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Note:

Attempt any five questions. All carry equal marks.

Q.1:
“Business is not possible without communication.” Discuss the statement with special reference to the importance of effective communication.

Q.2:
What are the planning steps before you write a business letter? Discuss.

Q.3:
Outline the strategies for oral communication. Give a brief description of each strategy.

Q.4:
“You are not learning when you are talking.” Elaborate your answer along with developing listened method.

Q.5:
What are the functions of a business report? What are its kinds? Explain.

Q.6:
Assume you have received a job interview call. What points you would keep in mind to prepare yourself for the interview?

Q.7:
What is meant by Business Ethics? What care should be taken to prevent litigation in this regard?

Q.8:
Write short notes on the following:


1.
Teleconferencing


2.
Memorandums
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Note:

Attempt any five questions. All carry equal marks.

Q.1:
You had imported a consignment of goods that has been withheld unjustifiably by the custom authorities at Karachi Airport. As a result your organization is suffering heavily. Write a letter to the Collector of Customs, with a copy to CBR, requesting him to intervene in the matter. The letter should contain all details including, reference initials, subject line, enclosure notation and copy notation.

Q.2:
The contract between a company and its Labour Union is due to expire in two months time. The union has sent a list of demands. What preparation should management make before actual talks commence?

Q.3:
Critically evaluate the elements of listening process. How listening capabilities can be improved?

Q.4:
a.
What do persuasive requests for credit need to demonstrate?


b.
Write a letter to distinguished scholar requesting him to address the students at the Annual Convocation of the University.

Q.5:
What are the prerequisites for ensuring successful communication in the organization?

Q.6:
Discuss the right attitude for transmission of bad new message.

Q.7:
What are major parts of formal report? Critically evaluate the role of each in writing an effective report.

Q.8:
When you are applying for a job, you are selling a product, yourself. Critically evaluate the statement.
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Note:
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Q.1:
What planning steps would you follow in communicating the message correctly and objectively?

Q.2:
Explain the impact of modern technology on the style of business communication. Which problems are anticipated due to technological revolution?

Q.3:
How the national culture variables affect the international external communication of an organization?

Q.4:
What is AIDA plan? Can we use it for other types of business letters in addition to sales letters? Discuss.

Q.5:
a.
How interruption creates problem in communication? Write a descriptive not quoting one-instance from your real life situation, which may have distorted communication links. Discuss.


b.
Age, intelligence and interest are vital considerations for organizing communication. Discuss.

Q.6:
a.
Discuss the “Information Cycle” in detail, your answer must be supported by a diagram.


b.
What is a “Relationship”? What role does communication play in building relationship? Do you and those whom you have a relationship play be “rules”? If so, what are these rules?

Q.7:
What could do to create a appropriate climate for a performance review interview, a counseling interview, and exist interview as “interviewer”? What factors should avoided?

Q.8:
Write a letter to the appropriate authority making a specific complaint about the road services in your area. Write also the reply on behalf of authority.
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Note:

Attempt any five questions. All carry equal marks.

Q.1:


a)
Define business communication. How does it differ from day to day communication?

b)
Business communication is lifeblood of any organization. Justify the statement.

Q.2:


Describe a communication situation in which two people punctuate and sequence their interaction differently. What are the consequences of different sequencing and punctuation for the relationship between the two communications?
Q3:

a. Discuss organizational implications of the Cybernetics theory and Aristotle Splat Theory of communication. Express your view on the above theories.

b. How interperception model expanded new comb’s co orientation model?
Q4:

a. Every manager in an organization prepares schedule for work every day. In which he decides to consume a time properly. Statement of time schedule is given below;
55%
for scheduled meetings

12%
for unscheduled meetings

15%
for visiting and checking

10%
Dictation

08%
Reading reports and letters

You are required to present above statement on a pie-chart.

b. What do you understand by company resolutions? What are different ways of writing these resolutions?
Q5:

“No doubt, verbal (or oral) communication has a spontaneity and intimacy that cannot be matched by written communication. Explain.

Q6:

a. Give a list of at least 20 barriers in communication. Explain any seven barriers in detail.

b. Give a list of 25 forms of written communication.
Q7:

The General Manager of your organization has received a letter from a customer, legitimately complaining about a bad experience with merchandise or services of your company. You as a sales or customer services manager have been directed top draft a letter in reply. What factors would you keep in mind? Analyze the most appropriate format and on the bases of these, draft a letter to the customer.
Q8:

“Communication cycle follows a continuous and logical order in an organization to achieve its goals and objectives. Any disorder in this cycle would cause gaps in communication, reflecting on the overall inefficiency of the organization.” Discuss quoting examples from various organizations and management theories and their communication implications.
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Attempt any five questions. All questions carry equal marks.

