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1. Which of the following are included in a resume? |
wdfazser{m&ﬁ 923 IORODN, FS3O0N® 3e30° eaabol

RROT LIV ROPHNT23eR

B) Contact information,
educational details, skills and
work experience | R0RTE
R50&8, ée’,geéﬁ AR N0,
EREDIDSESES X ARSIV

A) Childhood memories,

dreams, and aspirations |
20 BIBYND, TRROMD

S03) esmogﬁvb

C) Daily routine, favorite

) . D) Hobbies, favorite foods,
movies, and vacation plans |

and personal interests
g)aio&ai 30, ‘_‘S?P BronneD, B e_-smo’rlwo
ORBUZND DR TUD 5 82 13585 k8RLd
odeessned =B haat A

Answer: B) Contact information, educational details, skills and
work experience | 3038 350&8, %ﬁﬂﬁ Q3o D, @Se%dxé_g
308 OR0YS

2. Punctuality means | 30030828 H0BT3
X

B) done by punching
machine | S0230r* 03LQ8 DR
B5@ on OIS

D) being on time | ﬁﬁooi)ﬁé
200300NCORYBO

Answer: D) being on time | 25300358, 3003dRNCOZBO

A) informal | ©959=32300%

C) politeness | 32%:-3

3. Comma, full stop, question mark are examples of |
VOO0, TP VR, BIIFET BT ®

SVTIBTFHBNFD

%aformal communication |
525008 F0IHB®

C) punctuation mark | D00 D) next paragraph | S00003
23§L méoa@q—f

Answer: C) punctuation mark | Qoo z&ai

A) design | QmR

4. The word O resumell comes from French and means
| 6:’»./%3)‘[] D0 TWeY) G050 08T 3)3_3 bale]
[Slnl

A) placement | Qodcess
C) experience | ®®8023S

B) summary | 590203
D) education | égm

Answer: B) summary | 5200038

5. While applying for a job, the covering letter should be easy
to read by means of | BEABI)NYY 03B
d’z’wgﬁaﬁ@ Je0z0Ng?
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B) long descriptions. | espe

A) increasing(_\gwe font size. |
QSO TBNRKD.
%

P03 M3 £z§§b@c§o.
C) dividing the text into

shorter paragraphs. | 888, D) extra curricular activities. |
p) mjpa@:’%@aﬁ BYLIT 2300BEIBFTID.
é:)zgzﬁ;\o@cﬁo.

Answer: C) dividing the text into shorter paragraphs. | ESQ:FS(\‘LA
5 mlpa@ar’?ah DLPBROIJBO.

6. Your team has completed a challenging project
successfully. How should you celebrate the success? | =30
308 F0DS Qi.ra(’zsR?od\)Rig:t odoé?:,;ojoaﬁ RPENRRIIB. eY)
Qi)éi’;\’?\ii Bert es230523e0?

A) Thank everyone in your
group for helping | F%2030
BBRTN ABY ooJTVYCOZ
200 FParnied

C) Say you did everything
and donl t praise others |
0ee3) VBT, BPBLED
20030 BeP 3533 FSFTBY,
BRNICB

B) Blame the group for any
errors | adsotde BreRnIni
MOOBIY, BRXY

D) DonO t celebrate and start
the next job | Rogdom3eR
S03) IS ée)ﬁda%

DI AIANGE]

Answer: A) Thank everyone in your gromfor helpirg|
ABa0d SPRBTAN K)ﬁ%ri.)oé:dgd\)d V0 Z;Wg;?d n

7. Which of the following skills would be most beneficial to
add to your resume? | 3¢\ 035953 FOBON AR SRRST
ZedRew 3B 2egmNS?

A) Laziness | 80350033 B) Leadershipeg%‘u&lities |

modoﬁé(gﬂ o

C) Indifference | &vteded3 D) Procrastination | 8:30325

Answer: B) Leadership Qualities | moiﬁ%ﬂ nosaned

8. If coworkers are gossiping about another coworker, what
you should do? | S&eedReNried asey s@seetdeNad wi}
MoAD® BRBISBT, Q) DFO BIEeeT?

