Multiple Choice Questions:

Business Communication
BBA

III Sem
	1.

Working in a small group is usually more preferable than working alone when:
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	a) Specialized knowledge from individuals is not required to complete a task
	b) 

	c) The task is difficult
	d) 

	e) The task is simple
	f) 

	g) The task must be completed before a tight deadline
	h) 

	i) None of these are correct
	j) 
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Working alone is usually more preferable than working in a small group when:
2.

 

a) There is sufficient time to collaborate with others
b) Others are highly motivated
c) Others are lazy
d) The task must be completed before a tight deadline
e) The task is difficult
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Which of the following is NOT an advantage of working in a small group over working alone?
3.

 

a) Synergy
b) Increased accuracy
c) Increased productivity
d) Enthusiasm
e) Increased social loafing
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Recurring patterns that define acceptable behavior for group members are called:
4.

 

a) Values
b) Norms
c) Goals
d) Morals
e) Regulators
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Minimally, how many people does it take to form a small group?
5.

 

a) Two
b) Three
c) Four
d) Five
e) Six
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A _______________ is a person's behavior or expectations within a group.
6.

 

a) Role
b) Job
c) Script
d) Position
e) Function
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Group goals advance the _______________ and _______________ of a group.
7.

 

A. Vision; intent
B. Calling; objective
C. Mission; purpose
D. Vocation; identity
E. Objective; vision
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_______________ are the goals or needs of individual members that support or contradict the group's stated goals.
8.

 

A. Group goals
B. Shared goals
C. Independent goals
D. Individual goals
E. Realistic goals
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Which of the following is NOT a stage of small group development?
9.

 

A. Forming
B. Storming
C. Norming
D. Performing
E. Reforming
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Forming involves...
10.

 

A. A collection of individuals coming together and discussing their purpose.
B. The group's ventilation of past, current, and potential conflicts.
C. Individuals identifying themselves as a group, organizing their mission, and actually beginning the task they are expected to complete.
D. The group developing a strong bond, acquiring knowledge and making decisions, and taking responsibility for those decisions.
E. None of these are correct
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Storming involves:
11.

 

A. A collection of individuals coming together and discussing their purpose.
B. The group's ventilation of past, current, and potential conflicts.
C. Individuals identifying themselves as a group, organizing their mission, and actually beginning the task they are expected to complete.
D. The group developing a strong bond, acquiring knowledge and making decisions, and taking responsibility for those decisions.
E. None of these are correct
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Norming involves:
12.

 

A. A collection of individuals coming together and discussing their purpose.
B. The group's ventilation of past, current, and potential conflicts.
C. Individuals identifying themselves as a group, organizing their mission, and actually beginning the task they are expected to complete.
D. The group developing a strong bond, acquiring knowledge and making decisions, and taking responsibility for those decisions.
E. None of these are correct
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Performing involves:
13.

 

A. A collection of individuals coming together and discussing their purpose.
B. The group's ventilation of past, current, and potential conflicts.
C. Individuals identifying themselves as a group, organizing their mission, and actually beginning the task they are expected to complete.
D. The group developing a strong bond, acquiring knowledge and making decisions, and taking responsibility for those decisions.
E. None of these are correct
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_______________ is the degree to which a group is unified and interconnected.
14.

 

A. Cohesion
B. Bonding level
C. Synergy level
D. Groupthink
E. Teamwork
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The pressure for group members to agree so as to avoid conflict is called:
15.

 

A. Intergroup tension
B. High fidelity
C. Groupthink
D. Group pressure
E. Group norms

	[image: image113.png]




	[image: image114.png]



	
	[image: image115.png]





	[image: image116.png]



	[image: image117.png]



	[image: image118.png]




	[image: image119.png]



	[image: image120.png]



A leader is the member of a group who:
16.

 

A. Speaks the most
B. Speaks the most to the group as a whole
C. Is spoken to the most
D. Directs communication in the group to productive levels
E. All of these characteristics describe a leader
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Expression of differing points of view and perceived incompatibility of goals is called:
17.

 

A. Conflict
B. Clashing
C. Variances
D. Discording
E. Disputing
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_______________ refers to the behaviors that leaders use when interacting with group members.
18.

 

A. Leadership style
B. Leadership control
C. Leadership vision
D. Leadership direction
E. None of these are correct
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Which of the following does NOT correctly describe virtual teams?
19.

