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In the Name of Allah, the Most Gracious, the Most Merciful

Paper Pattern

MCQS 52 each 1 mark
Short 3 each 3 marks
long 5 each 5 marks

Cuestion No : 1 of 60 Marks: 1 (Budgeted Time 1 Min)

How many levels commumcaton can be dinded in?
Levels of Communication
There are five levels of commumication:
1. Intrapersonal Commumication
2. Interpersonal Conwmmication
3. Mediated Communication
4. Person-to-Group Commumnicaton

Answer | Please select your correct option ) WWW. Vi rtua IACEIdem v Li Ve. com
Six 5 Mass Communication
Fwe =4 )
= Four
Three
YNade by: YYaqar Siddh
Question No : 2 of 60 Marks: 1 (Budgeted Time 1 Min)

Which one of the following statement defines enronmental context of interpersonal commumecaton?

Answer | Please select your correct option ) WWW.Vi rtua IAcademyLiVE.Com

It concerns your reachons to the other person

It deals with the psycho-social "where” you are commumcatmg,

It 12 whe you are and what you bring to mterachon

e e
It deals with the physical "where" wou are commumcating I

Environmental context deals with 1

3 A L ]
location, noise level temperature, sea: d b » ddh
emvironmental context ‘m“ e H" wuq“ ' 5' '-I




CQuestion No : 3 of 60 Marks: 1 (Budgeted Time 1 Min)

Telephone 15 an example of which form of commumcation?

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.COm

Mediated communication

«

Mass communication

Interpersonal commumnicaton

Infraperzonal commumcabion

” YNade by: YWaqar Siddhe

Question No : 4 of 60 Marks: 1 (Budgeted Time 1 Min)

The degree to which you and others share common meanmegs for words will depend on:

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

extent to which you share common backgrounds and expenences

The degree to which you and others share common meanings for words will depend on
the extent to which vou share common backgrounds and experiences

The dwersity of your backgrounds

The extent to which you share common approaches

Mone of the gwen options

) YNade by: YWaqar Siddhe

Question No : 5 of 60 Marks: 1 {Budgeted Time 1 Min)

Which one of the followang 1z more capable of commmumcatng nonverbally than any other part of the human body?

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Cne’s voice
I
Cme’s poshire
C
One’s facial area Omne's facial area (eves, eve brows, forehead, mouth, and chin) is mere capable of commumicatmg
£ nonverbally than any other part of the human
Che's gestures
i L ]
de by: aqar Siddhc
a Y-




Question No : & of 60 Marks: 1 {Budgeted Time 1 Min)

Which of the followmg islnof a demographic charactenstic?

e WWW.VirtualAcademylLive.com

Sex
C
Age
F
Cultural backeround
P
Aftde I demographics (the age, gender,
r occupation, income etc.) ™
YNade by: Yy aqar Siddhe
Question No : T of 60 Marks: 1 (Budgeted Time 1 Min)

Whaich of the followang 15 the practice of altering the tone andfor pitch of veice to more clearly express or magnify meanmg?

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Inflection Inflection.
e Proper mflection is the practice of altering the tone and’or pitch of voice to more clearly express or
magmfy meanmg.
Articulation
s
strength
pe
Character
r de by: idd
YDade by: Vyfagar Siddhe
Question No : 8 of 60 Marks: 1 (Budgeted Time 1 Min)

Whach of the followang 13 an wratonal belef?

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

A prezentation must be perfect
C

It 1= not possible to persuade the enbre audience.

The worst 15 not likely to happen

Al of the gven ophons

i YNade by: YWaqar Siddhe




Cuestion No : 9 of 60 Marks: 1 (Budgeted Time 1 Min)

A primary factor to consider when deciding on the setting for a presentation 15 how to create:

e P sl Sares i) WWW.VirtualAcademylLive.com

A nolsy environment

«

The greatest degree of comfort for the audience A primary factor to consider when deciding on the setting for a presentation is how to create the greatest
£ degree of comfort for the andience.

Mulhcolored hghting arrangement

A hot atmosphere.

