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» KEEPING MOBILE PHONE/ELECTRONIC DEVICES EVEN IN "OFF’ POSITION IS TREATED AS EXAM MALPRACTICE
» DON'T WRITE ANYTHING ON THE QUESTION PAPER

Answer any TEN Questions
(10 X 10 = 100 Marks)

1. Explain in detail the principles of communication

2. Discuss in detail the features of effective communication
Rewrite the following sentences, correcting the errors:

b o

a) If Reshma were an administrator, she will not take such decisions.
b) Either the volunteers or the leader have to shoulder responsibility for the
damage of property in the office during the strike.
c) Had the scholar not completed his PhD on time, he cannot get the job in
the UK.
d) Riyaz, on the advice of his doctors, are taking rest now.
e) The number of participants during the two-day literature festival were
240.
f) Next week by this time, the team will complete the project.
g) John will fly from country to country, were he rich.
h) Neither the labourers nor the union leader were found guilty in the case.
i) The interview for the candidates is scheduled to be conducted between 10
am to 4 pm next week.
j) The MD says that some of the problems still remain unsolved.

4.  Assume that you are a PhD degree holder in Mechanical Engineering and that you
wish to apply for the post of faculty in the Dept. of Mechanical Engineering at
Seilon Institute of Technology, Chennai. Draft a resume.

5.  Asa lab incharge you purchased some equipment for your Computer Science Lab.
After the purchase you could notice some defects in the equipment. Write a letter
of complaint addressed to M/S Philo Computers Ltd, Mumbai, mentioning the
defects that you observed, and requesting replacement of the same.

6. Describe the process of creating an e-mail account.
7 Summarize the following passage and give a suitable title:

A good administrator treats all people with respect, and does not have his own
likes and dislikes. He makes decisions about an employee based on job
performance and not on the basis of his own opinions, likes and dislikes. He
handles each problem with objectivity and does not allow personal feelings to
dictate any course of action. When a situation requires discipline, he ensures that
the action taken is consistent with similar cases, so that no one can accuse him.

An effective administrator is able to motivate staff to perform beyond company
standards. To achieve this goal, a good administrator must know the strengths
and weaknesses of employees. He must praise an employee and give recognition
when an assignment or project is executed well and find tactful ways to bolster