 

A. Three or more individuals who perceive themselves as a group or team
B. Possess a common fate
C. Communicates with one another via technology
D. Communicates across space and organizational boundaries
E. Typically communicates synchronously
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	_______________ includes any message that does not use spoken or written words; communication without words.
 

A. Verbal communication
B. Nonverbal communication
C. Interpersonal communication
D. Intercultural communication
E. Effective communication
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_______________ includes any message involving language, whether spoken or written.
21
 

A. Verbal communication
B. Nonverbal communication
C. Interpersonal communication
D. Intercultural communication
E. Effective communication
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_______________ is the process of creating meaning from an individual's experiences.
22
 

A. Encoding
B. Decoding
C. Listening
D. Perception
E. Hearing
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Saying "um" or "uh" during a speech is an example of:
23.
 

A. Sign language
B. Sublanguage
C. Interlanguage
D. Paralanguage
E. Subliminal language
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Natasha is writing a report on the use of personal space in Scandanavian versus American cultures. What area of nonverbal communication is Natasha studying?
24.
 

A. Chronemics
B. Vocalics
C. Haptics
D. Proxemics
E. Kinesics
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A speaker's accent, pitch, rate, volume, and paralanguage all refer to which area of nonverbal communication? 
25.
 

A. Chronemics
B. Vocalics
C. Haptics
D. Proxemics
E. Kinesics
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Using a smiley face emoticon in an email is an example of:
26.
 

A. Sign language
B. Sublanguage
C. Interlanguage
D. Paralanguage
E. Subliminal language
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Jeff consistently arrives late to meetings. His tardiness sends a message regarding which area of nonverbal communication?
27.
 

A. Chronemics
B. Vocalics
C. Haptics
D. Proxemics
E. Kinesics
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Ocuselics refers to which area of nonverbal communication?
28.
 

A. Time
B. Space
C. Touch
D. Body movement
E. Eye movement
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Haptics refers to which area of nonverbal communication?
29.
 

A. Time
B. Space
C. Touch
D. Body movement
E. Eye movement
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Proxemics refers to which area of nonverbal communication?
30.
 

A. Time
B. Space
C. Touch
D. Body movement
E. Eye movement
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Kinesics refers to which area of nonverbal communication? 
31.
 

A. Time
B. Space
C. Touch
D. Body movement
E. Eye movement
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Chronemics refers to which area of nonverbal communication?
32.
 

A. Time
B.Space
C.Touch
D.Body movement
E.Eye movement
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_______________ is any nonverbal message, intentional or not, that accompanies and supplements written or spoken language.
33.
 

A. Sign language
B. Sublanguage
C. Interlanguage
D. Paralanguage
E. Subliminal language
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_______________ is a specialized language that members of a particular group use to efficiently communicate with one another.
34.
 

A. Semantics
B. Paralanguage
C. Jargon
D. Sublanguage
E. Interlanguage
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Which of the following is NOT an example of proxemics?
35.
 

A. Raising your hand
B. Crossing your legs
C. Folding your arms
D. Giving the "thumbs up" sign
E. All of the above
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"I'm deeply touched," "Reach out and touch someone," "Stay in touch," are all statements which highlight the importance of which area of nonverbal communication?
36.
 

A. Chronemics
B. Vocalics
C. Haptics
D. Proxemics
E. Kinesics

	[image: image281.png]




	[image: image282.png]



	
	[image: image283.png]





	[image: image284.png]



	[image: image285.png]



	[image: image286.png]




	[image: image287.png]



	[image: image288.png]



During a meeting, Felica disagreed with one of her coworkers and rolled her eyes. This action is an example of which area of nonverbal communication?
37.
 

A. Proxemics
B. Ocuselics
C. Haptics
D. Kinesics
E. Chronemics
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On the factory floor, one of the supervisors tells the assembly line workers to "expedite the tie up on the back belt." This phrase is an example of:
38.
 

A. Paralanguage
B. Semantics
C. Semantics
D. Sublanguage
E. Jargon
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	39. Repeatedly invaded a person's space can cause extreme reactions, frustrations, and aggression
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A. A speaker's credibility and authority is undermined when being isolated in front of a group
B. Typically, humans react negatively when their personal space is invaded
C. None of these are correct
D. All of these are correct

	 


	

	40. Which of the following components is NOT typically included in a résumé?
A. Heading
B. Description words
C. Action words
D. Keywords
E. Picture
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Which of the following components is typically NOT included in a résumé's heading?
41
 

A. Applicant's full name
B. Applicant's complete mailing address
C. Applicant's telephone and fax numbers
D. Applicant's website and email addresses
E. All of these are included
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Which of the following is NOT an alternate format for résumés?
42.
 