Q1:

To compose effective written or oral messages, one must apply certain communication principles. These principles provide guidelines for choice of content and style of presentation called the seven C’s. Explain each in detail with appropriate examples.

Q2:

Define the concept of culture. Also describe the national cultural variables and individual cultural variables with examples.

Q3:

Your personal ethics are shaped by five major influences. Describe each in detail.

Q4:

Describe the various challenges that businesses face in handling new technologies, in managing their information for greatest productivity inside and outside the organization.

Q5:

To communicate effectively, what are the basic five planning steps before you write your message?

Q6:

a. Every bad news message has an underlying objective to present the unpleasant facts in such a way that the reader will consider you fair and reasonable. Describe the plans for bad news messages in detail.
b. Write notes on the following:-
I. Organization of persuasive messages.

II. Persuasive sales letters.

Q.7:


Differentiate between informational and analytical memorandum reports in detail.

Q.8:


What is meant by dyadic communication? Also explain the major forms of interpersonal communication.
ALLAMA IQBAL OPEN UNIVERSITY ISLAMABAD
Level: MBA
Semester: Autumn 2005
Paper: Business Communication (525)
Maximum Marks: 100

Time Allowed: 3 Hours
Pass Marks: 40

Note:
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Q1:

Evaluate factors affecting message sender’s meanings and the receiver’s response.

Q2:

Describe national cultural variables with examples affecting business communication.
Q3:

Discuss challenges to organization made by new technologies. How these challenges are managed?

Q4:

What are five planning steps before you write your message?

Q5:

Discuss strategies for improving oral presentation.

Q6:

Explain methods of solving problems in meetings.

Q7:

List points regarding successful presentation for the job interview.

Q8:

Write short notes on:
1. Nonverbal communication

2. Communication and ethical issues

3. Organizational plan for message using direct approach

4. Persuasive sales letters
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Note:

Attempt any five questions. All questions carry equal marks.
Q.1:
Describe the communication process in detail.
Q.2:
Many individual and national cultural variables affect both senders and receivers of messages. Discuss.
Q.3:
Research indicates that we perceive ourselves to be more ethical than other people with whom we compare ourselves. This means that most of us think we are more ethical than everyone else. Are we really as ethical as we think we are?
Q.4:
Describe the various challenges that business face in handling new technologies, in managing their information for greatest productivity inside and outside the organization.
Q.5:
Write notes on the following:

a.
Business Letters


b.
Memorandums

c.
Teleconferences

d.
CD ROM database
Q.6:
To compose effective written or oral messages, one must apply certain communication principles. These principles provide guidelines for choice of content and style of presentation called the seven C’s. explain each in detail with appropriate example.
Q.7:
What are the basic kinds of proposals? Also describe the various parts of proposals.
Q.8:
a)
What are four steps involved in problem solving meetings?

b)
Describe the basic responsibilities of participants and leaders in meetings?
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Note:
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Q.1:
Discuss effective communication model. Identify barriers to effective communication and suggest means to such barriers.

Q.2:
What is AIDA? How it is related with communication?

Q.3:
a)
What suggest would you offer handing inquires arising due to advertising?


b)
Give an overview of the general plan for persuasive requests.

Q.4:
Why business reports are prepared? Give a detail account of the steps you would consider before writing a business report.

Q.5:
Describe a communication situation in which two people punctuate and sequence their interaction differently. What are the consequences of different sequencing and punctuating for the relationship between the two communications?

Q.6:
Some times nonverbal messages express true meanings and feelings more accurate on spoken or written language. In the light of this statement, what impression the following convey in the communication process.


1.
Appearance


2.
Body Language

3.
Silence time. And sound

Q.7:
What are the advantages and possible disadvantages of 


1.
Formal message

2.
Mailgrams


3.
Cablegrams


4.
Telegram

Q.8:
What are the advantages and possible disadvantages of


1.
Minute to meetings

2.
Visual aids


3.
role of non-verbal message during interviews
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Note:

Attempt any five questions. All questions carry equal marks.

Q.1:
Discuss any effective model of communication with reference to its application in any business concern. Why you consider the model as effective? Your answer should be supported with adequate examples.

Q.2:
What are FC’ of written communication? Example with the help of practical example.

Q.3:
What are barriers to effective communication? Discuss at least 10 barriers in brief?

Q.4:
What are the various techniques of writing the most effective resume?       Develop your own resume be applying there techniques.

Q.5:
Do you think necessary to plan, organize and edit before communicating effectively? If so how would you do it while writing a letter to the chairman/chief executive of your employing organization?

Q.6:
To write and speak effectively requires a good grounding in


a.
Language


b.
Job proficiency


c.
Human understanding

Q.7:
a)
What do you understand by “factor of communication”? Explain in detail.


b)
What is :Dictating” as used in communication? How would you ensure that your dictation is effective to your secretary?
