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Paper Pattern

MCQS 52 each 1 mark
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In the Name of Allah, the Most Gracious, the Most Merciful

Question No : 1 of 60

Marks: 1 ([Budgeted Time 1 Min)

Intrapersonal communication mcludes:

Answer | Please select your correct option ) WWW.Vi l'tua IACHdemVLiVE-Com

What we thank

Way we thunlk

Way we commumnicate with ourselves

All of the gven opticns

YNade by: Yy/aqar Siddh

Question Mo : 2 of 60

Marks: 1 (Budgeted Time 1 Min)

The wnprecise way people use the word “commurication” has given nse to afsome misconception’s, which isfare

Answer | Please select your correct option ) WWW.Vi rtua |AcademyLiVE.C0m

Meamngs are m words

All of the gwen ophions

Comraunication solves all problems

Commurication breakdowns

YNade by: Yy/aqar Siddhu




Question Mo : 3 of 60 Marks: 1 (Budgeted Time 1 Min)

What 15 the one most common rostake that we make as commurnicators?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

To assume that the meamng we attach to a word will be the meanng everyone else attaches to the word,

= cofrect

To assurne that corrnumecaton cannat solve all problerns

To assume that effective commumcation can benefit orgamuzations.

To assume that effective communicaton shalls make a ssgmficant contnbution to organrahonal cost reduction

; YNade by: Yy/aqar Siddh

Question Mo : 4 of 60 Marks: 1 (Budgeted Time 1 Min)

Whech of the follownng i1z a process of sendmng back to the speaker what vou as a istener thinle the spealcer meant, both m content and in feelings?

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Empathic hstemung

Critical hstensng

Actve bstering

Freferential listenung

; YNade by: Y4/aqar Siddh

Question Mo : 5 of 60 Marks: 1 (Budgeted Time 1 Min)

Whele tallung on telephone a dishurbance i the kne might make the recerver muss an smportant part of the message. What kind of commumcabon barmer it will be?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Badly Expressed Message

o
Poor Retenton
=
Inattertrve Listeng
~

Loss m Transmussion

: corect YDade by: Yy/aqar Siddhe




Question Mo : & of 60 Marks: 1 (Budgeted Time 1 Min)

Which of the fallowing 15 usually related to enmironmental factors that affect the communication?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Listener barner

Sender barner

Physical barner

5 correct
Eeastance
’ YNade by: Y1/aqar Siddhe
Question Mo : 7 of 60 Marks: 1 (Budgeted Time 1 Min)

Whech one of the following 1z not the purpose of the Introduchion of speech?

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Adapting to the andience

Establishing yvour rapport or credibilty wath the audience

Closing your thesis

Getting the audence's attention

; YNade by: Y4/aqar Siddh

Question Mo : § of 60 Marks: 1 (Budgeted Time 1 Min)

Which one of the followmg 15 a speech pattern that organizes matenal according to how it 12 put together or where it is located?

Answer | Please select your correct option ) WWW . Virtua |AcademyLive.com

Spahal pattern

Chronological pattern

Topical pattern

Effect-cause pattern

; YNade by: Yy/aqar Siddh




Question Mo : 9 of 60 Marks: 1 (Budgeted Time 1 Min)

Which one of the followmng 15 a2 method of arranging nformaton by deiding it mto parts?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Spahal pattern
i
Chronological pattern
=
Topical pattern
~
correct
Lomcal pattern
£ L]
YNade by: Y4/aqar Siddh
Question Mo : 10 of 60 Marks: 1 (Budgeted Time 1 Min)

A prmary factor to consider when deciding on the sething for a presentation 1s how to create:

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

A nedsy environiment

The greatest degree of comfort for the andience

Multicolored kehtmg arranzement

& hot atmosphere

; YNade by: Y4/aqar Siddh

Question Mo : 11 of 60 Marks: 1 (Budgeted Time 1 Min)

When wisuals are designed for a presentahon, they should not be used to:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Take the place of weords

Elrranate vagueness

Stnphfy complex information

Emphasize unportant points

; YNade by: Yy/aqar Siddh




Question Mo : 12 of 60 Marks: 1 (Budgeted Time 1 Min)

Thagrams are excellent for conveyng all of the followmg, except:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Trfermation about size