A. Email résumés
B. Scannable résumés
C. Homework résumés
D. Online résumés
E. All of these are formats
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When writing a cover letter, in which paragraph should you note any limitations regarding your "start date" availability?
43.
 

A. First paragraph
B. Second paragraph
C. Closing paragraph
D. First and closing paragraphs
E. None of the above
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Which of the follow components should NOT be included in a typical job application?
44.
 

A. Cover letter
B. Résumé
C. Reference list
D. Portfolio/work samples
E. It is appropriate to include all of these

	[image: image333.png]




	[image: image334.png]



	
	[image: image335.png]





	[image: image336.png]



	[image: image337.png]



	[image: image338.png]




	[image: image339.png]



	[image: image340.png]



Which outlet has demonstrated the greatest return rate for helping applicants secure a new job?
45.
 

A. Social networks
B. University career offices
C. Mass mailings to employers
D. Community career offices
E. Online job boards
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Which of the following should you ALWAYS do before an interview?
46.
 

A. Research the company
B. Review your résumé
C. Anticipate potential questions
D. Rehearse answers
E. All of these are correct
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Which of the following interviewing formats is grounded in the assumption that an applicants' past experiences are the best predictors of their future performance in a job position?
47.
 

A. Group interview
B. Expert interview
C. Behavioral interview
D. Audition interview
E. Panel interview
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Typically, which stage of a face-to-face interview is does the establishment of credibility take place?
48.
 

A. Opening
B. Body
C. Support
D. Closing
E. Follow-up
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Which type of interview typically involves the employer asking a predetermined list of questions?
49
 

A. Highly structured
B. Moderately structured
C. Somewhat structured
D. Highly nonstructured
E. Moderately nonstructured
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Which type of interview format should an untrained interviewer use?
50.
 

A. Highly structured
B. Moderately structured
C. Somewhat structured
D. Highly nonstructured
E. Moderately nonstructured
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Which of the following is NOT a type of closed question?
51.
 

A. Fill-in-the-blank
B. Multiple choice
C. Yes-no
D. Probing
E. Recall of factual information
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An open question should be used:
52.
 

A. To maintain control over the conversation
B. When time is short
C. To discover the interviewee's feelings or values
D. When the interviewer is not highly skilled
E. To explain the job expectations
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Which of the following is an effective strategy for interviewees when asked a difficult question?
53.
 

A. Ask interviewer to explain motive behind the question
B. Ignore the question
C. Rephrase the question
D. Consider the concern behind the interviewer's question
E. Stop the interview
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"Did you have a supervisory role in your previous position" is an example of what type of question?
54.
 

A. Leading
B. Open
C. Hypothetical
D. Closed
E. Educational
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"Tell me about a time when you failed to accomplish a project on time and what you learned from it" is an example of what type of question?
55.
 

A. Hypothetical
B. Behavioral
C. Leading
D. Open
E. Educational
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"Imagine a customer complained to you about receiving poor service from your company; how would you respond" is an example of what type of question?
56.
 

A. Critical incident
B. Indirect
C. Hypothetical
D. Leading
E. Educational
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Which of the following is NOT an illegal interview question?
57.
 

A. How much money do you make in your current position?
B. Do you have a spouse or partner?
C. What church do you attend?
D. Do you have children?
E. What is your ethnicity?
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How should an interviewee reply to an illegal question?
58.
 

A. Directly
B. Diplomatically, but precisely
C. By challenging the question
D. By refusing to answer
E. By lecturing the interviewer on the error
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	59.
	
	

	Which of the following components is NOT typically included in a résumé?
A. Heading
B. Description words
C. Action words
D. Keywords
E. Picture
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Which of the following components is typically NOT included in a résumé's heading?
60.
 

A. Applicant's full name
B. Applicant's complete mailing address
C. Applicant's telephone and fax numbers
D. Applicant's website and email addresses
E. All of these are included
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Which of the following is NOT an alternate format for résumés?
61.
 

