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Instructions :
(1)________
f  nisi foiinlqi'jfl H 5. c-inql.

Fillup strictly the details of signs on your answer book.

Name of the Examination :

[Total Marks : (70

Seat No.:

F. Y, B. B. A. (Sem. - 2) (CBCS)
Name of the Subject:

Communication & Soft Skills - 2

-Subject Code N o.: 3 1 5 1 6 | -Section No. (1,2..... )

(2) Indiacate clearly the options you cho
(3) Figures to the right indicate marks

1 (a) Sahaj Developers, Ahm

a mega construction pro. 
an application with a

(b) As the Perso 
a letter to be 
a Marketing E

ire Architects in

ed by them. Prepare 
d resume for the same.

er, Sylvan Plastics, Vapi, draft 
a candidate offering the post of 

tive.

of the 16th meeting of Board of 

of Hyper Marketing Pvt. Ltd., New Delhi. 

OR

14

Ejiplain the role of a moderator in conducting meetings.

raft the Notice and Agenda for the Annual General 

Meeting of Popular Publications Ltd., Pune.

7

7
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3 Answer any two of the following : 14
(a) “Goals must always be SMART.” Discuss in detail what 

you mean by the acronym ‘SMART’.
(b) Comment on the importance of setting goals to achieve 

success.
(c) “Goals are dreams with a deadline and action plan.” 

Explain.

4 Attempt any two of the following :
(a) Describe the ways through which one can be mo 

confident.
(b) What is Assertiveness ? Discuss the ways to develop i
(c) Comment on the significance of self-talks^ and 

autosuggestions.

5 Answer the following : (any two) 14
(a) What is Time-Management ? Why is 

manage time ?
(b) Explain what Time-Stealers are an 

avoided ?
(c) Discuss the steps to be take 

Management.
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