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Full Marks: 80
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The figures m the margin indicate full marks for the questions |
UNIT -1

1. Answer the following™:.

a) What do you mean by Effective Communication? What are the characteristics of
Effective Communication? . _ 3+7=10



UNIT - 1II
3. Answer any one of the .fol-lowing :

a) What are Microsoft Word Skills? Mention some of the examples of Microsoft
Word Skills. ' 3+7=10

' b) What are the potential benefits of using PowerPoint Presentation? Discuss. 10°
4, Answer the following :
a) What is Microsoft Excel? What are the Excel Skills ybu should know?  243=5

b) How do PowerPoint Presentation Skills enrich your career growth? - 5

UNIT - IV

5. Answer any one of the:following :