Informaton about shape

Informaton about structure

Informaton about audience

; YNade by: Yy/aqar Siddh

Question Mo : 13 of &0 Marks: 1 (Budgeted Time 1 Min)

All of the followmng statements about groups are true, EXCEPT:

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Group members strive to achieve some commeon purpose

Group members mfluence and are wduenced by one another

Group members are mterdependsnt

Group members must nteract face-to-face

; YNade by: Y4/aqar Siddhe

Question Mo : 14 of 60 Marks: 1 (Budgeted Time 1 Min)

Whech of the following method of outhing speech 15 generally preferred for negative news messages?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Dhrect method

Indirect method

Supportng method

Sustammg method

; YNade by: Yy/aqar Siddh




Question Mo : 15 of 60 Marks: 1 (Budgeted Time 1 Min)

All of the followmng suggeshons help mprove the effectiveness of the openng paragraph of business wrtmg, EXCEPT:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

IMdake sure the beginnng 1§ appropriate for the reader

-
Make sure the beginumg 15 mappropnate for the situation
.
Ise a fast-start begnming rather than a slow begmning.
P

Fleep the begpnmng paragraph Farly short

; YNade by: Yy/aqar Siddh

Question Mo : 16 of &0 Marks: 1 (Budgeted Time 1 Min)

To say a clear no or wrihing a straight refusal m a disappomting news letter all of the followmng techmques are useful, EXCEPT

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

De-emphasize the disappointing-news

Uze a condibonal statement

Tell the auchence what you did, can do, or wall do, rather than what vou did not do. cannet do, or wall not do

Tse a non-courteous tone

; YNade by: Y4/aqar Siddhe

Question Mo : 17 of 60 Marks: 1 (Budgeted Time 1 Min)

When it comes tp wnhng disappoming news letters all of the following are correct, except:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Aveid the use of negative words or phrases

Avord malong supposthons that are not ldeely to eccur.

Avord a meanmgless closmg.

Awend a neutral or buffered openmg

; YNade by: Yy/aqar Siddh




Question Mo : 18 of &0

Marks: 1 (Budgeted Time 1 Min)

Answer | Please select your correct option )

In a letter that makes a persuasive request, wiich of the followng 1s correct about a specific request?

WWW.VirtualAcademylLive.com

Should be vague 2o that the recever is not certam as to what i being requested

Stated m the first sentence

Stated before detals of the request are zven

Stated after details of the request are given

YNade by: Yy/aqar Siddh

Question No : 19 of 60

Marks: 1 (Budgeted Time 1 Min)

Answer | Please select your correct option )

We think it would be goad if you

Whch of the following sentence beginmings would be best to use m a persuase reguest?

WWW.VirtualAcademylLive.com

We need youto give

Wil you pleaze .. 7

It would be appreciated f vou

YNade by: Y4/aqar Siddhe

Question No : 20 of &0

Marks: 1 (Budgeted Time 1 Min)

Answer | Please select your correct option )

Effort 15 to be rewarded

When askmg for a raise, which one ameng the followmg 15 mmportant to remember?

WWW.VirtualAcademylLive.com

MNeon-cash benefits may be of valie f a rasse 12 not feasble

The length of employment 15 a great bargammg tool m askang for a rase

Emotonal appeals can help m getting a positive response to the request

YNade by: Yy/aqar Siddh




Question Mo : 21 of 60 Marks: 1 (Budgeted Time 1 Min)

Whech of the following may decrease your chances of getiing a raise?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

When your argument 12 based on longewily in an organizabion

When the orgamration cannot easdy replace you

When you have volunteered and handled addinonal responsibiities successhully

When you have a good relahonship with your boss

; YNade by: Yy/aqar Siddh

Question Mo : 22 of &0 Marks: 1 (Budgeted Time 1 Min)

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

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Diiffer m ther responses to persuasive appeals

Differ m thew levels of maible emotion

Differ m how they regard supporting materals

All of the gven options

; YNade by: Y4/aqar Siddhe

Question Mo : 23 of 60 Marks: 1 (Budgeted Time 1 Min)

Whech of the follownng 15 correct about coercion, persuasion and manpulahon m persuasive messages?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Are three separale categonies

Are loosely connected

Are blended mto each other

Are unrelated

; YNade by: Yy/aqar Siddh




Question No : 24 of &0

Marks: 1 (Budgeted Time 1 Min)

Answer | Please select your correct option )

Report

Whech of the followng 15 defined as a one or two page summary of vour shalls, accomphishments, ezpenences, and education designed to capture a prospective employer's mterest?

