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

A) To introduce yourself and
explain why you are a good

fit for the job | D™ B) To provide a detailed

- 0 personal biography |
OBy B dey [OOSR
B3 FOIT DT RTOD o3 e 22 oS

= QCI) B FOIT D
Souih, 0RO RRB0O SOVBR, SZOFD]
OOB0T3 503088 RUOZOD QORIERG ORED
2e3BLIRZ000RY, Aegdeo]

C) To summarize your
educational qualifications |
0SB0 23,0308
Beavugalm), dedeod

D) To list all your previous
job responsibilities | AR
0DV FOTE DR
%0230NYR) [, BEen

2. Which of the following is required for teamwork? | 30@8%
BORTN B8 FENTIH)NYY adooio eaﬁ:éJ‘DCS?

B) Easy tasks | o®23
F203E N

C) Conflict and Argument
ROPRE SR oo | D) Money| @

AéProper communication |
2003596 BOSBS

3. Gestures, facial expressions, eye contact are examples of
| BERD, BDBND, TeIS FoBTE )
S YVBIBOTHNTINS

B) non-verbal

ng\;\ggten communication | 5 mmunication | 30Dw

R0RH
oS RoRES
C) verbal communication|  D)_oral communication |
DT F0IBS I50DT FoIHB®

4. You are requested to complete the given assignment by

Monday This is an example of | QeBE BORIDY
BpeR0R0TRYR Bpeoravien QRyE) AB03ReRNE. BEo
1} QUTRBCFI035NT.

A) an order | womo e 5 formal communication|

C) informal communication | D) rude communication |

IVOH2590T B0 H® @32%305&

5. If a co-worker asks for a support with a task, proper way of
responding is | ,ﬂﬁfaed/%eﬁoifa@do modx%&
W00 OBV, FeITT, F§30RIS FO0IRE s

A) send a formal request via B) ask, you donO t even know
email. | 930ee® Sopes this much? | See?, A1 ¥R,
B325008 AT03000RY, F&A. tedese?

. . D) sure, | can help. What do
C) i am too busy right now. | you need? | 033, ToR

sy ¥Rert 300239 A
F030€ VT3 Qcﬁ o> eg>?

6. If coworkers are gossiping about another coworker, what
you should do? | F8B,0eBRALNNY ARAY FBACEAENAD w1}
MoAE® BIBISBT, Q) DFO BIEeeT?

A) Tell another coworker
about the gossip | MoX=®
B FBRCTRLNT
39O

o B) Join the conversation and
A continue | 0333, 56D 03
FV0BOSOROFYBO

D) Feel that gossiping is
0) Listen to th in| inappropriate workplace
il SR ege et e behaviour | MO2E* SIBIZEO
No2& NYRY, B8AROJBO
AR AT BORE BB SASVS
INCARRALT S A )

7. Fix, measure, pull, lift, grind, mix, operate - are examples of
| ROBB, 9D, HF0WD, DNV, FRIB, A Fed
B398, T0EAIEHY — AR) S PUBIBT TN

A) action words | §03o0d> B) describin
IR wdﬁ%”@l:ﬁ)
C) naming words | IBALS -
BROROB <% D) pronouns | 33€ 00RO

words |
ORI

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

‘Bo0d>®, 0 DaenNRed?l, DomoNws?O @) _ 3
VTIIBO FNED.
A) polite communication |  B) informal communication |
ALK RSB LIVIR 50T ROIH
C) impolite communication | D) formal communication |
SRR BH525008 303BS

9. What is a key component of a resume that outlines your
relevant career experience and is used by experienced
professionals? | Q=0 302093 =3 w&zﬁﬁdd&&ﬁ&ﬁo;ﬂ S0
823 3TV WHALEID TR © ZZ0D 03
035035307



A) Work Experience | 03038 Qn%rggieéf;ggggégld
[ORSIASE]

3o3oried
C Resume Otz)%ectlve | D) Resume Profile | d"*@?"s

10. After preparing the resume, the next important step to do
is____ | og)aioadowdab ,odwfédci ®03T, SOV FSVD
0330833

A) sending the resume to the
employer. | emd;%(’ﬁmébﬁ Bz)g%egarmg for |nterV|ew
O",\;JE)JﬁIF‘ BFYLITNIST,.

D) writing an impressive
cover letter. | 03509

Q) :ipp%/mg for the job, |
£ FSOF 3305 20 BONRIR.

