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1. Fix, measure, pull, lift, grind, mix, operate - are examples of
| ROBB2, 90D, PP, DN, HRIIB, AFeo
R30B, T0EARE oY — AR) S PLTIBT TN

A) pronouns | 3RE@oRONLD B) naming words | SBries),

I e EeIn) AN
Q) describirggawords | D) action words | §03>03>
BENFRY, DSOROZYBI JI3ND

Answer: D) action words | 3030030 SBReL

2. Commia, full stop, question mark are examples of |
WODTIR), BPOE D0, FTIPET wérwb o

emm&deamfo

z‘_J:):)formal communlcatlon |

B) punctuation mark | QTR0
25003 703 3¥E

=N
C) next paragraph | 00003
mp@@‘
Answer: B) punctuation mark | Q050 233;{

D) design | O®3%

3. Which of the following actions in an official meeting shows
appropriate workplace etiquette? | @883 3230309 8 YN
03093 FX0OTKD BTl Fa&b?ﬁ@@w 859033, EReDROII?

A) Checking phone and

respond to messages |
PRV FD8eARFRBO S0

RoBeBNYr B 3300RRTS

C) Keeping the phone on
silent mode and actively

B) Chatting with coworkers |
,\,&aedjaﬂe NLR0N 25083°

WD SI) AN]

partici ate in the discussion | D) Interrupt the speaker in
EJCN meeting | FZ3030Qwer 2¢50°
&aczssaie‘) "an: 3 @@waﬁo@wO

ZSZSFO:L)@ "%ojomﬁ

gt i

Answer: C) Keeping the phone on silent mode and actively
participate in the discussion | gpea® 67y §Sots® oew'sQ
202 I wesradod@ R 0dTN PANSELRIFBO

4. Complete the sentence with appropriate word. The
Plumber the tap. | 208296 SBWROR DTS,

2ReRPYA O The Plumber the tapO .

A) is fitting B) were fitting
C) are fitting D) fit
Answer: A) is fitting
5. Punctuality means | 3Boodgg dowd

Total Marks: 25
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A) being on time | 3300303 . B
3)aodmgo’oa§ng 3 ¢ B) politeness | 338

C) done by punching
machine | B0don® 03080 D) informal | 9825003
S &on YT

Answer: A) being on time | m@%ﬁ@mm

6. Which of the following skills would be most beneficial to
add to your resume? | 3¥NS 03503 3o3eried &%62’@5&)‘!‘?
ZedRen B AeTDaNS?

A) Leadership Qualities |
©003083E rOened

Q) Indifference | evteS8 D) Laziness | 30350033

B) Procrastination | 83032;

Answer: A) Leadership Qualities | mobﬁ:?;d noganed

7. The ability to connect well with people is known as
| Z®BR0DN euZRToN FOBTE FIPRIS mdx;ﬁg‘daii
DO FB0ILSNRIZTH,.

B) interpersonal skill | &0
TORG TR

D) creativity | 3&®8ced

A) time mana ement |
R00D ASE

C) leadership | momsa
Answer: B) interpersonal skill | %80 Zoz0 @BOJWI)

8. The word O resumell comes from French and means
| chfagfﬂ DO JWY) F0rFA0T 00T 533_3 piale]

A) placement | Qodezss B) experience | ©®0%33

C) summary | 90203 D) education | 83¢o

Answer: C) summary | 590903

9. What is a key component of a resume that outlines your
relevant career experience and is used by experienced
professionals? | Q=01 300093 =3 RIBBTY ABORT =B
R0LID FSHO00E WYRWEIB T B R0 o3
03093yB0?

g)_,Resume Ot()%ective | a?ﬂ;rggierablegkﬂls |
M?Fbe ® evged @éodmé’o

C) Work Experience | 03z D) Resume Profile | duaﬁj‘
(ESIASE S IRJ°

Answer: C) Work Experience | 03038 ex)z3=0

10. Which of the following is required for teamwork? | 0&%



ﬁoﬁqﬁ 8% FYNIIHYNYS 03030 eaﬁsag)d?

A) Conflict and Argument
ROPRE 03 mmg |

C) Money | =&

B%Proper communication |
3003006 303BI

D) Easy tasks | 2023
F2030E N

Answer: B) Proper communication | 3003500 Zos3a®

11. Which of the following are included in a resume? |

BURRETITIN e IYROZON, FB0ON® k30 VY
FONROT LBV OFHNTUIETO

A) Hobbies, favorite foods,

and personal interests |
BRIIND, BUP B8HAONID

S0) 04083 esBdRed

C) Childhood memories,

dreams, and aspirations |
230 BIBND, TIROMD

S03) esmoﬁ\ﬁ@b

B) Daily routine, favorite

movies, and vacation plans |
83,8003 DS, S

Somugned 308) Triod
odeemdned

D) Contact information,
educational details, skills and
work experience | R0ITE
R50&8, a‘;gs'éﬁ AL,
EREDIDSESES X ARCIVADY

Answer: D) Contact information, educational details, skills
and work experience | 305TF SRS, BFeT SO, T

03 BRE ORoyS

12. What is O informal communicationd ? ¢959x32500%

RoxBRL D0BBERO?

