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Q1. Communication is a ______________ 

  १.             ______________  

a. one way process /एक           .  

b.  two-way process/               

c. three-way process /               

d. four-way process /                

 

Q2. The term communis derived from ______________ word.  

  २. ‘क     ’       ______________                    . 

a. Greek./   क 

b. Latin /       

c. Chinese./     . 

d. English. /       

 

Q3. The information the receiver gets is called ______________ 

  3.    क                      _____________       

a.  message. /       . 

b. Output /        

c. Input /       

d. Source /     

Q4. Downward Communication is needed to ______. 

  ४. _____ क                          क    . 

a. Get the work done / क             

b. Forward employee-feedback /        क      -       

c. Report on official matters /    क                     

d. Seek and extend co-operation /   क                          

 

Q5. Upward Communication is needed to ______.  

  ५.                   क     ______ 



a. Transmit work ethics and the organisation‟s culture / क                            

       क    

b. Forward employee feedback /क                        क    

c. Tackle misinformation and suspicion arising out it/                 क           

      क        

d. Exchange official information /    क                       क   

 

Q6. Communication, wherein the management interacts with employees, invites their 

participation in decision making, creates mechanisms to address their concerns without 

comprising on its measures of control is called ______. 

  ६.       ,             क                       ,                                   

क   ,                                   क               क                        

क    ______ 

a. Vertical Communication /               

b. Horizontal Communication /              

c. Lateral Communication /     क           

d. Downward Communication /                

Q7. Our dress code is an example of _____________ communication.  

  7.           क      _____________          एक           . 

a. verbal /    क                 

b.  nonverbal /      क 

c. written /                             

d. spoken /         

 

Q8. When exchange of opinions is in a written form, it is known as _______ communication. 

  8.                                            _______                       . 

a. Written /       

b. Oral /       

c. External /     

d. Internal /         

 

Q9. Conveying a message in spoken form is known as _____ communication. . 

  9.                            _____                       . 

a.  Internal /        

b.  Written /       



c.  Oral/       

d. External /     

Q10. Physical Barriers to communication are ______. 

  १0.                  क       ______     .  

a. Time and distance. /             . 

b. Interpretation of words /                  . 

c. Denotations /      

d. Connotations /     

 

Q11. Communication barriers are;  

  १ १.                     . 

a. A receiver's response to a message /            क            . 

b. Avenues through which messages are delivered /               क           

c. Obstacles that interfere with the understanding of a message /                      

                  . 

d. The circumstances under which communication takes place /                     

                 . 

 

Q12. Which of the following is/are barriers of listening? 

  १२.        क  क      क                          ? 

a. Sluggishness /         

b. Premature evaluation /  क         क  

c. External distractions /           

d. All of these /        

 

Q13.  Identify the barriers in the following situations. . 

“I was trying to call him up but his mobile phone was out of coverage area”.  

  १३.                             . 

“        क   क          क                            क                 

    ”. 

 

a. Semantic/language barriers         /               

b. Physical/Environmental barriers       क /                 



c. Personal or socio-Psychological barriers      क  क          क-     क       

d. Cultural barriers        क       

Q14. _______ distraction occurs when the listener makes himself the central character of his 

daydreams and forgets the speaker.  

 १४. _______                   क       :                                        

             . 

 

a. Mental distraction /      क            

b. Defensive       क 

c. Semantic distraction /      क              

d. Physical distraction       क           

 

Q15. This type of listening takes place when the speaker‟s views challenge the listener‟s 

beliefs. 

 १५.                 क                                       क               

a. Defensive /       क 

b. Faking attention /         

c. Pretending to listen /  क        क क    

d. Prejudice /        

 

Q16. „My closest relation is myself‟ is said by _______. 

 १६. ‘                                       ‟    _______               . 

a. Terence /      

b. Nikki /      

c. Plutarch /     क  

d. William /       

Q17. Who are organisational stakeholders?  

  १ ७.        क       क क       ? 

a. Government   क   

b. Customers    क 

c. Employees क       

d. All of the above          

 

Q18 What is Ethics to do with?  

  १८.        क  क                   ? 



a. The wider community /    क         

b. Business /       
c. Right and wrong /              क  
d. Nothing / क         

 

 

Q19. Which of the following is an example of an area where business ethics apply?  

  १९.        क  क                                                ? 

a. Conduct of international operations /                          

b. Nowhere / क           

c. In the personal life of staff / क                 क        

d. None of the above /       क  क           

Q20. -------- highlights the main purpose of a business letter. 

   २0. -------                                 क   . 

a. Attention line /        

b. Subject /      

c. Heading /      

d. Body of the letter /               

 

Q21. Purpose of ------ is to indicate that a separate document accompanies the letter?  

  २१ .               क                        -----            . 

a. P.S /   .ए  

b. C.C./   .  . 

c. Enclosure /      क 

d. Attention line /         

 

Q22.The Open punctuation style is followed in ________   format of letter writing. 

  २२.                               ________           . 

a. The modified block /           क  

b. The complete block /         क 

c. The semi- block /    -  क 

d. The indented form /             

Q23.  An SOP is a ______ statement.  

  २३ . ए        एक ______           

a. Personal /      क 

b. Professiona /l        क 



c. Academic /      क 

d. Memo /      

 

Q24. An SOP is one tool to understand the focus and merit of a _____. 

  २४. _ ए        ____                              एक         . 

a. Clerk /     क 

b. Candidate /         

c. Officer /   क    

d. Teacher /    क 

 

Q25. While writing the SOP the candidate should maintain ______. 

  २५. ए                         ______          क    . 

a. Originality of thought /               क   

b. Acceptance of job letter /   क          क     

c. Inter-office memo /     -          

d. Statement of thought /                 

 

 


