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SECTION A

All questions are compulsory in this Section.
7x5=35

Q.N. Questions Marks CO BL

1. Describe, what is the importance of memo.

Describe the importance of minutes of meeting.
Explicate the difference between EQ and IQ..

C045 L5

2. 5 C04 L5

3. 5 C02 L4

4. Discuss telephone etiquettes. 5 C02 L4

5. Describe what is creativity?
What is a proposal, discuss.

Explain cubicle etiquettes.

5 C03 L5

6.
5 C03 L5

7.
C045 L5

SECTION B

Attempt any FOUR Questions from this Section.
4X10 = 40

Q. N. Questions Marks CO BL

1. Describe the ten rapid reading techniques. 10 C03 L45

o 2. C04 L510What are engineering ethics? Why do we need engineering
ethics, elucidate.

10 C03 L5What is critical thinking? Describe how you can develop critical
thinking.

3.

10 C04 L6You recently went for a blood donation camp at TCS, Gandhi
Nagar. Write a report of the blood donation camp. Invent the
necessary details.

4.

C0310 L5What are interview etiquettes, elucidate.5.

Write a memo declining the grant of deputation to an employee

still on probation.

10 C04 L66.

BL; Bloom’s Taxonomy Levels: 1- Remembering, 2- Understanding, 3- Applying, 4- Analysing,

5- Evaluating, 6- Creating


