ASSIGNMENT 2

Q1.
1)  A
2)  B
3)  D
4)  C
5)  B
6)  B
7)  A
8)  C
9)  D
10)  A

Q2 A
Minutes of the second meeting of the Board of Directors of IT abc company, held on Friday, 9th October 2021 at Crimson Hall from 10:30 am. 
Present:
1) Chair: Jasmine
2) Shahid
3) Rashi
4) Nick
In Attendance:
1) Sakshi
2) Devesh
3) Coco
Company Secretary
1) Addison
Chairman for the Meeting
Mr Alex was elected as the chairman for the meeting.
Agenda:
To continue the previous meeting and resolved the issued kept for the second meeting. 
1) First Problem: 
Resolved that …..
2) Second Problem:
Resolved that …..
3) Third Problem
Due to tie in votes, it wasn’t resolved and will be taken up in the next meeting

Next Board Meeting
It was decided to hold the next board meeting at 10:30 am on Saturday, 20th November 2021 at Crimson Hall.

Conclusion of the meeting
There being no other business, the meeting concluded at 1 pm with the vote of thanks to the chair.

Place:  Crimson Hotel hall
Date: 9th October 2021

Signature of the chairman


Q2 B.
Visual aids help to maintain the audience’s attentions. Learning to handle the visuals properly without getting confused. They help the speakers as well as the audience. The speaker can present their presentation in a proper way and illustrate with diagrams and charts. The audience can retain more things when they see a visual summary of points.
1) Posters
2) Flipcharts
3) Quizzes
4) Powerpoint
5) Projector
6) Videos
7) Games etc

Q2 C.
The long cycle Process includes
1) Reading detailed
2) Analysing the case
3) Opening Paragraph
4) Background information
5) Specific area of interest
6) The specific problem
7) Alternatives
8) Conclusion

Q2 D.
No 43, World Company
SV Patel Road, Mumbai
9th October 2021
To, 
Mr Ajay Shah,
MG Road, Mumbai

Subject: Appointment Letter

Dear Mr Shah,
It is with great pleasure to inform you that you have been appointed for the post of Accountant in World Company. Our company handles a variety of services and products and it will be great for someone with your qualifications and excellence to help us in our future work. 
Kindly send the non disclosure form and fill out the other forms with the personal and bank details to confirm your position. Please send them over as soon as possible to initiate the process of your work. To get in touch with me for any further questions
Thanking you and looking forward to the pleasure of working with you.
Best Regards,
World Company
(Deepika Rai)
HR Manager





Q3 “Listening patiently is an important listening skill”
Yes, this is completely true because for example during a team meeting, the leader is explaining something important about the clients or the work that the subordinates have to do and they aren’t paying attention, this would lead to difficulty in assigning the tasks, completing them or anything because they haven’t paid attention and will make many mistakes on doing them which will increase the workload and pressure and time for the team. 
