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1. Communication helps officials to ......... the employees.
TR fasRAY 1 1) S A A AGE FIAT ¢

(A) Eliminate / gclalT

(B) Motivate / 3R &=

(C) Threaten / THhIAT

(D) Appraise / Hg\(vé‘lidwl el

Answer: (B) Motivate / 9Rd &1
Explanation: Communication builds understanding and trust between officials and employees, which
helps in motivating them to perform better.

TR ! & drg gHST 3R fAearg 9a1ar &, f99d 376 9ga &1 da & forw ogom
IEEGIE

2. The document that is used to communicate within the organization is
called ...
WIS & M TR &F fT 3UAT fFAT AT Il SEATAST Fegaldl & ...

(A) Letter / 9o

(B) Memo / 3191
(C) E-mail / §-FaT
(D) Telex / ToiFd

Answer: (B) Memo / 39«
Explanation: A memo (Memorandum) is an internal document used for communication within an
organization.

AT Ueh TR SEdTdoT 8ldT & S HaTe & ¥ IR & foIw 39AeT forar Srar g

3. While listening, when we assess what the speaker is speaking, it is known

as ...

A HAL, T §H aaFdl Y a1 T HedThed HI 8, ) 38 FETATATS ...
(K) Comprehensive listening / €19 q0T

(B) Dialogic listening / @arcTcdHs HduT

(C) Systematic listening / cgaf&dd Hqor

(D) Critical listening / 3TelldsITcHS 40T
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Answer: (D) Critical listening / 3Tl aeiTcA® 4doT
Explanation: Critical listening means analyzing and evaluating the speaker’s message to form a

Judgment
AT T 31 § TeFcll o TG T fARITOT 3R HeATeheT el Hr%ﬁvﬁ'qmmﬂﬁ?l

WHILE LISTENING, WHEN WE ASSESS WHAT

THE SPEAKER IS SPEAKING, IT IS KNOWN AS ...
gAd 99, STd gH daol ol 91d &I F-ihd Hid 8, di 59 Bel A g ..

(A) COMPR (B) DIALOGIC
LISTE LISTENING

&2

(C) SYSTEMATIC
LISTENING

Meaning: Listening carefully Meaning: Listening and responding Meaning: Listening in an organized Meaning: Analyzing, evaluating
to understand the message during a conversation. and structured way to collect and judging what the speaker says.
completely. aref; arerltar & g 3k information. aref: aanT 6 aTa &1 Avdgor,
aref: fopeft ama 1 e A AT waTE & e aref: ST @t HHER IR Heaie e Frota @
FHET T 312 THFATI raferd a8s | A
Example: A student listening Example: Talking with friends Example: An employee listening Example: A judge listening to
to a teacher during class to and listening to each other carefully during office training arguments in court and deciding
understand a chapter. during discussion. step by step. what is right.
Key Focus: Key Focus: Key Focus: Key Focus:
P 3 A f Evaluation and
Understanding information. Interaction and response. Organized process. 2
judgment.
Easy line: “I listen to understand.” Eas;élin_e: “I listen art"_d "?_SPOHd Easy line: "Icliisten m a Easy line: “I li;t.er;, analyze
& e & fag N LIGHG conversason. structured way. and judge. i
g g “# araita & gaar 37 IE A §11 & et add & gAar gl “# gan §, farveraor sear §
\ 3 fAofa sar €11
QUICK COMPARISON
oRin VheRiE N Fodin EnsiLive & CORRECT ANSWER: (D) CRITICAL LISTENING
o Comprehensive Listening  Understanding the message Understanding | | listen to understand. Critical listening means analyzing and evaluating the
0 Dialogic Listening Conversation and respense Interaction I listen and respond. speaker's message to form a judgment.
e Systematic Listening Organized listening process Structure | listen in a structured way. AT 207 &7 aref % TS "Ha'ﬂ =T
0 Critical Listening Analyzing and judging Evaluation 1 listen, analyze and judge. fagaraor 3ilx Iia]'liﬁﬂ' T arfes Fofa AT sTas |1

. REMEMBER; If the question contains words like judge, evaluate, assess, analyze —
= the answer is usually CRITICAL LISTENING.

T: Comprehensive - Understand Dialogic - Talk & Respond
Systematic — Organized Process | Critical — Analyze & Judge

@ SHORTCU

4. Identify the polite method of beginning a business letter.
SATAHTTAH T T YT FIA T fdTd7 1 TETAT]

(A) We are forced to refuse / &H FSTET GIehT ehX el TSIl &

(B) We demand to know from you / 3?[ 3T9H SATAAT Eﬂ%ﬁ &

(C) We find it difficult to believe / & [aaTH AT FHideT SToTdT &

(D) We appreciate your prompt reply / & 3T 2fTer 3o I TG X &

Answer: (D) We appreciate your prompt reply / &7 3iTq% 2ffer 36T &Y T0ET i &
Explanatlon Polite and positive language creates goodwill in busmess communication.
fae1# 3R FHRIcAS AT ITGHTTAS HIR H HGHIGAT Sceed Fcll & |

5. The subJect in the job application is written ...
;lh»'{’r e ¥ Ry [REr g ...
(A) Before salutation / 37THdrge & ggel

(B) After the salutation / 31THdrget & dl¢,
(C) Before the complimentary close / FHTI & Ugel
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(D) After the complimentary close / THTIA & §1¢
Answer: (A) Before salutation / 31fHdiGel & Ugel

Explanation: The subject line is placed before the salutation to clearly state the purpose of the letter.

faw dfFa srfdare & ugel ford! Sireh & arfer 97 1 35623 T g1 d |

6. ... must be provided in a resume only on request.
.. B RGTA & Faer 30 I &) Tt FFar ST =

(A) Mobile Number

(B) Reference

(C) Education Qualification

(D) Work Experience

Answer: References / Wgst
Explanation: References are shared only when the employer asks for them to verify your background.

e el o feU SiTd § St ferdr 3maes geasifa it qite & fow 3o% AT 2|
7. The and is also helpful for the listener to understand

the meamr;*ﬁ._ . ’
AT F 7 A H oft A FII E

(A) Tone, behavior / TaY, cIdgR

(B) Pitch, tone / o=, TaX

(C) Tone, attitude / ¥, gfeeenior
(D) Tone, intensity / X, dtddl

Answer: (B) Pitch, tone / =, T
Explanation: The pitch and tone of voice convey emotions and intentions, helping the listener grasp
the speaker S meaning.

3TaTet 1 U 3R FaX TerdT S HATT=T3iT 31 3652 T ST d 6, Torad HTdT 37 HT Sgak THST IIaAT g |
TONE, BEHAVIOUR, PITCH, ATTITUDE, INTENSITY

Definitions, Focus and Examples
[ Word Meaning
Happy vouce Angry vouce

Emotion in voice @
Tone ag D)) Feeling
N @@ =
= Actions with others
7 : nﬂ
@ Behaviour e o4 Qa Manners

-

Respecting
elders

High or low sound

| : High y \ :
Pitch g))) I (((a AI_I | Voice level
Sharp Deep

High (sharp) Low Low (deep) » - __voice voice

L

Thinking style @ e
&) nrice UL @) e @ e

3 N Strength of expression > = E /
&g . - 4 orce Loud
4 ) Intensity ﬂ w8 fem) Energy e vy
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8. Identify the advantages of writing.
AW & T YA
(A) The speaker himself did not have to be present in order to communicate / &dT I FIR & foIT
T TR T AT glcir
(B) Knowledge of one generation could be accumulated and passed to next / ek Q& &1 AT G gl
ST e IgT FehalT &
(C) Both A & B /&It A 3R B
(D) We can represent what we want / 5 Sil dIgd ¢ 39 cIed X Thd o

Answer: (C) Both A & B /39T A 3R B
Explanation: Writing allows communication without physical presence and preserves knowledge for
future generations.

mﬁmmmWﬁW@W%ma@maﬁmmmﬁWm%l

9. General categories of communications are .

AR Y IHAT AT ...