FORT Q:p 0.

11. The word O resumed comes from French and means
| d-’maa;fm Q0 TWeY) G050 2)0RT a)s_g biale]

A) education | 83 B) placement | dodeezs

C) summary | 20203 D) experience | ©=0%33

12. Which of the following is the key component of a
resume? | 88 FYNVIH)NYY 0300310 d’:i/a?FJ‘RS JS0D
£90335oNT?

A) Work Experience | 308  B) Favorite Books | doz&:ﬁ

(O STAY og)mﬁﬁ%fo
C) Travel History | @938 D) Personal Anecdotes |
Q3FIR 55,0308 B

13. Comma, full stop, question mark are examples of |
WOQTIRD, FYOEIEF D0V, waacjtrﬁ zﬁim”o

wmesdEiw 0 o TTTT T

A) punctuation mark | Q00 B ﬁgormm communlcatlon |
ngi:t 25907 703

D) next paragraph | 0083

C) design | VP masm@‘*_’e

14. What is an example of formal written communication? |
BH25008 DDI B0THIE SLRIHT TS D07

A) Texting a friend | 3&301 B) Writing an email to your

- - manager | Q39 =5 ezscsﬁ
R0Te3 BRI 00 103

C) Posting on social media D) Sending a WhatsApp
platforms | 59359238 &5d30 WhatsApp

messa
SeWBRYY Bfpea? BEOBO Nodea’% 6@o&jmméd

15. Table, wire, socket, cable, hammer, nail - are |
3w f, 506 BOBEF, BIES, R, U — AWw)

B) naming words | SBN¢S),

A) pronouns | A3 DRONED BRORRB

() action words | 3030030 D)

escrlbln words |
SBR Siien, BB

EON) AN)

16. Which of the following is included in the header section
of a resume? | 63/995‘55 B0 Pni ) 88 FLNS odoa@da&zl
303 ROFBO?

A) Name, contact number,
professional email ID, and
address | soxmTE R0al,,
Q30 B F03) AYIR

C) Career goals and
achievements | 38 Rodnsd
S03) IR

B) Relevant career
experience | 302053 33
LDVNIAY

D) Resume summary or
objective | BRRR® S 590203
B0 SAIVH B0,

17. Which of the following skills would be most beneficial to
add to your resume? | 3¢NT 0353 T3 Q3 SRR
Zedrew 3B 2egaNS?

A) Procrastination | ese3 B) Laziness | 20350033

)

%I&%gg%%sf;%gw%%ities | D) Indifference | evtees3

18. The ability to connect well with people is known as
.| wRBR0 GVZR0ToN FoBTE FOPROI mmz;ﬁagdaii
DOBY FB0LLNRIZT.

A) creativity | 3x®8cod B) leadership | moi)ﬁ:-éz

D) interpersonal skill | &0

C) time mana ement |
SO TOBOND

RSO0 ASE

19. Fill up the blanks with suitable words so as to become a
meaningful sentence. There a coffee shop the
park. | OBEBREE HoFHoNen RTDNS IBride0dR 2000

mﬁﬁ@’aﬁiw&»‘ =008 There
park.

A) are, next | ¥, 000 B) is, next to | e3AT, o‘o’apg?
C) are, next to | 93, BFIQ D) is, next | SoRs

a coffee shop the

20. What is the process of formally introducing oneself
called? | B325007:50N IR, 3RO FOWAWAZAWI
F30300308), HF0r0 FE0IIIT?

B) Self-introduction | ,qojoo
2023030

D) Decision | dgo¢T

A) Seeking | @XBIBOZEO

Q) Hiring | Se30%

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

easy to read by means of | ILNTIHNYD 0350IB R,
dngiﬁﬁt’g ZedzoaNds?
A) |ncrea5| § the f nt size. | _) extra cumcular activities. |
q 23 RO OZFSO' 830383310,



C) dividing the text into

shorter paragraphs. | 56@&&2{ D) long descriptions. | despe
369 DDINRFYN QROFHBNRLD.

&gzﬁm@do

22. What are some advantages of informal communication at
the workplace? | 3033 3@@6@ 2909235008 RORBRE FO)
S03RemRBRed 0d0F))?