A. Email résumés
B. Scannable résumés
C. Homework résumés
D. Online résumés
E. All of these are formats
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When writing a cover letter, in which paragraph should you note any limitations regarding your "start date" availability?
62.
 

A. First paragraph
B. Second paragraph
C. Closing paragraph
D. First and closing paragraphs
E. None of the above
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Which of the follow components should NOT be included in a typical job application?
63.
 

A. Cover letter
B. Résumé
C. Reference list
D. Portfolio/work samples
E. It is appropriate to include all of these
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Which outlet has demonstrated the greatest return rate for helping applicants secure a new job?
64.
 

A. Social networks
B. University career offices
C. Mass mailings to employers
D. Community career offices
E. Online job boards
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Which of the following should you ALWAYS do before an interview?
65.
 

A. Research the company
B. Review your résumé
C. Anticipate potential questions
D. Rehearse answers
E. All of these are correct
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Which of the following interviewing formats is grounded in the assumption that an applicants' past experiences are the best predictors of their future performance in a job position?
66.
 

A. Group interview
B. Expert interview
C. Behavioral interview
D. Audition interview
E. Panel interview
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Typically, which stage of a face-to-face interview is does the establishment of credibility take place?
67.
 

A. Opening
B. Body
C. Support
D. Closing
E. Follow-up
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Which type of interview typically involves the employer asking a predetermined list of questions?
68.
 

A. Highly structured
B. Moderately structured
C. Somewhat structured
D. Highly nonstructured
E. Moderately nonstructured
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Which type of interview format should an untrained interviewer use?
69.
 

A. Highly structured
B. Moderately structured
C. Somewhat structured
D. Highly nonstructured
E. Moderately nonstructured
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Which of the following is NOT a type of closed question?
70.
 

A. Fill-in-the-blank
B. Multiple choice
C. Yes-no
D. Probing
E. Recall of factual information
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An open question should be used:
71.
 

A. To maintain control over the conversation
B. When time is short
C. To discover the interviewee's feelings or values
D. When the interviewer is not highly skilled
E. To explain the job expectations
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Which of the following is an effective strategy for interviewees when asked a difficult question?
72.
 

A. Ask interviewer to explain motive behind the question
B. Ignore the question
C. Rephrase the question
D. Consider the concern behind the interviewer's question
E. Stop the interview
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"Did you have a supervisory role in your previous position" is an example of what type of question?
73.
 

A. Leading
B. Open
C. Hypothetical
D. Closed
E. Educational
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"Tell me about a time when you failed to accomplish a project on time and what you learned from it" is an example of what type of question?
74.
 

A. Hypothetical
B. Behavioral
C. Leading
D. Open
E. Educational
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"Imagine a customer complained to you about receiving poor service from your company; how would you respond" is an example of what type of question?
75.
 

A. Critical incident
B. Indirect
C. Hypothetical
D. Leading
E. Educational
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Which of the following is NOT an illegal interview question?
76.
 

A. How much money do you make in your current position?
B. Do you have a spouse or partner?
C. What church do you attend?
D. Do you have children?
E. What is your ethnicity?
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How should an interviewee reply to an illegal question?
77.
 

A. Directly
B. Diplomatically, but precisely
C. By challenging the question
D. By refusing to answer
E. By lecturing the interviewer on the error
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Your ideal job should meet your financial needs as well as enable you to:
78.
 

A. Use the skills that you want to use
B. Work with the kind of people you want to be around
C. Have the level of responsibility you want
D. Achieve a goal that matters
E. All of these
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	79. Which of the following are strategies for managing communication apprehension?

		
	A. Preparing in advance
B. Practicing in advance
C. Visualizing success
D. Using positive self-talk
E. All of these are correct
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"To inform" is an example of a:
 

A. General purpose
B. General statement
C. Specific statement
D. Specific purpose
E. Thesis statement
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A _______________ is the exact goal of a speech that articulates what the speaker wants the audience to know, believe, feel, or do as a result of the speech.
81.
 

A. General purpose
B. General statement
C. Specific statement
D. Specific purpose
E. Thesis statement
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A _______________ succinctly articulates the main ideas of a speech.
82.
 

A. General purpose
B. General statement
C. Specific statement
D. Specific purpose
E. Thesis statement

	[image: image630.png]




	[image: image631.png]



	
	[image: image632.png]





	[image: image633.png]



	[image: image634.png]



	[image: image635.png]




	[image: image636.png]



	[image: image637.png]



Which of the following should you consider when conducting an audience analysis?
83.
 

