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1. Which of the following is the key component of a resume?
| 88 FNTIHNYY 03B SRARIS Z=0) ©903:50NS?

g) Personal Anecdotes | B) Work Experience | 3076

0930233
C) Favorite Books | abz?:d D) Travel History | &=0x63
R)RBNLO QITR

Answer: B) Work Experience | 3033 ©x0is3

2. Punctuality means | 3R003F % HoBT

B) done by punching
machine | ©030n¢ 03O8 DO
58 ©on YT

D) being on time | 500358,
30035NCOF)BO

Answer: D) being on time | ﬁabo&)iaﬁbo&)amo@do

A) politeness | ﬁ?;ig

C) informal | ©&P=320%

3. What is workplace etiquette? | 30x3 ,o@etS 8a590
QOTTBERO?

A) Proper behaviour and

workplace professionalism |

B) Gossiping | ®0¢3
300308 BEIYE S0 FORE BB300NBO
J3=03

D) Casual behaviour with

colleagues
ABNRCTNRCNNSLHOAR

—aombeg ician

C) Everyday manners outside
of work | 3038 001
BEBoDT TBIYE

Answer: A) Proper behaviour and workplace professionalism |
300358 BBESYE 3 SoRE F3T03

4. What are some advantages of informal communication at
the workplace? | 3033 3@@?:5&2 29V 23008 RORBRT FOF)
S odeczsned 0des))?

B) Makes things more official
A) Make5£eople talk less |

HPER) 2R3 IPsTeEISe3 At work | 3B
3m§§d woEIH0 mtodones) B
ORTIRIIS

C) Helps people work
together better | %S00
eu3RoaN wedR o
FI0E D FFIO FINBOZT

D) Creates a strict

environment at work |
R T3

a‘a@mddwdm %&5&)§d

Answer: C) Helps people work together better | 25800
eu300N 231 Fem SeEen FFe0dd> SBIZW

5. The ability to wait and stay calm is known as N
Fo03003 B03) F0ITONCIB FOTIGE FBY

6603003&)363
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B) interpersonal skill | IC&S

A) creativity | 3uR8eed PBe,

C) problem solving | ,odo,o

SOBOROS D) patience | 3o¢

Answer: D) patience | 33%

6. What is the process of formally introducing oneself called?
| BL25205:50N TP, 3930 BOLI0ABAH5 FF 030030
DVBO FB030SIT?

B) Self-introduction | ,qojoo
2023030

D) Decision | QgesT

A) Seeking | @XBIBOZEO

Q) Hiring | Se0%
Answer: B) Self-introduction | 3550330 S02303

7. Which of the following actions in an official meeting shows
appropriate workplace etiquette? | @333 323039 8 YN
030933 FROMED ARTDE T20EFHE 89259033, S c0RIZE?

B) Keeping the phone on
silent mode and actively

A) Chattm with coworkers | participate in the discussion
% NLR0D 2w503¢ | 5 a‘p |
:mcéod

;mfcaea@ «a&, :nso
ZSZSFOJOC‘) "6odomﬁ
(ARTATAE Sa@do

C) Checking phone and

respond to messages |
ZPe* B08eDROFRO B3

z0T3eBNRYN ooQJo&).\o@cSo

D) Interrupt the speaker in
meeting | F3030Q%en 2¢30°
@&o&\o@m

Answer: B) Keeping the phone on silent mode and actively
participate in the discussion | $pea® O, 3,dots* S0cETY
202 ) esrad@ R 0dToN Por=SeROFB0

8. Complete the sentence with a suitable describing word:
There is water scarcity in the locality. The area is .
RRTDNE DSTF03 IWNRFeodN mﬁzgab RPENRPYA. There

is water scarcity in the locality. The area is

A) dry
C) uneven

B) boring
D) noisy
Answer: A) dry

9. Magnificent, sharp, lengthy, bright, - are examples of
| 33000, egen, HUBDHN, BTIBBNTVDA,
S QUDIHOHBRD

A) action words | §o3o0d

N B) pronouns | 33 @oonied



Q) describi%words | D) nouns | SOR0B@REd

E’)dﬁ%”?\i{t Biter o) A W)
Answer: C) describing words | SE¢RY, AR

10. If a co-worker asks for a support with a task, proper way
of responding is | ZMedfazgﬁoifaggdo mo.b%&
W0 OBV, FeITT, F§30RIS FD03RE DG

A) send a formal request via B) ask, you don t even know
email. | 930ee’® Soes this much? | e@, ARt 2R,
BH25008 &)60301)65%6%&.%. fedesde?

C) sure, | can help. What do

you need? | DoBS, mom %ggg@% %‘3‘?{;@9“ now. |
2%B903) JIBWBIEY. AN F03E B3N,

D Wed?

Answer: C) sure, | can help. What do you need? | 033, @0
B0t FoeBWBIB. AN DI Ies1?

