                                                             PHR/CT/2009(HR15)

M.A. DEGREE EXAMINATION, APRIL 2016.
(Human Resource Management)

I YEAR — I / II SEMESTER

Paper IX — BUSINESS COMMUNICATION
Time : 3 hours
    Max. Marks : 75

SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. Define communication.
2. What is AIDA?

3. What is a testimonial?

4. Explain curriculum vitae.

5. Explain minutes of a meeting.

6. Explain executive summary.

7. Mention any two e-mail etiquettes.

8. What is the principle of consideration?

9. Explain Dictaphone.

10. What is an intercom?

11. What is C.I.F?

12. State any two reasons for drafting a complaint letter.

SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions.
13. Messrs Shukla and sons, Lucknow, have not paid a balance of 40,000 in spite of repeated reminders. Make an appeal to their credit reputation and urge them to honour their odligation with in ten days.
14. Briefly explain the barriers and measures to make downward communication effective.

15. Write a letter of appointment to a candidate mentioning details of the pay scale as well as other terms and conditions of service.

16. What is a formal report? Explain the checklist for compiling reports.

17. Write short notes on body language and role play.

18. Bring out the advantages of video conferencing and Fax.

19. Draft a letter asking a candidate to appear for an interview for the post of a probationary officer.

SECTION C — (3 × 10 = 30 marks)

20. I.
Case study (Compulsory)
(1 × 10 = 10)
Georgia pacific is one of the world’s leading manufacturers and marketers of paper and building products, employing approximately 50,000 people at 300 locations. To assess the employee attitudes and views, the company conducts any employee engagement survey and takes steps to enhance commitment and morale of employees.
A month – long survey conducted recently by the HR department has revealed the following in adequacies in communications.
Information about company policies and new developments are posted in company website. With the advent of different communication vehicles like notices, brochures posters,  e-mails and websites, supervisors have curtailed their role of communicators.


Policy and development issues are not discussed in meetings. Supervisors advice employees to clarify their doubts througghts FAQ (Frequently asked questions) reference. Thus the onus of communication has shifed from line managers to top level administrators.


They increased their focus on productive efforts to exceed targets. The drive on production has intensified and employees experienced isolation and work pressures.

QUESTIONS:

a) What are the implications of the findings of the survey?

b) What measures do you initiate to improve the situation?

II.
Answer any TWO questions: 



                 (2 × 10 = 20)
21. Draft a letter to Ashoka Tools requesting quotations for the supply of electrical pump sets. Also draft a suitable reply emphasizing in your letter the installation service, after sales service and replacement facilities.
22. Explain the points to be kept in mind while writing a testimony. Draft a testimonial by an employer.
23. What is a press release? Draft a press release on the performance of the company during the previous year.

24. Declineate the role of internet and websites in communication.
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