Q1. Multiple choice questions
1) C
2) C
3) C
4) A
5) A
6) A
7) D
8) B
9) D
10) D
Q2.A. For an interview a candidate should prepare following things:
1) Physical preparation: a candidate should be properly groomed and formally dresses. Also, the way a candidate carries him while standing, walking, sitting reveals a good deal about him. Self-confidence, nervousness or over-confidence, are all reflected in the posture and bearing of the candidate. Note your body movements, and take care to stop any bad habitual movements. Good etiquette is also very necessary for interview.
2) Mental preparation: Knowledge in the field of specialization must be up-to-date, take a look at your bio-data and be prepared to give more information about your interest. The candidate must find out such information as possible about the company whose employment he seeks.
3) Psychological preparation: Honesty and openness in answering questions is the best policy. It is better to admit inability to answer a question than to pretend and guess answer. Salary is a topic that must be discussed at the time of interview. It is important to talk about the compensation package without appearing to be bargaining. Also, a candidate must have the clarity of purpose and determination to want to know his prospects in the organization.
4) Self-evaluation:  Anyone who wants to be successful in life must make a good self-evaluation. Parents and close friends can help in pointing out faults or limitation and in correcting them and also in finding out strong points and strengthening them. Coming to terms with oneself, knowing how to deal with one’s faults, and how to make good use of one’s talents and skills is excellent preparation for an interview.
Q2.B. Etiquette is about presenting yourself with the kind of polish that shows you can be taken seriously. Etiquette is also about being comfortable around people. Good business etiquettes are the recipe of success. It is very important to practice good manners and etiquettes in order to succeed in your business, be looked by people and maintain good relationships with clients, customer and employees. Life will definitely be easier if you follow the following tips on business etiquettes:
1) Make sure to treat each person you interact no matter what his or her position in the corporation, with respect and make it a rule to be pleasant to everybody no matter what the situation is.
2) Apologize when you step on toes.
3) Let people know that you appreciate what they do which will boost morale and improve work quality.
4) Keep records of people who matter to you and acknowledge if they receive a promotion and wish them on their birthday, anniversary or any other occasions.
5) Always return calls, if you are unable to answer, have a polite message on the answering machine that will be returned at the easiest.
6) Never make anyone wait, be it an employee or employer, or a business etiquette acquaintance.
7) Never make anyone wait, be it an employee or employer, or a business etiquette acquaintance.
8) Do not thank your hosts at the end of the meal. ‘Thank you’ is considered a form of payment and therefore insulting.
Q2.C. UNCONSCIOUS BODY LANGUAGE: Unconscious movements are of biological origin, acquired habit and cultural customs are as follows:
1) Biological: Certain body shapes, skin color and features cause persons to have some kinds of   Gestures, expressions and postures.
2) Habitual: Some movements and expressions are learnt as habit in the process of adapting oneself to the environment. They also arise from one’s occupation which requires constant posture or movement of certain kinds. 
3) Cultural: Customs like not sitting cross-legged before elders, not looking straight in the eye
of elder or senior, are culture specific. Customs of receiving guests, introduction, social
conduct also include some gestures.

CONCIOUS BODY LANGUAGE:  Conscious movements, postures and voice modulations are deliberately used. If we develop increased sensitivity to our own body language, our ability to read other’ body language is increased. Focusing on appearance, facial expressions, eye contacts, smile, posture, gestures, clothing and accessories are all a part of conscious body language. 
Energy and enthusiasm as an aspect of body language is hard to describe, but most people have
experienced the impact of a person with a high level of energy. State of physical and mental health play a large part in body language, a healthy person is energetic and maintains a certain level of enthusiasm in work. 
Q2.D. Discussion is a method to develop one’s creative approaches to knowledge. In a discussion we learn to listen to others because we deduce and believe to contribute positively. We learn to speak our own points to others with more clarity. We also learn to create the points before concluding the views.
For an effective participation in a group discussion, we require to improve our skills in speaking and listening both. 
SKILLS FOR SPEAKER INCLUDE- 
1) Command over the subject-matter: For effective discussion we should know how to state our points that require specific attention and consideration.
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 INCLUDE-
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.
3) Body language: As a responsible listener in a discussion we should be frank, friendly in receiving the views and opinions of others.
4) Detailed analysis: As a participant we should know how to listen, what to listen and get the right meaning. We should know how to generalize or interprets the information gathered.
Q3.
J.M limited company
Minutes of the 15th meeting of board of directors
Held at the main branch of the company situated in Mumbai at 12:00 P.M on Friday, 20th august, 2021.    
Present : Mr. ZZZ chairman
Ms. YYY director     
Mr.  AAA director
Mr. sbd 
Absent- Mrs. BBB 
12.01 p.m. – appointment of the Deputy Manager.
It was decided that Mr. ABC will be appointed as the Deputy Manager.
12.05 p.m. – appointment of bankers
It was decided that xdz limited will be appointed as the bankers of the company.
12.07 p.m. - allotment of 600 
It was resolved that 600 Equity shares of the future value Rs.5 will be allocated to Mr. xcx
12.10 p.m. – announcement of new branch opening
Mr. sbd searched for a location and found a plot of 1200 sq.ft at Marine Drive, Mumbai. Since it is situated in a corporate area this plot was found appropriate for our purpose. The monthly rent will be Rs.40k. Mr. sbd proposed that this plot should be rented and his proposal was accepted
Mr. ZZZ chairman                   Mr. sbd
20th August, 2021

Q4. 1) The problem is whether 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 behavioral aspects. On the other hand, if the bank deviates from the established norms and procedures then these starts losing their sanctity. Individuals in the organization may not always adhere to them.
2) The manager did not consider the rare situation of mr.janardhan when it should’ve been considered as a special case. The manager took his decision totally based on the written policy of the bank.  In the given case, the bank manager should keep in mind that employees have to work towards accomplishment of overall organizational goals. They should be result oriented and not procedure driven.
 3) Yes, I think the personnel officer was right in this case.  The personnel officer was right because Mr. Janardhan had acted in good faith of protecting the bank employees and the bank deposits. He took the human element in view and thought that this particular case should not be merely covered by policies existing in the bank.
4) In this particular incident, Mr. Janardhan has indeed in the first place observed the rules. He took the initiative to chase the robber only after the robber left the premises. 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. However, employees may be clearly told to avoid confrontation with such elements to ensure any unhappy situations in future.

