Business Communication
June 2021 Examination
Q 1. Centa Communications Pvt Ltd focus on the communication styles of the applicants during the hiring process. Rita, a communication style expert, leads two other communication experts who observe the applicants' response. At the same time, Rita asks questions that would expose the communication styles of the interviewees. Based on Rita's questions and the interviewee's response, the two experts record their observations, placing each candidate under one of the four categories of communication styles. In your opinion, what are these four major styles? Explain each one in about180-200 words—[Hint: major characteristics, identification, impact on self and others etc.). 
In the concluding statement, explain how this exercise is going to help the organization] (10 Marks) 
Answer 1.
INTRODUCTION 
Communication is an essential aspect of any conversation. In a workplace where various employees work together, effective use of communication is vital for building teamwork. Managing clients, generating leads, and guiding the final customers to purchase a particular product ultimately depend upon the effective use of various communication styles. The overall success ultimately depends upon the communication which an employee uses for the delivery of information to its clients. A communication style, therefore, becomes a crucial aspect for a Its Half solved only
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Q 2. The Career Services Cell of Ace Business School aims to get 100% placement. One of their efforts is to prepare the students for different types of interviews that students may encounter while applying for various companies' positions. 
As a student of Ace Business school, explain the types of interviews the university prepares you for. Substantiate each type with two sample questions. (10 Marks)
Answer 2.
INTRODUCTION:
The selection process for any business enterprise involves various hurdles in the form of interviews. A particular business organization may opt for a traditional telephone interview or a face-to-face interview, depending upon their job requirements and needs. However, it becomes essential to deliver necessary information to the students about the prerequisites, type of 
Q 3. Read the following case and answer the given questions. 
DFL is a big name in Computer Manufacturing. They have been getting peripherals from BusiTech for the last five years. This year they decide to survey the rates and quality from other suppliers to get the best deals. Riya-a, a hardware engineer working in DFL, is asked to inquire about the required components' details. She seeks the details of the following products from suppliers dealing with PC and Laptop components: - Motherboard, Intel processor, 8 GB RAM, Laptop Screen, Mouse, Keyboard, Sound Card, and PC Monitors. 
On getting the various suppliers' responses, they decide to place an order with Binary Systems Pvt Ltd. This responsibility of placing the order is given to Rajesh. He has sound knowledge of hardware and software and has a lot of experience dealing with the sale and purchase of PCs, laptops and their components.
a. Which type of letter would Ria be writing? As Ria, write the letter to suppliers seeking the desired information. (5 Marks) 
PS: Please furnish the configuration and other relevant details of the components ordered on your own.
Ans 3a.
INTRODUCTION:
A business inquiry letter is written to receive information about various materials. An organization opts for a business inquiry letter to get basic information about components or products it wishes to order from the said supplier. The type of products needed and to be called and the details of available product quantities with the supplier are specific type of information 
(b) How would you categorize the letter written by Rajesh? As Rajesh, write the letter placing the order for components mentioned in the case 
Introduction:
Business order letters are generally done by business for placing an order with a particular company. After selecting a specific company or supplier for receiving necessary products or components, business order letters are written by a dedicated representative for placing an order of the required quantities of ingredients with that particular supplier. Such a letter is written for a single company or individual, providing all the necessary details.
Concept and application:
Rajesh, who possesses the necessary knowledge about various computer components, has to write a business order letter to Binary Systems Private Limited. Providing details about different computer parts along with their required quantities and delivery of reliable information is 