'" OVade by: Y/aqar Siddhe

Question No : 10 of 60 Marks: 1 (Budgeted Time 1 Min)

All of the Fellowng are the elements of efectve wntten commuracation, EXCEFT

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Courtesy
C
Correctness
s
Concizeness
pe
Cleanhness The elements are
T 1. Courtesv 2. Cormrectness 3. Conciseness 4 . C -
YNade by: Yy/aqar Siddhu
Question No : 11 of 60 Marks: 1 (Budgeted Time 1 Min)

While prepanng for effective business wnting Planmung Stage mnwvolves all of the followang EXCEFT

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Delermine your purpose

e

Consider your reader

Deterimme the appropnate content

Choose your clothes
~ I

YNade by: Yyaqar Siddhe




Question No : 12 of 60 Marks: 1 (Budgeted Time 1 Min)

Which of the following methed 15 generally preferred when presenting positive or good-news information?

o s sl o Eores g WWW.VirtualAcademylLive.com

Diirect method This method 1s generally preferred when presentng positive or good-news mformaton
C because the reader is tnmediately given the mformation of greater interest.
Indrect method
P
Supportng method
.
Sustarung methoed
“ de by: idd
YDade by: Yi/agar Siddhy
Question No : 13 of 60 Marks: 1 (Budgeted Time 1 Min)

Bpc i an abbrewaton of which of the following?

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Blind photo copy that case place the notation “be.” “bee,” or “bpc™ for blind copy, blind carbon copy and
c"‘ blind photo copy

Blnd paper copy
-

Blind person copy
s

Blind pasted copy

r O)ade by: YWaqar Siddhe

Question No : 14 of 60 Marks: 1 (Budgeted Time 1 Min)

The courteous close of a dwect request letter contams all of the followang EXCEFT

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

A specific request

e

Information about how you can be reached

Ln expresaion of appreciation of gooedwil

Information about your city Request specific action in a courteous close

Close vour message with three important elemenis: d b - .ddh
1. A specific request, 2. Information about how you can m“ e ," ﬂQﬂ' I '-I




CQuestion No : 15 of 60 Marks: 1 (Budgeted Time 1 Min)

Which of the following is the most appropnate openung for an imatabon to a fund-rasing event?

Answer | Pleass select your correct option ) WWW-Vi rtua IAcademVLiVE.COm

Explam the purpose of the event

C

Give detals of the event

Eautend the mwitanon

Eemmd the recipient to bring a checkbook

” YNade by: YWaqar Siddhe

Question No : 16 of 60 Marks: 1 (Budgeted Time 1 Min)

With the use of which of the following, we reason from specific emdence to specific emdence?

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Analogy ; , " s
., Analogy With znalogy, you reason from specific evidence 1o specific evidence
Logic
s
Induchon
pe
Deduction
D e
YNade by: YWaqar Siddhe
Question No : 17 of 60 Marks: 1 (Budgeted Time 1 Min)

Where do cultural styles of audience in persuasion tend to differ?

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Differ in their responses to persuasive appeals
r

Duffer i their levels of maible emotion

Dnffer in how they regard supporting matenals

of the gven ophions

) YNade by: YWaqar Siddhe




CQuestion No : 18 of 60

Marks: 1 (Budgeted Time 1 Min)

Which of the followang 15 a gudeline for wnting sales letter?

Answer | Please select your correct option )

WWW.VirtualAcademylLive.com

Flace your chents' needs first
C

Listen to vour chents

Emphasize fratures, not benefits

Place yvour chents’ needs first and bsten te your chents

YNade by: YWaqar Siddhe

Question No : 19 of 60

Marks: 1 {Budgeted Time 1 Min)

Whuch of the followang type of memorandum reports are wntten n order to gve explanabon for something, a change m procedure, an mcrease mn budget, or perhaps reasons for resisting any new pobcy’

Answer | Please select your cormrect option )

WWW.VirtualAcademylLive.com

Progress reports

Penodic reports

Tustificaton reports

Applcation reports

YNade by: Yyaqar Siddhe

Question No : 20 of 60

Marks: 1 {Budgeted Time 1 Min)

Whuch of the followang 12 defined as a one or two page summary of your shlls, accomplishments, expenences, and education designed to caphure a prospective employer's mterest?

