Q1. Multiple choice questions
1. A
2. D
3. D
4. C
5. B
6. B
7. A
8. C
9. D
10. A
Q.2A Draft the minutes of the second meeting of the Board of Directors of a telecom company.
J.M limited company
Minutes of the 2nd meeting of board of directors
Held at the main branch of the company situated in Mumbai at 12:00 P.M on Friday, 8th October, 2021.    
Present: Mr. ZZZ chairman
Ms. YYY director     
Mr.  AAA director
Mr. SBD 
Dr. Shaimaa Noor
Mr. Kareem sheriff
Absent- Mrs. BBB and Mr. GGH 
12.01 p.m. – Discussion regarding how to attract more members to join Telecom division and be more effective.
It was decided that the company could attract more members and be more effective by Building awareness regarding these issues of the telecom sector: Quality of internet connectivity, Bandwidth availability, the problem of licensing those illegal networks and Infrastructure obstacles and everyone agreed on adopting joint initiatives to develop telecom sector. The company should also play an advocacy role with the government.
12.10 p.m. – adoption of “Fair internet connection for every citizen”.
One of the ideas is to announce the theme of “Fair internet connection for every citizen”. Under this theme different initiatives could be launched and sold to the government
12.15 p.m. – The most important applications the end users need were discussed
The most important applications the end users need, could be summarized in: Social media presence, learning and training purposes, Gaming and Streaming and video downloading.
12.20 p.m. –Organize a large-scale workshop in order to expand business in Australia.
It was decided that the company needs to include other stake holders and/or neutral telecom experts to join our committee. As part of its role, the company will Prepare for a workshop about how we can expand the telecom business in Australia including the keys actors in telecom sector, & the main objectives:  Clear identification of the obstacles in Australia  Action plan for facing these obstacles. The company would also Invite all stakeholders to participate in the workshop.
12.35 p.m. –End of the meeting and discussing the objectives of next meeting
It was decided that the next meeting will be Thursday, 14th October 2021 , 9am at the main branch of the company with the expanded committee formation. And will prepare for workshop as soon as possible and also the company’s membership will be promoted through services benefitting the community. The presence of large players is necessary. Further it will be discussed in next meeting.
Mr. ZZZ chairman                   Mr. SBD
8th October, 2021.    
Q.2B What are the visual aids? Also describe different types of visual aids
Visuals focus audience attention. One should learn to handle visuals properly without getting confused. Visual aids help both, the speaker and the audience. The speaker has them for orderly presentation of points, to illustrate with a diagram, to exhibit data. The audience get a reinforcement through the eyes for what they hear, and can see a visual summary of points. Different types of visual aids are: 
1. Posters - Posters can be displayed almost anywhere. Though this is old-fashioned marketing people going to rural areas have found this a very dependable method.
2. Flip chart -Flip chart requires an easel or stand. It is most useful for interactive presentations. one can put ideas that come from the audience on it.
3. OHP - Overhead projector is very popular and available in most places. Make slide on good quality transparencies.
4. PowerPoint - PowerPoint projection can be used if available. Keep the slides simple. Avoid too much movement or too much color. Do not use sound to accompany the slides. Visuals must fit well into the speech.
Q.2C Discuss the long cycle process
The long cycle process consists of the following steps :
1. opening paragraph – introduces the situation
2. background information – information regarding industry, organization, products, history, competition, financial information and anything else which is important.
3. specific functional are of interest – marketing, operations, finance, integrated or human resources.
4. the specific problem – decision regarding a specific problem to be made.
5. Alternatives – any alternative idea. This is open to the decision maker where this point may or may not be stated.
6. Conclusion – set up the task and the urgency of the situation.


Q.2D “Write a letter to an applicant intimating his appointment for the post of Accountant in your company.
Date: 10 October,2021
To,
Mr. Roy.
The ace company.
We refer to your recent interview for the post of accountant in our company and we are pleased to inform that we are offering you the position with our company effective from 11th October, 2021 under the following terms and conditions:
Salary – 42k per month and 5.4 lakh per annum
Probationary period – 6 months  
working hours – working from Monday to Friday from 9am to 7:30 pm. (Saturday and Sundays off) and lunch break from 12:30 pm to 1 :15 pm.
Leave policy – 3 sick leaves are granted by the company, 2 earned leave and 1 casual leave is granted.
Notice period clause – if the employee desire to leave the company, he/she needs to serve the notice period of 2 months.
We congratulate you on your appointment and wish you a long career with us. We assure you a great journey and you will get our full support for your professional growth and development.
With best wishes,
The ace company.
Q.3. “Listening patiently is an important listening skill.” Do you agree with this statement? Explain with the help of example
Communication is a two-way street. When we patiently listen to someone, we give worth to them. They, in turn, will give worth to us and are then more apt to give worth to what we say. So yes, I agree that Listening patiently is an important listening skill. For example, if your boss assigns you some work and you listen patiently on how to do that work. This will help you complete your work more effectively compared to where if you do not listen to your boss and do something else which was not required or you will have to go and keep asking your boss what to do.
