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Question # 10 of 15 ( Start time: 11:08:01 PM) 

In a well written disappointing newsletter, all of the following points are kept 

in mind, except: 

  

Enough detail to make the reason for the refusal logically a eptable. 
Explaining the company’s policy as logical rather than rigid 

Offering an apology for the decision 

Avoiding negative personal expressions 

Top of Form 

  

Question # 11 of 15 ( Start time: 11:08:55 PM) 

Diagrams are excellent for conveying all of the following, except : 

  
Information about size 

Information about shape 

Information about structure 

Information about audience 

Top of Form 

  

Question # 12 of 15 ( Start time: 11:09:22 PM) 

Which of the following is not a guideline for courteous writing? 

  
Respond late 

Exclude irritating expressions 

Include meaningful apologies 

Omit discourteous wording 

Top of Form 

  
Question # 13 of 15 ( Start time: 11:09:50 PM) 

Supporting material can serve which of the following functions? 

  

Apply clarity 

Increase interest 
Provide proof 

https://youtube.com/channel/UCK_anhUkSBSMC_c9rsYtCKQ


All of the given options 

Top of Form 

  

Question # 14 of 15 ( Start time: 11:10:39 PM) 

Which of the following is the most appropriate definition of group 

communication? 

  

Two or more persons who are interacting with one another during which 
mutual influence is taking place 

Any interaction between two or more persons 

Any time two or more persons influence each other 

Any collection of two or more persons 

Top of Form 

  
Question # 15 of 15 ( Start time: 11:11:19 PM) 

In written communication active verbs help make sentences more: 

  
Specific 

Concise 

Empathetic 

All of the given options 

  

Question # 1 of 15 ( Start time: 12:35:02 PM) 

Due to which one of the following reason the claim letter differs from other 

positive and neutral messages using the direct plan? 

  

Contains a sales appeal. 
Have its explanation omitted. 

Places blame on the receiver. 
Contains negative information. 

  

Question # 2 of 15 ( Start time: 12:36:31 PM) 

Which one of the following group often meets face to face with a common 

purpose in mind? 

  

Informal group c 

Formal group 

Universal group 

Standard group 

Bottom of Form 

Top of Form 

  
Question # 3 of 15 ( Start time: 12:37:21 PM) 

All of the following are the characteristics of concrete writing EXCEPT: 



  

Specific 

Definitenot cnfrm 

Vivid 

Vague 

  
Question # 4 of 15 ( Start time: 12:38:51 PM) 

All of the following are Important details to include in the letter of invitation 
EXCEPT: 

  
The topic of the presentation 

The date and time of presentation 

The venue of the presentation 

The menu of lunch to be given in the end of presentation 

Top of Form 

  

Question # 5 of 15 ( Start time: 12:40:21 PM) 

The letters written to book some place like room, hall etc are called: 

  
Informal social invitation letters 

Reservation letters 

Claim letters 

Order letters 

Top of Form 

  
Question # 6 of 15 ( Start time: 12:41:52 PM) 

To find the right media for your presentation you need to first determine 
which one of the following? 

  
The size of your audience. 

Equipment and supply limitations 

The presentation budget. 
All of the given options c 

Top of Form 

Question # 7 of 15 ( Start time: 12:42:51 PM) 

While preparing for effective business writing Planning Stage involves all of 
the following, EXCEPT: 

  
Choosing appropriate clothes 

Considering your reader 
Determining the appropriate content 

Determining your purpose 

Top of Form 

  



Question # 8 of 15 ( Start time: 12:43:38 PM) 

Which one of the following should not be interpreted to mean brevity, which 
will result in an incomplete message? 

  
Conciseness 

Correctness 

Consideration 

Courtesy 

Top of Form 

  
Question # 9 of 15 ( Start time: 12:44:15 PM) 

When people ask you for information and you can’t honor the request, you 
may answer with: 

  
Direct approach only 

Indirect approach only 

Both direct and indirect approach 

None of the given options 

Top of Form 

  

Question # 10 of 15 ( Start time: 12:45:01 PM) 

All of the following are considered as some basic truths about human nature 

that help us humanize our business messages, EXCEPT: 

  

People are self-centered 

People are defensive 

People are perfect 

People expect courtesy 

Top of Form 

  

Question # 11 of 15 ( Start time: 12:46:29 PM) 

In which stage of Group formation Members work to solve conflicts and 
recognize a eptable kinds of conduct? 

