www.virtualinspire.com

FINALTERM  EXAMINATION 

ENG301- Business Communication 
Question No: 1    ( Marks: 1 )    - Please choose one
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 What is CD-Rom database?
       ► It is used to put information in a form that is easy to digest
       ►   It is used to play computer disk

       ►   It is a tool used during the high level meetings
       ►  It is a tool to download songs
Question No: 2    ( Marks: 1 )    - Please choose one
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 While writing the refusal letter, in what way the company should express its point of view ?

       ► Positive way  

       ► Negative way

       ► Neutral way 

       ►  Different way
Question No: 3    ( Marks: 1 )    - Please choose one
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 Which writing style characterizes memos? 

       ► Informal

       ► Formal

       ► Impersonal tone

       ► Neutral

Question No: 4    ( Marks: 1 )    - Please choose one
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 Circular letters are used: 

       ► To send information to a group of company. 

       ► To send the same information to a number of people.

       ► To communicate other company.

       ►  To send information inside of a company

Question No: 5    ( Marks: 1 )    - Please choose one
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 A standing committee is one that operates permanently: 

       ► Month after month 

       ► Week after week 
       ► Year after year 
       ► After six months
Question No: 6    ( Marks: 1 )    - Please choose one
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 What is the purpose of writing a follow-up letter to an organization?
       ► To show your interest in working for the organization.
       ► To decline the offer of the organization.
       ► To ask for information.
       ► To represent organization’s attitude
Question No: 7    ( Marks: 1 )    - Please choose one
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 An applicant should show interest in the job during the which stage?
       ► Screening stage
       ► Selection stage
       ► Final stage
       ► First stage
Question No: 8    ( 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
       ► Casual interview
Question No: 9    ( Marks: 1 )    - Please choose one
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 BATNA stands for :

       ► Better acknowledged to narrative agreement.
       ► Best approach to a non related assignment.
       ► Best alternative to a negotiated agreement
       ► Best approach to a narrative agreement
Question No: 10    ( Marks: 1 )    - Please choose one
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 The--------------- section of a thesis explains the reasons for doing the research, and indicates why the research is important, valuable or significant.

       ► Introduction
       ► Background
       ► Conclusion
       ► Centre
Question No: 11    ( Marks: 1 )    - Please choose one
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 A thesis ----------------is a sentence that clearly and concisely indicates the subject of your paper and the main points you will discuss.

       ► Question
       ► Statement
       ► Conclusion
       ► Quote
Question No: 12    ( Marks: 1 )    - Please choose one
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 If a study uses language such as naturalistic, field study, case study, context, situational, constructivism, meaning, multiple realities, it has used a ----------------.

       ► Formal perspective
       ► Qualitative perspective
       ► Informal perspective
       ► Quantitative perspective
Question No: 13    ( Marks: 1 )    - Please choose one
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 The four basic purposes for giving a presentation are to inform, to persuade, to motivate, and which thing is missing?

       ► To entertain
       ► To instruct
       ► To have a good interaction
       ► To talk to others
Question No: 14    ( 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
       ► Marketing
       ► Communication
       ► Americanism
Question No: 15    ( Marks: 1 )    - Please choose one
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 A machine scans a printed page, converts it to a signal, and transmits the signal over a telephone line to a receiving machine. Although they have been available for many years, until recently they were slow and expensive. 

These are called:

       ► Groupware 
       ► Teleconferencing
       ► Faxes
       ► Voice Mail 
Question No: 16    ( Marks: 1 )    - Please choose one
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 AGM stands for: 

       ► A Great MeetingAnnual 

       ► Annual General Meeting
       ► All Group Members
       ► Annual body of members
Question No: 17    ( Marks: 1 )    - Please choose one
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 In which situation do we write acknowledging an order letter?

       ► Welcome the customer
       ► Discourage the customer

       ► Apologize

       ► Sympathies

Question No: 18    ( Marks: 1 )    - Please choose one
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  Which communication involves one speaker and audience?

       ► Person-to-group      
       ► Group-to-group     
       ► Individuals-to-individual       
       ► People-to-people
Question No: 19    ( Marks: 1 )    - Please choose one
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 Collection letter should be:

       ► Emotional
       ► Persuasive
       ► Demanding
       ► Critical
Question No: 20    ( Marks: 1 )    - Please choose one
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 Minutes, which tell more of the story of what happened and who said what at a meeting are:

       ► Resolution minutes 
       ► Narrative minutes 
       ► Informal minutes 
       ► Formal minutes
Question No: 21    ( Marks: 2 ) 
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 Mention key points of solicited application letter.

Question No: 22    ( Marks: 2 ) 
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 How does changing the workplace affect a job?
Question No: 23    ( Marks: 2 ) 
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 In thesis writing what is meant by “be inclusive with your thinking”?

Question No: 24    ( Marks: 3 ) 
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 What are lose-win strategies in negotiation?

Question No: 25    ( Marks: 3 ) 
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 Write a note on progress report.

Question No: 26    ( Marks: 3 ) 
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 What is the difference between CV and resume?
Question No: 27    ( Marks: 5 ) 
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 Write notes on the following and explain it with examples.

1-Personal non-verbal communication 2- Universal non-verbal communication

Question No: 28    ( Marks: 5 ) 
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 What are the three main parts of an oral presentation and how would you prepare them? Discuss.

Question No: 29    ( Marks: 5 ) 
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 Write down the steps to plan a report.

Question No: 30    ( Marks: 5 ) 
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 Describe briefly any five types of quantitative research.