Answer | Please select your cormrect option )

WWW.VirtualAcademylLive.com

Report

Resume

Application

Letter

YNade by: Yyaqar Siddhe




Question No : 21 of 60 Marks: 1 {Budgeted Time 1 Min)

All of the followang are responsibilities of the mterviewee to help malke the mternew a success, except

P WWW.VirtualAcademylLive.com

Covering your own agenda

Using secondary questions I

Grnng detaled answers

Cormrectng any misunderstandings

’ YNade by: YYaqar Siddhe

Question No : 22 of 60 Marks: 1 {Budgeted Time 1 Min)

The wocabulary of mformal writing 1s:

L ] L ]
YT p—p— WWW.VirtualAcademylLive.com
| Less diffreult The vocabulary of mformal writing s less difficult. Compare the followmg bists, noting the differences
between the formal and informal nsage

Tncky
C

Intnicate
pe

Al of the gven ophons

’ YNade by: YWaqar Siddhe

Question No : 23 of 60 Marks: 1 {Budgeted Time 1 Min)

All of the Follownng steps are found m the planning stage of business writng, EXCEPT

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Deetermune your purpose

Conzider your reader

Choose your idea

Proofreadng

. YNade by: YWaqar Siddhe




Question No : 24 of 60 Marks: 1 {Budgeted Time 1 Min)

Order letters are compnsed of all of the followang distinct content components; except:

Answer | Please select your correct option ) WWW-Vi rtua IACGdemVLiVE.COm

Method of payment - R
r Order letters are comprised of three distinct content components:

1. Pertinent information about the items being ordered:

Pertment mformation about the tems being ordered 2. Directions for shipping the merchandize, including desired receipt date {if appropriate) and the
& desired shipping location (if diferent from vour address); and the

Darections for shippng the merchandize

r 3. Method of payment.
Chiahty report of the items
' L ]
YNade by: Yy aqar Siddhe
Question No : 25 of 60 Marks: 1 {Budgeted Time 1 Min)

“Tell the audience what you did, can do, or will de, rather than what you did not do, cannet do, or will not do™ This techruque 13 apphied m;

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Good news letter

Dhrect-request letier
«

Disappowmbing news letter ‘
E

Persuasive news letter

’ YNade by: YWaqar Siddhe

Question No : 26 of 60 Marks: 1 {Budgeted Time 1 Min)

The term “Meme” stands for

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Memones

Memorancham

Message

Massore

’ YNade by: YWaqar Siddhe




Question No : 27 of 60

Marks: 1 {Budgeted Time 1 Min)

Wihach of the followang 15 not true for emotons?

Answer | Please select your correct option )

-

Emchens help us to enact social roles,
~ | |

l

WWW.VirtualAcademylLive.com

Emotions are leamed

Emotions are mnnate

Emohons are bebef systems that gude our responses to feelings

YNade by: YYaqar Siddhe

Question No : 28 of 60

Marks: 1 {Budgeted Time 1 Min)

Whach of the followang will Ball in the category of social mwitation letters?

Answer | Please select your cormrect option )

WWW.VirtualAcademylLive.com

Inwitation for the farewell party of a faculty member

Invitation for delwenng a lecture on Labor Day

Letter wnitten for the bocking of a hotel roem

Al of the gven ophons

YNade by: Yyaqar Siddhe

Question No : 29 of 60

Marks: 1 {Budgeted Time 1 Min)

Think: of an mwitation card of some weddmng ceremony vou have last seen. Which of the following type of information will more appropnately come under the heading of E. 5.V F7

Answer | Please select your cormrect option )

C

WWW.VirtualAcademylLive.com

Muhammad Faza 0300992387

Pear] Contmental Hotel, Lahore

Lrana weds A

Sisters and Cousins

YNade by: Yyaqar Siddhe




Question No : 30 of 60 Marks: 1 {Budgeted Time 1 Min)

Which of the followang 15 not among the essental parts of a letter?
Essential parts
* Letterthead ®* Date * Inside address® Salutation * Body ®* Complmentary close® Signature

e WWW.VirtualAcademylLive.com

Complementary close

Post scrpt
o

Drate

Headng

’ YNade by: YYaqar Siddhe

Question No : 31 of 60 Marks: 1 {Budgeted Time 1 Min)

The presenters who wish to instruct or teach should make the use of whach of the followang wsual ad minumal?

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

[ Computer I
L& ..

Video

35 mn shde

Whiteboard

’ YNade by: YWaqar Siddhe

Question No : 32 of 60 Marks: 1 {Budgeted Time 1 Min)

“The mformation you prowde will be kept stuctly confidental ™ This statement will be placed m whach of the following sechons of a letter?