B) Tell another coworker
about the gossip | MeA* Wi
JRY FBRCTRLNT
390

D) Feel that gossiping is
C) Join the conversation and inappropriate workplace
continue | 30&3636&366 S03) behaviour | Mo SIEIFEO
SIS ORIZHBO ARTIOW FORT 3@%3 VEIIE
INCARRART S A )

A) Listen to the gossi |
m%d—o‘mfaigl e3DRORTO

Answer: D) Feel that gossiping is inappropriate workplace
behaviour | m2a@*® SREIFRO AR OIS JHE BBV Hoty
(AR A L)



9. The ability to connect well with people is known as
| ZRBR0DN VRN FOBTE FOHRIS mdac;izfqu
DOBY FB0ILSNRIZT.

A) creativity | 3wT8eed B) leadership | m&bﬁé{z

C) interpersonal skill | &3 D) time management |
BORG TPBYE RS0k A€ B

Answer: C) interpersonal skill | %®0 S0 FoBQI

10. What is formal communication? | Bx2500% 5035
QOTTERO?

A) Casual chatting on social

media | 7RR23E FRFIBE B) All written communication

C) Official communication D) Talking with friends and
foIIowin{g a set of rules | family | 3¢&%300 S03)
DORORY RO0BT), WBIRO B060 ZP0DN

©TZ F0IBI SIOTTIBORBO

Answer: C) Official communication following a set of rules |
Qodosdore’ roE), ©RLE0 VRTI JoSEN

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

meaningful sentence. There a coffee shop the
park. | OBEBREE HoFHonen BeTDNS IBrideodr 300
mﬁﬁ%fai%wés‘ S508 There a coffee shop the
park.

A) is, next to | &N, dapg? B) is, next | S00003
C) are, next | ¥:3, S00DI D) are, next to | |3, 533362
Answer: A) is, next to | &N\, ESWQ

12. What is very important to keep in mind while reviewing a
resume? | 6’:11:-)2;5‘ SO B08edRoTon BOVIVIE 23T WBY
BO0DPIBIBO DTO?

B) Highlight skills and
, ¢ qualifications that match the
A) Interest and hobbies | €33 jop | gerg, aaongosmris
2 O T8, 303 WBFINIRY
%eéjéss WD) AN]

D) Lot of information to get
the job | o3 Baden
BITR), B3

C) Salary details | Bowed
AIT D

Answer: B) Highlight skills and qualifications that match the
job | 6036& ®R00B0drOI @éoéab:&g QSFsﬂm%Q,a‘
SoBEOIJ)BO

13. Which of the following actions in an official meeting
shows appropriate workplace etiquette? | @®g3 30dQ) &%
BYND 03003 FOML BT @Qb?ﬁ@@‘d 8RP5ATSIIY
30e0z03037?

A) Chatting with coworkers | B) Interrupt the speaker in
néjaeng NN 25083 meeting | Re3odogdmen 2650°
SINBOFDO ORBRRIYBO

C) Keeping the phone on
silent mode and actively
tici
e

ipate in the discussion | D) Checking phone and

respond to messages |

Bar C .

;’ﬁ’mig”g?gg?g& Bpea® SOBEODI R
IS @&’bmﬁ ROBEBRIR 538 00RRB
PTONSLRIRBO

Answer: C) Keeping the phone on silent mode and actively
participate in the discussion | $ped® esaizl%doés‘ VN Y]
Q02 ) 2828F0d@ R 00TN Por=SbrOFR0

14. Which of the following is an important step to take
before sending your resume? | &)do@dz’uaﬁs‘ TED&HRO SR
8% FYNII)NYY 0309330 &P H0Ze30NT?

B) Ensure details like phone

A) Focus only on technical Qgrr?ebciﬁ a—-"nde;rpigg;&

skills | 32Q3% ﬁaéo?ﬁ%” oees RPCD° & nﬁ‘ 8

ARG SeoReTDoMBo | S OWOSE DI0TIH
2003539NS030e 0O

DIZBR2ERURIBO

C) Use complex words | D) Skip proofreading | &8
R03eear FBNYR, WHACIZIBO DeIZHRRRCIRDEO

Answer: B) Ensure details like phone number and email are
correct | PR 30&%3.)3_.3 P30 PoIB ASoNEd FDodTNS030e
2080 mmmm«gﬁo

15. Which of the following statements shows good
teamwork? | S¢¥NT 030053 BEYINL VI 0BT 6035&%{
S0e0x0307

B) Working together towards
a common goal | mabbaié
rododZ 2.e5aN FOT

A) Criticizing teammatesQO
efforts | S0EE F® es¢3MCT

B030INRTR e3e3R0Z)0 Y

C) Ignoring othersO ideas . .

and opinions | %300 D) Keeping all ideas to
yourself | &9 D258RYSD

aclaemined 22 DRS00 QEDBADDT

R odnvRy, AOFFRRE “ e RN

Answer: B) Working together towards a common goal |
maimagsmbobg %e39N FOR ) AN

16. Complete the sentence with appropriate word. The

Plumber the tap. | 20%390 SBWRODN DTS
BP0 The Plumber the tapO .

A) fit B) were fitting

C) are fitting D) is fitting

Answer: D) is fitting

17. During a job interview, if you couldnO t hear or
understand a question, what would you say? | o363
R0BBERTRY, AesY) gz‘%{ojoaigl FePD IFD @qﬁtdmé&a%w
mqﬂpﬁ&d@d Q) DR Be3CD?



