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Question No : 1 of 52 Marks: 1 (Budgeted Time 1 Min) \BI &

Which one of the following is NOT the purpose of experts while reading a document?

\Answer ( Please select your correct option )

to maintain and expand their own general expertise
C

to obtain specific answers to their own research and writing

to evaluate a document's technical or scientific content

to condemn the document
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Question No : 2 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

What is the most important implicit goal of a business document?

\Answer ( Please select your correct option )

To provide information

To give instructions

To argue with reader

To establish a relationship
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Question No : 3 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which one of the following options should he used during business correspondence?

\Answer ( Please select your correct option )

Choppy sentences

Passive sentences

Bias-free language
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Question No : 4 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which one of the following cannot be excluded from a resume?

\Answer ( Please select your correct option )

Gaps in employment history

Contacts

Computer skills

Hobhies and interests
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Question No : 5 of 52

Marks: 1 (Budgeted Time 1 Min) (=] |

What is meant by group-maintenance roles?

\Answer ( Please select your correct option )

Offering to yield on a point in the interest of reaching mutually acceptable decision

Drawing out other members by showing verhal support, praise or agreement

Drawing out other members by showing non verbal support, praise or agreement

Suggesting decision-making procedures that will move the group towards the goal
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Marks: 1 {Budgeted Time 1 in) (=) |

Question No : 6 of 52

Which of the following composition process is used m general and specific purpose while developing profile?

\Answer | Please seleef your comreet option )

Composing business message

Defining ohjectives

Bad news message

Planning husiness message
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(Question No : 42 of 52

Marks: 2 (Budgeted Time 4 Min)  [=]

Define fundamental factors of written communication.

\Answer | Please click here to Add Answer )
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Question No : 45 of 52 Marks: 3 (Budgeted Time 6 Min) (=]

‘Which questions one should ask oneself hefore interview? Explain with examples.

Answer ( Please click here to Add Answer )
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Question No : 47 of 52 Marks: 3 (Budgeted Time 6 Min)  [=] &

How can ‘motivation’ be used to write effective instructions?

Answer ( Please click here to Add Answer )
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Question No : 7 of 52 Marks: 1 (Budgeted Time 1 Min) Bl |

Which of the following reports is used to establish a record?

\Answer ( Please select your correct option )

Letter

Memorandum

Business message

Long report
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Question No : 8 of 52

Marks: 1 (Budgeted Time 1 Min) (=] |

What is the best answer if the interviewer asks you, "“Where do you want to he five years from now"?

\Answer ( Please select your correct option )

This job is a stopover on my way to something higger.

Twould like to reach one of the highest positions in the company.

Twould like to work at the position I'will be hired.

I'would like to see myself contributing significantly to the company's success.
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Question No : 9 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

How can the main idea he grasped at the heginning of the report?

\Answer ( Please select your correct option )

Through had judgment

Through Good judgment

Through Good report

Through ohjectives
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Question No : 10 of 52 Marks: 1 (Budgeted Time 1 Min) (=] |

The goal of content listeningis to ..................and retain information imparted hy a speaker.

\Answer ( Please select your correct option )

listen
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Question No : 11 of 52 Marks: 1 (Budgeted Time 1 Min) (=] |

Choose the correct option.
Feasibility reports are used:

\Answer ( Please select your correct option )

To analyze problems and predict practical alternatives

To control problems, sell products and services

To monitor and control production, sales, shipping, etc.

To solve problems and supply facts
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Question No : 12 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Choose the best option from the following:

Abstract stands for:

\Answer ( Please select your correct option )

Condensation of entire reports

Focusing on the main issues

Whriting problems
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Question No : 13 of 52 Marks: 1 (Budgeted Time 1 Min) (=] |

Choose the correct option.

Which of the following should he included in the R dations' of the long reports?

\Answer ( Please select your correct option )

Opinions

Observations
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Question No : 14 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Choose the correct sentence.

\Answer ( Please select your correct option )

Sharon arriving was unexpected.

Sharons' arriving was unexpected

Sharons arriving was unexpected.

Sharon's arriving was unexpected.
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Question No : 15 of 52

Marks: 1 (Budgeted Time 1 Min) (=]

-—--—-is used at the end of a line when a word must he divided or to link the parts of a compound word or phrase.

\Answer ( Please select your correct option )

Apostrophe

Quotation marks
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Question No : 16 of 52

Marks: 1 (Budgeted Time 1 Min) (=] |

Choose the correct sentence.

\Answer ( Please select your correct option )

The argument for negotiating a peaceful resolution was well made.

The argument for negotiating a peaceful resolution was well-made.

The argument, for negotiating a peaceful resolution, was well made.

The argument, for negotiating a peaceful resolution, was well-made.
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Marks: 1 (Budgeted Time 1 Min) (=] |

Choose the correct sentence.

