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1. Which of the following is included in the header section of
a resume? | 63@93‘55 BE0° Poriz Q) B8 YN o:iro:g)zﬁai%
SO I On]aOrn) AT

A) Name, contact number,
professional email ID, and
address | 3033¢ 5043,
R0 DB BB VIR

B) Resume summary or
objective | BRRR® B 0203
(Dlamp) 52’3&0—-’% 200,

C) Relevant career D) Career goals and
experience | 300003 33 achievements | &8 rodried
O SIANY F03) FFND

Answer: A) Name, contact number, professional email ID, and
address | FoxTE 303% 2doee® 0B ) HveR

2. What is a key component of a resume that outlines your
relevant career experience and is used by experienced
professionals? | Q=or 30w o 33 @aﬁoaﬁﬁda&zﬁ)sézbd S0
2R3 FFTO0E WFRLBID TR © R0 903
03503307
A) Resume Okg'ective | B) Work Experience | 0853
SaRe* ® evges SRVIASE

C) Resume Profile | SRug0° gg?ggeéaxbdlezfggd

S dpaer P
Answer: B) Work Experience | 03033 e&od=s0
3. What are some advantages of informal communication at

the workplace? | 3033 3@@?;5@ 290923008 RORBRT FO)
So3Rcwsrisd 035eR):)?

A) Helps people work B) Makes things more official
together better | 2800 at work | 3ORE S
V30N 2831} FOR RO, B3O

SREEL FBOD FNEIT  ©PTIRYDIT

C) Creates a strict

- D) Makes people talk less |
environment at work | RO %5 S3030ROZ03
FORE S TEOE3 2

o SI0EO3CS

m@aﬁdmﬁaﬁoq ,%a%gi@d

Answer: A) Helps people work together better | 2800
&u3300N 237 s SeEen B0l SBIZ

4. You are requested to complete the given assignment by

Monday This is an example of | Qe 8033&534

BRCIORIVBRYR Jperrtedzien (‘()5%5% DD083NT. ¥R
1} QUTPBOTI035NT.

Q(\J;Qj—.;%]ggl %oorgg\gnlcatlon | B) an order | 2,080 est3e3

C) formal communication | D) rude communication |

323008 ROIHBD ORI BOSHT

SR0D B39&30300

Answer: C) formal communication | B3u5207 0323

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

should be mentioned in the covering letter includes
BUTRLTITIN e FYRODIN, TR0 Se0°TBY BRoedRIe

eaaigl mfﬁfao&o’ogd.

A) education details | 85w B) salary expectations | 300
QITNRD Wels-al¥)

C) reasons of suitable for the
role | 3©7E, 30oNCIS D) hobbies | &:agried
T earied

Answer: C) reasons of suitable for the role | 6036&.;‘1@_?&3&305
T earied

6. What is the primary purpose of a cover letter? | 330¢
Se30°R BT GLeB3esO?

A) To provide a detailed
personal biography |
D=8, SOW0ABRLLD
3y D6 B B,
BTV 0BT, e300

B) To list all your previous
job responsibilities | A3
0DV FOIT DR
w002I0NYR) 83, BEen

D) To introduce yourself and
explain why you are a good
C) To summarize your fit for the job | 0QRS

educational qualifications |  S0W030%FRYLO d.)gg (o))

090G &,00088 Bs 3RS, 28 AT

BeatuRdolono DBOD  woaEdh, dS0RID
DQS0G 03088
Be3wesRZ0dR), deEend

Answer: D) To introduce yourself and explain why you are a
good fit for the job | DRRP), FO2WAAZAYR FoR) V) B
i?oﬁi%x)é RRToL Qozwd(&i S30zen OJSo=E 803088
ﬁcéaﬁz&@aﬁoaﬁ%&@wﬂ

7. What is formal communication? | B25003 3033
QOBBeRO?

A) Official communication  B) Talking with friends and

foIIowinr? a set of rules | family | 3e&300 F08)
QDR RO, TR B063000 200D
ORI FoIBI BBWBOZBO

C) All written communication D) Casual chatting on social
- media | 70350238 SPFREY
| 2019 D3 FoTHS Sapbadaer tstsort

Answer: A) Official communication following a set of rules |
QadSore roasE), ©ROF0R BT JoSHD

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



A) Keeping all ideas to B) Ignoring othersO ideas

S, S

RPodoe BDEALRE "
PR 0N, DOFFROZB

D) Working together

towards a common goalé
BRI bleJeV U] uémuﬁ ©%

MWD EN) AN]

