: 1 )    - Please choose one
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Which one is the aspect of life styles of the country?

       ► Position of the family

       ► Social and economic levels
       ► Business hours
       ► All the above                           Reference : Page # 33
Question No: 23    ( Marks: 1 )    - Please choose one

[image: image23.wmf] 

  All seven C’s can be applied to:

       ►  Oral communication
       ►  Written and non verbal communication
       ►  Oral and  verbal communication
       ► Effective business communication       Reference : Page # 42
Question No: 24    ( Marks: 1 )    - Please choose one
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 The form of communication used most of the time for written messages to persons inside your organization is called:

       ► Memorandom              Reference : Page # 11
       ► Business letter  
       ► Pamphlet    
       ► Adjustment letter 
Question No: 25    ( Marks: 1 )    - Please choose one
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How unnecessary repetition should be treated for successful business message?

       ► adopted
       ► avoided                       Reference : Page # 25
       ► adapted
       ► submitted
Question No: 26    ( Marks: 1 )    - Please choose one
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 Claim letter is also called:
       ► Complaint letter            Reference : Page # 90
       ► Adjustment letter
       ► Credit refusing letter
       ► Collection letter
Question No: 27    ( Marks: 1 )    - Please choose one
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 Complaint letter should be called----------------.

       ► persuasive letter
       ► claim letter                   Reference : Page # 90
       ► inquiry letter
       ► sales letter
Question No: 28    ( Marks: 1 )    - Please choose one
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 In letter refusing adjustment, the point of view of a reader should be-------------.

       ► opposed
       ► ignored
       ► supported                  Reference : Page # 94
       ► refused
Question No: 29    ( Marks: 1 )    - Please choose one
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 Collection letter should be written with the assumption that most people will:

       ► Pay                             Reference : Page # 101
       ► Not pay
       ►  Delay
       ►  Ignore
Question No: 30    ( Marks: 1 )    - Please choose one
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 While drafting a letter which thing should we ignore?

       ► Be Specific.

       ► Avoid general objectives.

       ► Be as clear as possible about the kind of opportunity and industry you’re looking for.
       ► We can talk in a difficult language          Reference: Page # 160
Question No: 31    ( Marks: 2 ) 
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 What is case study research?    

Case Study Research

A case study is an empirical inquiry that investigates a contemporary phenomenon within its real

life context; when the boundaries between phenomenon and context are not clearly evident; and in which

multiple source of evidence are used. Qualitative perspective, concerned with exploring, describing, and

explaining a phenomenon.
Reference: Page # 207
Question No: 32    ( Marks: 2 ) 
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 What today’s employer do seek in job applicants?

• Employer Seek Who

Can adopt to new situation

Are unafraid to change

Continue to learn on the job

Are sensitive to cultural differences
Reference: Page # 148
Question No: 33    ( Marks: 2 ) 

[image: image33.wmf] 

 What is the purpose of memo?

When you wish to write to someone within your own company, you will send a memorandum. Memos areused to communicate with other employees, may be located – whether in the same office, in the samebuilding, or in a branch office many miles away.
Because the interoffice memorandum form was developed to save time, the formality of an inside

addresses, salutation, and complimentary closing is omitted. Otherwise, however, office memos and lettershave a great deal in common.    
Reference: Page # 113
Question No: 34    ( Marks: 3 ) 
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 How do we write short quotations in a thesis paper?
If you are directly quoting from a work, you will need to include the author, year of publication,

and the page number for the reference (preceded by "p."). Introduce the quotation with a signal phrase thatincludes the author's last name followed by the date of publication in parentheses

According to Jones (1998), "Students often had difficulty using APA style, especially when it was

their first time" (p. 199).

Jones (1998) found "students often had difficulty using APA style" (p. 199); what implications does

this have for teachers?

If the author is not named in a signal phrase, place the author's last name, the year of publication,

and the page number in parentheses after the quotation.

She stated, "Students often had difficulty using APA style," (Jones, 1998, p. 199), but she did not

offer an explanation as to why.
Reference: Page # 214
Question No: 35    ( Marks: 3 ) 
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 Why is it important to analyze your purpose and audience in resume writing?

Analyze your Purpose & Audience

• Study your purpose and your audience to tailor your message for maximum effect.

• Gather relevant information about you and the employer your are targeting.

• Establish a good relationship by highlighting those skills and qualifications that match each

employer.
Reference: Page # 150
Question No: 36    ( Marks: 3 ) 

[image: image36.wmf] 

 Write a note on the tone of a memorandum.

Question No: 37    ( Marks: 5 ) 
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 Write a note on five types of work place powers. 

Five types of workplace power .

• Legitimate power bases on a persons position or role in an organization.their authority and

control over resources gives them power hat is acknowledged

• Expertise power people with more skill and strength than others have to them;their colleagues

defer to them

• Reward power is exerted by someone who has control over resource desire by others.Such as

person can influence and manipulate behaviour

• Coercive power is exerted by those who use their authority or any force, emotional or physical,

against the interest of the other party

• Consultative power is exerted by someone who seeks information, considers other’s advice and

make plans with others

• They operate in any workplace, either singly or in combination. Perception of what power is and

how it should be used varies between people and organizations. Acknowledgement of, and

deference to, power depends on others’ perception.
Reference: Page # 188
Question No: 38    ( Marks: 5 ) 
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 Write a note on chronological resume.

The Chronological Resume

In a chronological resume, the work-experience section dominates, immediately after the name and address

and the objective. You develop this section by listing your jobs sequentially in reverse order, beginning with

the most recent position and working backward toward earlier jobs. Under each listing, describe your

responsibility and accomplishments, giving the most space to the most recent positions. If you’re just

graduating from college, you can vary this chronological approach by putting your educational qualifications

before your experience, thereby focusing attention on your academic credentials.

The chorological approach is the most common way to organize a resume, and many employers prefer it.

This approach has three key advantages:

(1) Employers are familiar with it & can easily find information

(2) it highlights growth and career progression

(3) it highlights employment continuity and stability

The chronological approach is especially appropriate if you have a strong employment history and

are aiming for a job that builds on your current career path.
Reference: Page # 151 ~ 152
Question No: 39    ( Marks: 10 ) 
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You are employed in a local insurance company. The personnel manager, being concerned about poor staff morale following the closure of a small nearby branch and redundancies in 2 others, has asked the office supervisor to look into the problem. Assuming that you are the office supervisor, write a memorandum to personnel manager outlining  problems and setting out proposals for raising staff morale.

Question No: 40    ( Marks: 10 ) 
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Elaborate the concept of documentation present in your course.

