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SECTION A – (10 X 2= 20)
ANSWER ANY TEN QUESTIONS

1.    Business communication is the exchange of information between people within or outside a company. It can be verbal, written, or non-verbal, and can take place in person or online. 
                         
· 2.    Clarity: The letter should be clear, concise, and easy to understand. 
· Professional tone: The letter should be polite, confident, sincere, and encouraging. 
· Organization: If the letter is going to multiple recipients, the information should be organized and clear. 
· Proofreading: The letter should be proofread before sending. 
· Grammar and spelling: The letter should be free of grammatical and spelling errors. 

3     A trade enquiry is a written request from an importing company to an exporter for information about the terms and conditions for the export of goods, as well as the price. 

4.    A sales letter is a form of direct marketing that's designed to attract potential customers to your product or service. It tells new prospects who you are and how your company can benefit them.

5.    Some elements of good business correspondence include:
· Conciseness: Use clear, simple words and eliminate unnecessary words. 
· Clarity: Use short sentences and plain language to convey a clear, straightforward message. 
· Audience: Tailor the message to the reader's knowledge, needs, and preferences. 
· Proofreading: Check the document once or twice before sending it. 
· Date: Include the date of the letter, as it helps with tracking correspondence. 

6.    Fire insurance is a type of property insurance that protects against damage or loss to a property caused by fire or other related events: 

7.   A report is a specific form of writing, written concisely and clearly and typically organised around identifying and examining issues, events, or findings from a research investigation. Reports often involve investigating and analysing a problem and coming up with a solution.

8.    In a meeting, an agenda is a list of activities in the order they will be addressed, from the call to order to adjournment. It may include specific times for some activities, but this is not required. An agenda may also be called a docket, schedule, or calendar. 

9.   Choose a resume format carefully. ...
Add the right contact details. ...
Write an impactful resume summary. ...
Pay attention to your work experience section. ...
Add the right skills for the job. ...
Keep your education short and to the point. ...

10. Electronic communication is any form of communication that's broadcast, transmitted, stored or viewed using electronic media, such as computers, phones, email and video.

11. Minutes are the official written record of the meetings of an organization or group. They are not transcripts of those proceedings. Using Robert's Rules of Order Newly Revised (RONR), the minutes should contain mainly a record of what was done at the meeting, not what was said by the members.

12. Company secretarial correspondence is the correspondence of a company's secretary and deputy secretary. It includes: Letters, Memorandums for signatures, and Memorandums for action or information. 


SECTION  B – (5 X 5 = 25)
ANSWER ANY FIVE QUESTIONS

13. Effective communication is important because it helps people understand each other and build relationships. It can also help people be more productive and innovative. Here are some aspects of effective communication: 
Active listening
Paying attention to tone of voice, body language, and other non-verbal cues can help you understand the message and the emotions behind it. 
Feedback
Feedback helps the sender ensure that the recipient has understood the message correctly. 
Empathy
Being empathetic allows you to be more attentive, respectful, and responsive to the needs and emotions of others. 
Targeting audience
Knowing who your audience is, how to reach them, and what information they care most about can help make your message feel tailor-made. 

14. Here are some essentials of an effective business letter:
Clarity
The letter should be easy to understand and written in clear, simple, and concise language. 
Accuracy
The letter should be free of grammatical, spelling, and punctuation errors. 
Organization
If the letter is being sent to multiple recipients, the information should be organized and clear. 
Tone
The letter should be professional, confident, sincere, encouraging, and polite. 
Proofreading
The letter should be proofread before sending. 

15. Distinguish between life and general insurance.

Life insurance protects the life of the policyholder, while general insurance protects the policyholder's assets and other aspects of their life: 

· Coverage
Life insurance covers the policyholder's life and provides financial protection to their beneficiaries in the event of their death. General insurance covers the policyholder's assets and other aspects of their life, such as their health, home, car, travel, and more. 
· Risk assessment
Life insurance underwriting assesses the policyholder's risk of death or disability, and the likelihood of a claim. General insurance underwriting assesses the risk associated with a specific event or asset, such as a car accident or property damage. 
· Policy term
Life insurance policies are long-term, and can offer coverage for up to a lifetime. General insurance policies are usually short-term, and need to be renewed regularly. 
· Premium
Life insurance premiums are paid at regular intervals, such as monthly, quarterly, or yearly. General insurance premiums are usually paid as a lump sum at the time of purchase or renewal. 