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Subject lme

In closing section

In the operung section

In the muddle secton

’ YNade by: YWaqar Siddhe




Question No : 33 of 60 Marks: 1 {Budgeted Time 1 Min)

In wnitmg good-news letters, what kind of openng should be followed? | What characteristics do good-news letters possess?
Good-news letters can be identified by the followmg characteristics:
; a
2. Use a fast-start openmg
3. Provide explanatory detads or miormation of primary and secondary importance.
4. Incorporate a you-viewpaomnt
5. Incorporate an appropriate closing

WWW.VirtualAcademylLive.com

Fast-start openng
Slow- start opering
P
Could be started ither way
s
Action onented opering
T L ]
YNade by: Yy/aqar Siddh
Question No : 24 of 60 Marks: 1 {Budgeted Time 1 Min)

Suppose some customer has ordered two dresses Fom your bouhque through online shopping Mow you have to send an e-mal acknowledging histher order. Whach of the followang sentences would
you use to start your message7

WWW.VirtualAcademylLive.com

LEOET s JEATTUWITUHITY Uraer=

The two party wear dresses you recently ordered have been sent to you through TCS The reasons for acknowledging an order are to inform the customer that his | her order has been rece
and that it has been shipped (or will be shipped), 10 express appreciation to the customer for his / her
order, and to buld goodwill

We appreciate hawing you as a new customer

You wall be mterested to know that soon we are starbng our separate sechon for ladies jewelry as well

Chir dresses always have a tradibonal tinge mecorporating the latest fashion trends as well

) YNade by: YWaqar Siddhe

Question No : 35 of 60 Marks: 1 {Budgeted Time 1 Min)

“Tt"s not what you say but how you say it” In this staterment, “How™ mdicates towards the

Answer [ Please select Jour correct ogqlon] WWW-Vi rtua IAcademVLiVE.Com
Creating an audience-centered tone

It"s not what vou say but how vou sav it

I Sender of the message

C

Tone of the message

Eecewer of the message

Length of the message

’ YNade by: YWaqar Siddhe




Question No : 36 of 60 Marks: 1 {Budgeted Time 1 Min)

While writing a disappomting news [etter, the tone of the message should convey all of the following, except

e WWW.VirtualAcademylLive.com

Fumness
C
Fairness
.
Goadwll
P
Malice
YNade by: YYaqar Siddh
Question No : 37 of 60 Marks: 1 {Budgeted Time 1 Min)

Whach of the followang sentences has courteous wording?

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Tou did not read my recent letter

Please refer to my June 10 letter.

o | Why dedn't you read my letter?

Eead my new letter

’ YNade by: YWaqar Siddhe

Question No : 38 of 60 Marks: 1 {Budgeted Time 1 Min)

Whuch of the following 15 a written supplement that you can pass out to your audience to prowde addibonal detals or a summary of your presentaton?

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

35mm shdes

Chrerhead transparencies

Flip chart

Handout

: YNade by: YWaqar Siddhe




Question No : 39 of 60 Marks: 1 {Budgeted Time 1 Min)

Delaying response to the letter can be severely damagmng to whach of the followang relationshps?

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.COm

Wnter-Reader

Delaying a response can be severely damaging to the winte-reader relationship

Crwmer-Customer

Witer-Dastnbutor

Reader- Owner

’ YNade by: YYaqar Siddhe

Question No : 40 of 60 Marks: 1 {Budgeted Time 1 Min)

Whach of the followang 13 a drawback of usmg “handout” as a supportmg tool i presentabon?

WWW.VirtualAcademylLive.com

Audience can prejudge the presenter or presentation  Handouts passed out in advance tend to cause attendees to prejudge the presenter. and or the
presentation

They ehennate the need for note talong,

Informanon s avalable for late comers,

Prowde an accurate recerd of the information bemg presented,

’ YNade by: YWaqar Siddhe

Question No : 41 of 60 Marks: 1 {Budgeted Time 1 Min)

All of these are the gqualihes of conciseness, except

Answer | Please select your correct option ) WWW-Vi rtua IAcademVLiVE.Com

Snck to the purpose of the message

Delete wrelevant words and rambhng sentences.