A. Current knowledge about the topic
B. Desire to learn more about the topic
C. Knowledge about the speaker
D. None of these are correct
E. All of these are correct
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As the number of audience members increases, a speaker's:
84.
 

A. Focus on the introduction should decrease
B. Degree of formality should decrease
C. Focus on the introduction should increase
D. Degree of formality should increase
E. None of these are correct

	[image: image646.png]




	[image: image647.png]



	
	[image: image648.png]





	[image: image649.png]



	[image: image650.png]



	[image: image651.png]




	[image: image652.png]



	[image: image653.png]



Which of the following is NOT an example of supporting evidence?
85.
 

A. Citing a book
B. Citing an article
C. Making a joke
D. Quoting from an interview
E. Reciting a quotation
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An introduction of a speech should:
86.
 

A. Gain an audience's attention
B. Introduce the topic
C. Justify the presentation's rationale
D. Explain the speaker's credibility
E. All of these are correct
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The conclusion of a speech should:
87.
 

A. Review the main points
B. Motivate the audience to action (if applicable)
C. Bring things to a close
D. None of these are correct
E. All of these are correct
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Which of the following would most likely be used during an extemporaneous speech?
88.
 

A. Complete-sentence outline
B. Topic outline
C. Speaker's outline
D. Skeleton outline
E. None of these are correct

	[image: image678.png]




	[image: image679.png]



	
	[image: image680.png]





	[image: image681.png]



	[image: image682.png]



	[image: image683.png]




	[image: image684.png]



	[image: image685.png]



Impromptu delivery involves:
89.
 

A. Speaking from prepared notes or an outline.
B. Speaking "on-the-spot" with little or no preparation.
C. Reciting a fully scripted speech to an audience without using any notes or an outline.
D. Reading aloud to an audience using a prepared script that has the entire presentation written out.
E. None of these are correct
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Extemporaneous delivery involves:
90.
 

A. Speaking from prepared notes or an outline.
B. Speaking "on-the-spot" with little or no preparation.
C. Reciting a fully scripted speech to an audience without using any notes or an outline.
D. Reading aloud to an audience using a prepared script that has the entire presentation written out.
E. None of these are correct
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Manuscript delivery involves:
91.
 

A. Speaking from prepared notes or an outline.
B. Speaking "on-the-spot" with little or no preparation.
C. Reciting a fully scripted speech to an audience without using any notes or an outline.
D. Reading a fully prepared script of a speech aloud to an audience.
E. None of these are correct
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Memorized delivery involves:
92.
 

A. Speaking from prepared notes or an outline.
B. Speaking "on-the-spot" with little or no preparation.
C. Reciting a fully scripted speech to an audience without using any notes or an outline.
D. Reading aloud to an audience using a prepared script that has the entire presentation written out.
E. None of these are correct
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_______________ is based on perceptions of a speaker's believability influenced by his/her competence, character, charisma, and co-orientation.
93.
 

A. Credibility
B. Expertise
C. Believability
D. Trustworthiness
E. None of these are correct
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Competence is based on perceptions of a speaker's:
94.
 

A. Expertise
B. Believability
C. Trustworthiness
D. Enthusiasm
E. Similarity with an audience's values, attitudes, and beliefs.
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Character is based on perceptions of a speaker's:
95.
 

A. Expertise
B. Believability
C. Trustworthiness
D. Enthusiasm
E. Similarity with an audience's values, attitudes, and beliefs.
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Charisma is based on perceptions of a speaker's:
96.
 

A. Expertise
B. Believability
C. Trustworthiness
D. Enthusiasm
E. Similarity with an audience's values, attitudes, and beliefs.
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Co-orientation is based on perceptions of a speaker's:
97.
 

A. Expertise
B. Believability
C. Trustworthiness
D. Enthusiasm
E. Similarity with an audience's values, attitudes, and beliefs.
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Which of the following is an example of a visual aid?
98.
 

A. PowerPoint slide
B. CPR dummy
C. Baseball bat
D. Live animal
E. All of these are correct
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	99. statement 
	The statement "You're either with us or against us" illustrates which of the following concepts?

	 
	A. Grouptalk
B. Groupthink
C. Synergy
D. Group norms
E. Intergroup tension
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100.Which of the following statements about personal space is INCORRECT?