A) Casual conversations
outside of official work
arrangements | &%
32BN RAOK TOBOET
- Q_’J

F0LIORFNYD

C) Official communication
et of rules |

B) Talking at official

33 SORE meetings | RT3 FPINYY

RIOBTBIREO

D) All verbal communication

foIIowinzg as
Qodo=one rboﬁabd 90020 | DUY ST FoTB®

ORB3 0B

Answer: A) Casual conversations outside of official work
arrangements | QT3 $OT 337-.:;!19‘ B0 FWPET

R0ygeRTBred

13. What is the process of formally introducing oneself
called? | B52500850N EIVOVREDIY 562&0&)%&@@@
303003080, HF0E0 FB030FIT?

A) Hiring | 8ex30%

C) Seeking | BXBIBIZRO

B) Self-introduction | z:’zodoo
2023030

D) Decision | 5T

Answer: B) Self-introduction | 3&01)0 Eifel% eV V)

14. Which of the following statements shows good
teamwork? | 3¢¥NT 03503 BN VIR 0BT 50735&21

20eBRIT?

A) Criticizing teammatesO
efforts | 30EE @ e383M0T
@ojogﬁ%”aﬁgl £3e3R0EO

B) Ignoring othersO ideas
and opinions | ¥350
83,02V =)

e 03orER), DOF G

D) Working together

towards a common goal
793008, OD0IZ 2.e59N FOR

RIEBORIEO

C) Keeping all ideas to
yourself | € 250N¢s),
dS)godoe ‘a%&a%ﬁﬁo

Answer: D) Working together towards a common goal |

TS50, 1o00dF 2:E39N) TOR SRBIZBO

15. Fill up the blanks with suitable words so as to become a
meaningful sentence. There a coffee shop the
park. | OBEZRNE HoFenen AT RSP0 9308

25onneR) B33 BB There a coffee shop the
park.

A) is, next | 0003 B) are, next to | 93, ﬁa}ife}
Q) is, next to | &N, da?g? D) are, next | 93, 30000

Answer: C) is, next to | &AcS, 5?9

16. If coworkers are gossiping about another coworker, what
you should do? | s@peReNrish arey FxectdeNodd wif
MoAE® BRBISBT, Q) DFO BIEICT?

A) Feel that gossiping is
inappropriate workplace B) Join the conversation and
behaviour | Mos® B39@OF)B0 continue | 0awE, 5€D 03
RRTIT FORE o) VEIFE S00BOIORIIEO
INCAREALTARO ) AN

D) Tell another coworker
Q) Listen to thegossi | about the gossip | Mo%=® &)?1
m%ﬁﬁ@‘aﬁ%{e@ws D ‘Qﬁ@gg 5mcm§ﬂﬁ
EDES AN)
Answer: A) Feel that gossiping is inappropriate workplace
behaviour | Mea® SRBEOFJBo ZATIT SORE 3@% DEIIE 0T
(AR A B

17. Which of the following is a key factor for a well-organized
resume? | 08% YNVI)NFY 0300F)130 :bdzp?g d’z;’Ja?FJ‘ S
SR0D ©9035NE? [

A) Long paragraphs B) Complex designs
a)eaﬁF%a% mgdm%@:ol 32)%699&‘1)&3@1@% |
C) Simple designs and easy-
to-read words | 0¥
AoRPRENALL F3) wWBew
WOPIE IR NLD

D) Fancy fonts | 0900507
PO0EINLD

Answer: C) Simple designs and easy-to-read words | 30¢/

DvRprisd S0 LEew DOPTE IB

18. What is very important to keep in mind while reviewing a
resume? | SR0° R, BOBedRomon SOTIBIR 3eTom WEY
BOEFABIB DTI?

