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1. Which of the following is a key factor for a well-organized
resume? | 088 YNTIHNYY 030030 335?2{:33 dmp S
SR0D ©90350NE? [

B) Fancy fonts | ©@©0%20%

A) Long paragraphs |
03D

DepE s mzpamb

C) Simple designs and easy-
to-read words | x0%
AVRNLL F03) W
OPHIB I

D) Complex designs |
ROGCELIE DVARNO

Answer: C) Simple designs and easy-to-read words | 30¢
DvRgned F03) LBew BeIHE IBd

2. Important factors to check in a good resume are
| V3R TRE° R BOedRLL FB0D ©o3rieh

A) paper quality | onice B) attractive words | 8333

Roeasoe3, FRiaal>y)

D) Correct information, free
c detail from spelling and grammar
C) Company detalls | mistakes | RO03IE RIS,

BNOEIS S03) HYBT €
BRCRNPOT [0THNCIEO

Answer: D) Correct information, free from spelling and
grammar mistakes | 3003500 R50d3, Torreds sH3) m}iﬁm
BreRn?or F0TTNCOFEBO

3. Which of the following is included in the header section of
a resume? | SARERE BE0° LN 8% FYNT 030D
F{Qer{InTabn) a b

B) Name, contact number,
professional email ID, and
address | 30233¢ 5043,
QRoeer® 08 F03) YR

D) Resume summary or
objective | BRRR® B 0203
(Dlamp) w@&a’% 200,

A) Relevant career
experience | 302093 33
(DR SIA™Y

C) Career goals and
achievements | &8 Rodred
F03) BB

Answer: B) Name, contact number, professional email ID, and
address | FoIvF 303%, 2doee® DB ) IR

4. Which of the following statements shows good teamwork?
| BN 03093 BePBND VIR I0BETH FOFIR), 30¢0RIZT?

B) Working together towards
a common goal | mm(‘%
roBodZ wesoN SO
SIBOZYBO

A) Keeping all ideas to
yourself | €5 Du50nTs)
BQ030e REFAKRYBO

Total Marks: 25

Q) Criticizing teammatesO
efforts | 306G ® e383M0T
@ojo%ﬁ@’ai% 83330330

Q.ID: ITISKILL7284NJ

D) Ignoring othersO ideas
and opinions | 9300
e3,0RNLD FoJ)

e 030FR), AOF R0

Answer: B) Working tog;gher towards a common goal |
I~

R, OO0 2630

™) A%

5. Which of the following is an important step to take before

sending your resume? | Q=30 Sz

FLOHROSI B0 B8

BLNBRNYE CIRRYBO BRD BOSTONTI?

A) Use complex Wordf,ol'
203CHE I ﬁ@#aigi WFA0OR)E

C) Focus only on technical
skills | 3933 Fo3eNY Soees
B8 5ol eTOATI)BO

B) Skip proofreading | 2.8
DB BRCOIBO

D) Ensure details like phone
number and email are
correct | gper® 10aj F08)
QRerT0IB RO
20035eNE0a30e 0
mwssazmwgﬂo

Answer: D) Ensure details like phone number and email are
correct | Jpe® 303%:&):&3 930 BoIB SO ried ZDodTNS0doe

D0 DBIIRERWRBO

6. What is an example of formal written communication? |
BI3w5008 DDI K0SBIVE YVWHCTS DB ?

A) Sending a WhatsApp
message | WhatsA

e N R
C) Writing an email to your
manager | Q89 SRez0n
QR0 WB03IBO

B) Posting on social media
platforms | mas350238 doacjng
SeRFNYY @acﬁdmg@do

D) Texting a friend | %@3038{?
206e8 ORI

Answer: C) Writing an email to your manager | 833

abaﬁcaso‘ﬂ Ysdoees W

7. What is O informal communicationd ? §959x32500%

RoRBSL D0BTeRO?

A) Talking at official
meetings | ©RT3 3INYY
DTN & SI) A W]

C) Official communication
following a set of rules |

B) Casual conversations
outside of official work
arrangements | ©933 OGS
v BeoH woBYrs
ROPORTN

D) All verbal communication

Q0DRARY ORIV, OBOFOR | Her SPDT Fo3BI

ORE3 0B

Answer: B) Casual conversations outside of official work
arrangements | ®Q33 $03 quﬂv B0 SIWPET

R0yToRT|Bried

8. While applying for a job, the covering letter should be easy
to read by means of | BLNTIH)NFD oim@cﬁai%l



- 2082 > . e
CRARIRQ HeORTaNGs: Q) Talking with friends and D) Official communication

. . family | 30&%800 303 following a set of rules
A) dividing the text mio o | &&i)ouafaoaﬁ Q03RY RooT®Y egr\blsa,%
shorter paragraphs. | w({éc‘\b‘i B) long descriptions. | e BB 0083 2oszs 2
€9 TODANZHYN DSTEML. o
332350@50- Answer: D) Official communication following a set of rules |

. . ) . . Qadoore roosR), ©RIZ0Y T3 JoSEBS
C) extra curricular activities. | D) mcreaswg the font size. | <
O} DR,