  
Forming 

Storming 

Norming 

Performing 

Top of Form 

  
Question # 12 of 15 ( Start time: 12:47:06 PM) 

_______________ is the language of business correspondence written for a 
general readership. 

  



 Informal English 

Formal English 

Common English 

African English 

Top of Form 

  
  

Question # 13 of 15 ( Start time: 12:47:33 PM) 

The courteous close of a direct request letter contains all of the following 

EXCEPT: 
  

A specific request 
Information about how you can be reached 

An expression of appreciation or goodwill 
Information about your city 

Top of Form 

  
  

Question # 14 of 15 ( Start time: 12:48:50 PM) 

When do you think groups, rather than individuals working alone, should be 

used to solve a problem? 

  

When the task requires a limited amount of information and skills 

When a quick resolution is essential 

When commitment to the decision is important 
When the task is fairly simple and straightforward 

  
  

Question # 15 of 15 ( Start time: 12:50:20 PM) 

_________________ is often regarded as an undesirable thing, which 

prevents the best ideas from being adopted. 

  
Compromise 

Compulsion 

Impulsion 

Perception 

  

  
Question # 1 of 15 ( Start time: 11:45:08 PM ) 

The direct plan can be used for which one of the following? 

Sales messages 

Request refusals 

Claims 

None of the given options 



Bottom of Form 

Top of Form 

  

  
Question # 2 of 15 ( Start time: 11:46:19 PM ) 

Which of the following method of outlining topic involves presenting a 
general statement first, followed by specific supporting statements? 

Direct method 

Indirect method 

Supporting method 

Sustaining method 

Bottom of Form 

Top of Form 

  
  

Question # 3 of 15 ( Start time: 11:47:29 PM ) 

All of the following steps are found in the planning stage of business writing, 
EXCEPT: 

Determine your purpose 

Consider your reader 

Choose your idea 

Proofreading 

Bottom of Form 

Top of Form 

  
  

Question # 4 of 15 ( Start time: 11:48:12 PM ) 
To keep a sentence effective, the suggested average sentence length is: 

17 to 20 words 

20 to 30 words 

30 to 40 words 

More than 40 words 

Bottom of Form 

Top of Form 

  

  
Question # 5 of 15 ( Start time: 11:48:50 PM ) 

The purpose of your message will determine: 

How much you need to know about your reader. 

How much you need to know about your idea. 
How much you need to know about the background of your letter. 

All of the given options 

Bottom of Form 

Top of Form 



  

  
Question # 6 of 15 ( Start time: 11:49:43 PM ) 

_______________ is the language of business correspondence written for a 
general readership. 

Informal English 

Formal English 

Common English 

African English 

Bottom of Form 

Top of Form 

  
  

Question # 7 of 15 ( Start time: 11:50:00 PM ) 
Which of the following is the characteristic of good news letter? 

Begin with good news 

Use slow opening 

Begin with explanatory details or information 

Don’t incorporate a you-viewpoint 
Bottom of Form 

Top of Form 

  

  
Question # 8 of 15 ( Start time: 11:50:27 PM ) 

While preparing for effective business writing Planning Stage involves all of 
the following, EXCEPT: 

Choosing appropriate clothes 

Considering your reader 

Determining the appropriate content 
Determining your purpose 

Bottom of Form 

Top of Form 

  

  
Question # 9 of 15 ( Start time: 11:50:52 PM ) 

When people ask you for information and you can’t honor the request, you 
may answer with: 

Direct approach only 

Indirect approach only 

Both direct and indirect approach 

None of the given options 

Bottom of Form 

Top of Form 

  



  

Question # 10 of 15 ( Start time: 11:51:25 PM ) 

The courteous close of a direct request letter contains all of the following 

EXCEPT: 
A specific request 

Information about how you can be reached 

An expression of appreciation or goodwill 

Information about your city 

Bottom of Form 

Question:  

Intrapersonal communication processes depend upon communicators&#039; 

 Options: 

Frame of reference 

 Creativity 

 Self-talk 

 All of the above. 

  

  

Question:  

If a person is communicating with his friend on telephone then it will be: 

 Options: 

Intrapersonal communication 

 Mass communication 

 Mass communication 

 None of the above 

Question: 

Which one of the following statement is correct about communication? 

 Options: 

Communication can solve all problems. 

 Communication skills are not learnt. 

 Communication is dynamic, not static. 



 Communication is just an information transfer. 

  

  

Question:  

Which one of the following is not a part of electronic media? 