A) O Sorry! | didn't professionals? | Q=01 3020093 =33 wmws;@lmams S0

B) O Hey, can you repeat __, i S -
understand. Could you that? | wasn't paying B2 FIFCO0E WIS TR & F=0 wod

please repeat the question?O . 03093yB0?
| 320! Sart egemonde . 2tentiond | 8¢, e ¥ .
BobhrED BBAOEO ™ BT, YBOIBF AW HBOTC? A) Work Experience | 03©z3 @ Resume O%ective |
2 BV) Vinle:]
C)O lamlost. Can you say itD) O Speak clearly and repeat ~ C) Resume Profile | 32/9g35° gg?g%eggwsg%
again?d | B the question.0 | Bks5oN S IpFo° Paeyied
BPR0BACNTICS. Ae) OBTY, IRITOB 3 FBIORY,
03 Becaage? [ RBTe=8E 2.0 Answer: A) Work Experience | 003G ©®0y3=30
Answer: A) O Sorry! | didn't understand. Could you please
repeat the question?d | 03! S31 wgreride) . dqu)é&gd 22. Fix, measure, pull, lift, grind, mix, operate - are examples
SB0OR), HVTIS3F RIBTE? of | SOBB2, 9FOD, PSAWY, NV, BBINB, A F e
S308, F0EAIESHY — ARY) S QUBIBTFHNLD

18. Which of the following is a key factor for a well-organized A) action words [ §03503>  B) naming words | S@neR
resume? | 08} 3YAIHNTY 03Iy0 RFFAS SRR S ey ¥ RORORTO b
SR0D ©9035N? 0

Q) describing words | D) pronouns | X3¢ ©os30Me0
B) Simple designs and easy- wdﬁ%faii&a%w@do P |
A) Long paragraphs | to-read words | %0 Answer: A) action words | §03003 SBnd
Do méoam;b AR ) W0
EVSTAME alsiafate)
gc ex designs | D) Fancy fonts | 000508 23. Which of the following is included in the header section
omplex designs _
308@89ch‘1)m§r1@% b of a resume? | 6&/95&5‘&5 BEO° Porid®) s YN om@wa;i
' JeORONOREO?
Answer: B) Simple designs and easy-to-read words | 0¥
SRgried 23 LB o0 o I@ried A) Resume summary or B) Relevant career
- objective | SRRR® B Fo0208 experience | F0W ORI F3
Dlamp) dﬁg&o—-’% 00, [DINRIAY

19. What is O informal communicationd ? §959x=323500%

2SBS0 oB3eRo? C) Name, contact number,

D) Career goals and

:;%fs:;(l);ﬂ;é?_aggg and achievements | 38 Rodrisd

A) Casual conversations a F03) FFIRD
outside of official work B) Talking at official [Boee* 0B 03 TR ®
arrajgements | es?g)s 3ORE meetings | RT3 IRV Answer: C) Name, contact number, professional email ID, and
SPNY BROR F0OWET  BRVABIFR address | Bosser B0a},, BEOeer OB R3) JvaR
FOWIRTNLD
C) Official communication . N
foIIowinr? a set of rules | D) All verbal communication 24. Which of the following is NOT a kfy compgnent of a
QoY mowa%@absaz, | 2€50 SPDT F0IBH resume? | 88 YNTVIH)NFY 0300F)30 6&1093‘65 JI0D
RT3 FoSH ” 033 ?
Answer: A) Casual conversations outside of official work A) Relevant skills | 302083  B) Personal anecdotes |
arrangements | ©5g3 S0RS J[EY RA0M SBPFT ﬁagoﬁ@’o %Qi)ﬁﬁ WRIFI FEND
R0IRFBRL N . )
C) References | gugednisd %)&S%%tgjgglénformatlon |
%
20. What is the process of formally introducing oneself Answer: B) Personal anecdotes | 301085 wit3o8s siried
called? | BL25008N 36@%3‘&&) ﬁaz&oao,%me&z;ﬁ
&3 030 DT FE030SIT?

25. Which of the following is required for teamwork? | 30@a

A) Self-introduction | 5030 B0REN B FYNTB)NTY 03[y@0 nd?

B) Hiring | S¢30%

Sifel%JeV V)
C) Seeking | B0BOBOZBO D) Decision | dgeosT é%é%gli%gwument | B) Money | &
Answer: A) Self-introduction | 3.501)0 S0wad C) Easy tasks | Roex3 Q%Proper_’communication |
03D 003096 BOSBS
21. What is a key component of a resume that outlines your Answer: D) Proper communication | 390356 so3&d

relevant career experience and is used by experienced
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