Business Communication – Assignment 1
Q.1) Multiple Choice Question
1. 
2. C
3. C
4. A
5. A
6. A
7. 
8. A
9. D
10. C

Q.2) A) 
· Carefully examine the job description.
· New jobseekers can revise concern subjects. Knowledge in the field of specialization must be up to date, look at your resume and be prepared to give more information about your interest.
· Information about the company where you go for interview, its owners/boards of directors, its product or services, its turnover, share capitals, market value etc. are available in the company’s annual report or it is also available at the internet. The candidate must find out such information as possible about the company whose employment he seeks.
· Do not offer to shake hands unless it is offered by an interviewer.
· Do not sit until you are asked to sit down. If you are not asked to sit then take permission from interviewer to sit.
· Take care, while handling the chair. It should not be dragged noisily. Sit comfortably and with good posture. 
· If you have large briefcase, put it down on the floor near the chair. If you have small one, then keep it on your lap. Be comfortable and well-practiced in handling your bag.
· Do not put elbows or hand on the table. Practice keeping hands comfortably when you are not using them.
· Maintain comfortable posture throughout the interview. 
· At the end of the interview, remember to thank the interviewers and wish them good day.
· Honesty and openness in answering questions is the best policy. Dishonesty generally makes a bad impression in the mind of the interviewers. It is better to admit inability to answer a question than to pretend and guess answer.
· Inability to discuss a topic makes a bad impression. If there is any topic that seems too embarrassing to talk about, it is useful to read up information on it and talk about it objectively to a few friends for practice.







Q.2) B)
Business etiquette is about building relationships with other people. Etiquette is not about rules & regulations but is about providing basic social comfort and creating an environment where others feel comfortable and secure, this is possible through better communication.
Social media communication platforms (i.e., LinkedIn) are evolving rapidly day by day, as the concept of social media etiquette becomes a crucial part of business. Business etiquette consists of two things. Firstly, thoughtful consideration of the interests and feelings of others and secondly, being able to minimise misunderstandings.  These are influenced by individual behaviour & demeanour. Business etiquette instructs this behaviour.
Business etiquette differs from region to region and from country to country. This creates a complex situation for people as it is hard to balance the focus on both international business etiquette and other business activities at the same time. Therefore, a wise step is to focus on some key pillars of business etiquette.

Q.2) C)
(i) Unconscious movements are of biological origin, acquired habit and cultural customs are as follows: 
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. They also arise from one’s occupation which requires constant posture or movement of certain kinds. Certain speaking styles and phrases are also occupational habits
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

(ii) Conscious movements, postures and voice modulations are deliberately used. Actors are specially trained for this, skilled communicators, especially good presenters also make conscious use of body language. No one can gain full control of one’s body language, but it is possible to enlarge one’s awareness of one’s body and gain a good deal of control on one’s posture, movements, and voice modulation. If we develop increased sensitivity to our own body language, our ability to read other’ body language is increased.

Q.2) D) If one doesn’t find balance between speaking and listening then that person might be left out and won’t be adding any value to the group discussion. For example, a person is keeping on speaking then he is not letting other put up their point and if a person is just listening then he is not putting up his point as he isn’t speaking.
Q.3)
Q.4)