Options: 

Radio 

 Television 

 Film 

 Brochure 

  

Question:  

Downward communication flows from people at higher levels to those at lower levels in an organization. 

Primary function of downward communication is to provide: 

 Options: 

 Organizational policies and procedures 

 Feedback about employees’ performance 

 Organizational goals and objectives 

 All of the above. 

  

  

Question:  

Which one of the following is a mass medium of communication? 

 Options: 

 Television 

 Radio 

 Newspaper 

 All of the above 

  



Question:  

The five steps involved in a communication process appear in a specific order. Which one of the following 

is the right order? 

 Options: 

IdeaàChannelàEncodingàDecodingàFeedback 

 Ideaà EncodingàChannelàDecodingàFeedback 

 ChannelàIdeaàEncodingàFeedbackàdecoding 

 IdeaàDecodingàChannelàEncodingàfeedback 

  

  

www.vuzs.info 

Question:  

Probing in a communication process is: 

 Options: 

An attempt to gain additional information 

 Making judgments 

 An attempt to explain what the sender meant 

 None of the above 

  

Question:  

Self Talk is also called as: 

Options: 

Mediated communication 

 Interpersonal communication 

 Imagined communication 

 Person-Group communication 

  

  

Question:  

Creating and holding a mental image of the person with whom you are conversing by telephone will: 



Options: 

 Give the impression the other person is important. 

 Help you keep the conversation focused on the other person. 

 Make your voice sound professional. 

 Minimize the potential for in-person interruptions. 

  

  

Question:  

The person who attaches meaning to a message is called: 

 Options: 

 Sender 

 Encoding 

 Transmitter 

 Receiver 

  

Question:  

The eye is capable of processing 500-million bits of information per second, however the brain can only 

compute about _____________ bits of information per second. 

 Options: 

 400 

 500 

 600 

 650 

  

Question:  

__________________ is an automatic psychological process of receiving aural stimuli. Options: 

 Listening 

 Hearing 



 Speaking 

 None of these 

  

  

Question:  

Some misconceptions about communication are 

Options: 

Communication solves all problems 

 Communication physically breaks down 

 The meaning we attach to a word will be the meaning everyone else attaches to 

 All of the given options 

  

Question:  

Specialized vocabulary is known as: 

 Options: 

 Equivocal terms 

 Jargon 

 Trigger words 

 Biased language 

  

  

Question:  

A thesis statement is a ____________________ in sentence form 

 Options: 

Declarative statement 

 Direct statement 

 Indirect statement 

 Straight statement 



  

Question:  

________________ is a sentence that does not express the feeling, conditions, opinions and attitude. 

 Options: 

 Thesis statement. 

 Indirect statement 

 Direct statement 

 Straight statement 

  

Question:  

A __________________ is a strong statement designed to evoke a powerful emotional response. 

 Options: 

Startling statement 

 Indirect statement. 

 Direct statement 

 Straight statement 

  

Question:  

All of the following are the tools for getting audience attention, except: 

 Options: 

 Startling statement 

 Stories 

 Rhetorical questions 

 Conclusion 

  

Question:  

Deductive and inductive are the types of _____________ order. 

 Options: 

Spatial 



 Chronological 

 Topical 

 Logical 

  

Question:  

In which speech, speaker does not have time to analyze the audience 

 Options: 

 Manuscript 

 Memorized 

 Impromptu 

 Extemporaneous 

  

Question:  

If your objective is to train a new computer consultant, what will be your general goal or general purpose 

 Options: 

 To inform 

 To persuade 

 To teach 

 To entertain 

  

Question:  

Which of the following statement explains mediated communication? 

 Options: 

 Mediated communication occurs when two (or a few) people use loud speaker to 

 Mediated communication occurs when two (or a few) people use some 

 Mediated communication occurs when people try to communicate at mass level. 

 Mediated communication occurs when a group of people uses email to send a 

  



Question:  

When superiors provide directions to their subordinates regarding what to do, this is known as a type of 

____________________ communication. 

 Options: 

Upward 

 Horizontal 

 Downward 

 Lateral 

  

Question:  

After listening to Ayesha’s long speech, Beenish told her what she understood from her long talk. Which 

form of listening it is? 

 Options: 

 Empathic listening 

 Critical listening 

 Active listening 

 Preferential listening 

  

  

Question:  

When working to create and maintain a favorable relationship with a receiver, a sender should: 

 Options: 

 Do just what the receiver expects. 

 Impress the receiver by using technical terms. 

 Stress mutual interests and benefits. 

 Use positive wording. 