C) Criticizing teammatesQ
efforts | 30EE @ e363MCT
@ojoqlﬁ%”aﬁgt £3e3R0TO

Answer: D) Working together towards a common goal |

59300 1o003Z ks TOR SRBIFI0

9. Which of the following is NOT a key component of a
resume? | 8% IYATI)NYY adZ)so SAARE F=o0D
©9033©) ?

A) Relevant skills | K02 053
LR=NIEE

%} Personal anecdotes |
3,088 WBOTE FHENO

Answer: C) Personal anecdotes | a’g,oi)gﬁ RIS FPHNLd

E%Additional information |
2030 Bodd

D) References | eugieadned

10. What is O informal communicationd ? §959=32500%
R0FBR DOBTERO?

B) Talking at official
meetings | ©RTI LNV
MWDCIND ) AN

A) All verbal communication
| &5 S59DT Z0SHS

C) Casual conversations icial L
outside of official work D) Official communication

following a set of rules |
arrangements | ®RB3 FOIB & 1=yRef Ryo 502
SRANY RAOR OIS 0, oRT0R

53 203
FordREBAD OGS HoITT

Answer: C) Casual conversations outside of official work
arrangements | B33 UG dzpk;m)‘ B01 TBPET
F0PoRTRLL

11. What is very important to keep in mind while reviewing a
resume? | SRQE0° R), BD8edrvmen FOTIVIRE wIewom BT
BO0DIBIBI DTO?

A) Salary details | 30096
AIT D

B) Interest and hobbies | esz3
DS &mgémb

D) Highlight skills and
C) Lot of information to get qualifications that match the
the job | o3 Baden job | ﬁoﬁ%&mo&ﬁo&mmd
BOTRY, B3 393 [03) BEINTIY,
igeéjés‘ SINBOEO
Answer: D) Highlight skills and qualifications that match the
job | $e=8, @008 T8RP wae Sriva) &t
SoBEOJ)BO

12. The word O resumel comes from French and means
| dngfm DO DWF) F0LFAOT 00T S03) W3
ORE

B) summary | 500203

D) experience | ©x80%33

A) education | 83¢o
C) placement | dodeezd

Answer: B) summary | 590003

13. 'Hi,’ 'How are you?’, "What's up?’ are examples of N

"&o030%, [ Dicﬂ@eb?m, O20NE?0 ¥) 3

SVTITO FNED.

B) polite communication | 32%
R03BD

C) informal communication | D) formal communication |
29090 2390T 0N B® 523008 03BN

Answer: C) informal communication | 93952508 03B

A) impolite communication |
@3?%305&&

14. Which of the following are included in a resume? |
emcngriﬁ%ﬁ 923 IOROFN, FIO0N® 3e30° eaaigL

RROT WE L DOWIINT LI

A) Contact information, B) Daily routine, favorite
educational details, skills and movies, and vacation plans |
work experience | Bomse  BP00W DIWD, e

B3, Zgeds S0TILD, Zg@m@ﬁ% 03 o2iadd
TBe) 303 BOIT BPR  BRCEINW

C) Childhood memories,

dreams, and aspirations |
20K 0N, Fomoned

03 emoﬁmfo

D) Hobbies, favorite foods,

and personal interests |
$m§rwb, BN esmao N

R0 303088 B8R
Answer: A) Contact information, educational details, skills

and work experience | ZoITE FJ0&3, %3856 30D, @éegs
) FoRE RS

15. Which of the following is the key component of a
resume? | 85 YATI)NYY 0dRJ)Bo SRARE @00
903N ?

A) Work Experience | &= 52 Personal Anecdotes |
ORI dodo%ﬁ SENH

C) Favorite Books | doz?szgj
RFBNLO

D) Travel History | &=ox:
QBB

Answer: A) Work Experience | 038 exozis

16. Which of the following skills would be most beneficial to

add to your resume? | 3¢\ 03593 FOBON AR SRRRT

Zedren 3B 2egmaNS?
A) Laziness | 20350033 B) Indifference | evtiodes3

C) Leadership Qualities |
mojaﬁag;i noganed

Answer: C) Leadership Qualities | mo.’bﬁ%:f rogned

D) Procrastination | eﬂoﬁzs

17. Which of the following is a key factor for a well-organized
resume? | 08% FYNTI)NYY 0ol mwg?\&é d’,ﬁfoﬁr‘ o
SR0D ©9035NE? [

B) Fancy fonts | ©@©0%20%

A) Complex desti%%ns | iy
90

R0BCLE Joaan

C) Simple designs and easy-
to-read words | X0% D) Long paragraphs |
DTN ) 23en D00 DYOAND
BOFHIB IBNLO

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



18. Punctuality means | 300308328 03 C) writing an impressive D) sending the resume to the
cover letter. | S 3508 employer. | emdfazgﬁmébﬁ
_______ TI0° Se30° WB030IB0. 61/&50‘ FRORINIST.

