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SECOND INTERNAL ASSESSMENT: APRIL 2012
	Program:  BBA
Section  :  Advance
Batch    :  2010
Subject:  Business Communication
	Semester   :  III
Full Marks: 100

Pass Marks: 45

Time          :  3 hrs


Candidates are required to give their answers in their own words as far as practicable.
The figures in the margin indicate full marks.

Attempt all the questions

1. What is nonverbal communication? What are its major components?




    
           [15]
2. a. Explain the importance of communication to you and your business.





            [8]
b. How is perception of reality imperfect?  Give some examples of limitations of human perceptions.



[7]
3. a. You are a communication officer at Sangrila Research Center, Putalisadak, Kathmandu. Some days back, you had applied for a one month report writing training program in Bangalore, and yesterday you received the acceptance letter. Since you need to leave for Bangalore after one week, you need to take leave from your job. You know that the one-month intensive training will definitely furnish your writing skill and it will ultimately benefit your office and your boss. But your one month's leave will cost a lot in your office since there is a lot of work load, and staff too are not sufficient in the office. Now write a persuasive memo to your boss asking for leave, and also for some financial assistantship since your report writing skill will increase the business of your office.  



          [10]
b. What is two valued thinking? How does it impede our communication skill?



           [5]
4.  a. You have recently brought a refrigerator from Sitaram Electronics on the warranty of two years. Now, after two months you find that quality of the refrigerator is really poor and you feel being cheated. So, write a complain letter asking to return it.

         




[8]
b. You are the Sales Manager at Sitaram Electronics. Bala De Rai, one of your regular customers, has written a complain letter asking to return the refrigerator that he had bought from your show-room two months back. He thinks that you have cheated him selling a low quality product in comparatively expensive price. Write a bad news letter to him saying that returning the product is against the company policy. Your strength lies in saying 'no' in such a way that your customer feels satisfied with your answer.
    



            [7]
5. Supposing that you are completing your BBA this semester, write an application and an appropriate resume for the following vacancy announcement.



  [8+7=15]
Applications for the post of marketing officer are invited from eligible candidates with a 
Bachelor's Degree in Business Administration (BBA). The applicants must be excellent 
in written and oral communication, interested to work in multicultural workforce, and 
willing to work in any geographical region. Application along with resume must reach the office of the Mountain Herbal Product, Saheedmarga, Nepalgunj by May 5, 2012.
6. a. What changes in the nature of the progressive business office do you see over the next twenty years? Will there be a "paperless office"? Discuss.




          [7.5]
b.What is meant by listening? List any ten ways (Ten Commandments) to improve listening.

         [7.5]
7.  Write short notes on (Any two): 


  [2x5=10]
a. Cross-cultural communication

b. Ethics in public relations writing

c. Fact-Inference confusion 

*Best-of-luck*
� EMBED PBrush ���
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