  

Question:  

If a manager asks his assistant to compile a report on the overall performance of the department, which 

forms of communication it, will be? 



 Options: 

 Upward communication 

 Intrapersonal communication 

 Downward communication 

 Lateral communication 

  

  

Question:  

Drafting stage starts after 

 Options: 

 Planning 

 Organizing 

 Both 1and 2 

 None 

  

Question:  

Which is NOT true for creating effective opening paragraph? 

Options: 

Keep the beginning paragraph fairly short. 

 Use a you-viewpoint in the opening 

 Make sure the beginning is appropriate for the reader 

 Don’t consider your reader 

  

  

Question:  

Ending paragraph provides you the opportunity to 

 Options: 

 Concentrate on the action you desire the reader to 



 Show courtesy towards the reader. 

 Both 1 and 2 

 None of above 

  

Question:  

Ending paragraph provides you the opportunity to 

Options: 

Concentrate on the action you desire the reader to 

 Show courtesy towards the reader. 

 Both 1 and 2 

 None of above 

  

Question:  

Audience information i.e. age, gender, education, occupation and socioeconomic status falls into the 

category: 

Options: 

Demographic factors 

 Psychographic factors 

 Geographic factors 

 All of the given options 

  

  

Question:  

Generally there are ____________ kinds of newspaper indexes 

Options: 

Three 

 Four 

 Five 



 None of the given options. 

1. All the following show the 

qualities of effective speaker 

except one. Which one is? 

To Avoid the audience’s choice 

2. Select the Correct reason 

which contributes towards the 

formation of “I-Syndrome”; 

Too much usage of “I-attitude” 

3. Which of the following 

barriers are most often the 

hardest to identify and reduce 

or eliminate? 

Listener barriers 

4. Self-confident individuals 

usually stand more erect then 

those; 

Who lack Confidence 

5. Which of the following about 

correct in Human memory? 

Reconstructive 

6. ___  _is a process which 

demands that full attention be 

paid to the spoken material. 

Listening 

7. ___  can also seriously 

impede the transmission of 

ideas. 

Prejudices 

8. What dose frequent eye 

contact show? 

Liking 

9. What do the clothes we wear 

communicate? 

Status 

10. What do we 

call to the person who 

transmits the message 

Sender 

11. Nonverbal 

message is extremely 

important because ………. 

All of the given reasons 



12. What dose 

communication 

breakdown…………. 

We have been ineffective in 
communication 

13. The quaintly 

of speech which makes you 

easier to understand while 

speaking is known as 

Articulation 

14. In order to 

listen more 

effectively, you should: 

All of the given options 

15. On the 

average, how 

faster a person can think than the 

listener can talk? 

Four times 

16. Intrapersonal 

communication processes depend 

upon communicators& 

All of the given options 

17. Self-Talk is 

also called as: 

Imagined communication 

18. Probing in a 

communication process is: 

An attempt to gain additional 
informatio 

19. The person 

who attaches meaning to a 

message is called: 

Receiver 

20. Creating and 

holding a mental image of the 

person with whom you are 

conversing by telephone will: 

Help you keep the conversation 
focused o 

other person. 



21. __   is 

an automatic psychological 

process of receiving aural 

stimuli. 

Hearing 

22. How many 

word is 

arrange speaker a rate per 

100 to 150 

minutes  

 

 

23. Probing is 

According to gain and additional 
information continues the discussion o 

clarify a point 

24. Media 

communicate 

occur through. 

Letters, reports, forms and interoffice 
memoranda 

25. Evaluate 

listening is 

successful when we 

All of the given option 

26. In which 

communication One’s physical 

appearance 

effects the------ 

Messages 

27.

 Communicat

ion is 

derived from Word 

Latin 

28.

 Communicat

ion means 

Process of sharing 



29. ___  _occur 

when two 

or more people talk face to face 

Interpersonal Communication 

30. The process 

of satisfying 

internal needs through action and 

behavior is called 

Motivation 

31. There are 

____  _types 

of Communication. 

4 

32. A space 

closer 

___  feet is 

normally considered to be for 

intimate 

communication 

1.5 

33. The most 

common 

barrier to effective 

communication is 

Language 

34. Choose the 

___  language 

when you communicate with 

other. 

Proper 

35. ___  is a 

stage at which You learn what 

the 

speakers means. 

Understanding 

36. The eye is 

capable of 

processing 500-million bits of 

500 



information per second, however 

the brain can only compute about 

__   bits of 

information per second. 

 

 