A) done by punching Answer: C) writing an impressive cover letter. | Z3=200
machine | S0or® 038800 B) informal | 9822323008 FS0° 5630° 2 BO3VIT0.
S5E ©on OIS
C) politeness | wg Bémggg;;ge | ,odoabﬁ 23. Which of the following is an important step to take
before sending your resume? | &m@amgf TLDEHROD B[R
Answer: D) being on time | 350358, 3d035NCOZZO 8% FYNTIH)NFY 0350FB0 R0 B3NS ?
B) Ensure details like phone
19. If a co-worker asks for a support with a task, proper way number and email are
of responding is | FBRCWRENA3YTO T3 T, A) Skip proofreading | &®  correct | Fper® 3033 SO0
W0 OBV, FeITT, F$30RIS FD03RE I D2IZT BIRCOINEO YROCLF[03B R0 rﬁ’«b
300d5NS030e 3O
_________ DBBBBABANRNBO
Sg)usur:géégain;oeé% V;S;gdo B) send a formal request via O) Use complex words | D) Focus only on technical
% | ' email. | ¥0eer® Joees skills | 39Q8% Fo3RY o3
;?Jo?ﬁg?mmd WA Bsuods D030, B2, HoBeer BT LRI s leeo@eeewogwo

Answer: B) Ensure details like phone number and email are

Q) igm too busy right now. | D) ask. you ldé’:; ggﬁgg‘ow correct | Bpee® Hoal, o WoeerBoda iy BakRNSalE
203> DUBAUELLEHES.

modor&démﬁzged Redesse?

Answer: A) sure, | can help. What do you need? | 2o&3, ®oc0 .
22030 INBBIB). IS OO WesO? 24. Important factors to check in a good resume are
| V3R> TR Ry 208300 R0 ©903ried
pry QL o/
20. What is an example of formal written communication?| — ~ T
BI13008 D3 5036RE VDB TS DRV ? A) company detalls | B) attractive words | e3BR€T
BB D0 wried
A) Writing an email to your

. . .
manager | &mm ot B) Texting a friend | 3¢&301

20868 BRrBROLS C) Correct information, free

QIOC* 28030 3 from spelling and grammar .
) . . mistakes | D0359E I8, %p;p)i; quality | saricics
C) Posting on social media D) Sending a WhatsApp Fr83 ) B30 e,
platforms | 50258 B3390 message | WhatsAp = -
SeDBNYY Bpexs md@m ,oodce% eesfoéoxolaom;%d BRCRNTOE SgoN0os
Answer: C) Correct information, free from spelling and
Answer: A) Writing an email to your manager | &3% grammar mistakes | 300358 S0&3, Toredd o) ;3?593
maﬁcmo‘ﬂ Yoeer WBoIVIEo BReRNoE S0TTNCOZRO .
21. While applying for a job, the covering letter should be 25. During a job interview, if you couldnO t hear or
eisy to read_qby_r)neans of | 3NTIYrvQ adoeaymsy, understand a question, what would you say? | o363
TRARRIRY SedrwaNds? ROBBERRY, ey BB, Feven w0 OFFSRAZAYLD
- ?
B) dividing the text into mqﬂdm ﬁmod’ ez 28 £€%§66.
A) |ncrea5| the fo_r)t size. | Shorter paragraphs. | 38380, A)D Sorry! | didn't
g ez z?zsd,p@cio _;P;mq"%ﬂ understand. Could you B) O Speak clearly and repeat
g) zs,‘,_) I3 please repeat the question? the question.0 | B

C) long descriptions. | BesPe D) extra curricular activities. | | D! ITT ogrmenide). Spdmed o wé ?\b
QIO FBNRLD. 3 §3d 83036331180, BORoDED &ﬁéojoab R)DTIIIE 2. )
DRooRSF BB ? [
Answer: B) dividing the text into shorter paragraphs. | 50}3@
Reg, TRPRTRFHYON DIeBROZB0. Q III7 Hey, can you repeat
that? | wasn't paying again?l | Bowo

attention. | B¢, Qe
. , FIBOBRCNTCR. Ae) BB
?
22. After preparing the resume, the next important step to do wcim D)V TSI BV BOTC? 208 Bee Dse?

D) O |am lost. Can you say it

is____| og)c'\ioadozpﬁab .odwé,od ®03T, R0V FZ0D ORI ﬁd)('\i 3&0@0 g

BosSonT _____ Answer: A) O Sorry! | didn’t understand. Could you please
A) breparin for mterVIew B) applving for the iob. repeat the question?0 | §03! B3 wgrmoride),. Bodde),
BB S R AR Shey BB BRI
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