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1. Important factors to check in a good resume are
| U330 TRE° R BOSedR FB0D ©o3ried

A) paper quality | R8T B) company details |
rogeok, B0 JSTTIEd

C) Correct information,
free from spelling and

grammar mlstake rL D) attractive words | &S$8R€T
I3

m:g mfds@ citaeam?od

S00FFNCOZBO (Correct)

2. Complete the sentence with appropriate word. The

Plumber the tap. | 23290 SBWROAN DTS
DRENRPYA O The Plumber the tapO .

A) fit B) are fitting

C) is fitting (Correct) D) were fitting

3. What is an example of formal written communication? |
BD3w5008 DI 50SBIE VDB TS DRO?

A) Texting a friend | 3&301R B) Sendingvar:N:\aAtsApp
- o messa ats
Rodea swowdooroad  JEERaI RS e

C) Writing an email to your D) Posting on social media

manager | d3) ésmc‘ﬁ platforms | 5o50238 SgH0

Qdoeess 2803055

BeBBNYE) BRCT FRBITIBO
(Correct) e

4. Which of the following is a key factor for a well-organized
resume? | 088 YNTI)NYY 030030 ,\odzpdé SAVo SR
SR00D ©9085N? 0

A) Complex dese'?ns | B) Fancy fonts | ©©0%520%
R0BCLE g)‘_‘mé"” To083* D

C) Simple designs and

easy-to-read words | 0¢ [y Long paragraphs |
DDRMD S Laden DEPE I TITN

DOPDE IR (Correct)

5. Fill up the blanks with suitable words so as to become a

meaningful sentence. There a coffee shop the
park. | OBEZRE HoFHONL BT IENSR0NN 8308
mﬁﬁmwéF =598 There a coffee shop the
park.

B) is, next to | esNTS, :S!?Q
(Correct)
Q) is, next | 00D D) are, next | 93, S00RS

A) are, next to | 933, da?;?

Code: 2578

6. While applying for a job, the covering letter should be easy
to read by means of | BLNTI)NFD 0300IB R,
6§fa§0‘ﬁ§? BedmeaNd?

B) dividing the text into
A) long descriptions. | Degre shorter paragraphs, |
DSTHBA. SIS, 569 TporwFFeN

DPBRDOIJB0. (Correct)

C) |ncrea5| g f nt size. | D) extra curricular activities. |
@cﬁo ooc‘)’?ijd 830383310,

q

7. Which of the following skills would be most beneficial to
add to your resume? | 3¥NS 03503 CREDILS K)ﬁ)@dz’uaﬁ)‘ﬁ
ZedRen YO AeTDNS?

A) Leadership Qualities |
mowa%w roeanied (Correct)

C) Procrastination | e.-soﬁ?j

B) Laziness | 30€350033

D) Indifference | eutsdes3

8. During a job interview, if you couldnO t hear or understand
a question, what would you say? | 306 30E33e 8B, e
wé&b&b Fegen g @zﬁemaﬁwﬁw wd@ﬁmtﬁ’ Qed)
a)ao ée@abseb?

A) O Sorry! | didn’t

understand. Could you

please repeat the B) O Hey, cen you repeat
question?0 | §od! St that? | wasn't paying

attention.0 | B¢, deI)
gggfg"’ DO enmy BcesseAmEbEe?

Do Mo ®0z9e) .0

DS oo RIBOTE?0

(Correct)

C) O lam lost. Can you say itD) O Speak clearly and repeat
again?0 | Bosd the question.0 | B8
FIROBRCNBCS. ACI) TR, SBISweB [0 wé F\b

203 Beeradocse? 0 Bywoesdr2.0

9. Which of the following statements shows good teamwork?
| 3&NT 03003 BePBND VIR 0BT FOBIT), 30e0RIZT?

A) Keeping all ideas to B) Criticizing teammatesQ
yourself | 2©9 N5o0neda),  efforts | 30BT 3% es&3ne0T
K)abc‘)ofbc '&é&)ﬂfa%igftj)do @oi)%ﬁ@’aii e3e3ROR)E

C) Working together D) Ignoring othersO ideas
towards a common goal | | and opinions | 9300
mmaﬁzs rOO0IZ WweIN BORB o363 9c233ried R0
SoEoIZBo (Correct) @@@@Jﬁ@’ﬁi&&)@?gﬁo@do

10. Which of the following is required for teamwork? | 0@
603@@ 8% FYNIIHNYS 03030 esﬁszf‘:)d?



A% Proper communlcatlon | B) Money | &

Q) Conflict and Argument |

D) Easy tasks | 2023

RAOPRE m@g 293 (Incorrect) F2030eNRED

11. Gestures, facial expressions, eye contact are examples of

| BRAD, BooDLBried, FeIS &

© QVDBT FBNTINS

A) verbal communlcatlon [
DT 20

C) oral communlcat|on |
DT ZoRB®

O0RTE Q)

B) non-verbal
communication | 35998
Bo3B®

D) written communication |

93 oz®d® (Incorrect)

12. Which of the following actions in an official meeting
shows appropriate workplace etiquette? | ©®g3 7230300 8%
BYND 00033, FRoried BRTDE Fo03FFHS §—amdwm

S0e0x03037

A) Checking phone and

respond to messages |
e F08eARFRO 0K

Jore3nIn w({Jo&),\o@do

C) Interrupt the speaker in

B) Chatting with coworkers |
,J&aedjaﬂe ngRoRMN 23083°

IR S AN]

D) Keeping the phone on
silent mode and actively
participate in the

meeting | Be3adodgert Ae80° discussion | gpex® v

eséw BOJE

X,8085° JocE'RG 20
S 0dod) 3§ 0deoN

PNI&ROI)B0 (Correct)

| SRITVIEIZ F0BBIY) FoBITEION

13. The ability to connect well with people is known as

.| wRBR0N GUZR0ToN FOBTE FOPRII mdoqg-‘dai&

DOV FB0ILSNRIZTH,

A) interpersonal skill | 230
3(3;&3 @éop&b (Correct)

C) time manz_ﬂ&gement |

B) leadership | modﬁ%

D) creativity | 3&D8e0d

14. What is very important to keep in mind while reviewing a
resume? | SR0° R), BOBedRomon SOTIBIR 3eTom WEY
SBOYEIAIBIBO DVO?

B) Lot of information to get
the job | &% SBdodoen
BOTR), B0

D) Highlight skills and

qualifications that match

C) Interest and hobbies | esz§ the job | 3oz8,
O] émzsoﬁﬁ)b “ B0 asodoarbd ﬂé%d)é)

Br3nYsd 5;,6 &35
SIBOFBY (Correct)

A) Salary details | 3000%@
AI0Rd

15. Spoken communication is usually not only

Wéod _______ esNT3

A) formal, informal
52500, 909023007

B) verbal, nonverbal |
35908, 9359DF (Correct)

C) verbal, informal | 33998, D) formal, nonverbal |
9VORL5008 BDw320T, 937D
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