(A) Speech / YT

(B) Writing / oi&el

(C) Electronic communication / SeleF Felforeh T

(D) All of the above / 39T Tt )

Answer: (D) All of the above / 39%d T3t
Explanation: Communication occurs through speech, writing, and electronic means — all are valid

forms.
A HIYOT, G 3T Solaciiae ATtTAT T glarg — I TN TIR F FT &1

10. means no external, unnecessary details have to be included,

while only details which are 51gn1ficant and important should be 1ncluded.
#1374 ¢ fF amedY a1 srarraegs fRagor anfae gt e e wfgw, Fae

HgcaquT X 3Taeas faaRor & anfAe fhw s

(A) Accurate culture / <, FIW%

(B) Accurate, clear / §leh, TISC

(C) Easy, complete / 3T, C|'U‘r

(D) Concise, clear / Gf&Icd, TUSE

Answer: (B) Accurate, clear / Gi®, TqSE
Explanation: Effective communication should be accurate and clear, avoiding unnecessary details.

JHTE TIR e 3T Tqse Q11 T1feT, forged 37Araedes faavor 7 gl

11. We communicate orally in two ways: ......... and .........

g Al S T 4 Q) TF q darg A8t ... x.........
(A) Telephonic, non-verbal / SelltiTeih, IR-FHIT&H

(B) Verbal, face-to-face / Fl @k, 3THA- AT

(C) Face-to-face, telephonic / 3-1'I?:I?f HTHA, CollhI s

(D) Verbal, nonverbal / #if@, IR- ?FIT@'EF

Answer: (C) Face-to-face, telephonic / 3TTHaI-GTHa1, Collthlieleh
Explanation: Oral communication happens when people exchange information through spoken
words. The two main ways are face-to-face (direct conversation) and telephonic (through phone calls).
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Both involve verbal interaction.

AT@s IIR a9 giar

§ SISl ilT STel 91T Qsal o ATETH Y STeTeh{l hl HTETA-Sale hid & | $Heh & HET

T § — IMHA-THA ST 3R AR ST | At 7 7@ dare anfdrer grar |

12. If staff in an organization is suspected of major misconduct, the
organization may issue a ........ which will mention the ........ against the staff
concerned and ask for a written explanation.

mmﬁmﬁﬂﬂmwwwaﬁmm% o HIASH TF ........ TR FT
Fhdl ¢ ad Fafda s & @as

SITTIT|

(A) Notice, information / T, CIGEIR

(B) Memo, praise / 39T, IAHT
(C) Show cause notice, allegations / PRUT T3 A, 3T
(D) Letter, punishment / 99, ¢S

Answer: (C) Show cause notice, allegations / HROT Ia131t siifew, 3T
Explanation: A show cause notice is issued to ask the employee to explain allegations before
disciplinary action.

HNOT ST AEH AR § 3TRIYT I FSEHT HaTed o [T STRY FohaT STl 8, HeTATATcH Hars &

gl |

mmmaﬁtﬁﬁamrawwm

Term Meaning Purpose Audience Example
Notice Short public ’er\?egifsorrrglglm;t General public /| “Notice: Library
- announcement change,s ’ group closed on Friday.”

Written message To request, inform, or .. « ..
Letter from one person to communicate frrllg:iﬁldtiloarll or f(l)f’{’ézi’éo”Prlnmpal

another formally/informally '

Internal office To share instructions « ) .

Memo document (short or updates within Staffl/ il o »

D) organization employees reports by 5 PM.
Application Formal written To ask for permission, |Authority / “Application for job

request job, or service employer vacancy.”
Information Facts or knowledge |To make someone Anyone needing | “Information about

shared aware details exam schedule.”
Show-cause |Formal demand for |To ask why action iﬁlg;ﬁi’(}e / “Show-cause notice

notice explanation should not be taken for misconduct.”
member
. . . To charge someone nga}l/ . “Allegatjons of
Allegations |Claims or accusations with wronedoin disciplinary corruption
& & context investigated.”

13. Unclarified assumptions in communication can lead to ......... and .........

HOR & 3TTse RO ... IiR.

T HRUT def FFHal &



ca://s?q=Explain_allegations_in_simple_words
ca://s?q=Explain_show_cause_notice_in_simple_words
ca://s?q=Explain_show_cause_notice_in_simple_words
ca://s?q=Explain_information_in_simple_words
ca://s?q=Explain_application_in_simple_words
ca://s?q=Explain_memo_in_simple_words
ca://s?q=Explain_letter_in_simple_words
ca://s?q=Explain_notice_in_simple_words
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(A) Premature evaluation, poor listening / &I & Ugel H‘\«qiq'w-l, HHASIT HAUT

(B) Information overload, selective perception / AT Fr 37fhT, IYailcHD YROT
(C) Lack of planning, physical barriers / ST eht EhTﬂ' ifae sTere

(D) Confusion, misunderstanding / #&, ITeTdhgHT

Answer: (D) Confusion, misunderstanding / 8TH, TAdHeH!
Explanation: When assumptions are not clarified, messages are misinterpreted, causing confusion and
misunderstanding.

ST IRUTT FIST 76T I, AT 2l AT FHS S &, Forad 197 3R TarawgaT der giar &1

14. A resume needs conceptualization of your ......... and ......... in one
document.

RegA & amads ......... 3 ... ) O GRS H W frar ST 81
(A) O%Jectlves experiences / 36629, CGEE]

(B) Projects, skills / 9RISIT, Pherer

© Accomphshments experiences / 3UcI{eIT, CGEE]

(D) Skills, aims / &IeTeT, 18T

Answer: (C) Accomphshments, experiences / 3T, 3qHg
Explanation: A resume summarizes your achievements and experlences to present your professional

profile.
R 3Taehr STt 3R 3HeT8Tal hT HETT H TEIT AT g cATfeh HTIRT URNGR AhTs e fermam 5T aeh|

15. The most crucial part of the ......... process is thinking of converting to
eeeeeee.. What one heard.

......... YfSh T T HeH Agcaqul 1T § el §6 a1 T ... H Feeled & IR H Her=1)

(A) Hearing, understandlng / Ho-lo-ll HHST
(B) Listening, meaning / 'H?-I?-iT 3 ?i

(C) Hearing, 1nterpret1ng 7~{-Io-|o-ll cTET hiel
(D) Listening, meaning / ’HT:I'UT

Answer: (D) Listening, meaning / #19vr, 3¢

Explanation: Listening involves understanding and interpreting the meaning of what is heard, not just
hearing sounds.

HGUT T 37 Shel el eloll 761, STodh Hﬁ’rﬁ‘éaﬁr?ﬂm& HSTAT 3R IrEIT FRATBIAT & |

16. As a means of communication, e-mails have features of the immediacy
of both .........
AR & ATETH & W9 &, §-Ad A Q)1 Y drchifaddr $1 FAvae g & .........

(A) Reading, receiving / 9gelT, AT hiadl
(B) Writing, readlng / ﬁ'@?ﬂ gGal

(C) Calling, receiving / Il ST, YTCT el
(D) Receiving, sending / 9Tcd alT, HTell

Answer: (D) Receiving, sending / 9Tcd &34T, AT
Explanation: E-mails allow instant sending and receiving of messages, making communication fast
and interactive.

£ 30T TR et T 3T Tt o) Y R e &, T Ha A7 30T T e
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17. Unclarified assumptions in communication can often lead to .........

TR H HETSE YRUMT HF ......... T HROT T Hehell ¢ |

(A) Premature evaluation, poor listening / ¥5J & Ugol HedThe, q'uH\ﬂI{ SquT

(B) Lack of planning, physical barriers / Z1TlT &7 &#T, Aifde aremd

(C) Information overload, selective perception / §d«T @r 31T, TITcHS LROT
(D) Confusion, misunderstanding / 3,

Answer: (D) Confusion, misunderstanding / 8H, TTdHheH!
Explanation: When assumptions are not clarified, messages are misinterpreted, leading to confusion
and misunderstanding.

ST YRUTTT TIST 761 IciT, dAT G2l I FHST S &, forad #3731 TerawgaT dergiar g |

18. Language of a memo should be ......... and ......... to understand.

FATY Y 9T .......... Ar......... gt TR w arfeh THST=T 3THTeT &1l
(A) Indirect, personal / 39cTeT, SgTFdaTd

(B) Direct, concise / 9cJ&d, Hﬂq"v_cf

(C) Loud, easy / 3T, 3T&Tl

(D) Concise, difficult / T&Ted, Hid

Answer: (B) Direct, concise / Ycd&T, Hférca
Explanation: A memo should be short and clear so that the message is easily understood by all
employees

AT BieT 3 Tse mmmﬁﬂﬁﬂmﬁﬁmﬁmﬁqﬁﬁl

19. In letter writing, ......... indicates to the reader what the letter is about.

U AGTH, ......... 9IS &I Id1dT & 6 99 frg aXy 7 §1
(A) Salutatlon letter / 3fRarcsT, 9=

(B) Subject, notice / fas=r, =i

(C) Topic, memo / Faw, Adet

(D) Subject, letter / %W CE]

Answer: (D) Subject, letter / faw, g
Explanation: The subject line summarizes the purpose of the letter and helps the reader understand its
content quickly.