	

	A. Repeatedly invaded a person's space can cause extreme reactions, frustrations, and aggression
B. A speaker's credibility and authority is undermined when being isolated in front of a group
C. Typically, humans react negatively when their personal space is invaded
D. None of these are correct
E. All of these are correct



101.The word ‘communication’ has its orgin from the Latin word ‘communis’ which means to----------

A. Share

B. Solve

C. Settle

D. Serve

102. According to Keith Davis,---------------is essentially a bridge of meaning between people.

A. Concentration

B. Conversation

C. Communication

D. Commotion

103. Which among the following is not a characteristic of communication?

A. Two-way process

B. Dynamic process

C. Interaction and Transaction

D. Growth of Trade Union

104. Sharing of information enhances analytical decisiveness and provides---------------

A. Sustainable competitive advantage

B. Participative management

C. Sustainable income

D. Intelligence input

105.________________is the  proposal of a subordinate to the higher authorities indicating necessary change in the exiting procedure.

A. Warning

B. Order

C. Appeal

D. Suggestion

106.The component  of communication process that allows the sender to evaluate the effectiveness of the message.

A. Encoding

B. Feed back

C. Decoding

D. Receiver

107.Meetings , conferences, interviews etc. are examples of ______________ communication

A. Oral

B. Aural

C. written

D. Visual 

108. In ______________ communication, there is an insistence on greater accuracy and precision.

a. Visual

b. Written

c. Aural

d. Oral

109. _____________ is a store and forward method of composing, sending, receiving & storing messages over electronic communication systems.

a. Post mail

b. female

c. e mail

d. memo

110. the letter addressed to the employer or immediate boss, when an employee desires to leave the service/post due to some reason is called the _____________

a. letter of dismissal

b. letter of appreciation

c. letter of designation

d. letter of promotion

111. ______________ is the most important document in the job seeking process

a. Cover letter

b. Testimonials

c. Power of attorney

d. Resume

112. ________________is a skill that must be developed for effective communication and is defined as the ability to understand and respond effectively to oral communication

a. Murmuring

b. Listening

c. Criticism

d. Arguing

113. ______________ are the physical movements of the arms, hands, head, torso and legs

a. Posture

b. Gesture

c. Appearance

d. Impression

114. Which of the following does not comes under written communication

a. Radio

b. Letters

c. Memo

d. Magazines

115. ____________________ is a component  of cultural barriers to communication

a. Values

b. Emotions

c. Different language

d. Noise

116. Letter send to a candidate, who was interviewed but not selected, informing him about his non selection is called___________________

a. Letter of dismissal

b. Letter of appreciation

c. Letter of non selection

d. Letter of promotion

117. A __________________ is a letter which is written by an employer to the employee intimating that he is confirmed or made permanent in service.

a. Letter of Dismissal

b. Letter of Approval

c. Letter of Promotion

d. Letter of Confirmation

118. Which of the following does not comes under the category of grapevine?

a. Single strand chain

b. Supply chain

c. Cluster chain

d. Gossip chain

119. Kinesics is another term for_______________________

a. Para  language

b. Body language

c. Space language

d. Touch language

120. The medium through which the message is passed from the sender to the received is known as____________

a. Decoding 

b. Channel

c. Encoding

d. Feedback  

121. What is the first and foremost objective of communication

a) To train   b)  to entertain  c) to inform  d) none of these

122. One among the 7c’s of communication is 

a) Conciseness  b)  concentration   c) Colloquial  d) none of these

123. Which is not the element of communication?

a) Sender  b)  receiver  c) translator  d) none of these

124. _____________ is directed at a large audience or is aimed at special media

a) Organizational Communication  b) Business communication  c) Mass Communication            d) none of these

125. The process of communication starts with a  ______________.

a) Purpose   b) stimulus   c) Philosophy d) none of these

126. Expand ATM

a) Any Time Money b) Automated Teller Machine d)  Automatic Taking Money d) None of these

127. Expand SMS

a) Short Messaging Services b)  Simple Messaging Software  c) Short Messaging Software   d) none of these

128. Communication is derived from Latin word ___________.
a)Commune  b)  Communis  c) Communize  d) none of these

129. The interview for a selection of post in an organization

a)Orientation Interview                                          b)  Job interview  


c) Reprimand Interview                                          d) None of these            

130. The interview where superior meets the disobedient employee or student and  warns him is

a)Reprimand Interview                                           b)  Assessment interview  


c) Promotion Interview                                           d) None of these                 


