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PRESENTATION SKILLS

Paper: 502 12
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Betore amsiverimyg the questions, candidates showdd ensure that they
loe Deenr supplied the correet and complete: question: paper. No

comiplatnt i thes regard, will e entertained after examination.

Note : Section-A s compulsory. .-’\tlumpt any fmu'
questions from Section-B by wlvcling one question

tram cach Unit. Bach question carries equal marks
SECTION - A

1. () Verbal communication 2x8=16
(b)) Listening process

(¢} Notice writing,

() Meaning of voice modulation
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UNIT - lI

Discuss types, structure and layout of business Jetter ir

. )
detail. 16
Write note on : 8,2=16
(1) Wntng Memo

(u) Essentials for effective notice writing
UNIT -1V

Draft a notice for agenda of a meeting will be held in
future including all the essentials elements of effective
writing skills. 16