O dfeFd I & 3652 ol T&TT H IdTcll & 31 ITSeh I SHRT ATHIAT STeaT THSTA H HAeg Pl g

20. ceeeeennn is sent to a specific group of people whereas ......... may be meant
for the general public.
......... o AT FHE T AT AT § FGTF ... HH et & fAC g TFHT B

(A) Notice, memo / H?-I?lT ATl

(B) Memo, circular / 3|TC|?-T CIECE]
(C) Memo, circular / JT9eT, IRIT
(D) Circular, notice / qﬁrrar, o

Answer: (B) Memo, circular / 39, 9R97
Explanation: A memo is used for internal communication within an organization, while a circular is for
public or wider distribution.

SITEAT: AT HITdeT & o 3TaRe TR & forw 3gAier forar sirar g, STafes aRus 3me Sierar ar sarae
faRoT & fow grar g |
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21. While communicating with the , phrases and have
to be used in their appropriate contexts. ) .

S & GTY GIR fRaT S1ar §, aY areramer iR sRT At &
39T fhT S TIfR |

(A) Customers, polite expressions / 3T, [aatd TR fFTAT
(B) Relations, harsh gestures / G, HdR Hohcl

(C) Subordinates, impolite impressions / 3T, 37f3rse getar
(D) Audience, rude dialogues / #dT, 3772rs¢ HarG

Answer: (A) Customers, polite expressions / ATg®, A= Af=aFaar
Explanation: Communication with customers should always be polite and respectful to maintain
professionalism and goodwill.

& TTY IR gHLT 3137 3R FFATASTAS gI=T ARV dTfeh TG R TGHTEAT §=11 I |

22, In soft skills, what is the suitable term that helps one to become
comfortable with the work environment?

ATFe ehed H, FI-4T g ATFT F H1Y 1G0T H TE 81 A ASE AT 82
(A) Surrendering / 3TcATHITT

(B) Adaptability / feJeherat e

(C) Reflection / et . ‘

(D) None of the above / 39RIFd & & HIs A6l

Answer: (B) Adaptability / Wﬁm

Explanation: Adaptability means adjusting to new situations and environments, which is essential for
success in any workplace. ‘ .
3TeTeheleTiTeldT T 378 § 718 TRTEATAAT iR ATATERYT & 3HTHR e I SToieTT, Sit ol off e #
HheldT & oIt 32T |

23. When you talk to yourself, then that kind of communication is called

ST NI FTT X IT FIT R, AT IFR S TIAR FI FETATATE ooeeveee
(A) Formal / 3i9arRes

(B) Informal / 39T ‘

(C) Intrapersonal / 3TcH-HAR

(D) Interpersonal / IREIRE AR

Answer: (C) Intrapersonal / 3TcH-T9R
Explanation: Intrapersonal communication occurs within an individual’s mind — thinking, self-talk, or
reflection.

3TcH-TAR eATFd o Aol & Hd BIAT § — oI A1, TAT H ST haAT AT 3TcH-RIdeT |

24. Which of the following statements is most appropriate about

# § FIT-UT FU cafFded & TR # FGH 3997 87
(A) Personality is the ability to use logic / SaTFdcd coh I STIIT hieT I &THAT &
(B) Personality is inborn / caf&dca STeaaITd .
(C) Personality is an integration of characteristics of an individual / eafFdca safeFd Fr TAATAT3T Fr

(D) Personality is external physical appearance / dTFdcd STg<T AR F9 &
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Answer: (C) Personality is an integration of characteristics of an individual / sgfddca
cgfdd $r [yt w1 vhaor g

Explanation: Personality combines mental, emotional, and behavioral traits that make each person
unique.

cafedcd A8, HTdelcHh 3R SFagTRen VI Sl LTSI & Si Fedeh caterd I fAfIse d=Ter g

25. Soft skills include .........
Aire RFrew H A ¢ .........

(A) Communication / HaR

(B) Creative thinking / {dellc# T
(C) Teamwork /

(D) All of the above / 391 Tt

Answer: (D) All of the above / 39%d @3t

Explanation: Soft skills cover communication, creativity, teamwork, leadership, and problem-solving
abilities.

Hitre e H HAR, TATCHST, EHaH, Adcd 3R TACAT-HATUTT SIHY &THATT enfHe ghel 81

26. Soft skills include .........

Arre Fheq # afAAE .........
(A) Work ethic / &R sifdiehdr

(B) Communication / §dX

(C) Teamwork / E#FdS

(D) All of the above / 3URTFd T

Answer: (D) All of the above / 39%d st
Explanation: Work ethic, communication, and teamwork are key soft skills that improve professional
relationships and productivity.

I sifcehell, §UR 3R Edash Y@ Fite [Fehed & ST Ua Hetil 3N Scdreshel &l e ¢ |

27, Soft skills include .........

arve Reea H afAa § .........
(A) Adaptability / 3fsTeheraA=fTerdr

(B) Communication / 9dRX

(C) Creative thinking / {dellcHs T
(D) All of the above / 39V T

Answer: (D) All of the above / 3T&d T3l

Explanation: Soft skills are personal attributes like adaptability, communication, and creativity that
help individuals work effectively with others.

qie Eehod Th STFAaTd 0T § S JTefeheleTelTeldl, HUR 3R TaellcHS G, ST GERT o AT FoTey &1 &
IH Hel H HAG X o |

2§. Soft skills include .........
dire Recag A afAa g .........

(A) Time management / HHI JaeaT
(B) Positivity / HpRTcHehdT

(C) Critical thinking / 3Tl dsITlcH® A
(D) All of the above / 3URTeFd T
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Answer: (D) All of the above / 39%d st
Explanation: Time management, positivity, and critical thinking are essential soft skills that improve
productivity and decision-making.

HHY TSEIeT, HhRIcHAT 3R ATell<silcAe A< Agcaqul HIFE [Fehed ¢ Sl Scareehdr 3R fAvTa-fasior
I AR 1 &

29. Soft skills include .........
arre RFrew # A ¢ .........

(A) Problem solving / GHEIT AT
(B) Conflict resolution / faare AT
(C) Motivation / 90T

(D) All of the above / 391 Tt

Answer: (D) All of the above / 39%d @3t
Explanation: Problem solving, conflict resolution, and motivation are key interpersonal skills that help
maintain harmony and efficiency.
%W%W faare; FATUTST 3R 90T 974G TRETRE I ¢ S ATHTET 3N 8Tl S0 W= H Heg
I

30. Soft skills are a combination of .........

ATFe Bhed HTHATT AL .ecvveee
(A) Communication skills / R &ierel
(B) Career attributes / RIX 0T

(C) Social intelligence / mm
(D) All of the above / 39 T3t~

Answer: (D) All of the above / 39%d st
Explanation: Soft skills combine communication, career attributes, and social intelligence to create a
well-rounded professional personality.

qitre [Eehed TUR, HRIT 0T IR HATTH 6 HT T HAISleT § il Ueh HJfeldl U1 cAfercled Sl & |

31. Personality development is about .........

cHfdded e FTEIUR .........

(A) Building your capabilities / 379=iT &THAT34T ST f&TOT
(B) Nurturing your talent / 3791l YfaI$1T T 9IyoT

(C) Enhancing new skills / 51 SIRTell T SGIAT

(D) All of the above / 3URIed THT

Answer: (D) All of the above / 39%d @3t
Explanation: Personality development focuses on improving capabilities, nurturing talent, and
enhancing skills for overall growth.

cAfercicd TAehTH T 36GRY &THATAT ohl FEREAT, FTCTHT &hT UITST hielT X hlercll bl SGT=lT & cliieh HA
QT 8T T |

32. In institutions, personality development is ......... that support human
development.

T A, SAfFaea e ......... giaT § St ATeia AT &1 gAY FLar g

(A) Program / SishaT

(B) Assessment / FHedTehel
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(C) Tools / 39shI0T
(D) All of the above / 391 Tft

Answer: (D) All of the above / 390%d st
Explanation: Institutions use programs, assessments, and tools to promote personality and human
development

GETST cafFdcd 3R AlTa [ 1 Ser1aT &t & [T SIIshaAT, HedieheT 33U T 3T L § |
33. Personality development includes .........