B) Helps people work
together better | 2880
V0N 2831} FOR
BBV FHAL BIBIZT

A) Creates a strict
environment at work |
FOREQ Te0NE3
m@ddmaiaigl AAROIT

C) Makes things more official
at work | 3G
&o—-:\amm 2L
ORBRVDIC

D) MakengeopIe talk less |
BRORD, TERD SI03WIBOI03

SREIS

23. Which of the following actions in an official meeting
shows appropriate workplace etiquette? | @®g3 30dQ) &%
BYNS 0d0e FSOMed RPTHN @O.b?ﬁ@@b’ 8RP5A0SIY
30e0z0303?

B) Keeping the phone on
silent mode and actively

A) Chatting with coworkers | Eqartigspate in the discussion |

ABRCTBACNNSPOIN 25083°  Hpe eaag 3,03083¢

SREIRR ReERS FOH L)
38 0ado® 33 0dozeNn
N il

C) Checking phone and

D) Interrupt the speaker in
respond to messages | ) P b

SR BOBCORRE gy Meeting | Be3ododment 2es0?
30Te3RIN F 3 0VRIBBO BB BROZBO

24. Complete the sentence with a suitable describing word:
There are apartments in my neighborhood. | 230

ARV IwrgeodR a‘aﬁﬁaﬁ&@’aws‘ﬁfa@%. There are
apartments in my neighbourhood.

B) dull
D) dim

A) noise
C) spacious

25. What is O informal communicationd ? 9595325003
FozBR0 DoBTeRO?

A) Casual conversations

outside of official work B) Talking at official
arrangements | ®Q33 OB meetings | OPTI NV
) ﬁ@ﬁ@e’ BT 0D DET DIOZWAHBIRNIO
FOWIRTNLD

C) Official communication

following a set of rules | D) All verbal communication
K)Odomr%:? MOOTT), BII0R | ey IFRDT ZozBS
RTI 303BD -

26. If a teammate is struggling to complete their assigned
task, what should you do? | 30EG Z® e3£3M0®) 9307}
Qodeeiear 60355&3‘* BREETRIIO BLNBISTY, AeI)
DR By eesd?

B) Complain to the superior
A) Criticize them for not about their lack of
being efficient | 3308 &N contribution | €930 Eew@ort
DO 8382 BR03030 zori S0ecONTONRLN
BT Qe

C) Offer to help and support

them to S%r(%glete their task | D) Ignore their struggle and

9530 SOOI focus on your own tasks |
ajaeasrme?s&) 0301 8930 afaegaéssaié;&)org%
2 - B VR RO FoENY
AB0L & =53y 063 Beofyes0?
2302000 BSFHO® IR oroER

27. When you start a discussion on a topic, what do you say?
| Qesd) DROIE BODD z\izh's’s‘()doai.)eL FT0PATIN, ACF) DV
Be3ed?

A) Let me say | oc0 B) Let us finish | @)

BegdIes SoNKRCe
C) Let us discuss | ™) D) Let you start | Qes)
WeIER 0L KT 0P

28. Magnificent, sharp, lengthy, bright, - are examples of
| 33000, Segen, YUBHS, BTOBRPTVDT, —
S eVRIBC TN

A) nouns | FISOIB RO B) pronouns | 33 @aonied

D) action words | §o3o0d>

C) describing words |
395 IO

S8 R, DF0RD0

29. Complete the sentence with appropriate word. The

Plumber the tap. | 20T2960 SBWR0DN DITIDY
2RENRAPYI O The Plumber the tapO .
A) is fitting B) fit

C) are fitting D) were fitting

30. Complete the sentence with a suitable describing word:
There is a garden with lovely flowers. | 30T00

QSTVF0d TR0 mﬁéﬁa&&@awFﬁfa@%, There is a
garden with lovely flowers.

A) lots of
Q) dim

B) expensive
D) beautiful

31. Which of the following is an important step to take
before sending your resume? | A=) BRRRI® TRIGRIS SAEEO
8 IYNSIYNYY 0300530 B0 H0ZFNG?

A) Use complex Wordjol' B) Skip proofreading | 2.8
R03eeF VBT, WFACIFBO D23ZBRRRCIRNBO

C) Ensure details like phone
number and email are
correct | $en® 3083 =030
QRO H0IE DM
20035NBade ok
wws&a&&mef@ﬁo

D) Focus only on technical
skills | 39Q3% T8 Soee3

B9850l eTOATIZ)BO

32. Which of the following is NOT a key component of a



resume? | 88 FYATIHNYY 03000 GMFJGKS IR0D
©9033e) ?

