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Answer any two of the following questions : 2×20=40

1. What are the major elements of communication process? Mention the major barriers to

effective communication and the ways to overcome them.

2. Explain the terms ‘turn-taking’ and ‘turn-giving’ in a group discussion. What is the role of a

moderator in a group discussion?

3. Compare and contrast ‘paraphrasing’ and ‘summarising’.
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4. (a) List any five key principles of business letter writing with examples.

or

(b) Explain in detail the process and methods of report writing with examples.


