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EDUCATION — GENERAL
Paper : SEC-A-1

(Communication Skills)
Full Marks : 80

Candidates are required to give their answers in their own words
as far as practicable.
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[ English Version ]
The figures in the margin indicate full marks.

1. Answer the following questions : 2×20

(a) Define communication.

(b) What do you mean by encoding in the process of communication?

(c) State two uses of silent reading.

(d) Classify different types of listeners.

(e) What is skimming?

(f) What is the role of sender in the process of communication?

(g) What is meant by upward communication?

(h) What do you mean by formal discussion?

(i) State two advantages of extensive reading.

(j) Give an example of one way listening.

(k) What do you mean by non-verbal communication?

(l) Define reading.

(m) State two disadvantages of loud reading.

(n) What is intensive reading?

(o) What is meant by critical reading?
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(p) Mention two needs of writing skill.

(q) Why feedback is important in communication?

(r) What is meant by previewing?

(s) State two barriers of classroom communication.

(t) Name two factors affecting verbal communication.

2. Answer any three questions :

(a) State the principles of communication process. 10

(b) What are the barriers of communication process? 10

(c) What are the main problems in listening and how can they be solved? 5+5

(d) State the characteristics of reading. 10

(e) What are the elements of effective writing? 10

(f) What do you mean by group discussion? Discuss the advantages and disadvantages of group
discussion. 2+4+4

3. Write short notes on : 5×2

(a) Extempore

(b) Silent Reading.