\Answer ( Please select your correct option )

Jan asked? "What did Joe mean when he said, Twill see you later."

Jan asked, "What did Joe mean when he said, Twill see you later?"

Jan asked, "What did Joe mean when he said, Twill see you later'?"

Jan asked, "What did Joe mean when he said, 'Twill see you later™?

| Start Time: 4:27 PM

11400183
Time Lefi NS4

e aspt

ttsmtl | @ €0 || € vubxamination Syste...

For Solved Visit VU Answer



https://vustudents.pk/

For Solved Visit VU Answer

/2 YU Examination System (CLIENT) YUTES 6.5 ::~... Spring 2012 (FinalTerm) ... - Windows Internet Explorer
@, L2 Ig bz flacdhostVLTES,

Fle Ed Vew Favortes Tods Help

3:}‘?A P Live Search

5 Favorkes |5 B & bes v P | Web Sice Galery
fi:l I;éExam‘namn I@\MExanmti:nSymem(... xl I M B - - Paev Sefety~ Tosk e
Question No : 18 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Choose the sentence with the correct punctuation.

\Answer ( Please select your correct option )

If you believe in magic; magical things will happen, but if you do not believe in magic; you will discover nothing to he magical.

If you helieve in magic, magical things will happen; but if you do not helieve in magic, you will discover nothing to be magical.

If you helieve in magic, magical things will happen, hut if you do not believe in magic, you will discover nothing to be magical.

If you helieve in magic, magical things will happen, but if you do not believe in magic; you will discover nothing to be magical.
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Question No : 19 of 52 Marks: 1 (Budgeted Time 1 Min) Bl |

Aletter of inquiry asks for :

\Answer ( Please select your correct option )

General information

Broad information

Specific information

None of the above
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Question No : 20 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which one of the following ensures success to a message by leaving audience with a feeling of their personal welfare in mind?

\Answer ( Please select your correct option )

Abrupt close

Palite close

Courteous close

Gradual close
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Question No : 21 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which one of the following presents supporting data before the main idea?

\Answer ( Please select your correct option )

Business plan

Direct plan

Indirect plan

Successful plan
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Question No : 22 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which word in the following sentence should contain an apostrophe?

Phillipa cannot go to her friends party hecause her parents have no cars.

\Answer ( Please select your correct option )

can’no parents’
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Question No : 23 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which of the following is not used in external husiness communication?

\Answer ( Please select your correct option )

Enquiries letter

Curriculum Vitae

Cormplaint letter
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Question No : 24 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which one of the following can he classified as a bad-news letter?

\Answer ( Please select your correct option )

Letter of resignation

Message of inquiry

Request for a time extension

None of the above
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Question No : 25 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Which one of the following has a single subject and a single predicate?

\Answer ( Please select your correct option )

Complicated sentence

Simple sentence

Complex sentence

Compound sentence
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Question No : 26 of 52 Marks: 1 (Budgeted Time 1 Min) |z |

a

The hrief and informal reports used to establish a record are called....

\Answer ( Please select your correct option )

archives

formal requests

formal reports

memoranda
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Question No : 27 of 52

Marks: 1 (Budgeted Time 1 Min) (=] |

Choose the best option from the following:

We can categorize specification —.

\Answer ( Please select your correct option )

through Requirement specs and Functional specs

through Open ended specs and Requirement specs

through Orientation specs and Functional specs

All of the above
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Question No : 28 of 52

Marks: 1 (Budgeted Time 1 Min) (=] |

Choose the sentence having correct grammatical structure from the following:

\Answer ( Please select your correct option )

Thave leamed that it's better to he proactive than to have regrets.

Thave leamed that its better to he pro-active than to have regrets.

Thave leamed that its better to be proactive than to have regrets.

T have leamed that it's better to be pro-active than to have regrets.
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Question No : 29 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

RAM stands for:

\Answer ( Please select your correct option )

Random-Access Memory

Random Access Memorial

Random Access Memorization

Regular Access Memory
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Question No : 30 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Choose the correct option from the following:

The act of considering or examining thing in order to judge its value shows:

\Answer ( Please select your correct option )

Credibility

Evaluation

Conciseness
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Question No : 31 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Choose the correct option.

What is considered as the heart of a report?

\Answer ( Please select your correct option )

The introduction of a report

Introduction, hody, and a close

Only the hody of the report

A variety of components
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Question No : 32 of 52 Marks: 1 (Budgeted Time 1 Min) B‘ |

Choose the correct sentence.

\Answer ( Please select your correct option )

All of the class to is willing to take part in the prank.

All of the class were willing to take part in the prank.

All of the class are willing to take part in the prank.

All of the classes has been willing to take part in the prank.
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Question No : 33 of 52 Marks: 1 (Budgeted Time 1 Min)

How many steps are essential for a successful oral presentation?

\Answer ( Please select your correct option )

Five
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