Ifddca e A AT § ......... ‘
(A) Activities that improve awareness / STRTRehdT S&lel dTell ATATATAAT
(B) Develop talents and potential / 9TctT 31X &THAT &7 [dehre

(C) Build human capital / HTeId Gail T

(D) All of the above / 39RFd Teft

Answer: (D) All of the above / 39%d st
Explanation: Personality development involves activities that enhance awareness, develop talents, and
build human capital for success.

e faerg 7 OEY QI frar enfie 8id § S STRTRehdT JeTdl &, UTaHT &1 9 &l & 3R a%erar
& fore ATeTa ol T forHToT el §

34. Personality development .........

c cd [d9¥ .........

(A) Enhance your employability / 3TdehT ASTITR &THT J&IdT &
(B) Raise your confidence / 3TcATS! QHRT Jerdre

(C) Lead to higher quality of life / SfraeT &hr J[OTAT STl =

(D) All of the above / 391 Teft

Answer: (D) All of the above / 390%d ¥sift
Explanation: Personality development improves confidence, employability, and overall life quality by
refining behavior and communication.

Tfebclcd [aerrd cTagR 3R TR ! JURAT IHcHTIRETH, AT &THAT 3 Siaret shY 0T T Tl g |

35. The process of improving or transforming the personality is called

S fFdcd F GURS AT TITRT FIA ) IiFAT Fgarcdl 8 .........
(A) Self development / ATcA-Tasra

(B) Personality development / eafe¢dca fasra

(C) Personality involvement / ca{adca TgaTferdr

(D) Self involvement / 3TcH-HgHTTIIAT

Answer: (B) Personality development / saf@dca fasr T
Explanation: Personality development means improving one’s traits, habits, and behavior to achieve
personal and professional growth.

cafFrccd faenrd 1 312 § 319eiT 3Me T, J[ui 3N sagR o UREAT difeh safFaerd 31X aer fasd gl & |

36. Which of the following is a characteristic of personality?
fFafaf@a & § wia-ar safddaca F1 o1 2

(A) Self-esteem / ITcH-G&FHATT

(B) Self-monitoring / 3TTcH-fIRT=AT
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(C) Self-efficacy / 3TcH-THTGRITSIAT
(D) All of the above / 391 Taft

Answer: (D) All of the above / 390%d st
Explanation: Personality includes self-esteem, self-monitoring, and self-efficacy — all reflect
confldence and self-control.

TFded H TcH-GFAT, TcH-TAIRIAT 3R 3mcH-gsraeiierar enfAer § — 2 gaft scafaar ik
ITcH-for=uT gl &)

37. Which of the following is not a characteristic of personality?

# & FleT-a1 SqfFerea 1 01 7E 82
(A) Self-esteem / ITcH-G&FHATT
(B) Self-monitoring / 3McH-fAIRTAT
(C) Self-efficacy / 3TcH-gsaRieldr
(D) Self-respect / 3TcH-TFHTA (FTAT 372 )

Answer: (D) Self-respect / ATcH-GFAT (FHTY 37 &)
Explanation: Self-respect is a moral value, not a psychological trait of personality; personality traits
are behavioral and emotional.
%ﬂ;ﬁ%—ﬂmﬁwﬁm Hed §, chidhclcd &l HeAldwiTieieh 0T 61; S febcicd 0T eTAGIN 3R HIdeTcHD
I
38. Locus of control means .........
9T 1 % (Locus of Control) FTIHT R .........
(A) The degree to° which institution perceive control over a situation / €T fordT FFufa ox fAg=oT A1
ERGIEGERGINS
(B) The degree to which individuals perceive control over a situation / i fohdT FAfa oX fg=or 1
GGG GERGINS
(C) The degree to which leaders perceive control over a situation / s¥aT &t FeUfar 9X forzi=or 1 frda

AEgH A & , ,
(D) None of the above / 3Wed H J IS g0

Answer: (B) The degree to which individuals perceive control over a situation / gf&d f&Ht
feufar ox fai=mr i fraen Agq@ FeaT ?

Explanation: Locus of control refers to how much a person believes they can influence events in their
life — internal or external.

?%jamwéxau?aw%%cmem 379Y SiiaeT St T3t o= fohd=T A0 Agd idm & — 3iafes ar
|

39. Internal locus is .........

3rafts fA99r &g (Internal Locus) TR .........
(A) Controlled by self / €93 gaRT AT

(B) Controlled by others / {%RT CENGRIEC I

(C) Controlled by situation / IRTEATY gary &

(D) None of the above / 390ed & § HIg A8

Answer: (A) Controlled by self / ¥a% garT faafa
Explanation: Internal locus of control means believing that one’s actions determine outcomes rather
than external forces.

fAIFOT Shg T 3727 § IE T32a1H o afad & Sy aRom#AT o eTRa sa €, 7 o sl afear|
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40. External locus

a8l fag=or g (External Locus)

(A) Controlled by others / G&RI GaRT fdId_

(B) Controlled by situation / aRfefa ganrr faha
(C) Both A and B / &I+l A 3IR B ,

(D) Controlled by self / €& gaRT a3 d

Answer: (C) Both A and B/ <Y A 3k B
Explanation: External locus of control means believing that outcomes depend on external factors like
other people or circumstances.

e[0T g o1 319 § I favarw fas afomsr gt ar aRfeafaat ox fsie e §

41. Self-efficacy refers to a belief about .........
reA-gHTaRfierar &1 gatr R favara & 2

(A) Organization’s ability to deal with events and challenges / {-iJIOojI T &THAT
(B) One’s own ability to deal with events and challenges / 3791l TaJ T &TH AT
(C) Social ability to deal with events and challenges / TTHTToIeh & T

(D) All of the above / 391 T&fr

Answer: (B) One’s own ability to deal with events and challenges / 379} a9 Y &TAaT
Explanation: Self-efficacy is the belief in one’s ability to handle tasks and overcome challenges
successfully.

ITeA-gTaLiierdT a6 favard ¢ for cafed 3t foeaeiat 3k geifaat 1 araargs Sare geadr |

42. An individual’s ......... is referred to as self-esteem.

it T #1...0.e. HTcHA-UFATA FHgaTdr gl
(A) Self-efficacy / HTcA-THTGATAT

(B) Self-worth / 3TcH-FHeT

(C) Self-monitoring / IMcH-FIRTEA

(D) Self-respect / ATcH-HFHTA

Answer: (B) Self-worth / 3TcH-Hed
Explanation: Self-esteem means how much value or worth a person gives to themselves.
HIcH-FATE 1 318 § T caferd Tad & Tohclelr Hedare AT & |

43. Employees with positive affect are .........
HHRIcHS AT T FHANY ......... g gl

(A) More absent from work often / 1 & 318 3=T9iEad
(B) Less absent from work often / &1 & & eqarEdd

(C) Having job stress / slanI &l J=ITd STeld &

(D) None of the above / 3WRIFd H & PIS 6T

Answer: (B) Less absent from work often / 1 & && mﬁ'
Explanation: Employees with positive emotions are more motivated and regular at work.

HHRIcHS ATIATHT aTel arT 38 IR 3R FITHT T FT Fa B

44. Positive/negative affect exhibits .........
HAFRIcHF /TR RICHE AT TETAd FIA 8 oeeeenee

(A) Willingness to take risk / ST ot T sToT

(B) Individual’s attitude about situation / aﬂ??cr o1 e & 9fd giseenror
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(C) Social ability to deal with events / 'EIEFITSHT b fAuea ST arATTSIe &THdT
(D) None of the above / 3WRIFd H & PIS 6T

Answer: (B) Individual’s attitude about situation / gf&a &1 fFufa & ufar

Explanation: Affect shows how a person emotionally reacts to situations — positively or negatively.
mfa%mﬁ%w%ﬁ@ﬁaﬁwwmﬁﬁmm%— HHRIcHS AT FAHRIcHS
T H|

45. TypeA personality is .........
CIBYA HAFAcT BT ..o

(A) More competitive / 3if&is Elﬁ'\':q?ﬁ
(B) Highly organized / 37caf®is arfod
(C) Aggressive / 3TshlHh

(D) All of the above / 39T Tt

Answer: (D) All of the above / 39%d st
Explanation: Type A personality is characterized by competitiveness, organization, and aggression —
often linked with stress.