11. What is formal communication? | #52500% 303%™
D0BBeR0?

A) Casual chatting on social fB)”Ofﬁ_Cial conj[m:c,mi?ati?n
. ollowing a set of rules
media | JORILT MQNQ («003353{%@» rbowa%l@mjaz’

TRpLObe* esont ORI R03FI
D) Talking with friends and
C) All written communication family | €300 &08)

| D&, 03 Z0IBI Bt TR0DN
MWDCIOD ) AN

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

Qodoorie rosie) wRRd WRTS oIHS

12. What is a key component of a resume that outlines your
relevant career experience and is used by experienced
professionals? | Q=01 Ko 0H3I 33 wmwswm‘*mmw 03
RO & 3B0V0E WIILBIS difaz@)‘ ® @R 903
03593307
B) Transferable Skills |

MOF I3 SIEW BTN
@éoﬁ@b

C) Resume Profile | c')’;\"uaﬁj‘ D) Work Experience | O3©x03
S IRP* SRNIANE

Answer: D) Work Experience | 0%0xa ©x023=S0

A) Resume Okg'ective |
BRex0¢ & emoes

13. During a job interview, if you couldnO t hear or
understand a question, what would you say? | &3
R0BBERRY, e gédoi)aii FeF 9PN @qﬁs‘ﬁoa@ﬁ@%w
mz;g@riadad, Q) DO BeKeD?

A) O Sorry! I didn't

understand. Could you B) O |am lost. Can you say it
please repeat the question?d again?0 | Ba®L

| Dg02! 38R wgraonde) . sdEoBeeNes. desy) eadabq
3030k B3R 08 BeBorse?
DTVTIREF RIBIBE? ]

) O Hey, can you repeat
hat? | wasn't paying
attention. | &e¢, el
ww@aﬁmdéﬁw&de?
R NRON ORI .0

C) O Speak clearly and repea
the question.0 | BxgsoN
S9930R o) @% F\bq
R)VTORSE 2. [

Answer: A) O Sorry! | didn’t understand. Could you please
repeat the question?0 | §03! B3 wgrseride,. Bolde),
gg@&i@amassmwde?u

14. If coworkers are gossiping about another coworker, what
you should do? | Ss/ecidaenish ARy ssecideNad Wl
MoAT® BRBISBT, Q) DFO BIuEeICT?

A) Join the conversation and B) Listen to th o]
continue | 805563 Zed F3) mgﬁs%” o Bg‘),ufdss'o
ROOBIRODIRR RN,

C) Feel that gossiping is D) Tell another coworker

inappropriate workplace .

bef?a?/iosﬂ . s p O@doabout tlle gossip | Moda® 21§
Reogaen SO 36 AERVE ok Jgf’“d"%mﬁ
INCAREACTA RO AN

Answer: C) Feel that gossiping is inappropriate workplace
behaviour | MA@* INBIFYB AeTS oG I FBIVE D060
(AL A )

15. Gestures, facial expressions, eye contact are examples of
| 3&2{1@’0, BDPIBN, TEID F0DTE D)
S SVTIBOTHNYINS

@ written communication |
D3 F0IHBS

D) non-verbal
communication | 372Ds
A0IBD

A) oral communication
e o |

C) verbal communication |
GRS

Answer: D) non-verbal communication | 357227 03388

16. If a teammate is struggling to complete their assigned
task, what should you do? | 306G F® e3£3Ma0®D 9301
Qod eI 6035&3{ BRETRYIL BONIBISHT, VeI
DR JouEed?

B) Offer to help and support

A) Complain to the superior :
about their lack of EQ%Q é%S%'QE'ete their task |
contribution | @38 3e@on o‘-’gjaS'e)Fﬁf';%& 9301
FRT30d Wil SocoRNTONRYR AB0D IRBEV oK)

N
B0 Qed 2302090 SO IR

D) Ignore their struggle and

Q) Criticize them for not focus on your own tasks |
being efficient | Z0@EDoNe) V=0 BPCTAIST), VOF B

D06 63633 " 302 D) 308 BOENY
Soees 660@66@%

Answer: B) Offer to help and support them to complete their
task | ©30 Goﬁdaig‘?g’;aeaz—‘m%w &[0 3Bo0d FreEew o)
WDz &8¢ Sk

17. Which of the following skills would be most beneficial to
add to your resume? | 3¢N3 0= T3 IR), SRR T
Zedren 3B 2eBaNS?



A) Laziness | 80€350033 %Iéﬁ%gg%g%u%ities |

Q) Indifference | &vwades3 D) Procrastination | 8:307%

Answer: B) Leadership Qualities | mobﬁ%d roeaned

18. Which of the following is required for teamwork? | 30@%
BORTN B FINTIYNYY 0dRI)io ongdu?

B) Easy tasks | oe?3
F203E N

D) Confllct and Argument
roOw’ou\F mdg |

A) Money | ®¢

CgProper communlcat|on |

Answer: C) Proper communication | 3903503 Jo3®d

19. While applying for a job, the important information that

should be mentioned in the covering letter includes
PUTRRLTITIN R FYRODIN, FR0® Se30°TVY FIoeDreIe

SR0D Saddadn CLOVY we’r’uaoédogd

B) reasons of suitable for the
role | 60,\,6 ARTDNCOS
O 1D

D) salary expectations | Zow®
WelyalS)

Answer: B) reasons of suitable for the role | sosgmpm
a0 canted

A) education details | 8z
IO red

C) hobbies | @agmied

20. Which of the following is NOT a key component of a
resume? | 8 IYATD)NYY 0dRJ)Bo SRARE F@o0D
©9083¢) ?

ég) Personal anecdotes | @ Additional information |
23030 Bo0ded

03033 WBOIR TN

C) Relevant skills | 30200®3
@ée%ﬂ@’o

Answer: A) Personal anecdotes | Q,Qbﬁﬁ WBID TP

D) References | evgfeadriegd
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