A) Relevant skills | 802083 @ Additional information |
P3enied 13030 B3

D) Personal anecdotes |

C) References | U\)gea)ﬁ% 303088 WBIIS ﬁdﬁe“b
o o

33. While working on a project with other teammates, which
of these make as a good team player? | 30 3060 x®
e383Ma0 TR0V F9285°e5° VY TR FoaEod0owen, YRJ)NYY
0359330 YVZR J0EE 3E3NVCTDN [IBIZE?

A) Sharing ideas to help the

team work faster | 30@J) B) Getting angry when

fg?)ﬁg&w » others donl t listen §3000
eenesnYs) Sediigent SRESARE)
BOUBRNRBO

C) Not listening to
teammates ideas and
opinions | % €$£3Ma0T0

D) Thinking we never make a
mistake | 03,0¢23% ©II)

iR eSRNYd oI DODNR IF), BREOFI,
QR 0NYR), e,
34. Punctuality means | 3Ro0dFE How3

A) being on time | 3300358,

e B) politeness | .UZ%S’

D) done by punching
machine | S0230m*¢ 03O8 DT
S50 o3I

C) informal | 959325007

35. Your team has completed a challenging project
successfully. How should you celebrate the success? | (‘03%
303F) 33003 o.ifa(’zsa?ojomaL ojoé;’\(:zai)aﬂ RPVERRIDIB. ACI)
0303RR, Bert es230LIeTO?

A) Say you did everything

and donlO t praise others |
Q) DORBL DJBRCO

206 BeP 0K BITOBY,
VLI LANNE)

B) DonO t celebrate and start
the next job | Fogdor3ed
F03) IS ﬁoﬁdabq

KT 0PRLICB

D) Thank everyone in your
group for helping | 8&a03
SRBETN AR rr0SVYTCOB

2Drh Fmetried

C) Blame the group for any
errors | 0359)Be BreRAIR
ROOBE, BAXR

36. Complete the sentence with a suitable describing word:
There is water scarcity in the locality. The area is .
BRTHI DBCF0L SERFR0DN SRR Bpear oA, There

is water scarcity in the locality. The area is
B) dry
D) uneven

A) noisy
C) boring

37. Which of the following are included in a resume? |
wdngﬁa%ﬁ 923 IOROFN, FSO0N® 3e30° eaabaL

SROT LIV ROPNNT23eRD

A) Childhood memories, B) Daily routine, favorite

dreams, and aspirations | g%\g%%aggz\s%cag%%n plans |
2R IR0, THOMD  Fo) ez riens z0s) TSy
R3] 850D oSeemsisd

C) Contact information,
educational details, skills and
work experience | 03T

D) Hobbies, favorite foods,

and personal interests |
VWP B8H0 N0

BN
R0&8, 3TEIT 0N ' .
' ’ 03 303037 e373TIED
DB, 3) OIS GRS C b A
38. Spoken communication is usually not only but also
| S508meros FoSBIP) FowdedgeN
Sl e3Nes
,%%formal, nonverbal | B) formal, informal
325003, 93700 323000, 09R902500T

D) verbal, informal | 3323,

C)_verbal, nonverbal |
5, 09:359T VD30T

39. What is workplace etiquette? | 30RE 396 8xa500
QOTTERO? '

A) Everyday manners outside B) Casual behaviour with

of work | g3 2601 colleagues | onrt
czaioaai G TOOBDET SIS

D) Proper behaviour and

C) Gossiping | @03 workplace professionalism

BRBOIVIBO 3003000 BRSBYE F03) TV
38303
40. The ability to wait and stay calm is known as .
F00300E3 03) Fo0ZNCIS FODGFDDY DOTO

s8aeRrHEs,

A) creativity | 3uR8eod B) patience | 33?3@

C) problem solving | 3&)3&

D) interpersonal skill | IC&
DOBOROS

@é%

41. What is formal communication? | #%52500% 303%®
DOBTER?

A) Talking with friends and
family | &880 Fo2)
TV TROANR
SI03DVABEBITNEO

B) All written communication
| de0 DS KoIHS

C) Casual chatting on social D) Offi.cial communication
media | 28 IRGRBY HIoWing a set ofrules | o
Eaz?aobcf (ATIX olad 9B o3BT

