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Personality Development and
Communication Skills

Full Marks : 40 Time : 2 Hours

The question are of equal value for any group/half The
figures in the margin indicate full marks. Candidates are
required to give their answers in their own words as far

as parctiable. lllusirate the answers wherever necessary.

Group - A
1. Answer any five questions : 5%2
a} Mention two aspects of personality. L+1
b) Why self-confidence is necessary ? 2
¢} Mention two basic aspects of letter writing, 1+1

d) What 1s the difference between a notice and
report 7 1+1

e) In which type of communication "@" sign is
absolutely essential ? 2
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(2)
f) What do you mean by body language’ ?

[¥]

g) How 'gesture’ matters in human communication 2 2

h) Mention two essential values that a leader must

possess. Il
2, Answer any four questions 4x5
a) Explain the concept of 'tune management. 5

b) Discuss the importance of ‘Memorandum of
Understanding (MoU)' in contemporary professional
world. 5

¢} Prepare a model letter to a newspaper describing
the extent of pollution in your place. 5

d} Prepare a resume for a candidate seeking a job in
a telecom company. 5

¢) Discuss the importance of communication in
personality development. 5

i What are the essential prercquisites for public
speaking ? 5
3. Answer any one question : [x10=10

a) Discuss various techniques in personality
development, 10

b) Write a report on various employment opportunities
and constraints in your area. i0
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Computer Applications

1. Answer any five questions : 5%2

a) Who is the father of Computer ? What in

hardware ? I+l
b) What is the fullform of vpuU ? 2
c) What is meant by software 7 2
d) What are the main functions of CPU ? 2

e) Distinguish between syslem software and application
software. 141

f) Give two examples of word processing software.

1+1
g) Name two input devices and two output devices.
(Vax4)
h} How would you create file and folders 7 1+1
2. Answer any four questions ! 4x5

a) How do you creaic a MS Powerpoint presentation.
Clearly mention all steps sequentiatly. 5

b) What is the function of mailmerge ? Write the detail

steps of mailmerging.

c) What is ALU ? What are the functions of ALU ?
2+3
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d} In MS Powerpoint, slide how do we insert a picture
and hyperlink in a text? Give an example. (2+2)+1]

) Write down the basic functions of CPU and monitor.

2442V,

f) Write a short note on "Computer application for
social service program”. 5

3. Answer any one question : 1x10

a) Write short notes on :
1) Inserting Header and Footer in MS Word. 2V,x4
i) Formating and editing features in excel.

ii1) Inserting data and slide nurnber i MS Powerpoint
slide.

iv) Drawing a table and inserting table data in MS
Word.

b} 1) Write about the storage unit of computers.

1i) What are the importance of information and
communication technology in sacial service
programme? 5+5
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News and New Contents

1. Answer five questions : 5x2

a) When was newspaper first published in India? 2
b) Write down the different ingredients of news. 2

¢) From which state of India first newspaper was
published? Mention the name of that news paper.

1+1

d) Mention the name of two news agencies in India

who took initiative for publishing news paper.  1+1

e) What is you meant by reporting of news? Classify
news reporting. 1+1

f) Write the significance of ncws from newspaper and
radio media. 1+1

g) Write the differences between soft and hard news.

1]
h) State the different ievel of news. 2
2. Answer any four questions from the following : 4x5

a) State the importance of headlines in newspaper. Write
the rules of news writing. Mention the different aids
of newspaper. 2+
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b) Write down the role of editor in newspaper. What
are colummns in newspaper? What types of basic
features are maintained in sports news? 2+1+2

¢} Descnbe the various types of news that are published
~in newspaper. S

d) Enumerate the characteristics of social news. What
are meant by news agencies? 352

e) Write the important features of news dessemination.

5

f) What are the goles of entertainment news ? State the
basic criteria of National and Intemational news.

213

3. Write any one question from the following : 1x10

a) Describe the outlines of reporting and editonial policy
- of news. How would you explain the misuse of
unusual or incorrect materials for news making ?
S8
b) What is the impact of art and cultural news on
society? Write a short note on the ways of radio
news collected from different sources. What types of
news become discarded by the editors 7 3+4+3
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