131. Which is not an inter-personal skill?

a)The ability to remain cool when someone provokes you  

b)the ability to empathize 

c)the ability to come with divergent and innovative solutions 

d)None of these


132. Which statement expresses disagreement?

a)I would like to differ……..                                      b)  Its quite clear to me that…….. 


c) I would like to support…….                                  d) None of these

133. Choose the external form of verbal written communication

a)Circulars                                                                    b)  Notification  


c) Business reports                                                     d) None of these   


134. The type of written communication addressed to a circle of persons and of long term relevance is

a)Memo                                                      b)  Circulars  


c) DO Letters                                              d) None of these  


135. DO letter is a short form for _________

a)Demi-Official Letters                             b)  Dear Organization Letter  


c) Duty Officer Letter                                d) None of these


136. Reading or writing for a person to transcribe or for a machine to record is 

a)Translation                                               b)  Dictation       


c) Transcription                                           d) None of these


137. Communication that takes place between any two individuals is 

a)Lateral Communication                          b)  Downward Communication  


c) Personal Communication                     d) None of these


138. Which is also called Peer-Level Communication?

a)Interactive Communication                  b)  Lateral Communication 


c) Downward Communication                 d) None of these


139. Which is not a grapevine?

a)Cluster Chain                                            b)  Possibility Chain 


 c) Single strand chain                                d) None of these


140. Putting yourself in ones shoes is 

a)Sympathizing                                            b)  Empathizing   


c) Incarnating                                               d) None of these


141. Speech delivered to pay tribute to a person, group, place etc is

a)Extempore Speech                              b) Persuasive speech  


c) Commemorative speech                   d) None of these 


142. Personal aspects of a presenter include 

a)Qualifications of the presenter             b)  Age of the presenter 


c) Pronunciation of the presenter              d) None of these


143. Gestures indicating the direction

a)Descriptive gestures                                b)  Transitional gestures 


c) Locative gestures                                     d) None of these


144. The position the presenter occupies to review the visuals is 

a)Visual Position                                           b)  Home position 


 c) High impact position                              d) None of these


145. Use of specific words so that the message does not sound vague or abstract is

a)Conciseness                                                b)  Concreteness 


 c) Clarity                                                         d) None of these


146. Communication across borders and involving cross cultures is 

a)Internal Communication                         b)  Intranational Comm. 


c) International Comm.                               d) None of these


147. Official communication which follows the formal channel is 

a)Formal Comm.                                           b)  Informal Comm.


c)  Personal Comm.                                      d) None of these


148. A form of systematic presentation of information relating to an end purpose of action or business actions is 

a)Notification                                                    b)  Amendment   


c) Report                                                                   d) None

ANSWERS

1. D
2.C
3.E
4.B
5.B
6.A
7.C
8.D
9.E
10.A
11.B
12.C
13.D

14. A
15.C
16.E
17.A
18.A
19.E
20.B
21.A
22.D
23.C
24.D
25.B
26.D

27. A
28.E
29.C
30.B
31.D
32.A
33.D
34.C
35.E
36.C
37.B
38.E
39.A

40. E
41.E
42.C
43.C
44.E
45.A
46.E
47.C
48.A
49.A
50.A
51.D
52.C

53. D
54.D
55.C
56.C
57.A
58.B
59.E
60.E
61.C
62.C
63.E
64.A
65.E

66. C
67.A
68.A
69.A
70.D
71.C
72.D
73.D
75.C
76.A
77.B
78.E
79.E


80. A
81.D
82.E
83.E
84.D
85.C
86.E
87.C
88.C
89.B
90.A
91.D
92.C

93. A
94.A
95.C
96.D
97.E
98.E
99.B
100.B
101.A
102.C
103.D
104.A
105.D

106.B
107.A
108.B
109.C
110.C
111.D
112.B
113.B
114.A
115.A
116.C
117.D
118.B

119.B
120.B
121.C
122.A
123.C
124.C
125.A
126.B
127.A
128.B
129.B
130.A
131.C

132.A
133.C
134.B
135.A
136.B
137.C
138.B
139.B
140.B
141.C
142.C
143.C
144.B 

145.B
146.C
147.A
148.C