WWW.VirtualAcademylLive.com

Eesume

Apphcaton

Letter

YNade by: Yy/aqar Siddh

Question No : 25 of 60

Marks: 1 (Budgeted Time 1 Min)

Answer | Please select your correct option )

Cevening your own agenda

All of the followmng are responsibiliies of the mrerviewee to help malce the imterview a success, except

WWW.VirtualAcademylLive.com

Using secondary questons

Grnng detalled answers

Correcting any rusunderstandings

YNade by: Y4/aqar Siddhe

Question No : 26 of &0

Marks: 1 (Budgeted Time 1 Min)

To begm a disappomted newsletter with a negative informahon, _

Answer | Please select your correct option )

Eases

a negative simation.

WWW.VirtualAcademylLive.com

Eeduces

Comphcates

Eelieves

YNade by: Yy/aqar Siddh




Question Mo : 27 of 60 Marks: 1 (Budgeted Time 1 Min)

The letters wntten to book some place lke room, hall etc are called:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Trformal social inwtation letters

Eeservahon letters

Claim letters

Order letters

; YNade by: Yy/aqar Siddh

Question Mo : 28 of &0 Marks: 1 (Budgeted Time 1 Min)

Whech of the follownng method i the best approach for refising a claim?

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Dhrect method

Callous method

Straght method

Indirect method

; YNade by: Y4/aqar Siddhe

Question Mo : 79 of 60 Marks: 1 (Budgeted Time 1 Min)

Enowng the related background mformation will enable a wnter to “pitch” his message to the target audience. Relate this statement to one of the followng steps of the Planning Stage of effective
busmness writing?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Dietermine your purpose

Coensider your readsr

Choose your 1dea

Determme the appropnate content

; YNade by: Yy/aqar Siddh




Question Mo : 30 of 60 Marks: 1 (Budgeted Time 1 Min)

The diwrect method 15 adopted at orgamang stage of effectve business wniting for wiuch of the followmg purposes?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Prezenting a general statement
.
Presentng an emdence
=
Clommumcabng a negafive message of bad-news
~
Conveying facts
‘ de by: idd
YDade by: YWfaqar Siddhe
Question Mo : 31 of &0 Marks: 1 (Budgeted Time 1 Min)

“Careful outhning 15 helpful as ot mprowes the clanty of your message ™ Cuthning 1= done at wiuch of the followmng stages of business wntng?

Answer ( Please select your correct option ) WWW.Virtua IAcademVLive.Com
Planning
Pre-planmng
- COrgannng
Dirafting
(i L]
YNade by: YWaqar Siddhu
Question Mo : 32 of 60 Marks: 1 (Budgeted Time 1 Min)

Whech of the following 15 a message wntten to use within the orgamration?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Memeorandum

Letter

Apphcaton

Eeport

; YNade by: Yy/aqar Siddh




Question Mo : 33 of 60 Marks: 1 (Budgeted Time 1 Min)

Mentonmg date and time 15 of mnmense importance m all of the following types of letters, except

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Speaking Irntabion Letters

Social Imntation Letters

Eeservation Letters

Letters requeshng Favors

; YNade by: Yy/aqar Siddh

Question Mo : 34 of &0 Marks: 1 (Budgeted Time 1 Min)

Whech of the following contams the background mformation and the primary request m a daect ingury letter?

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

The middle section
.
The openmg section
~
The closmg sechon
~
Subject line
‘ de by: idd
YNade by: Jy/aqar Siddhe
Question Mo : 35 of 60 Marks: 1 (Budgeted Time 1 Min)

“The mformaton you prowide will be kept stnctly confidential * This statement will be placed in which of the followng sechons of a letter?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Subject line

In closing section

In the opemng section

In the middle sechon

; YNade by: Yy/aqar Siddh




Question Mo : 36 of 60 Marks: 1 (Budgeted Time 1 Min)

All of the followng are forms of good-news letters, except:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Letters granhing adjustments

Letters acknowledgaing orders

Letters pranting favors

Letters rejecting requests

; YNade by: Yy/aqar Siddh

Question Mo : 37 of &0 Marks: 1 (Budgeted Time 1 Min)