5(%63(5 23830363310, P03 MY 2%@5\)60.
Answer: A) dividing the text into shorter paragraphs. | 5?(&& 13. Which of the following actions in an official meeting
R, TAPORFFON DPERIBIR. shows appropriate workplace etiquette? | ©9g3 723039 8
? ’ NS 03093, FR0Tied RRTNE TORFRYE BmTIMY,
30c0R3u7

9. If a co-worker asks for a support with a task, proper way of

respondingis | 3£Jacdm§ﬂaim&)do E-)OJ)F% A) Checking phone and B) Chatting with coworkers |
W OFRY, FeYBT, &3300070s3 F003INE PN respond to messages | sapcid ANt wwots®
< SRV’ SOFTDI0 DR 3530
————————— R0Be3RYN &3 00VROJ)BO
A) i am too busy right now. | B) sgnd a formal request via D) Keeping the phone on
Dor @bert Looww email. | a8oeer Sopos silent mode and actively
52030F AT3WINTC. B3235008 DB03030R0 TH&. Q) Interrupt the speaker in articipate in the discussion
* Bpca® o) 3ot |
meeting | 3330dodTan 2eTOE AR BT, &0
C) sure, | can help What do D) ask, you donl t even know BB BB @ @ SperEFsd %gz‘ =03
you need? | Do&@3, TR hi h? | 2e€ RN 9% o 232360308 38 030N
smab ARBEE, A e Ueh? | 36, dun B, pivgl i N
2 236857 9P TR
Answer: C) sure, | can help. What do you need? | 2033, ®os®0 s::t‘?::?:alt)z il|(1e:I:) ;:lgist::;g::rl‘%:;i&%?:;gcg‘é%y
AF0J SRBWBRY. S DR Wewd? 200 3 Bedr @ FFobToN uarid&m;gm

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

chi/aagriqﬁ e936 ROROON, BSOO® STt @a%t 14. 'Hi,' 'How are you?’, "What's up?’ are examples of N

DROT LEew Do 'Ba0dof, 0 Dieﬂ@eb?ﬂ, OnoeNd?0 ¥y ?%
' PUTIBT FHBNKD.

A) Contact information, B) Daily routine, favorite ) o .
educational details, skills and movies, and vacatjon plans | A) f?cl)ge communication | %%%%' ngénénasunlcatlon |
work experience | sosse  FR0DT DO, e NS N
I0&3, 37eds AICNW, ZQ’CWZ@”%’O So38) oziad C) impolite communication | D) informal communication |
gag% 02 ORB wRogs  odeewdied ea,u?%,uoai&ai L9IVID 50T FOSB®
C) Hobbies, favorite foods, D) Childhood memories, Answer: D) informal communication | &&95:508 F03B®

and personal interests | dreams, and aspirations |

amgm%, JUP B8BON 200K SR, FRRONLD

R0d) 0083 BRI 03) e3502Re) 15. The word O resumel comes from French and means
= - = > | SRASID Dow BT 025 V0 2208 SR 933

Answer: A) Contact information, educational details, skills O

and work experience | 3033 &350&%8, édgeﬁii‘ 3o ried, @9% ————————

) SoRE oY A) summary | 30203 B) placement | dodeems

C) experience | ©&0233 D) education | 8g¢eo
11. The ability to connect well with people is known as
.| 253BR08R BUIRTIN FOBTE THRIT FORFFD, Answer: A) summary | 0208
_________ DOBY FB0ILSNRIZT.
. 16. Which of the following is the key component of a
A) creativity | 3s8eod Bl {ime management | resume? | B SLNBIAYE 0dRTB0 SRARIE FH0D
£9033oNT?

Q) interpersonal skill | %<3 D) leadership | ®203083
<

ﬁd:é? @é@zﬁg’b Q Personal Anecdotes | B) Favorite Books | 5023&?
_ ) 03083 FEND RRFNLO
Answer: C) interpersonal skill | %R0 SCRG TSI LR -
C) Work Experience | $&z@ D) Travel History | g &oa
. I CIOVIADY A3BIR
12. What is formal communication? | B32500% 303%®
DOTTBERO? Answer: C) Work Experience | 3038 ©gozs

A) All written communication B) Casual chatting on social i i
media | 5R0%58 MUN&‘) 17. What is the primary purpose of a cover letter? | =30°

| Q%égjs UG ;\.’-c)??)oi)e)s 25963077 e3e3053 @Cﬁ&)ﬁ! engeéa"eab?



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

fit for the job | DQ=O®O B) To provide a detailed

personal biography |
BBt RY00 308 desy 0RR0), BOBORELYD
B SORT, DT APTOL 203 wéﬁ S §
aouocsg.) DRV e d) B3 SORTG, D
OOS0R 03088 RAT30 OB, Je3OReOD]
zﬂcdaiszJoi)ab Degend

D) To list all your previous
job responsibilities | Q=)
00T FORT D,
umua(?ﬁ@’ai%@%ﬁmﬁw

C) To summarize your
educational qualifications |
0JICFE 303085
Beanuag odom, de@es

Answer: A) To introduce yourself and explain why you are a

21. Your team has completed a challenging project
successfully. How should you celebrate the success? | Q=3
30R@ ) 300903 oizaezsa?ojoab ojoé,oobaﬁ DRQENRAYIB. VD)
0dFFRY, Bert 330RIeBO?