CISY A e eFcied T, HITSHT TN TShTHGAT A SIST Bl &, SiT HFER oIoA1d ¥ He el gl o |
46. Type B personalities are .........

<3YB AFdcT I AT ..o
(A) More competitive / 31T m

(B) Highly organised / 3/cafeieh HTS

(C) More relaxed / 3181 end

(D) All of the above / 39T T

Answer: (C) More relaxed / 31/ eana
Explanation: Type B personalities are calm, patient, and less stressed compared to Type A individuals.

<139 B e eFcicd dlel ST QMieT, SAdTeT 3R TATa-HeFd 81d 8, Sidich ST A ollaT 31fereh Giaeatdt gia g1

47. Type A personalities are often described as .........
TBT A SHfFded aral dlT 3 ... &g A &

(A) Easy going / &gl

(B) Relaxed / 2T

(C) Highly flexible / 378 ardiel

(D) All of the above / 391 T&ft

Answer: (A) Easy going / €gel

Explanation: Type A personalities are ambitious, competitive, and time-conscious, while Type B are

easy—going\and relaxed. . ) .

§I$HA hTadcd arel T Agcaraiedl, Ifaraddt 3R gaT-gaa gla &, Siafe esu B 9T Agot 3R ea gla
I

48. Your personality is not .........
39T S fFdeq ......... el gl

(A) Static / TR

(B) Dynamic / arferefter

(C) Changeable / aRadeTeier

(D) All of the above / 3TRTFd T
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Answer: (A) Static / R
Explanation: Personality changes and develops over time through experiences and learning; it is
dynamic, not static.

ShfeFdca T & WY 3eTHaT 3R HEs! ¥ e 3R G giar §; I8 R a7t afes afaia giar g

49. Which of the following is not an external factor that affects the
communication process?

frfaf@a # @ wla-ar gar afFar s vanfaa 3= arer aed FRE A8 8?2
(A) Time / 7T

(B) Language / #TST

(C) Culture / FR—WL%

(D) Knowledge / 3Tt

Answer: (D) Knowledge / 3Tl
Explanation: Knowledge is an internal factor related to the communicator’s understanding, not an
external influence.

ATeT Teh TR PR & SN GIRHdT T THST T AT &, I18d TH19 6T

50. In extra-personal communication, sender .........
IfaRFI-IFaard TaR A, 99 ......... Qargl

(A) Cannot use words / 2T&GT &l YT oAgT Y bl

(B) Uses words / 2T&GT T 39ITT AT §

(C) May be human or non-human being / #TeTd AT IX-ATTT &1 Hehell &
(D) BothAandB / &=-irA3IRB

Answer: (C) May be human or non-human being / A1d I1 3IX-ATAT &) FhdT &
Explanation: Extra-personal communication occurs between humans and non-humans (like animals
or machines).

3fARFT-TFAINT TR AT 3R IR-FTST (SH8 SATeTat A1 7LMeAD) & =T greAr gl

51. The word “personality” has been derived from the Latin word .........

“Personality” 2reg afes o=z ......... I T g
(A) Personem / 98fa1e

(B) Persona / 9&faT

(C) Perso / g&f

(D) Perform / IRWhIeT

Answer: (B) Persona / 98f=T
Explanation: The Latin word “Persona” means “mask” or “character,” symbolizing the outward
expression of one’s identity.

oifeeT eree; “qd T o1 1Y “H@ler AT TR T &, S AT i aTel Igaret &l ST g |

52. Word “communication” has its origin in .........
“Communication” e I 39 ......... ATST §$‘ gl
(A) German / STHT

(B) Latin / offeet

(C) Greek / Ik

(D) Sweden / TAIfSer
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Answer: (B) Latin / ofest

Explanation: The word “communication” comes from the Latin “communicare,” meaning “to share” or
“to make common.”

“Communication” 2s¢ ofee “Communicare” & ST g, T/ genT 3727 § “TTST a1 AT “TTHY TATAT|”

53. Success of communication can be measured through .........
AR T EAAT Y ......... & ATETH W ATIT ST T ¢
(A) Response / gfafear

(B) Questions / 9T
(C) Knowledge / =TeT
(D) Answers / 3TX

Answer: (A) Response / 9fafsar
Explanation: The effectiveness of communication is judged by the receiver’s response — how well they
understood and reacted.

W@r%memmﬁmﬁmaﬁ%—uﬁﬁmﬁﬁ?eraﬁmmwaﬂ?mwm
CIGIE Rkl

54. Grapevine as a form of communication is ......... in nature.
JYATEA FAR HT 7] ......... Y 1 gar gl

(A) Formal / 3qariie

(B) Informal / HﬁqﬂTﬁTﬁ

(C) Mass / STddHAX

(D) Organizational / H3T&ITcS

Answer: (B) Informal / 3=taaiRe
Explanation: Grapevine communication is informal and spreads through personal conversations or
rumors within an organization.

AYaTST IR AT 81T & 31X Hrod & ATFaeTd STa=iid AT 37hdTel & ATeTH § tholdr &

55- Interpersonal as a form of communication is ......... in nature.
HAR-ITFATd FAR HT T ......... Y& fa FT T B

(A) Formal / 3irqaries

(B) Informal / S-Fﬁ‘CI?JTﬁEF

(C) Mass / STaHAR

(D) Organizational / TITGATcHS

Answer: (B) Informal / 3ratq=niRe
Explanation: Interpersonal communication occurs between two or more people in a personal and
1nf0rmal manner.

FR-IFderd IR &Y I1 310 afFaat & T afFaerd 3R svaRes TTa garg|

56. Mass as a form of communication is ......... in nature.

TAHAR T ......... yfa FTET B
(A) Formal / 3iqariie

(B) Informal / 3=tqaTRes

(C) Grapevine /

(D) External / STgdr

Answer: (D) External / argdl
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Explanation: Mass communication is external because it reaches a large audience outside the
organlzatlon throu §h media.

BT & FAiTeh g HTSAT & ATETH A HITdeT o J18 987 T&21 ﬁﬂﬁ?ﬁﬁ%ﬁﬂﬂ%l

57- Orgamzatlonal as a form of communication is ......... in nature.

HISATHS AR FT ] .......... Yo T B
(A) Formal / 3iqarRe

(B) Informal / 3=taaTRes

(C) Grapevine / I9argT

(D) External / STg<

Answer: (A) Formal / 3itq=Re®
Explanation: Organizational communication follows a structured and official pattern within the
organlzatlon

HISATcHSD AR HISeT b HIdR Teh T 3R 3RS &9 & giar g

58. Why your technical skill is not enough for getting the suitable job in an
organization?

TRl Harser A STYF At I & FIT Shaer deheilehl HiRrer TATCd F4T €1 82

(A) Your technical Kl is suitable / 3T9ahT aﬁ@r AT 39gerd &

(B) Organization is not suitable for you / TSI 3T fol@ IO el %}

(C) The recruiter looks for hard and soft skills in a candidate /J 37T et aTelT 3FHIEIR H g1e 3R arve

f&hed el c@ar g .
(D) More of the above / 3WRIed H & 3ifa&

Answer: (C) The recrulter looks for hard and soft skills in a candidate / df I arem
srfiear # g1 3k e e Ot war

Explanation: Employers seek candidates with both technical (hard) skills and interpersonal (soft)
skills for effective teamwork and communication.

U 3FAIGAR 9T & Tolelal cleheiiehl (FTS) hiRrel & AIY-HIY TRETR (HIFS) hierer ¢ gl cifeh
AT AR FaR 9ga< & ah |

59. In soft skills, what is the suitable term that helps one to become
comfortable with the work environment?

ATre Bhed #, Fia-4T 2reg ITFd Y ST IATEI0T # Tl 81 A A FIAT 87
(A) Surrendering / TcHTHIUT

(B) Adaptability / 3feJeeteTefierdr

(C) Ratification /

(D) None of the above / 3RFT H T DI oTeT

Answer: (B) Adaptability / m?reﬁam
Explanation: Adaptability means adJustlng to new situations and environments — a key soft skill for
success at work.

feTeheleTelTeldT T 378 § 718 aRTEATAT 3R aTdATaRuT & HTHR e I STolell — Tg HRIEAT I Fholcll
T 3raeges dive e &

60. When you talk to yourself, then that kind of communication is called

ST AT TGF A 91T FIA 8, AT 3T IPR & TR FI FETATATE ..o
(A) Formal / 3iqaries
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(B) Informal / 3=taaTRes .
(C) Intrapersonal / 3TcH-AR
(D) Interpersonal / IRTIRH AR

Answer: (C) Intrapersonal / 3TcH -HAOR
Explanation: Intrapersonal communication happens within one’s own mind — thinking, self-talk, or
reflection.

