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25 8/E4lish for Proffesioml Stodies

l. Answer any eight from the following questions: 1x8=8
(a) What is a 'pre-determiner'? Give an example.

(b) Make a sentence of your choice by using the following pattern.

Subject+VerblPrcpositional Phrase

(c) Write the meaning of the fotlowing expression:

A person who looks at the bright sicle of life.
(d) Coribine the sentences into a simple sentence.

He completed the work. He went horne.

(e) Make a sentence from the following idiom

Burn the midnight oil.
(D Rewrite the sentence after necessary correction

She died of over-eating.

(g) Con€ct the following sentence and rewrite:

No sooner had the thief seen the policeman, when he ran away.

(h) Give a synonym atrd an antonym for the word : 'conccaf,

(D Give a defrnition of communication.

(j) What is one of the tunctions of offi.ce?
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2. Answer any eight from the 
.fo 

owing questions (each.within 50 words) ZxB = 16

(a) Nane the tlve different methods of filing.
(b) What is meant by good supervisory efforts of management?

(c) What is an executive summary?

(d) Write two advantages of project method.

(e) State the thctors to be considered while giving presentation,

(O What do you mean by non-veftal communication?

(g) What is a noun phrase ? Give two examples.

(h) Punctuate the fbllowing :

(D aparna said hello is it international hospital

(ii) you enjoyed the tilm didn't you

(i) Communication is a sequential process. Discuss bricfly.

O What are the two basic kinds of verbs ?
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3. Answer any five from thc following questions: (each within 100 words) 4x5 =20
(a) Do you thiok that letter writing is important? What are the tbree C's of a letlct?

(b) What is the diffbrence between encoding and decoding?

(c ) Name the various equipments used for filing.

(d) What, according to you, is thc significance of communication?

(e) Do you think that a Resume Cover I-etter is important while applying for ajob? Discuss.

(f) What are the different types ofnotices?
(g) How would you issue information to the press?
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4. Answer any two from the following questions (each within 250 words) 8xZ = te

(a) What do you mean by office management? Write down ttre diffelent functions of an offrce.

(b) What are the different methods or media of commuaication? How can the barriers to

corumrnication be removed?

(c) Elaborate in detail the forrnat of a business letter,
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5. Answer any two from the following questions: (each within 400 words) l0x2 -- 20

(a) Write a press release providing an authorized statement about the policies and activities of an

organization you are associated with.

(b) Write a project report of an organization following the prescribed format (The project may be

in any of tlese fields : IT, H.R., Finance, Marketing etc.)

(c) Prepare a model excutive zummary for a report.

2nd Sem./258-EFPS-18


