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Instructions:

, Write ectch onswer on 0 new Po{Je.

, Use oJ u calcttlcrtor is permitted/not permitted

+ * C)s=Course 0utcttrne mapping. # B'l'L=tsloom's'['axctnomy Level mapping

Q.No.
Y the uscript reader for H P Publ ishers. Y,ou have read aou are ma
man USCTI pt ti tled, "The psych ologi CA I impaCt of Covid- 1 9 on the youth

ACTOSS the glob e WrIte a mem o making a recommenda tion to the

Edito r- in -chi ef that H P Should pub I ish this book. Use Info rmati on

from your own understanding of the topic to help with the content of

the memo. Remember to be concise.

7

c0 1,

co2

BT'2,

B'13,
BT6

Q,2 You are the Branch Manager of SBI Bank, Gotri Branch, Vadodara.

Write a circular to your existing Custonlers announcittg a change in

the prernises of your branch,

7
co 1,

co2

BT2,
BT3,
BT6

tryflAr{Esr{ ITANI{*r*rr dc,,,,

Ft:',,4
LJMU THE A.P. MAHESH CO-OP. URBAN BAN K LTD,

(Multi-State Scheduled Bank)
l{ead 0f{ice : 5 3 989, Ill Fluor, Sherta Istate, N.S. Road,

03&105 Fax:040.
Hyderaba

24616427
d 500 095

Plr 246 I 5296, 2343 I 00 1

inio@apmaheshbank.com\lJubsite : ivww.apmaheshbank.uon: E-mail

i Bank invites sealed tenders lrom reputed paper mills, paper merchants & scrap

venijcrs for shreddrng of its old records and unused stationery lying at its Local

Branches/Head Olfice. lnterested pa(ies may collect tender forms from P&D

Depa(ment, Head office on all v;orking days frorn 02.05.2012 to 11.05.2012

riLrrirrg office hours, on payrreni of {'100i- per lorm.

Fillerj in tender forms shoulo be submiiteo on or be{ore 12,05.2Ai2 by 3:00 p.m. I

anci the same will be opened at 11:00 a.m 0n 14.A5.2012 at Head offlce. An

E.lr/lD of {10,000i- has to be furnished by way of Banker's cheque / Demand

Draft favouring the Bank along with the seaied tender Tender form without EIUD

lvill outrrghlly be relected. Bank reserves the rrght t0 accept or relect any tender

rvithout assigning any reason thete ior

tlatsd:30.U4.2012
Place : HYDERABAD

sd/-
ASST. GENERALM.ANAGER

7

co1,
co2

BT2,

B1',6

Q.3

Q.1

Details Marks COs* BTL#



a cover letter expressing interest in
t- bl

In response to the tender, draft
e depositthe tender. [*EMD= Earnest M

pate in theis sought to ensurewhich
tender

7

social cause such as

hygiene, importance
accordirrgly. Pick anY

ones mentioned here.

todhasn ecld deo izn atio organizeVE eC ofllcio a onsS your rgaTh e Resp
theAsSrem lseto CCofficlslums e theOSro the pinwarenesa San p gram

nme CSthetoailm yourean oyeplwriteCelthef l,reSCC otary
fo aThinkVOfor unteers.Ina ad kiS nn eth ideati al

otro iza ofl,n rngexplrga
strualenmt aids,oLlabne Se Sade awarspr ing
emalte ethwrIandtlo ptc.ti'za n,sanifo

fro themenec SSo eC notof chour arilyu eSCA v

Q,4

coz,
co3,
c04

involvement in this business.

Next, you are required to write the following:
1 Mission statement: why does your business exist, and why are

you on social media?

2 Target Audience: Briefly describe your Core audience on social

media.
3 Social Media Presence: Describe what it should look like

(t iisLial, serious, professional, e[c.J.

4 '|one: Descnbe your social tone [helpful, funny, sarcastic,

seriouLs, etc.J

5 Message: Not all content neecls to go on every network' Decide

which message goes on which social medra platform'

6 Ilanciie: Decide your social media handle'

7 Pos[: Fina]ly, post for -your business/ brand. [Minimum of 2)

Q.s o laruna d roto exraIl tiSchr ico e n p pub nst oESS fctSele t rlga yoLl
ideaG briefVC amSA erhotn exai emS] la rhr ot bcan e ctlyranb ughdl
onn e a desSThr hS ulo d cludisS ba uo t. criptit bour nesrusiboa tu Lra v

ofon uranclr dthe ratiuse u offeucts eS rvic yothoi e yoprod

coz,
c03

B t2,
B'13,

B.l 6

5

to the surnmary.
Effective Cornmunication at work is about knowing your employees

anci choosing the right message ancl channel for transmission. It may

be necessa.y: to d.u"lop a comtuunic:ttions plan to outline strategies'

Tlic cornparny's culture is reltlect.ed 11 Lhe nature of office

rommunicaf ions, and husiness can hinge on effective

cu u-irn un ie a1-i o n.

Itnow Audience
Understanding your employee's roles ancl how they fit into your

cornpany's hrerarchy ts esse nlial [o cre ating e ffective

r:ornntunicaticns. 'l'his in{ortnatlott wiil hcip yr;u lailor
con"i rn u niC;rli otls an it liettet' cOn rl ec1 wllll your a udience' ACcOrding

recis. Give a suitable titleRead the following article and write a p

ricle etl dusiIJ Snes artin Schon of
,,why

olI(] Salo siat{J I)il r,Sa) iy
thecteh een m respl)

Dod usines P oyeesn t-i no S o S,G0rnC l-t Lclrn,,|(rtl

on.unicatimmCOdan ettb remr reo ired ctt Ial foowsna meiIl;t nt.,da)

eve ISe one atea thdthathe rtic CtoAcco

co 1,

co2

BT2,
Bi'3,
BT6

ul'2.
B1 :J,

BT4,
B'li.
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oney
only
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cornrrolt ground when comrnunicating with ernp

resliect.
Communicatitln Channels
choosing the right channel is a vital component to effective

cornrnunication. According an alrt.icie in Pepperdine University's

Graziaclio Business Report, you shuuld consider the advantages ancl

limit at.i ons Of' {:ottt m unicat ion channe I s rvh cn sending a nlessage.
'f hern rnatch thc irltetr;ictit,rtr with the desired level ol'involvement..

I;or example, most cietailecl information shouid be written down,

while rrore succtnct intilrrna[ion can be spoken. Further, email is an

exceilent tool in certain applications, but doesn't Work well with
time sensitive, conficlential materials or interactive communications'

Sometrmes usittg multiple channeis is the best approach'
Eff'ective Messages
tJsing the appropriate language in a message is important to its

clariiy. Accoiding to the Norebusirless.com article entitled "lnternal

comrnunication strategies for your ISusiness," communications
should be as succinct as prlssible, t.llrec;t, honest and memorable. lt
:tlso helps to nt;li<e sure ernployees rer;llize l-hey arre stakeholders in

lhc company's int.eractions. Using c0nlnlon terminology helps, as it
shor,vs ernployees [ltat. management. understands their job function'
Ccnsiderations
Catering to emplo-v'ees lirat struggle with cummunication methods is

not arlrrisabie, accorcling an article in Pepperdrne University's
Li'az.iariio [Jusiness Reporl. Instead challenge them to adopt
c{.}rnpany rncthods.

loyees drives

e- 1mark. - 4 marks
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