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Q2) A)
 In any interview not just information and candidate’s knowledge is assessed but a candidate’s personality is also assessed. 
The candidate should be prepared for the following:
Mental preparation
1. It is advisable to new job-seekers, that they revise concern subjects. 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.
2. Important current issues in the country and in the world can be asked at the time of interview. Regular reading of newspapers, listening to TV news and discussion on current issues is  usually suggested.

Self-evaluation
1. 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.
2. Anyone who wants to be successful in life must make a good self-evaluation. Knowledge of
one’s strengths and weaknesses is very useful in gaining self-confidence.
3. It takes time and should be done carefully and patiently by candidates.
Physical preparation
1. The candidate should be properly groomed and formally dressed. The nails should be clean and well-cut, properly combed hair, neat footwear and a suitable handbag or brief case are the normal requirements of formal appearance.
2. 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.

Q2 B )
Etiquette is a very important factor in determining the success or failure of a business or a person. When you do not practice good etiquette intentionally or unintentionally, you are bound to face lot of obstacles on the path to success. The following tips on business etiquettes:
· Let people know that you appreciate what they do which will boost morale and improve work quality.
·  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.
· When meeting make sure that all the participants know about the schedule, the objective of the meeting, matter that is to be discussed and the expected duration of the meeting.
· Never make anyone wait, be it an employee or employer, or a business etiquette acquaintance. Never be late for a meeting or for work.
· Dress is also a very important aspect in maintaining good business etiquette. Businessmen have to appear impeccably groomed.

Q2) C)
1. Unconscious body language
Unconscious movements are of biological origin, acquired habit and cultural customs.
· Biological: Certain body shapes, skin colour and features cause persons to have some kinds of gestures, expressions and postures. Besides, we constantly try to adjust and adapt our body to our environment which we may or may not find comfortable.
· Habitual: Some movements and expressions are learnt as habit in the process of adapting oneself to the environment. Certain speaking styles and phrases are also occupational habits..

2. Conscious body language
Conscious movements, postures and voice modulations are deliberately used.
· Facial expressions: It is said that the face is the index of the mind. The thoughts of the mind and the feeling of the heart often find expression on the face. A cheerful or appreciative smile, displeased frown, a look of surprise and several other expressions of the face can convey, with or without words, the attitude, feelings and reaction of the communicators. There are people who are good at reading facial expressions. Good communicators, be they speaker or listener, learn to read and interpret facial expressions.
· Eye contact: Eye movements is a key part of facial behaviour, directing other’s attention or showing surprise or happiness and other emotional displays. Eye contact between speaker and listener is necessary for indicating that both are interested in the communication. While making an oral presentation it is important to create rapport with the audience with eye contact.
· Posture and Gestures: Posture refers to the way one stands, sits and walks. The position of hands and legs and other parts of the body reveals not only an individual’s state of mind but also his grip on the subject matter of communication. An efficient speaker stands tall, feet together with the weight directly over the instep keeping his chin on a line parallel to the floor or at right angles to the backbone. A speaker with a drooping shoulder seems to be tired and worn out. Gestures play a significant role in making the intent of the communication effective and content productive. 


Q2) D)
  A group discussion is where two or more people interact on some given topic or idea. So, both speaking and listening skills go hand in hand. Without listening to the other members in the discussion, you will not be able to maintain the flow of the conversation. This might disturb the whole conversation. On the other hand, if we listen carefully, we learn newer ideas which might be helpful to us in future. Speaking is important as we can share our views and opinions which play an important role in our learning process







Q3 
Devika Jyotish Limited Company
Minutes of the Ninth Meeting of the Board of Directors
held at the Head Office of the company situated at
(N.L Complex, Mumbai) at 09:00 A.M on Monday, 15th August, 2021

Present: Sri JKL 	Chairman
 Sri DJ   	Director
 Srimati NQR	Director
 Sri FA		Director
Absent: Sri NM

09.01 Appointment of the Deputy Manager
It was resolved that Mr. XYY be appointed Deputy Manager
09.02 Appointment of Bankers
That M/s. FALS Financial Limited be appointed Bankers of the company
09.03 Allotment of 600 Equity Shares
That 600 equity shares of FV Rs. 1 be allotted to Mr. XX
09.04 Announcement of New Branch Opening
The Secretary reported a 5000 square feet office at Borivali for a monthly rent of
Rs. 15,000. The Secretary examined the plot and found it appropriate for us. He
proposed that this plot be rented. The proposal of the Secretary was approved.



JKL											ABM
Chairman									Secretary


15th August, 2021.


Q.4. 

(i) If the bank management chooses to adopt the rule-based approach, it  can hamper the imagination, creativity and initiative the employees might take. In this procedure, written rules serve as a guide for managers. These rules are expected to be followed by everyone. 

	If the bank management chooses to shift from the established norms and procedures, no one will take the rules seriously. Employees will start floating norms and rules and deviate from them.

(ii) The manager chose to stick by the written rules and policy and was acting purely on its basis. The manager failed to take into account the unique circumstances of the incident. 

	The manager’s suggestion that Mr. Janardhan should be discharged of his duties is not desirable. Policies and rules lay out a broad guideline that helps the managers and organization give direction. Good policymakers always leave room for discretion and for managers to set their own boundaries. 


(iii)  Mr. Janardhan was right with his actions to tackle the situation. He ensured that he followed the organizational policy while discharging his duties and looking after the betterment of the bank and the people. Mr. Janardhan allowed the robbers to leave the bank, sounded the alarm and then acted outside the bank to control the robbers. The personnel officer was right since Mr. Janardhan acted in good faith by protecting the employees and the hard-earned money of the depositors.


