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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

deers 228030 SeDBNYY BRCRE SIBOZBO
(Correct) -

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%
R0Beeae VTN 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.

A) are, next to | 3, da?;? B) is, next to | esNTS, :S!?Q

D) are, next | 9, 230003
Incorrect

Q) is, next | 00D

Code: 7040

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 communication | B

3003006 BoIBS (Correct)

C) Conflict and Argument
AOPRE S03) a‘aog |

) Money | &€

D) Easy tasks | o723
F20E N

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

| BB, Rooadysned, Ses Fomsra)

© SVDIBCHBNRTINS

A)_verbal communication |
DT Z0SBS

C) oral communication |
DT F0IBS

B) non-verbal
communication | 35998
0323

D) written communication |
903 FoIB>® (InCorrect)

12. Which of the following actions in an official meeting
shows appropriate workplace etiquette? | ©®g3 723030 8%
BYNS 030 FONED RPTHN Faoi)t-‘ﬁm%’w éa—a“zmddaii

20eDRIZ?

A) Checking phone and

respond to messages |
2RO BOBCAROINRBO S0

R0BeBRIN B33 0VRORES

C) Interrupt the speaker in

B) Chatting with coworkers |
BB RENE 0D 50es®

SIBOZHRO

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

meeting | Bz3odo@gert 2¢s0¢ discussion | Sper o

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

C) verbal, informal | 33998, D) formal, nonverbal |
OROB 23508 BDw320T, 937D

A) formal, informal
323007, 9NOHLW0T

16. What is a key component of a resume that outlines your
relevant career experience and is used by experienced
professionals? | Q=ort Ko oR3 &3 @&)@53&%&56&5 S0
823 FIFTD0E WFALEID TR © [0 03
03503307

A) Resume Profile | (3:’@5‘0‘

Bd)_)Resume Otgective |
S IpJo° g3

B¢ T GV

C) Work Experience | g};?g%‘*&i&'&%&'a

O%exE 980,380  (Correct) @agoz{ﬁejg

17. The word O resumel comes from French and means

| 63/02;0@ DO TEWJ) G 0L*R0R 00T =0F) ¥3T

ORE

A) summary | 520208
(Correct)
C) experience | 0980233

B) education | 8zeo

D) placement | Qo3eezs

18. Which one will help us to maintain the balance between
mental and physical activities? | 3988 B03) &F

ORBBRDR 'fgéoés‘ SeEEQ 20Y D) eI S RRRPCOTVIR), TomaRBRYLD BN
Wl FFodoaen IRRYB FHI0R BREIIE?
NS ROI30 (Correct)

A) Hobbies | m!;o’mb
(Correct)
C) Stress | w3@

B) Laziness | 30€350033
13. The ability to connect well with people is known as

.| @SBV GUZRHIN BoBTE FOPROI mdaqﬁgaﬂa&&
D0V TN,

D) Inactivity | Q0303

19. Your team has completed a challenging project
successfully. How should you celebrate the success? | 930
308 F0DS o3ua(’zsr&adoaig:t ojoé%obaﬁ RPNENRRIIB. AeY)
Qbé:’;\,aii Bert es230523e80?

A) interpersonal skill | 2580
ﬁd.‘-.? i?aéo!;hb (Correct)

C) time man%_)gement [
00 A3 BED

B) leadership | modoﬁéa

D) creativity | 3wR8e0d

A) Say you did everything
and donl_t praise others |

B) Blame the group for any

14. What is very important to keep in mind while reviewing a Q) aq,wmqm%@ea errors | adsoede BeeRnIn
resume? | BRAR* ©F),B08eOTN HRRIR wewor way 0B BR DR II0L,  rromzy Beal
3NF3eB (Incorrect)

dooa)z@dowo DIO?

C) DonO t celebrate and startD) Thank everyone in your
the next job | Bogdeozede®  group for helping | ZGa0d
303) B00DW FORBIY SRRTTN AR N0BYSO
R0 0PRLIeR N3]ey V2) qiai@admb

B) Lot of information to get
the job | &3 SBodoen
BOBR), B3

D) Highlight skills and
qualifications that match

C) Interest and hobbies | es3§ the job | $&%8,

A) Salary details | Zow¥E
AITNRD

20. If a co-worker asks for a support with a task, proper way

S0 BN ~ BR0BB0IRNS TR of responding is | RBpeTREN0RYTO T2O3ET,
95!—'3“9\&)‘38%53‘ 2302.)0365%36%6, S330207F 3003 oI
S5aE0F)0 (Correct)

A) ask, you donl t even knowB) j am too busy right now. |
this much? | 3¢9, d=R 'ao_"&%’ Do ARent 30029
edesde? 52030F AT3mINTC.

15. Spoken communication is usually not only but also
| SIPBIB FOBBIY) FoBITEION

S e3N\c3



C) sure, | can help. What .
do you need? | Do&3, Tord D) send a formal request via
Rwo0k SnEwER. dS  emall. | Foeer S

OO esdx? (Correct)

21. What is the process of formally introducing oneself
called? | B525005:50N 3BFY, 39RO FOL0WABLNI
&3 030R), 0B FE030SIT?
A) Self-introduction | ﬁao&)o
J0eod (Correct)

C) Decision | Qg€T

B) Hiring | S¢x0%

D) Seeking | @XB8oBOIE0

22. While working on a project with other teammates, which
of these make as a good team player? | 930 3060 <%
€383Ma0 TR0V F9285ees° Y FOR FoaEod0omNn, YRJNYY
035930 BVZRD F0EE 3EMOCTTN B3EBOZT?

B) Sharing ideas to help
the team work faster |

A) Getting angry when 30BY) Serion SOR SeBe
others donO t listenR8030  BxHa0dd S@ED
3edRTON BRBHANRBY welnewssnieny
@ )
Soz&&m%ﬁﬁo (Correct)

D) Not listening to
C) Thinking we never make a teammates ideas and
mistake | 03/0€%33 ©II) opinions | 3& e3£3Me00
0RMR 3F) BBV, esepeessned o3
QTR 0NTR) Fewd3R),

BF3007 3)&50306\3«53cl 3L,

23. Punctuality means | 3Ro0dFE HowT

A) done by punching
machine | Sodor® a3oe880a B) informal | 982323008
S0 ©on IS

D) being on time | 33>0308,

C) politeness | 3233 2D 03I (Correct)

24. Which of the following is the key component of a
resume? | 8 IYNTI)NYY 0dRZ)Bo SARRE F=00D
903501837

A) Travel History | @=ez  B) Work Experience | $0a0

23ToR 0P (Correct)
C) Favorite Books | 330233 D) Personal Anecdotes |
BB 3,0308% LD

25. Fix, measure, pull, lift, grind, mix, operate - are examples
of | ROBR2, ¥, ¥, DNV, H)RIB, AFed
R00B, T0DEARE &Y — AR) © QVTIBCFHBNLD

B) acti ds | 3o%ood
A) pronouns | FIE€®IR[OTIED ) action words |.§

3IBned (Correct)
Q) describing words | D) naming words | SBries),
BENIR, DSORIZIO BIOROZBO
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