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N.B. :— () Question No. 1 is compulsory.

(i1) Attempt All questions.
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1. What are the points to be considered while drafting an application for
employment ? 20
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2. Explain factors affecting listening skill. 15
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Explain the principles of effective speaking.
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Explain the procedure of import and export business correspondance. 15
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Explain in detail principles of effective listening.
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What is sales letter ? State characteristics of sales letter.
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Write an enquiry letter to ‘Sunlight Solar Company Ltd.” to purchase solar

panel.

TR U7d EREEE HFaEe 9idar &at fa.! o1 =iesst o fogn

X114Y2C1E80X114Y 2C1E80X114Y 2C1E80X114Y 2C1E80



WT ( 3 ) TA—94—2024
5. Write short notes on (any two) : 10
@) Importance of Business Letter
(1) Conducting Interview
(@11)  Office Memorandum

(v)  Types of Application.
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