                                       
16.  Examine the structure of Banking correspondence  
Banking correspondence is a type of business communication that involves the exchange of information between banks and their customers or between different banks. The structure of banking correspondence can include:
· Letters of inquiry: Requests for loans or overdrafts
· Letters of claim or complaints: Complaint letters or claiming loan amounts
· Letters of approval or dismissal: Letters for approving loans 

17.Explain   the various classification of secretarial correspondence   
· Internal Correspondence. It refers to the correspondence between the individuals, departments, or branches of the same organization.
· External Correspondence. ...
· Routine Correspondence. ...
· Sales Correspondence. ...
· Personalized Correspondence. ...
· Circulars.
    
18. Examine creating & maintaining of Digital Profile.
1. Assess what is out there. ...
2. You need to think about what you want to achieve through your digital profile. ...
3. Build a strategy. ...
4. Be persistent. ...
5. The strategy must complement what you are doing offline and profiles should be authentic.
A digital profile is the sum content about a person on the Internet. A digital profile can be composed of personal or professional information shared on public Web sites posted personally or by others. One of the most effective ways to build a positive professional digital profile is through social media.

19. Explain the various types of Reports.

· Analytical reports: These reports identify issues and problems and suggest solutions. 
· Informal reports: These reports are usually under 10 pages long and group topics into paragraphs with simple headings. 
· Informational reports: These reports present factual information without interpretation or analysis. 
· Progress reports: These reports provide information on the current status of a project. 
· External reports: These reports can be voluntary or mandatory, and are released by an organization for accountability. 
· Long and short reports: Long reports are usually formal and longer than 10 pages, while short reports are usually informal and less than 10 pages. 

SECTION  C – (3  X 10 = 30)
ANSWER ANY THREE QUESTIONS
                                                                                                     
20. Explain the Techniques of various types of Interviews
Here are some different types of interviews and their techniques:
Panel interview
A common type of interview with multiple interviewers, also known as a committee interview. Structured panel interviews involve interviewers taking turns asking questions. 
Behavioral interview
An interview technique that focuses on a candidate's job-related behaviors, rather than their interviewing skills. 
Phone interview
A brief, introductory interview that companies use to screen candidates. 
Stress interview
An interview style where employers observe a candidate's reaction to stress by asking intimidating questions or acting uninterested. 
STAR interview technique
An interview method that involves the interviewee telling their career story using the STAR technique: Situation, Task, Action, and Result. 
Structured interview
An interview that uses fixed questions to minimize bias and improve efficiency. 
21. Explain the various steps in the preparation of Report writing   

1 Choose a topic based on the assignment.
2 Conduct research.
3 Write a thesis statement.
4 Prepare an outline.
5 Write a rough draft.
6 Revise and edit your report.
7 Proofread and check for mistakes.
                                  
22. Explain the various stages of Agent correspondence 
· Inquiry letter.
· Offers and acceptance.
· Orders and execution.
· Credit and status enquiry letter.
· Claims and adjustments letter.
· Collection letter.
· Circular letter.
· Sales letter.

                  
23. Business letters are used for a variety of purposes, including: 
· Communication
Business letters are a formal way to communicate with clients, partners, companies, or stakeholders. They can be used to request or provide information, discuss negotiations, or relate a deal. 
· Documentation
Business letters create a written record of agreements, transactions, or decisions. This can help to avoid disputes or misunderstandings. 
· Professionalism
Business letters are written in a formal style and follow standard formats and tone. This can help to establish credibility and build trust. 
· Legal purposes
Business letters can be legally binding documents, especially when used for contracts, agreements, or official notifications. 
· Clarity and precision
Business letters are written to be clear, concise, and to the point. 
Business letters are often used for important business matters, such as sales, marketing, customer service, and administrative tasks. They are more formal and structured than other types of written communication, such as email or text messages. 
                        
24.Explain the following 
a. Credit & status Enquires :
A credit inquiry is a request for a person or entity's credit report information from a credit bureau, while a status enquiry, also known as a banker's reference, is a request for a person or business's financial information from their bank: 
Credit inquiry
A financial institution or firm may request a credit inquiry to determine whether to approve a person for credit. A person may also request a credit inquiry to check their own credit. There are two types of credit inquiries: 
Hard inquiry: A request made by a lender when a person applies for credit. A lender can use a person's Social Security number to make a hard inquiry. 
Soft inquiry: A request that can be included on a credit report but does not affect a person's credit score. 


b. Complaints & Adjustments:
A complaint and adjustment letter is a formal communication between a customer and a company where the customer registers a complaint and asks for compensation, and the company responds with an adjustment:
· Complaint letter
A customer writes a complaint letter to describe a problem with a product or service and request compensation. The purpose of the letter is to state the grievance, request action to be taken, and keep records of the complaint.
· Adjustment letter
A company writes an adjustment letter in response to a complaint, evaluates the request, and offers compensation when applicable. 




