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., Briefly discuss any one of the following : 10
(1) Language Skills

(11)

Personal Skills

(111) Emotional Intelligence Skills

2.  Brefly discuss any one of the following : 10
(i) Problem-Solving Skills
(i1) Essential Digital Skills
(111) Customer Service Skills
3.  Choosc the correct option : (Any five) S
(1) 1s a behavioural skill.
(a) Reading skill (b) Managing office politics
(¢) Social ctiquette (d) SWOT analysis
(2 ~is the act of planning the amount of time we spend on different activities.
(a) Seclf-motivation (b) Goal setting
(¢) Time management (d) Self-confidence
Dr-10] S P.T.O.



(3) SWOT is an acronym for
(a) Strengths, Wamings, Opportunities, Threats
(b) Strengths, Weaknesses, Opposite, Threats
(c) Strong, Weak, Opportunities, Threats
(d) Strengths, Weaknesses, Opportunities, Threats

(4) ~ helps to understand other people better.

(a) Listening (b) Speaking
(¢) Reading (d) Wrnting

(5) KYC means
(a) Know Your Company (b) Know Your Customer
(¢) Know Your Companion (d) Know Yourself Completely

(6) Electronic devices are inevitable for

(a) offline meeting (b) . interview

(c) online meeting (d) face to face conversation
(7) is a set of values that govern any business.

(a) Developing action plan (b) Customer focus

(¢) Decision making (d) Ethics
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