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1. What is the primary purpose of a cover letter? | 830°
SLI0°R P BT SLPeB3e0?

A) To provide a detailed
personal biography |
0QBR8, BDe30AE Y0
) DE) B B,
ARTOO cbozoociabcl AS0ze0

B) To summarize your
educational qualifications |
0BT 3,0008%
Beanug odomy, de@esl]

C) To introduce yourself and
explain why you are a good
fit for the job | ISR D) To list all your previous
20230003BRYED d)g_g 2)63\) job responsibilities | Q=39

Bs B0RE, 08 APTOO %08 ORG DO
DT, DOREeL] EeTD V), B3, AREe)
DOS0S 03083

2e3B2IRZ 000RY, Aeenl]

2. Important factors to check in a good resume are
| V3 63/%;53‘ esa&zl R08edxen FR0D 903N1H

B) Correct information, free
from spelling and grammar
mistakes | D0300E =50&3,
Boredsd o) mfdm
BRCRNPOT [B0THINCIEO

A) attractive words | &S5RET
I3ND

C) paper quality | onaa
Rogaoe3,

D) company details |
TOD Q0 JICNR

3. Which of the following is a key factor for a well-organized
resume? | 085 &NSIH)NFY 03003130 BSOS 6:’»./353’ o
BBVD 903N ? 0 '

B) Simple designs and easy-

A) Complex designs | to-read words | ZO¥

R03CLE am?;m%

DPRENL S0 wWBew
EVSTAE aliafa o)
C) Long paragraphs | D) Fancy fonts | ©9©050%
DEPE D0 DIDIND FOOE3 LD

4. What is formal communication? | B225003 30358
QOFTERO?

A) Casual chatting on social B) All written communication
media | 79259258 SRFSBY -
spoOEs Lsatort | 2079 D3 BoBHS

C) Talking with friends and D) Official communication

family | Ze&300 &2 foIIowinr? a set of rules |
Bk TR0 DoAY Ro0m), BRIRO2
SRIIND ESIn) W) RTZ Z03HT

5. Which of the following skills would be most beneficial to
add to your resume? | 3¥NS 03503 ﬁasoz;wo &%63@93%
Jedzen é%d&) RRTDINT?

A) Procrastination | esex Ba)alﬁg%és%&uqa)ﬁties |

C) Indifference | &vme2es3 D) Laziness | 20€35003®

6. What is a key component of a resume that outlines your
relevant career experience and is used by experienced
professionals? | Q=01 Zow 0H3I 33 @Rb%,dddai%&d@z’od S03)
R J$BCO0E WYROEIN d:’uaas.f B ZR0D 903
03093y30?

A) Transferable Skills |
MOE I BIVBLBOWAI

FOBOM0

%) Resume Otz)%ective |
B¢ ® euyies

B) Resume Profile | 6:’»./353‘
o ﬁ@q—”éef

D) Work Experience | 030363
[DRSASE]

7. Which of the following is NOT a key component of a
resume? | 88 FYNTVIHYNYY 0350FB0 6:’@550% J[BD0D
©9033Q) 7

A) References | gvefeadrisd Q@%daitig%%!énformation |

C) Relevant skills | 3020093 D) Personal anecdates |
@502{1@9’0 %O&D}?ﬁ WBIFS THRO

8. If a co-worker asks for a support with a task, proper way of
responding is | 3£Jacd%€ﬁoifa?£do Faodoi-‘ii
W0 OTVY, FeIBT, F330RE F0O0IE I

A) sure, | can help. What do
you need? | Do&R3, TR
3Bo03 SIBEW BB, AN
DR Wesd?

C) send a formal request via D) ask, you donO t even know
email. | 9s30ee* Joees this much? | 3¢9, IR ¥R,
BD300T SUS[E bR IOVY &2, Tedede?

B) i am too busy right now. |
momL }Ben 300239

@Qb?&)dé@?ﬁgcﬁ.