STEAT: TcH-TAR eATFd o Hel o M AT § — o A, TAT H ST haAT AT AT deT |

61. Which of the following refers to Meta-communication?
frrafaf@a # ¥ Fi9-a1 AeT-aaR F1 gAfar §?

(A) Unintentional / 3{efsllel #

(B) Beyond words / QIET T

(C) BothAandB / QEiTARB ,

(D) None of the above / 39RIFd & & HIS 6!

Answer: (C) BothAandB / @-fA3RB
Explanation: Meta-communication includes unspoken cues like tone, gestures, and expressions that go
beyond words.

ACT-TIR H 2Teg] § W Tohd ATTH &0 §, W T, gTaATT 3 I8y & 99|

62. Which bodily movement does not come under the form of Kinesics?
Hi7-dr aiRF T FEARFT (Kinesics) F 3daTd g1 3mdT 82

(A) Facial expression / 98X & #1d

(B) Eye contact / @ 9 .

(C) Using material symbols / $Ifcie Tciteht & 39T

(D) Postures / 318

Answer: (C) Using material symbols / $ifas gdsl 1 39ter
Explanation: Kinesics deals with body movements and gestures, not with external symbols or objects.

FrsaA e 2R T arfafaftrt ik grasma & waftra &, aredr goliet a1 awq3it & e

63. Voice volume is an essential aspect of effective communication. Which
one is true?

3TaTsr Y adr THT HIR T UF HTIIAF el 8| SIH A HIeT-A1 T8 872

(A) Speak loudly in a group of people / HHg H SR G dcfe

(B) Be audible / §=ITS =T @nfaw
(C) Voice should Be soft / 3aTeT S gl TRy

(D) BothBand C / @< B3R C

Answer: (D) BothBandC / @=sifB3iRC
Explanation: Effective communication requires a voice that is audible yet pleasant — not too loud or
too soft.

FHTAT HAR & ferT 3maret QT gl ARV S FISC FoATS & AR HIAC 8T — o S5 oIof, 7 SgT e

64. ___is the first enemy of communication.
HAR $T I 7 1

(A) Noise / 2R
(B) Clarity / ¥9scdr
(C) Politeness / fa=T&dT
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(D) Completeness / tj'\USIFIT

Answer: (A) Noise / 2R
Explanation: Noise — physical or psychological — distorts messages and prevents effective
communication.

QIR (SHcTeh AT AT T&eR) T T faehe X & 3R FeTeT HeR & &1 STelcll o |

65. The communication process is complete when .........

AR 9fhaT ad [ el 8 91 ...

(A) Sender transmlts the message / W& T HTT 3

(B) Message enters the channel / T&2r %\azr HYaAr AT g

(C) Message leaves the channel / T2 dfel & feheldl &

(D) Receiver understands the message / UTccehdl TS I THSTAT &

Answer: (D) Receiver understands the message / QIcdhdl el H FHASAT &
Explanation: Communication is successful only when the receiver correctly interprets the message sent
by the sender.

AR T8 Tl BIdT & STel ITeciehdll A9k GaRT Hot ITT T2 HT el @91 & TAST oidT o |
66. Which of these must be avoided for effective communication?

YT TR & fow s ¥ fhd e« aifge?
(A) Sharing of activity / 3rfafafer arsw w3

(B) Listening / Gotall

(C) Ambiguity / JrEqsear

(D) Politeness /

Answer: (C) Ambiguity / I¥Isedr
Explanation: Ambiguity creates confusion and misinterpretation, so messages should always be clear
and precise.

3ETSEdT HH 3R ITAThHT UeT AT &, STTAT T2l gARMT TS 3R Féreh gl=Tr A1 Tl

67. Which of these is not a type of grapevine?
ST W HIA-UT Aqars (FAIITRF TIAR) FT IFR dA8T 82
(A) Gossip / 3919

(B) Probability / GHTdAT

(C) Cluster / GHg

(D) Hope / 3R

Answer: (D) Hope / 3TRIT
Explanation: Grapevine communication includes gossip, probability, and cluster types — “hope” is not
one of them.

AYATSeT HAR H YA, HHTGAT 3T THg TehR ATTAS B § — “311RMM” SHePT T 181 & |

68. Which of these factors is not required to determine the purpose of
speech?

HTYOT & 3aed &I fAURT & AT 39 & Fla-u1 FRF 3327+ 81 82

(A) Prov1d1ng information / SITeTehTY ST

(B) Encouragement / WicdIgeT

(C) Accepting ideas / TaaR TATRR AT

(D) Entertainment / #ARSTeT
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Answer: (C) Accepting ideas / [@aR TdHR HIAT
Explanation: The purpose of speech is to inform, encourage, or entertain — accepting ideas is a
listener’s role, not a speech goal.

HTYOT T 36T SATARRI GaT, AR AT AT AARSTT AT BIT & — TR TR HIadT Am i AT &,
HTYOT T 362 81|

69. Which of these should be avoided during the delivery of a speech?
SITYOT 3 HY ST § fFd Tl T1fgu?

(A) Confidence / 3TcATa2ara

(B) Clarity / ¥9scdr

(C) Pauses / favr&r

(D) Rudeness / 3ifersedr

Answer: (D) Rudeness / 3frsedr
Explanation: A speaker must be polite and respectful; rudeness distracts and offends the audience.

oFdT 1 A 3R GFATTSIAS glaT ATITRT; 3TTASEAT Aar3it sl fFafad 3R AR HTaT &

70. Which of these is not an ingredient of the speech process?

$ITYOT SFShAT FT TSH SoTd U HIA-T 61 &2
(A) Message / T2l

(B) Audience / HIdr

(C) Feedback / fafsrar

(D) Reading comprehension / 9&sI-aTe

Answer: (D) Reading comprehension / 9&sT-aTer
Explanation: Speech involves message, audience, and feedback — reading comprehension relates to
written communication, not oral speech.

STYOT I Fe2r, AT 3R ufafear eanfAe gia € voa-ary faf@g gar ¥ gefea g, 7@ svor 3 =87

1. Which of the following is not a type of text for reading?

ﬁmﬁﬁa?r#@ras‘l:r T Y&t & fT 916 T YR 11 &2
(A) Reference material / T&3T IreAa

(B) Chats / de&@

(C) Scientific text / d=ATfeish 9T&

(D) Technical text / dehsitehl 9T

Answer: (B) Chats / %‘Eﬁ'
Explanation: Chats are informal conversations, not structured reading texts like reference, scientific,
or technical materials.

deg AR ST 81y §, 3o¢ Tesl, AT AT dTehellehl UTS dl g el A9 JTHA 8T ATAT ST

72. Which of these is not a barrier to listening?

SoTH U FIsT-TT AT H ITeT STET &2
(A) Physical barrier / #iifcaie sTem

(B) Cultural barrier / W CI3IE
(C) Linguistic barrier / SJTGFI'é STIT

(D) Written barrier / foif@d srer

Answer: (D) Written barrier / fof@d arem
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Explanation: Listening involves hearing and understanding spoken words; written barriers affect
readlng, not listening.

HUT H STel ITT Asal ! Gololl A FHSTAT ATTHA 8; AT STV Teed 7 AT 8, Folol H 78T |

73. Which is the main barrier to listening?
AJUT Y TEY a1 Hla-H §?

(A) Llngulstlc barrier / $TSTS ST&IT

(B) Cultural barrier / FI'IW%’&T arar

(C) Organizational barrier. | EITSTcHh ST

(D) Physiological barrier / MYRer areaT

Answer: (D) Physiological barrier / QiR arem
Explanation: Physical or physmloglcal problems like hearing loss or fatigue hinder effective listening.

