QUESTION 1
1) A/B
2) C
3) C
4) A
5) A
6) A
7) A
8) A
9) D
10) C/D

QUESTION 2

A]

1. Professionally prepare for the interview.
2. Find ways to connect with the interviewer. 
3. Concentrate on the employer's needs, not yours.
4. List those needs during the interview and emphasize how you can help the company achieve its goals.
5. Describe your past responsibilities and achievements.
6. Explain how the skills you bring will benefit the company.
7. Be prepared with answers to the traditional interview questions.
8. When asked questions be specific in your answers and aim for clarity and honesty. Use real examples
in your career.
9. Don't downplay your accomplishments or attribute them to luck.
10. Ask for clarification if you are not sure what information they are seeking.
11. Take responsibility on communicating your strengths. Don't rely on the interviewer to pull it out of you.
12. Use staffing industry terms and concrete examples to portray your successes, such as increase
billable hours per week, improvement in gross margin, increase number of clients.
13. Once you have determined what you think the employer will be looking for, write out examples of
situations that showed your skills in those areas.
14. Before leaving the interview express your strong interest in the position and ask how he/she feels
about your qualifications for the position.
15. Be sure to schedule the next step appointment if appropriate before leaving


B]

Business Etiquette is a set of social, professional and cultural sensibilities that a person is expected to possess in order to be considered a well-informed business-person with proper business acumen. Business Etiquette focuses primarily on being polite in your interactions with people and paying them respect while dealing with them, the way you would expect them to.
This politeness and respect are not limited to meetings held in person only. In fact, these levels of mutual respect and the polite way of addressing people and dealing with them is extended to business emails, telephonic conversations and business letters too.

Business Etiquette serves as an important tool to bridge gaps and develop a fast network of business-people who have a positive impression of your inter-personal skills and cultural sensitivity.

However, it should be kept in mind that Business Etiquette varies from place to place. A set of etiquettes that may be held in high regard in one country might not necessarily be observed closely in another country, and in fact, could be viewed as strange or rude at times.


C]

Unconscious Body Language

Body language is often unconscious, meaning you can verbally agree or disagree with something, but your body language will say the exact opposite. If you’ve ever wondered why body language is important in a speech or presentation, here’s why: People will often try to sound confident, but their body language will say otherwise. Signs of it are This lack of conscious control makes the torso a particularly good indicator of body language signals. So, if someone turns their torso away from you, for example, that could be an unconscious indication that they want to leave. Turning the torso away could also mean they’re feeling threatened and are trying to protect those vital organs.

Conscious Body Language

Just as language is words and phrases combined in certain ways in order to create meaning, so body language is a combination of movements, gestures and expressions that together display and communicate the essence of our thoughts and attitudes to observers.


D]

For an effective participation in a group discussion, we require to improve our skills in speaking and listening both.

SKILLS FOR SPEAKER

1. Command over the subject-matter: For effective discussion we should know how to
state our points that require specific attention and consideration. We should know how to
explain, elaborate, compare, describe, illustrate, relate summarize and review matters. 

2. Remarkable or impressive voice: A participant should have a pleasant and amusing
voice quality. He or she pronounces words with proper stress and accent. 

3. Pronunciation: The participants should know how to modulate his or her voice with
effective pronunciation combining stress on syllables pronunciation.

4. Poise: A general poise and bearing makes us to maintain our cool. A poise doesn’t allow us
to pronounce someone or on some point of view. The poise includes our attentiveness,
calmness, a brevity attitude and confidence. 

5. Effective body language: For effective participation in a discussion, we should avoid too
many gestures or body movements while speaking

SKILLS FOR LISTENER

1. Positive approach: As listener also, we should follow a positive approach for a useful
discussion. We sincerely listen to others.

2. Focused attitude: Our mind should be on the subject matter or on the problem of the
discussion. It helps to understand the speaker intention and also it makes easier to
understand the particular topic.

3. Systematic perception: For effective participation in a discussion, we should perceive the
viewpoints expressed in the discussion. We should interpret the viewpoint and opinions of
others rationally and objectively. 

4. Detailed analysis:  We should know how to generalize or interprets the information
gathered. This should be done by a proper comparison between the old knowledge and the
new facts listen in the discussion.

5. Body language: As a responsible listener in a discussion, we should be frank, friendly in
receiving the views and opinions of others. Our gestures, therefore, should not be of hostile
kind. 




QUESTION 3
-



QUESTION 4

1]
The problem is the bank should look at the incident in a rule bound bureaucratic manner or should the bank consider other issues.
If the bank looks in a bureaucratic manner, then the bank is totally ignoring the behavioural aspects. It may be curbing the initiative required for bringing novelty in operations and triggering organizational changes
On the other hand, if the bank deviates from the established norms and procedures then this start losing their sanctity. While deviating from established policies, they may take the plea that the deviations were done because of the needs of the circumstances.

2]
In my opinion the bank manager was abiding on the basis of the written policy of the bank. He did not take into consideration the unusual circumstances of this case. As a matter of fact, Mr. Janardhan’s case should be treated as distinctively.

3]
 Yes, he was right He did not adventure within the premises to ensure the security of customers and other stall of the bank. He allowed robber to leave as per the policy, sounded the alarm and then only further acted outside the bank to control the robber. In a way, he has acted within the boundaries set by policy. The personnel officer was right because Mr. Janardhan had acted in good faith of protecting the bank employees and the bank deposits. 

4]
Mr. Janardhan had acted in good faith of protecting the bank employees and the bank deposits. These types of incidents cannot be covered merely by policies. Therefore, it is recommended that Mr. Janardhan should be rewarded rather than punished.

