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Set-I

Q1. Define communication. Explain its importance in professional and academic settings. Discuss the types of communication with suitable examples.	2+3+5	
Ans 1.
Communication
Communication is the process of exchanging information, ideas, thoughts, and feelings between two or more individuals through a common system of symbols, signs, or behavior. It involves encoding a message by the sender, transmitting it through a channel, and decoding it by the receiver. Effective communication ensures clarity, understanding, and meaningful interaction. It plays a vital role in shaping relationships, improving decision-making, and achieving personal, academic, and professional goals.
Importance in Professional and Academic Settings
Communication holds great importance in both academic and professional environments. In 
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Q2. Explain the parts of speech with examples. Discuss how each part contributes to sentence construction and meaning in English grammar. 5*2	
Ans 2.
Explanation of Parts of Speech
Parts of speech are basic grammatical categories that classify words based on their function in a sentence. The major parts of speech include nouns, pronouns, verbs, adjectives, adverbs, prepositions, conjunctions, and interjections. A noun names a person, place, thing, or idea, such as “teacher,” “city,” or “happiness.” A pronoun replaces a noun to avoid repetition, such as “he,” “she,” “it,” or “they.” A verb expresses an action or a state of being, such as “run,” “write,” or 

Q3. Differentiate between the following with suitable examples
a) Synonyms and Antonyms
b) Homophones and Homonyms
c) Prefix and Suffix
d) Simple and Compound Words 2.5*4	
Ans 3.
a. Synonyms and Antonyms
Synonyms are words that have similar or nearly similar meanings. For example, “big” and “large” are synonyms because they express the same idea. Antonyms, on the other hand, are words with opposite meanings. Examples include “hot” and “cold” or “happy” and “sad.” Understanding synonyms helps improve vocabulary and avoids repetition in writing, while antonyms help convey contrast and comparison. Both are essential in communication, as they 


Set-II


Q4. Define parts of speech. Explain each part with its function in a sentence and give suitable examples. 2*5
Ans 4.
Parts of Speech
Parts of speech are basic grammatical categories that classify words based on their function in a sentence. They help structure language, convey meaning, and ensure clarity in communication. Every word in English grammar belongs to one of these categories, and understanding them is essential for constructing correct and meaningful sentences.
Noun
A noun is a word that names a person, place, thing, or idea. It functions as the subject or object 


Q5. “Professional communication reflects an organization’s culture and efficiency.” Discuss this statement with reference to effective writing practices in emails, memos, and reports. 2*5	
Ans 5.
Professional Communication and Organizational Culture
Professional communication strongly reflects an organization’s culture, values, and overall efficiency. Clear, respectful, and structured communication creates a positive workplace environment, enhances productivity, and promotes transparency. Organizations that emphasize professionalism encourage employees to write accurately, communicate politely, and maintain ethical standards. Poor communication leads to confusion, delays, and misunderstandings, ultimately affecting organizational performance. Therefore, effective writing practices in emails, 

Q6. Explain the difference between a cover letter and a resume. Why is it important to customize a cover letter for each job application?2*5	
Ans 6.
Difference Between a Cover Letter and a Resume
A cover letter and a resume are both essential documents in the job application process, but they serve different purposes. A resume is a structured summary of a candidate’s education, skills, work experience, achievements, and other qualifications. It presents information in a concise, factual, and organized manner. A resume highlights what the candidate has done and what they are capable of doing. It usually follows a standard format with sections such as objective, 