IR AT AR FAEATT S Folol & AN AT AehTeT THTT 0T 3 FTET STeAcl 8 |

74. Which of the following SWOT elements are internal factors for a
business?

fAmafaf@a & @ FI9-F SWOT dca 98 & 3Tals FRF 82
(A) Strengths and Weaknesses / dTehd 31X EFFIGﬂﬁ'ZIT

(B) Opportunities and Threats / 378X 3-ﬁT TR

(C) Strengths and Opportunities / dTehd 3R 37aT

(D) Weaknesses and Threats / FHMNAT I @A
Answer: (A) Strengths and Weaknesses / disd 31X a=IRAr

Explanation: Strengths and weaknesses come from within the organization, while opportunities and
threats are external.

dred 3R FANRAT Garaa & HaT T 371 8, ST 3T IR @R Tl FREF e 8|

75. Which of the following is false regarding why SWOT Analysis is used?
SWOT fa2elwor & 3ur & R 7 g3 @ FIeT-UT HYA Tl 82

(A) Build on the strengths of a business / SIaaTT T dlcb(-]I R fAHATOT T

(B) Reduce opportunities to a business / STa@I & m Pl e HIAT

(C) Counteract threats to a business / SIqH P WRT T HTHAT el

(D) Address weaknesses / FHSANREAT &l eI AT

Answer: (B) Reduce opportunities to a business / SIaT & 3TN HT HH HIAT
Explanation: SWOT analysis helps identify and use opportunltles not reduce them.

SWOT Ta2eIYuT 3/g@R hl YgdTeT 3R 3YANRT H HSe, hidl g, 3o hH Hhlal H oTal|

76. How SWOT Analysis is performed?

SWOT faavor &3 far srar

(A) Only when specific issues need to ] / hael A ST TARIY Heel ! Al eIl YT g
(B) Only when the business starts / shdel STaaTg SES gl W

(C) Every5syears / 35Tl H

(D) Every3—5years / 8¥3—5dTel H

Answer: (D) Every 3—5years / 8{3—5dTel #
Explanation: SWOT analysis should be reviewed periodically (every 3—5years) to adapt to changing
business conditions.
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SWOT TaRelvoT sl §HI-THT W (8 3—5 Tl H) T elcll sG1aaTeh IRTEATIIT & TR IeT: fohar St
By

77. Which of the following could be strengths?

fAfaf@a & ¥ Fla-a1 a1 d (Strength) & Far &?
(A) Wealth / &eT .

(B) A large international market / ST 3RS ST

(C) A price that is too high / Sgd EiED e

(D) The location of a business / <gqdra T TYTeT

Answer: (B) A large international market / 93T ARSI SR

Explanation: A large international market increases business reach and revenue potential, making it a
strength.

IS ARTSET ISR ST hr qsu 3R 3 F FHTTAT SEraT &, STTAT I8 Uk dhd g

~78. Which of the following could be a weakness?

Arafafaa J F Fi9-31 FAGTR (Weakness) g GhdT 82

(A) A developing market such as China / Tl I8 fasraeiiel ST

(B) Competitors with access to better channels of distribution / gfacafeial & g dgar fAaRoT daer
(C) Poor quality of goods and services / aEJ3iT 31 AaT3iT hr TR F[0TET

(D) A small marketing department / ®¥eT faqure fasmer

Answer: (C) Poor quality of goods and services / WHT 3 Qanst Fr @ oTaT
Explanation: Poor product or service quality reduces customer satisfaction and brand reputation,
making it a weakness.

3cUTe; AT AaT T G 0T ATgeh Hiee 3R S8 TSN &l sl F:cll 8, THATAT Ig HHNI & |

79. Which could be an opportunity?
Fafaf@a 7 @ Fi9-91 396 (Opportunity) & #&ar 8?
YTy AT gleAT

(A) Having quality processes in place / 3[0Tadr

(B) l\éd\%wng into new market segments that offer improved profit / T SToTR @aT 3 J2r =T T 311
olTH

(C) Damaged reputatlon JECHERIGE

(D) A new competitor in your home market / 39 ERe] TSR # o727 Hfcreaedt

Answer: (B) Moving into new market segments that offer improved profit / #T SToIR T A
YA HIAT N HAH AT ST &
Explanation: Entering new profitable markets provides growth potential and expansion opportunities.

TT JTHETI S STTRT H YT TG Y [ 3R faTdR & 3198 eI iar g

80. Which of the following could be a threat?

farafaf@a & & #la-91 @aw (Threat) & GFar §?

(A) Changes in technology / dehsileh & IRacT

(B) A market vacated by an ineffective competitor / 3793 UfaEasif CART BIST I-T SR
(C) Location of your business / 3T caATY T ATl

(D) Lack of marketing expertise / TaUUTeT fAWZAT hr hdT

Answer: (A) Changes in technology / d&sii& & aiad=
Explanation: Rapid technological changes can make existing products obsolete, posing a threat to
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aRadet AT 3cuTel S 3ol J11 Hehdl &, TTad sqaH i 8RRl s @I 8T o |

81. Which of the following is true about preparing a SWOT Analysis?
SWOT faRaver R #3 % ar & fefaf@a § @ sla-ara@ 22

(A) It should focus on where the organization is now, not where it could be in the future / SH IS hr
aoATT Feafd o S gl anfev, sifasy oy =gt

(B) SWOT Analysis is subjective / SWOT [d2ei9oT cafFduieh gl &

(C) It should be specific and avoid generalizations / Jg faferse g anfew 3R Arer=iieor § =T

(D) It should analyze the organization only and ignore competitors / SH hdol HISeT Pl TALATUT AT
AT 3R T TACET AT ARG

Answer: (C) It should be specific and avoid generalizations / Ig faffrse gar afge 3k
ATHATIIHIOT & TIT AT

Explanation: A good SWOT analysis is detailed and precise, focusing on specific strengths,
weaknesses, opportunities, and threats.

WH?’[SWOT%QW%WWW@HT%, Sit fafRrse drerd, e, Jaert 3R TRt o Sigd
{gdrel

82. Who usually conducts a SWOT Analysis for businesses?
sgqErl F faT SWOT farawor 3maalk ) #i9 #ar &2

(A) Financial Institutions/Banks / fadiar §¥2meT/dh

(B) Lawyers / dehlel

(C) Employees / Wﬁ

(D) Managers / 9d¢eh

Answer: (D) Managers / Yat&
Explanation: Managers analyze internal and external factors to make strategic decisions using SWOT
analysis.

gatieh SWOT TaReINUT & ATETH I TR 3R STgdl ep! &7 ETIA 1 I0TAT o A0 T el & |

83. SWOT Analysis helps an organization to .........

SWOT fa2a9or Harae #1 ......... & Age FAT 2|

(A) Assess Work, Organization, Traffic / T, o, maﬁr H\(WIW

(B) Strengths, Weaknesses, Out, Themes / dTehd, HHAN T, T16Y, v

(C) Strengths, Work, Orders, Targets / dTehd, ST, 37TS2T, I8 .

(D) Strengths, Weaknesses, Opportunities, Threats / dTehd, HHNRT, 3TT, @A

Answer: (D) Strengths, Weaknesses, Opportunities, Threats / d/d, HHAT, 3TAT, G
Explanation: SWOT stands for Strengths, Weaknesses, Opportunities, and Threats — the four pillars of
strategic analysis.

SWOT &7 31 & dTehdl, HHESNRAT, 3/aWR 31 @ — A Wi [Feevor & arR a7 &

84. Which of the following is included in SWOT analysis?
SWOT faeavor # rafaf@d # & sia afda g2

(A) Finding weakness / AT gaall

(B) Crew members’ schedules / oT & HGEAT sl JHI-HROI

(C) Ways to satisfy the customer / 3ITg oI & dsc q«aﬁ SEED

(D) Evaluation of team members / <1 && T HegTehed
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Answer: (A) Finding weakness / FHASRAT @tE?IT
Explanation: SWOT analysis identifies weaknesses to improve performance and reduce risks.

SWOT faReINoT shafsiRAT Y TgleT T ¢ clfeh Ferlel FERT ST Heh 3R ST e fhT ST Feh|

85. SWOT Ana;%sis originated by .........
SWOT farawor & 3cufar T2

(A) Heinz Weihrich / a'sﬁra'rgﬁra

(B) United States Navy / §g&d T ST

(C) Albert Humphrey / 3TeSc g&5hT

(D) JamesE. Kelley / S50, Fell

Answer: (C) Albert Humphrey / 3Teac g&hT
Explanation: Albert Humphrey developed SWOT analysis in the 1960s at Stanford University for
business planning.