Chmit nformation ohwious to the recemwer, do not repeat at length what that person has already told you

Avoid short mtroductions.

; YNade by: YWaqar Siddhe




Question No : 42 of 60 Marks: 1 {Budgeted Time 1 Min)

“The Dean deaided™ 13 more expleit than “A decision has been made” Ths statement refers to whach of the followang charactenstics of concreteness?

P WWW.VirtualAcademylLive.com

Include as much spectfic mformation as possible
C

I Use of active rather than passve verbs I

Use of vind, mage-buldmg words

T

Usze of Passwe verbs in particular siboations

’ YNade by: YYaqar Siddhe

Question No : 43 of 60 Marks: 1 {Budgeted Time 1 Min)

“An accident took place at Wahdat road ™ The answer to which W out of 5Ws of a news story 1= mussmg m thue statement?

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

What

Which
r

Where
s
l When

YNade by: YWaqar Siddhe
Question No : 44 of 60 Marks: 1 {Budgeted Time 1 Min)

All of the follovwang are group task roles that people have to play m group communication or group actvity, except

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Tnibating or opmion seeking

C

Consensus seekng
«

Devil’s advocate
s

"Iﬁ OVade by: Yy/aqar Siddhe




Question No : 45 of 60 Marks: 1 {Budgeted Time 1 Min)

Whach of the following should be the quality of a good persuader?

e WWW.VirtualAcademylLive.com

Cood persuader assumes persuation as a process of give and take

Good persuader assumes persuahion as one-shot effort

Cood persuader reles solely on the arguments.
pe

Good persuader assumes that persuabion 15 not a one tme event.
L ]
‘ l YNade by: Yy aqar Siddhe

Question No : 46 of 60 Marks: 1 {Budgeted Time 1 Min)

All of the follownng 15 the way to averd faulty legies i persuasie writing, except

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Avoid logical support
Avoad attackws your opponent
«
Avord begging the queshon
s
Avord faulty analoges
£ L]
YNade by: YWaqar Siddhe
Question No : 47 of 60 Marks: 1 {Budgeted Time 1 Min)

While bstenung to the lecture, you hear the sounds of brds smging cutnde the class room and this distracts you from your conversahon, What would you call #7

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Feedback

Psychological nose

,-l Physical noise

Physiological nowse

’ YNade by: YWaqar Siddhe
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Question No : 48 of 60

Marks: 1 {Budgeted Time 1 Min)

In which of the followemg ways mput from associates can be helpfil in anheoipating questions from audience?

Answer | Please select your correct option )

WWW.VirtualAcademylLive.com

Thev can help m guessing queshons

l If they are more expenenced they'll be able to gude better.

If the presenter 1s as expenienced as associates, it 15 still beneficial to solicit mput
from others who are likely to be more objective. An effective means of domg so is to deliver the presentation
to associates who role-play members of the prospective aundience and make note of questions or concemns that occur 1o them

If they are educated they'll be able to re-wnte the speech

They can coordinate with the expected audience and then suggest questions

YNade by: YYaqar Siddhe

Question No : 49 of 60

Marks: 1 {Budgeted Time 1 Min)

Whuch of the followang type of lsterang 15 used when we suspect that we may be lsterung to a brased source of mformaton?

Answer | Please select your cormrect option )

WWW.VirtualAcademylLive.com

Empathac histening

Crfical bstening
- I

Actve listerung

Preferential hsterung

YNade by: Yyaqar Siddhe

Question No : 50 of 60

Marks: 1 {Budgeted Time 1 Min)

Which of the followang 15 the purpose of outline?

Answer | Please select your cormrect option )

WWW.VirtualAcademylLive.com

It helpe put request to the information

It serwes as a model to check vour work I

It serves as a gude from whach to debver your intermew

It serves as a model to check other’s work

YNade by: Yyaqar Siddhe




Question No : 51 of 60 Marks: 1 {Budgeted Time 1 Min)

Which of the followang includes a standardized vocabulary, with agreed-upon rules of pronunciation, syntax, and grammar

P WWW.VirtualAcademylLive.com

Vertiage
C
Commmmcation
C
Messagmg
P
Lanmuage Whether it is in spelling.
r dictation, grammar, or pronunciation, an error immediately forces the r -
mistake m“de b’: wnq“' \S‘Iddhﬂ
Question No : 52 of 60 Marks: 1 {Budgeted Time 1 Min)