A letter that acknowledges an order should preferably begm with

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Information about the starus of the customer’™s erder

Thanlemg the custorner for husther trust

Personal mtroduchon of the sender

Frowiding informaton about company’s other products or sernces

; YNade by: Y4/aqar Siddhe

Question Mo : 38 of 60 Marks: 1 (Budgeted Time 1 Min)

The first and the foremost key to choose the best approach for disappomtmg-news messages 15 to analyze the:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Audience members

Intensity of the suabon

Ethical considerations

All of the gven opticns

; YNade by: Yy/aqar Siddh




Question Mo : 39 of 60 Marks: 1 (Budgeted Time 1 Min)

A good buffer in a disappombing news letter should express all of the following, except

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

TVeur appreciation for bemng thought of

o~
Your attention and concem to the reader’s request
.
Your apology for not bemg able to fulfill the request of the reader
-~

Your understanding of the reader’s needs

; YNade by: Yy/aqar Siddh

Question Mo : 40 of &0 Marks: 1 (Budgeted Time 1 Min)

Whch of the given statements shows racial bias?

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

“Hiz black assistant speaks more clearly than he does”

~
“His assistant speaks more clearly than he does™
-
“His assistant speaks more clearly than every one m the orgamzation”
~

“His assistant manger speaks more clearly than he does™

; YNade by: Y4/aqar Siddhe

Question Mo : 41 of 60 Marks: 1 (Budgeted Time 1 Min)

All of these are some basic truths about lunan nature that help wnters to humamee ther business messages, except:

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Prople are self-centered

People are defensive

Prople expect courtesy

People are hoshle

; YNade by: Yy/aqar Siddh




Question Mo : 42 of 60 Marks: 1 (Budgeted Time 1 Min)

It an effectve writing Etmphazis stands out i two posiions 12 atfin

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

The begnnmg and the end

The lead and the body

The rruddle and the body

The body and the end

; YNade by: Yy/aqar Siddh

Question Mo : 43 of &0 Marks: 1 (Budgeted Time 1 Min)

Which of the following is the example of concretensss?

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

He got a good score i hus MBA Program.

His GPA m 2000 was 3.9 on a four point scale

He got lughest seore m bos MBA Program

He recerved 3.9 grade m his study program.

; YNade by: Y4/aqar Siddhe

Question Mo : 44 of 60 Marks: 1 (Budgeted Time 1 Min)

All of the following are group task roles that people have to play i group communication or group acimity, except

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Tnutating or opinen seeking

Censensus seelung

Dewl's advocate

Enceuragmng

; YNade by: Yy/aqar Siddh




Question No ; 45 of &0

Marks: 1 (Budgeted Time 1 Min)

All of the followmng are the charactenstics of an authontanan leader, except:

Answer | Please select your correct option )

Policy decizions are taken by the leader

WWW.VirtualAcademylLive.com

Censiderable status difference esasts between leader and members

Leader and members fuinchion as peers

Constant direction 1z considered necessary by the leader for goal achuevement

YNade by: Yy/aqar Siddh

Question No : 46 of 60

Marks: 1 (Budgeted Time 1 Min)

of leadership?

Answer | Please select your correct option )

Authoritarian

Ex-President General Pervar Musharraf' s decision of removing Chuef Justice of Palastan falkchar Muhatmad Chudary from bus office on March 9, 2007 can be considered which of the followng style:

WWW.VirtualAcademylLive.com

Lazzsez-Fare

Democrabc

Popular

YNade by: Y4/aqar Siddhe

Question Mo : 47 of 60

Marks: 1 (Budgeted Time 1 Min)

All of the following 15 the way to averd faulty logics m persuastre wnting, except

Answer | Please select your correct option )

Aveid logical support

WWW.VirtualAcademylLive.com

Averd attackmg your epponent

Avord begang the queshen

Awend faulty analogmes

YNade by: Yy/aqar Siddh




Question Mo : 48 of 60 Marks: 1 (Budgeted Time 1 Min)

Whech type of commumication it would be when subordinates update their supenors by tellng them about problems m the workplace?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Tpward
.
Henzontal
=
Diownward
~
Lateral
£ L]
YNade by: Yy/aqar Siddhe
Question Mo : 49 of &0 Marks: 1 (Budgeted Time 1 Min)

Listerung process Does Mot mwalve which of the followmng actions?