ﬁ;TH—jré's’F;ﬁrFT 1960 & 2T H TS ATTICATAT H ITHT TrsTeAT & folw SWOT fageivor iasrfaa
AT

86. Which of the following is not a limitation of SWOT analysis?

SWOT faeervor i Har 7€t & gt & Fla-dre

g%zr grganizational strength may not lead to competitive advantage / TS T dlehd TfaTaeiicdes oreT
(B) SWOT gives one-shot view of a moving target / SWOT Udh dGeld o6 ohl Ueh SIX ol oy edrg

(C) SWOT focuses on external environment / SWOT ST aTcTaRoT WX shigd 8idl &

(D) It is broad and integrative / Jg T 3R L'q?lclgd &

Answer: (D) It is broad and integrative / I§ S4T9F 3R ThiFd &
Explanation: Being broad and integrative is a strength of SWOT, not a limitation — it helps combine
multiple perspectives.

AT 3N Tehlehel GloAT SWOT T clTehdl &, HIHT 761 — TG s G ocehIUll i Silsel A Heg Il o

88. proposed psychoanalytic theory of personality.
Sqfdcd & AYUTTcHS AT 1 yFare fFaa fmar?

(A) Sigmund Freud / RemdAs IS

(B) Erik Erikson / WW

(C) CarlJung / &Tel siar

(D) Karen Horney / TglAT

Answer: (A) Sigmund Freud / RI#AsSwIs
Explanation: Freud developed the psychoanalytic theory, emphasizing unconscious motives and
childhood experiences shaping personality.

IS o HeAl[dLANOTcH FACET faehflc fohar, TSIas raicer 9ROM3it 3R serdet o 37e]37al Y e
fAYHTOT 2T TR drar I

89. According to Freud, personality can be divided into
categories. o

TS & HTHR, SFeled Y a1t 3 Fier ST har ¢
A1 B2 (O3 (D)4

Answer: (C) 3 / disT
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Explanation: Freud divided personality into three parts — Id, Ego, and Superego.
RIS of STTFcdcd T cilel HTIN 3 SIeT — 33, ST 3R US|

S

is a type of personality according to Freud’s theory.

90
PRIE & s & Rigya & FTaR cAfFded T UF UFK 8
(A)Id (B) Ego ©) Superego (D) All of the above

Answer: (D) All of the above / 390%d Tsft
Explanation: Freud’s model includes all three — Id (instincts), Ego (reality), and Superego (morality).

ShTS T HISSl el bl ATTHT Sl & — 83 (TGN, ST (AEATAhdN), IR FERSAT (FTciehan) |
is a way of self-analysis.

o1.
- Fe SO &1 T T
(A) Behag;%r / TdgR  (B)Personality / © _€I‘17=I\'?I_cf (C)Attitude / gfeeenior (D) All of the above /

Answer: (D) All of the above / 390%d Tsft
Explanation: Self-analysis involves examining one’s behavior, personality, and attitude to understand
oneself better.

gﬁ%ﬁwﬁcmw 379Y TIAENR, TATFdcd R GISCHIVT Tl AT AT § Tieh ¥ Pl S THS
|

93. Self-discipline means .........

HTeH-ITAHA FTHEF ...

(A) Self-analys1s / Ta-fageiyor

(B) Self-psychological / 3TcH-HAT ATTeTeh
(C) Self-awareness / 3TcH-STITRh

(D) Self-control / 3TTcH-fAI=0T

Answer: (D) Self-control / 3cH-fAg=or
Explanation: Self-discipline is the abili % to control one’s actions and emotions to achieve goals.

3TTcH-3RATH 379 1l 3 HTGAT3HT T TAATIT e hr &THT & cifeh ofe UTee fohT ot Feh |
94. Term “Grapevine” is used for .........

“IYqarS” Aeg HT3TA ......... & fore forar ST &
(A) Formal communication / gaRe Q:EI'IT

(B) Informal communication / Hﬁqﬂrﬁiﬁ EISIES

(C) Written communication / ff@d @R

(D) Oral communication / &R TAR

Answer: (B) Informal communication / 3AlqaR&daR
Explanation: Grapevine refers to informal communication within an organization, often through
rumors or casual talk.

g;;rll%s_rl IS o AT 3TT=aTies T &Y 11T §, ST 379FER 3ThaTal AT 39T STaaid & ATedH 9
|

95. Verbal communication is further divided into written and
communication.

ﬁmwaﬁaﬁﬁmgmaﬁt IR A 1T ST 81
(A) Space / €T
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(B) Social / @IS
(C) Nonverbal / ?\T—W
(D) Gesturing /

Answer: (C) Nonverbal / IR-#Aif@*®
Explanation: Verbal communication includes both written and spoken forms; spoken communication
is nonverbal in tone and delivery.
%@;Wﬁﬁ@?ﬁ?ﬁiﬁma’lﬁm fFAe g1 §; Stel 3T HaR # FX 3R 3iffcafaa -Aifes
I

96. Example of interpersonal skills is

FeR-AFdoTd FRIT FT 30T

(A) Skill to establish a lasting partnership / AT GTSIGRY TATRIT e T &THAT

(B) Sk111 to develop positive relationships through effective communication / FeITal AR & ATETHA &
fam%m e T &THAT

(C) De51re to help, care, and sympathize / #Fg, CEHT 3-ﬁT Wﬂqﬁ fr $TOT

(D) Knowing oneself & deahng with inner problems / €3I &l Sietelt 3R 3TaRes FHEEansit @ fAgesr

Answer: (B) Skill to develop positive relationships through effective communication /
YT FOR & ATETH A FHRICAS GaY QS FAd HI $T 4TAdT
Explanation: Interpersonal skills focus on building healthy relationships through communication and

empathy.
XTI hieTeT HUR 3N HTTHI & HATETH H TaEY HIE Selled T o Bl o |

97. Facial expression is an exam le for communication.

dgL & AT IR HT 3GTgI0T
(A) Formal / SifgaRe

(B) Verbal / #iT@s

(C) Nonverbal / IR-#IT@H

(D) Informal / 39T

Answer: (C) Nonverbal / iR-#Aif@®
Explanation: Facial expressions convey emotions without words, making them a key part of nonverbal
communication.

B o AT [T 2recl & HIGATE T L &, SATAT I IN-FI W@ FAR T AgcaquT Fear & |

98. means that we are able to express ourselves both verbally and
nonverbally so that our ideas are effectively transmitted to others.
&1 374 § & & Fa ) 78 31t I-Alf¥s aat w9 F cgaa w1 aF arfF

FAR TR g@dt a& gordh ¥ & 9g|

(A) Interpersonal relationship skills / Q%T—w%cl?'l?f T hierel
(B) Effective communication / FHTAT TR

(C) Critical thinking / 3TelldsITcH® AT

(D) Decision making / faoT-faaTor

Answer: (B) Effective communication / T §9R
Explanation: Effective communication ensures clarity and understanding through both verbal and
nonverbal means.

et Ha H@e AR -G St AreaA @ Fovear 3N @Hst giAfRad wdarg|
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99. Origin of the word “communication” is from word.

“Communication” g HI3cair_~ Asc @ 3%' ST
(A) Communicare / mﬁaﬁﬂ'

(B) Computer / W

(C) Computerize / EFUZIEﬂ@Lﬁ

(D) Complicate / e

Answer: (A) Communicare / Tﬂ-‘ﬂﬁw
Explanation: The Latin word ° ‘Communicare” means “to share” or “to make common,” which is the

root of “communication.”
e 2rec; “HEFIAhaT” ol Y § “HIHAT HAT” AT “HIHT o111, ST “Communication” T FHeT g

100. Which type of word is generally not used in verbal communication?

AI@® TOR & AT 6T IHR F Al FT 39T [A81 fHar SArar g?
(A) Technical / Teheitehr

(B) Simple / 3T

(C) Easy / 3mdHTIA

(D) Local Language / TATei1- HTST

Answer: (A) Technical / d&silehr
Explanation: Technical words are complex and may confuse listeners; verbal communication favors
simple, clear language.

Wﬂ?’aﬁﬁm%ﬁmﬁaﬁaﬁﬁ?ﬂm% AT TIR & T 3R TS HIYT &7 AT
IGL
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