Asad thinks that he i very handsome and charmng and can mesmenge any gul with hus locks and athtude, This opaden of Asad about hunself constitutes whach of the following categery of fug self
concept]

Answer | Please select your cormrect option ) WWW-Vi rtua IAcademVLiVE.Com

Asad's social self

Asad"s Physical self
= |

Asad's Spntual self

pe
Asad's Intellechsal self
’ YNade by: YWaqar Siddhe
Question No : 53 of 60 Marks: J {Budgeted Time & Min)

Orgamuang stage mvolves a carefill outling of the topic whach iz helpful for vanous reagons. Dhscuss those reasons

Answer | Please click here to Add Answer | WWW.VirtualAcademyLive.com

B T P I Y A A e |
ficrmal 3| B -l i eE==eEs

Careful outtining is helpfol for several reasons: One, it improves the clarity of vour message: Second, it
saves writing time later (changes in outline are easy than in writing material); and Third, it enables lo
emphasize properly the various topics in the message (placing the most important at the beginning is more
emphatic than in the middle)

o YNade by: YYaqar Siddhe




Question No : 54 of 60 Marks: J {Budgeted Time & Min)

Almost every customer who makes a clam 15 emotonally mvolved, therefore, the mdirect method 15 usually the best approach for a refusal. Thscuss

Answer | Please click here to Add Answer ) WWW.Virtua IAcademVLive.Com

B e e = A () 100% ]
et = -2 Afa ril[EE==EEE ==

Refusing a claim

When refussing a claim, avoid language that might have a negative impact on the reader. Instead,
demonstrate that vou understand and have considered the complami. The, even if the clam is
unreasonable, rationally explain why you are refusing request. Remember, don’t apologize and don't rely
on company policy. End the letter on a respectful and acton-onented note

page 160

o YNade by: YYaqar Siddh

Question No : 55 of 60 Marks: J {Budgeted Time & Min)

“What factors are important to achieve balance between logpeal appeal and emotional appeal?

Answer | Please click here to Add Answer | WWW.Virtua IAcademVLiVE.Com

i e =Y | W A [ mi
Jticrmal i | =l A rgE ==

Findmg the right balance between the two types of appeals depends on four factors:
i. The actions you wish to motivate

0. Your reader’s expectations,

ti. The degree of resistance you must overcome,

v. How far you feel empowered to go m selling vour point of view

o YNade by: Yyaqar Siddhe

CQuestion No : 56 of 60 Marks: 5 (Budgeted Time 10 Min)

Dhzcuss the charactenstics and mmportance of conezeness for effective wntten commuricaton

Answer | Please click here to Add Answer ) WWW.Virtua IAcademVLiVE.Com

I - A |ﬂ [ E LN ) fnu;H

Ihiareni 2K -le e ryee===E ==

o YNade by: Yy/aqar Siddhe




Cuestion Mo : 57 of 60 Marks: 5 (Budgeted Time 10 Min)

Assume you are composng a letter to send to a chent whose mobile phone credit account balance 15 due for four months, Cne of the broad topics you decide to discuss 15 the need for the client to pay
the amount of the past-due balance Orgamze the mformation that you should melude m thus letter

Answer ( Please click here to Add Answer ) WWW.VirtuaIAcademVLive.Com

S ean] B s W E L G ]E) o ]|
[ricemmi == =l e e e e

o YNade by: YYaqar Siddh

CQuestion No : 58 of 60 Marks: 5 (Budgeted Time 10 Min)

The explanatory sections of direct recuest letters and mdirect meuay letters may not vary much Fom one another Tiscuss

Answer | Please click here to Add Answer ) www.VirtualAcademyLiVE.Com

AT e e I Y e FEE;:E”
[armai =]~ e = e E==sEe=

" YNade by: YWaqar Siddhe

Question No : 59 of 60 Marks: 5 (Budgeted Time 10 Min)

To write a successhul résumé you need to convey seven qualhes that employers seek. List down these qualities
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Cuestion No : 60 of 60 Marks: 5 (Budgeted Time 10 Min)

Self-concept s made up of two components, self-image, and self-esteern. On the basis of these two components, draw a pictare of your own self concept
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