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Hearng
~
Filtering
=
Femembenng
~
Feed back
(i L]
YDade by: YWaqar Siddh
Question Mo : 50 of 60 Marks: 1 (Budgeted Time 1 Min)

In wihich of the following ways mput ffom asseciates can be helpful m anticipabng questions fom audience?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

They can help in guessing queshons

If they are more expenenced they Il be able to gude better

[fthey are educated they'll be able to re-write the speech.

They can coordinate wath the expected audience and then suggest questions

; YNade by: Yy/aqar Siddh




Question Mo : 51 of 60 Marks: 1 (Budgeted Time 1 Min)

After bstemng to Ayesha's long speech, Beemsh told her what she understood from her long talle. Which form of bsterung 1t wll be?

Answer  Please select your correct option ) WWW . Virtua |AcademyLive.com

Empathic hsterung

Critical bstereng

Active listerng

Preferential histenung

; YNade by: Yy/aqar Siddh

Question Mo : 52 of &0 Marks: 1 (Budgeted Time 1 Min)

All of these are the purposes of mtroduction n thesis except

Answer ( Please select your correct option ) WWW.Virtua |AcademyLive.Com

Gietting the audience's attention

Introducing your target andience

Adaptng to the andience

Establishung your rapport or credibility wath the audience

; YNade by: Y4/aqar Siddhe

Question Mo : 53 of 60 Marks: 3 (Budgeted Time & Min)

Choosing your ideas 15 an important step of the planmng stage m the wnting process. What techmques would you consider for choosing the best idea for your message m business wntng?

Answer ( Please click here to Add Answer ) WWW.VirtualAcademyLive.com

- R e REOREER = I N A e S ||
[r=m— I Gl I H- == o

4 YNade by: Yy/aqar Siddhe




Question Mo : 54 of 60 Marks: 3 (Budgeted Time & Min)

In an mdirect approach for witing a disappointing news letter the disappombing news 15 deemphasized. Discuss

e — WWW.VirtualAcademylLive.com

iﬁ.“=!§a| P Ii".’-l*" '|“|"‘i',- A A |E;:] M|
[orma =]j =le e[ = EEEi =it

’ YNade by: YWaqar Siddhe

Question No : 55 of 60 Marks: 3 (Budgeted Time & Min)

Explan the difference bebween logical appeals and emohonal appeals.

Answer ( Please click here to Add Answer ) WWW.VirtualAcademyLive.com
BWER| N DR .|ﬂ||~i'j Al A |E;]|1m%-|
I ;” ;” ;l B i II||_ == ;|:_ . =

g YNade by: Yy/aqar Siddh

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

Explam the mportance of proper Rate of speech m effective oral commumcation.

e WWW.VirtualAcademylLive.com

2R e R = N S R A i e R |
Jpictrra =]z e FEEE ==

4 YNade by: Yy/aqar Siddhe




Question No : 57 of 60 Marks: 5 (Budgeted Time 10 Min)

Thscuss the things that must be avoided when wniting a buffer

e — WWW.VirtualAcademylLive.com

iﬁ.“=!§a| P Ii".’-l*" '|“|"‘i',- A A |E;:] M|
[orma =]j =le e[ = EEEi =it

’ YNade by: YWaqar Siddhe

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

What are the pudetines for developmg a persuaswe message?

Answer ( Please click here to Add Answer ) WWW.VirtualAcademyLive.com
BWER| N DR .|ﬂ||~i'j Al A |E;]|1m%-|
I ;” ;” ;l B i II||_ == ;|:_ . =

g YNade by: Yy/aqar Siddh

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

(ive an example of the Dwect Method of cuthmng the topic of an effective busmess writing

e WWW.VirtualAcademylLive.com

2R e R = N S R A i e R |
Jpictrra =]z e FEEE ==

4 YNade by: Yy/aqar Siddhe




Question No : 60 of 60

Marks: 5 (Budgeted Time 10 KMin)

Elaborate through examples how disability bias can be avorded n a courteous wrting?

Answer | Please click hera to Add Answer )

WWW.VirtualAcademylLive.com
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YNade by: Yy/aqar Siddh