A) Highlight skills and
qualifications that match the

job | 338 Re0BBAIRMZ B) Salary details | Sow %3
3

PBo,R0d) werdiedy oo

iéezes‘ BIBOZEO

C) Lot of information to get .
the job | doR sdaben D) lnterest and hobbies |

mﬁe—-’%m&é -



Answer: A) Highlight skills and qualifications that match the
job | 3or8 BR0REdRNS i?aéegsab@g 06?3“9‘&&%@%&5‘
SBOJ)BO

19. Which of the following is NOT a key component of a
resume? | 8% ¥ATI)NYY 0dnZ)Bo TAARI*E F@o0D
©9033e) ?

A) References | evgfeadried ?@%dét&r%)énformation I
%

%) Personal anecdotes | D) Relevant skills | 5020093
3,008 WEOTH FHENO FZeyied

Answer: C) Personal anecdotes | ;’3,01)33,6 WBOIT TP

20. What is formal communication? | B=525008 03B
QOTTERO?

A) Talking with friends and  B) Official communication

family | 368300 S03) following a set of rules |
B0k R0 oD 0B, BRIRO
MODCIND ) AN VRTI F0IBS

C) All written communication D) Casual chatting on social
- media | 59350258 SPFSTE
| 20 OD3 BoSHN SR ad0e® Lsotdors

Answer: B) Official communication following a set of rules |

Qodoorie rHom), wRII0L ©RTS ZoSBS

21. Which of the following is an important step to take
before sending your resume? | &)%dmgse TLSHROD BPTO
8 IFNSI)NYY 03005310 BB H0ZFNG?

A) Use Co"gp'e" words | B) Skip proofreading | &8
R03eear FBNRTRY, WFACIFBO DIZBRRRCIRNEO

C) Ensure details like phone
number and email are

correct | Beaf 3033308 D) Focus only on technical

= skills | 39Q83 T30 Boed
o SO g sarebioods
DI BRERRITO

Answer: C) Ensure details like phone number and email are
correct | Rt 308%:&)3_2 ¥30eerFF038 SO ried IDodTNSadoe
QOB wdﬁ&%&m%ﬁm

22. Which of the following is included in the header section
of a resume? | 63@2553‘(6 &E0° Porid®) B8 YN 0333@1;5(‘6.2[
JeoRwarLRBO?

A) Career goals and B) Resume summary or
achievements | 38 nodned  objective | BxE0¢ & 590203
S0 FFSNRL lamry 5:9&:—’% 200,

D) Name, contact number,
professional email ID, and
address | Z033¢ 5043,
QRoee® 0B F03) YR

C) Relevant career
experience | 302093 =33
[OSIAMN]

Answer: D) Name, contact number, professional email ID, and
address | B30T 303%, e 0B ) dven

23. Your team has completed a challenging project
successfully. How should you celebrate the success? | A=)
308 ) 300D inuac'zsﬁodoai%~ Qi)é?:soimﬁ RPOENRAFIB. AeP)
0303EEY Bert e3230523e80?

A) Thank everyone in your  B) DonO t celebrate and start
group for helping | %203>  the next job | Fogioxeied
d)aédaf%ﬁ &)ﬁ%}rbo&aig?doﬁ So3) IS 6035(\5%
INlelg V0 qiaipdﬁ@éo DI AIANGE]

D) Say you did everything
C) Blame the group for any  and donO t praise athers |
errors | 0doeR)e BacRndR Ve aomwa&/%m&aeﬁ
ROBRO BRAD DB BeY o) ‘a@@daﬁi

2 Bonee3ed

Answer: A) Thank everyone in your grot{:&)for helpir:’g|
BBo0odd m&daiaﬁ K)d%rbo&aie‘boai 0 qit‘\iaaud n

o™

24. While applying for a job, the covering letter should be

easy to read by means of | B&NBYNYY 033D,
SRREITY FeDeoNT?
A) long descriptions. | Besgre B) increasing the font size. |
QITTBRLD. PI0E3® MYV, BUFIZ)0.

C) dividing the text into

shorter paragraphs. | 888, D) extra curricular activities. |
=) @g}o@@;’%@aﬁ BBEI0 t0RE3FNLD.
é:)z?zs,\od\)do

Answer: C) dividing the text into shorter paragraphs. | 30}3@
Se% mﬁ@ﬁ},%ﬂ DPBROIJBO.

25. During a job interview, if you couldnO t hear or
understand a question, what would you say? | o33
RBBERBY, Ae) FB030R), TeFR BT WFEBIOREAYLD
BGHINRGT, Aee) DR BeeD?

A) O Sorry! | didn't

understand. Could you B) O Speak clearly and repeat
please repeat the question?l the question.0 | Bxon

| D502 BN oFFende, IRV S8 FBORY,

B adoDeD m@éqobab RSV0R3E 2.0
BROIREFRIBOBE? [

D) O Hey, can you repeat

C) O 1am lost. Can you say Itthat? | wasn't paying

again’l | B attention.0 | Be, Q3
: )

SIROBLNGN DD OO0, ey ByvmsrsmOwe?
* ' o> NS 0RO,

Answer: A) O Sorry! | didn't understand. Could you please
repeat the question?l | 03! It vPeride) . Tadodes),
@’z?tojodgl@’aioaais&'ma)dc?l]
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