9. While applying for a job, the covering letter should be easy
to read by means of | 3NN 0300IBR,
SRRR*RY Jedaeons?

A) long descriptions. | DesPe B) mcreasmg the font size. |
TSR, P05 ), BURIZ.

D) dividing the text into
shorter paragraphs. | BFE®,
R D —gpamw%ﬁ

) z&o@do

C) extra currlcular activities. |
3 53{5 83023635 10.

10. What is very important to keep in mind while reviewing a
resume? | SRQ0° R, BO8edzmon FOBIVIR 3eTom WHY
SORETABIBO DVO?

A) Highlight skills and
qualifications that match the
job | ﬁ&oﬁ BRODFOITROI
5930) m@b @&Féﬁ@’&i&
ége?jéss mg@cfo

B) Interest and hobbies | 373
S ama{ﬁrwb

D) Lot of information to get
the job | &% SBodoen
BTR), B3

C) Salary details | sow %
AITRd

11. The word O resumed comes from French and means
| d-\‘i.faF?‘D D0 TWeY) G030 2 00T S0I3) ¥@3

A) experience | ©R0%33

C) summary | 590203

B) placement | dodeews
D) education | 83¢o

12. 'Hi,' 'How are you?’, 'What's up?’ are examples of .
‘®o0dd®, 1 UsenN@ed? 0, DdmoNws?U /) _ 3
SUTIBOFNIED.

A) impolite communication |

&{ormal communlcatlon |
29,0&'5 AORIHBM® 25007 703

C) informal communication |

D) polite communication |
L9NOH L30T FORN BN

,o?% 203

13. During a job interview, if you couldnO t hear or
understand a question, what would you say? | &3
RBBERBY, Ve FB030R), eV OG0 WPEBIOREPYLO
BGHNET, Aee) DR BeeL3ed?

B) O Sorry! | didn't
understand. Could you
please repeat the question?O

A) O Hey, can you repeat
that? | wasn't paying

oo HRom sm@o O e S el
RYSoeRIE BRI ?

C) 0O |am lost. Can you say itD) O Speak clearly and repeat
again?0 | Bosd the question.0 | Ba
BIBOBRCNZCR. AeF) BT, B0IwB B03) wé’ Rb

203 Begwadsse? D DBooRSF2. 0

14. Which of the following statements shows good
teamwork? | S&NT 03093 BeFINLD VIR J0BH ﬁe)ﬁdm*
S0e0z03037

SB0D B33

B) Working together towards
a common goal | 5B
rododZ 2.e5aN FOT
RIABOEO

A) Criticizing teammatesQO
efforts | 30EE F® es¢3MCT
@Qb%ri@e’ai% £3e3ROBO

. . D) Ignoring othersO ideas
C) Keeping all ideas to .
ygursellof | ?De)a D5ONFRY, and opinions | 9303
aobe wDgRwRR.  CoRWIND D
R 0NFR), AOF FROZ)B0

15. What is an example of formal written communication? |
BIw5008 DDI K03HNE YLWIHCTS DXV ?

A) Sending a WhatsApp B) Writing an email to your

messaég WhatsApp manager | (‘0?)..) =09, C%U‘ﬁ'
20T 6%030~mm363 Q30cert &)601)35

. , 209 D) Posting on social media
Q) Texting @ friend | 3%30N latforms | meaooese sz

SetnYd :-3;3@3; SINBORYEO

16. Which of the following is an important step to take
before sending your resume? | &da@}(ﬁng')f FEHRIS SREe0
8% FYNII)NYY 0309330 FB0D H0330NTS?

B) Focus only on technical

A) Skip proofreading | &8 . | 39Q35 T3y Soees

DB BRI

B8 5ol eTOATIZ)BO
C) Ensure details like phone
number and email are
correct | éfo(’&s 2033 :l)sJ D) Use Comp|ex wor NA
AR Bo3H HIOMRD | ROBEEIF BHMYR, WU
200aNB0o30e DHoEY
aawésé%éfaqbﬁﬁo

17. You are requested to complete the given assignment by

Monday This is an example of _____ | 0e8G S0z31),

BRCIONIV WA e rieLIen &)ﬁ)&b &)do&omﬁd RAAN)
1} QUTPBCF035NT.