A) DonO t celebrate and start8) Thank everyone in your
the next job | BogdeoreIe®  group for helping | 3&a0d)
F03) S0003 3&@&) BBETN AR o0STVYCOB
obo’ozf.’).ozj’cé aoar’u’o dﬁpdm;’o

D) Say you did everything

C) Blame the group for any

and donO t pralse othaers [

good fit for the job | DXRBE0 BDLAAB YR S0 Ve) B8
SeRd, 08 RRT00 SOVTRY, DIOTEVT L IS0TG 301088

BeSRLRI AR, deeol]

18. Which of the following skills would be most beneficial to
add to your resume? | 3¥NS 03503 5o8eried K)?)Je’dmngfﬁ

3edRe0 BYO APTDNS?
A) Indifference | evte2ed3

C) Procrastination | eﬂoz’gj

B) Laziness | 3/0¢z350033
D) Leadership Qualities |
modoﬁ:«g:i noened

Answer: D) Leadership Qualities | mo&ﬁ%ﬁ rearied

19. During a job interview, if you couldnO t hear or
understand a question, what would you say? | &3

22. Punctuality means

errors | 03ooR)ae BRCRNIR VD) dVBTBS =85
RO0BRO BRI DOTO B FoK) 'a@t?dab
2 Benied

Answer: B) Thank everyone in your group for helping | Zs203

SRAETN J3Q MH0BIHOS 260N FaFeEned

| 303082 20BT

A) being on time | 3300308, . o
2DCITNBIRE % B) politeness | ,oz,dg

D) done by punching
machine | &odon® 030038 B0
BooE a3

Answer: A) being on time | 3300308, KD033NCOFBO

C) informal | ©9®93235208

R0BBERFY, e Q%&baﬁg{ Begen TN @qﬂedméﬁ@%w
RGFINABY, Aee) DR Beed3ed?

A) O lam lost. Can you say itB) O Speak clearly and repeat
again?0 | Bosd the question.0 | Ba
BIBOBRCNECR. AeF) BT, B0IWB B03) wa" Rb

203 Begwadsse? D BBooRSE .0

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

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

| attention.0 | Be, Qes)
lw %i&;:; aiaiéﬁ &gmﬁ@% OB, BVOIBIFAIBITC?
25 Dom Ms 8039 .0
RV R BITE? [

Answer: C) O Sorry! | didn't understand. Could you please
repeat the question?0 | 03! B3 wgr=eride,. Bobde),
@%odo('\igl RS BwITC? O

23. Which of the following is required for teamwork? | 0@
3@3&3@ 8% FYNIIHYNYS 0330 eaﬁszf‘:)d?

A) Easy tasks | 0033
Sples ST a 8]

C%Proper communlcatlon |

B) Money | o9

D) Confhct and Argument
VOPRE I mcig |

Answer: C) Proper communication | 3003503 Zo3®d

24. What is a key component of a resume that outlines your
relevant career experience and is used by experienced
professionals? | Q=01 300093 =3 eaabwddd% A ORVIARA K b}
ROLID FSHO00E WYRWEIB T B ZS0D o3

QdRRR?

A) Transferable Skills |

B) Work Experience | O3zt

20. What is very important to keep in mind while reviewing a

resume? | Sz
SBOREIABIBO DVO?

A) Lot of information to get

) B08edRomn TAVYRE ez WBY

B) Interest and hobbies | 373

TOF T BINBL BT
sy Ryl
C) Resume Profile | 6&@5‘0‘ D) Resume Ob ectlve |

Answer: B) Work Experience | 08033 esabzpaﬂ:l

the job | 308 BBoben

~oBR) B3 33 Fgpried

D) Highlight skills and
qualifications that match the
job | 30rE Be0RF03NIB
393 [03) eaaeér{%”aigl

£ 6 és‘ mgmo

C) Salary details | Row s
AIT D

Answer: D) Highlight skills and qualifications that match the
job | e=8, 80008030 T8 R3) wBeIrva) B e s
SoBEOF)BO

25. While working on a project with other teammates, which
of these make as a good team player? | 930 3080 x®
e383Ma0 B0 5235 Y FOR BeEOETVWN, VI)NTY
030030 VIR0 J0BE e3L3MOCTWN BINBIZT?



A) Not listening to

teammates ideas and B) Thinking we never make a
opinions | % e3&3MeCT mistake | 03/0€W2 ©IJ)
SNVOINATN OV DODNR IF), BREOFD,
QTR 0NYR), e,

D) Sharing ideas to help the
team work faster | 30@J)

C) Getting angry when o

others donl t listen ©3000 fg?bﬁ f o,o)g:mc«a’e»

SeeDF SRR et peasiriony
30&36@%0?}30

Answer: D) Sharing ideas to help the team work faster | 30@5)
Sert=on g8 SrEen FFe0d SIRBEeL velocSnday
BOLBALRBO
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