42. Which of the following is a key factor for a well-organized
resume? | 08% YNVI)NFY 0300F)30 :’odg?g dmpe S
SR0D ©9035NE? [

A) Simple designs and easy-

to-read words | x0% B) Complex desiq%ns |
QTN SR B0 R0BCLE DVIRIN
ROYSE IBNRK



D) Fancy fonts | ©®0500%
P03 YD

C) Long paragraphs
8&0’?%0)% wgzpa% |

43. Which of the following statements shows good
teamwork? | 3&¥NT 03533 BePTD GUID 3BT FORITY,
30c0R03W7

A) Criticizing teammatesd  B) Keeping all ideas to
efforts | 30@EE F& e3£3M00T  yourself | D€, M25ONRTRY

wobéﬁ@e’m £3e3ROPTO K)doc‘)obe ‘ahbﬁ@efoﬁ)do

C) Working together towards D) Ignoring othersd ideas
a common goal | 59353 and opinions | ¥350
noBodZ wesoN FOR esefpewNned SR

DO AN] Q7R 03NYR), AV FRIBYBD

44. Which one will help us to maintain the balance between
mental and physical activities? | 3%B8 B03) &5
23EDTBEIBFRY BEIIT ISR COTVZRY, TooBBRYL0 BZ078
0309530 B0 BIBOZT?

A) Laziness | 20¢350033
C) Hobbies | $m§ﬁ%b

B) Inactivity | Qg,0303
D) Stress | w3@

45, Fill up the blanks with suitable words so as to become a

meaningful sentence. The Principal called Manoj and asked
to show hall ticket for the CTS Examination. |

IFE R a‘ai%m‘arﬁw ARTHIE IENFeodN 0 zsarm@éaio

233€ 359&. The Principal called Manoj. The Principal asked

to show hall ticket for the CTS Examination.
A) her, him B) him, her
Q) him, his D) her, his

46. Important factors to check in a good resume are
| 3R> TR 9R) BOSede FR0D ©o3ried

A) Correct information, free

from spelling and grammar .
mistakes | SD03E SPHS, B).company details |
BnLes8 o) mﬁm

BRCRNPOT =0THINCIEO

C) attractive words | 83x¢3 D) paper quality | 3onae
IBNLD RogesO,

47. Why is it important to understand the key components of

a resume? | SRAER® B ZBVD WOBNYR), WPEBIRERXRBO
0T o0a)?

SR0D B39&80300

B) To showcase your unique
A) To include personal skills, accomplishments, and
anecdotes | 33,0385 FERYIY, potential | Q) OB,
Zedzen “Rsonw, 3 PR B8

—amqg—'wab B30

C) To list your hobbies and D) To create a colorful
interests | AR Baoaried design | 00233 IRIRBIY,
03 es,o%riea‘ab wé.% IJBRY TR0

48. During a job interview, if you couldnO t hear or
understand a question, what would you say? | o263
R3BERRY, Qe B0V, Feden D T IPRZAYLL
mz.ﬁ@ﬁ&d@d Q) DI BeDIeD?

) O Hey, can you repeat
hat? | wasn't paying
attention.0 | &¢, Qe
exic'\b RV RV BOTIC?
OEOY) ﬁd)(‘\s ﬁ&o@ﬁ) O

A) O Speak clearly and repea
the question.0 | BxgoN
BRI 3083 ZEODD,
DV0IRAE . O

C) 0 Sorry! | didn't

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

| 032! S8R egrzende . sdnozmeengdes. e BB
30Dk BB0d% 03 Bewware? D
a@ﬁmwémwwdéa?m

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

should be mentioned in the covering letter includes
BUTBRLTITIN WX FYRODIN, TR0 Se30°TBE BB

eaaxzL mfﬁfaoédogd

. . B) reasons of suitable for the
) education detalls | 55 ol | serss, 2agamonco

T0 £arieDd

D) salary expectations | Zow%

C) hobbies | B3Eried DdeFRDd
ol

50. What is very important to keep in mind while reviewing a
resume? | SRAE0° R, BOBedRDN SOBATIE et WHY
FO0DIABIBI DVO?

A) Highlight skills and
qualifications that match the
job | 60,\;5 BROVTAITNOS
593e) m:éo B3N,
B3 mm@wo

C) Lot of information to get
the job | o5 B0
TR, BI0&%3

B) Interest and hobbies | ez
o) émzp’m”o

D) Salary details | 302096
QITNRD
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