A) rude communlcat|on |

Egaformal commumcatlon |
Qﬂn)?.;f [0

25908 303

D) informal communication |

Q) an order | 20030 8T8 G ST BosED

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

should be mentioned in the covering letter includes
BUTALTTN e FYRODar, TI0° Se0TVY TeDaese

), w¥rtRoBCLZH.

A) reasons of suitable for the
role | %em% ARTDNCOS

B) hobbies | ﬁmgsmfo
TO N

C) education details | 88ea3 D) salary expectations | 300¥
IV LD Wels:1alo¥)

19. What are some advantages of informal communication at
the workplace? | 30RE 3¥BQ VVOHUDT ZOSHIT FOI)
S 08nemsned oba@@?



A) Helps people work B) Makes things more official C) Daily routine, favorite D) Childhood memories,

together better | %®30 at work | x5 9 movies, and vacation plans | d d aspirati
eu3ROTON b BOR atodorivR B Sa‘*’;agr?ggég v D u%efgs’ﬁ%%r?efﬁ'rgé%ﬁib
BB FB0H FRIBE DY LTRIZE NS 2

aSpearned 3 Teogried

D) Creates a strict
C) Makes people talk less | :
3000 5553 =Jo3maEu=0d environment at work |

3InEISE BORTY) TeaVE3 23. Which of the following is the key component of a
o3 DTITTVLITDY, RAROST
LN resume? | 85 SYNBZed 0dwR)Bo BIRRE ZR0D
£9033oN3?
20. Punctuality means | 38003082 H0@3 g) Personal Anecdotes | B) Travel History | @@osa
_______ S 03083 BEeDd 2357
A) done by punching C) Favorite Books | doz%dd D) Work Experience | o33
machine | B0on® 0303 Woa B) politeness | 32%3" RRBND (EIVSTAY
S5 on YT
S)Sggd%;jg;e | 3300308, D) informal | e95°=325003 24. Which of the following is included in the header section
~ of a resume? | d’z’uaﬁ)‘&i BE0° Pni®) a8 NS 0300 RY,
e R1anabrn) abYY

21. What is O informal communicationd ? §95°32500%
R0SBEL D0BTERO?

B) Name, contact number,
professional email ID, and
address | IozTE 7033,

A) Relevant career
experience | 30w 0R3 33

A) All verbal communication B) Talking at official O T DB R IR
SPDE Z0[E meetings | ©RTI PNV
| D& ROSBS R C) Resume summary or D) Career goals and
objective | SRR5° @ Fo0208 achievements | &8 ROOMed
C) Casual conversations . L 9D VAR BRSO, ) TFIRLD
outside of official work fD)”Ofﬂ.C'al commfunllcatllon ©° ”
t of rules
arrangements | &8 3 FOZE &?O%\g;]ﬁ;%oam £9RORO2
S f(»aﬁ%f B0 mocfz;’)&‘ﬁ 0DE3 Z0SE ha 25. After preparing the resume, the next important step to do
FOWIRTNLD o is | o‘-’g)aioadowﬁai% mcg—-sam ©030, B200HT F=[0D
»o3IFoms
22. Which of the fgllo_\,/ving are included in a resume? | A q for intervi B) sending the resume to the
gy e sgumer sStor duo' e ______ DRI e | emploer | socagroasor
o Q0 DOPTNT 3B 3 5&/&50‘ 2 SEGRIaNk TR
A) Contact information, ) ) C) writing an impressive ) )
educational details, skills and B) Hobbies, fayorlte foods, cover letter. | Z2Io=3z09 5&%%5' 'Q%I—O%g}gfé’b‘o!
work experience | 3033E %%.9233”%8“3%&'% TR0 S3630° W TO30R)B. @

R0&8, 3TeIT HS[ONLD o
: L 2% 0308 Bsne
PBORD BORB ORI = =
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