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Q2.A) 
Minutes of the Second Board Meeting of of the Board of Directors of a abc  telecom
company.  held on Saturday , 9th October 2021  
at lord wells hall  from 9 am.

Present:

(in the Chair): tony malboro  
Jet sins
Bambi kloss
Nick fishers 


In attendance:

Swadesh lee
Robert jr senior
Cherry honda


Company Secretary 

Rhea karma


Chairman for the Meeting

Mr Jack Fruitson was elected as the Chairman for the Meeting.


Quorum
The business before the Meeting was taken up after having established that the requisite Quorum was present.

Leave of Absence
Leave of absence was granted to Mr./ Ms. X who expressed his inability to attend the Meeting owing to his pre-occupation.


Agenda:
To continue the previous meeting and resolve the issue kept for the second meeting 

1) First problem 
Resolved that 

2) Second problem 
Resolved that 

3) Third problem
Resolved further that the Director/Company Secretary be and is hereby authorised to make the necessary filings with the Statutory Authorities .


Next Board Meeting
It was decided to hold the next Board Meeting at…………… a.m./ p.m. on………. (Day), ……….. (Date, Month and Year) at……….. (Venue).

Conclusion of the Meeting
There being no other business, the Meeting concluded at …. (Time) with a vote of thanks to the Chair.

Place: lord wells hall

Date:9th October 2021 

 

Signature of Chairman
……………………………….. 

Q2.B)
Visual aids are items of a visual manner, such as graphs, photographs, video clips etc used in addition to spoken information. Visual aids are chosen depending on their purpose, for example, you may want to:
· Summarise information.
· Reduce the amount of spoken words.
· Clarify and show examples.
· Create more of an impact.
· Make a point memorable.
· Enhance your credibility.
· Engage the audience and maintain their interest.
· Make something easier for the audience to understand.

Types:

1.)Video clips
Using videos are a great wait to engage the audience and increase their interest. Use video to bring motion, images and audio into your presentation.


2.) Posters
Poster boards can be created using a variety of visual devices, such as graphs and images. They're generally quite portable and you can make them as elaborate as you want. However, they can be expensive to produce if the poster is quite complex.

3.) PowerPoint
Microsoft PowerPoint is widely used for presentations because it's easy to create attractive and professional presentations and it's simple to modify and reorganise content compared to other visual aids. You can insert a range of visual items into the slides which will improve the audience's focus.


Q2.C)
The long cycle process:
The task consists of 2 parts -
1. A detailed reading of the case, and then
2. Analyzing the case.

When you are doing the detailed reading of the case study, look for the following sections:

1. Opening paragraph: introduces the situation.
2. Background information: industry, organization, products, history, competition, financial information, and anything else of significance.
3. Specific (functional) area of interest: marketing, finance, operations, human resources, or integrated.
4. The specific problem or decision(s) to be made.
5. Alternatives open to the decision maker, which may or may not be stated in the case.
6. Conclusion: sets up the task, any constraints or limitations, and the urgency of the situation


Q2.D)

Date: 9th October 2020

To,

Roshan Kumar,

#122, Street 12

New Delhi-22

Dear Roshan,

This is with reference to your application for the job profile "Accountant” and the subsequent discussions you had with us at the interview on October 1st, 2020, on the following terms and conditions.

Designation: Accountant 

Location: Delhi

You may, however, be required to work at any place of the company per the later requirement.

Commencement of Employment: Your employment will be effective with us since August 1st 2020.

Salary and Compensation: You will receive the CTC of 4.8 lakhs per annum as per mentioned in the attached sheet. Tax deduction and other statutory deductions will be made at the source. You will receive the variable amount based on your performance, strictly. After the completion of the probationary period, you will be eligible for leave, as per the company rules. The leave policy has been attached to the letter for your reference.

Working Hours: The working clays will normally start from Monday and end on Friday. The working hours will be 9 AM to 5 PM.

We congratulate you on your appointment and wish you a long career with us. We assure you have a great journey and get our full support for your professional growth and development.

Sincerely,

Ricky test 
…………………..

Finsolutex consultancy pvt 


Q3.)
Yes I agree with the following statement and I believe the ability to be a good listener takes time and you need to develop it with regular efforts over time. But as you gradually get better and better at listening, an automatic benefit is that you develop patience. Patience to let the other person express his or her feelings and thoughts honestly while you don’t judge.
It makes you approachable , As you present yourself as a patient listener, people feel more naturally inclined to communicate with you. By being there for them, you give them the freedom to express their feelings.
Example:
[bookmark: _GoBack]The COVID-19 pandemic has made working from home the new normal. But remote working is a challenge for team leaders and managers as communication and coordination are tough.
You can use your active listening skills to improve communication between colleagues. You can connect with your colleagues in one-on-one chats to understand how they have been coping with the challenges of the lockdown. Make sure to listen attentively when they share their experiences


