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SECTION – A 

Q1. Choose the correct answer from the given options (do any 7)  (7x1 =7) 

 

I. What is the keyboard shortcut to save a document in LibreOffice Writer?  
a) Ctrl+C  b) Ctrl+V   c) Ctrl+X   d) Ctrl +S  

II. The top portion of a page in a document is known as a: 

a) Footer  b) Header   c) Margin   d) Title Bar 

III. Which menu in a word processor contains commands like Cut, Copy, Paste, Find & 
Replace? 

a) File Menu   b) Edit Menu   c) View Menu   d) Insert Menu  

IV. Which of the following is NOT one of the '7Cs' of effective communication? 

a) Clear   b) Complete  c) Complex   d) Courteous 

V. Which communication style involves expressing opinions honestly without ignoring 
others and giving them due respect? 

a) Assertive   b) Aggressive   c) Passive  d) Passive-Aggressive 

 
VI. In the sentence, "The baby was crying," what part of speech is the word 'crying'? 

a) Noun   b) Adjective   c) Verb   d) Adverb 

 
VII. A business that develops raw materials into finished products (like making shoes in a 

factory) is called   
a) Trading Business     b) Services Business    
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c) Manufacturing Business    d) Networking Business 
 

VIII. The entrepreneurial value of believing in yourself and your business approach is 
known as: 

a) Independence  b) Confidence        c) Perseverance     d) Open-mindedness 

  
IX. A pharmacy buying medicines from a pharmaceutical company and selling them 

directly to customers is an example of a: 

a) Manufacturing Business    b) Services Business  

c) Trading Business     d) Idea Creation 
 

X. Working together in a group to achieve a common goal is known as: 

a) Networking   b) Independence     c) Self-Management    d) Teamwork 

 

XI. What does the letter 'M' stand for in the SMART goal-setting model? 

a) Meaningful   b) Managed   c) Measurable  d) Motivated 

 
XII. Which of the following is an example of Intrinsic (Internal) Motivation? 

a) Working hard for a promotion at a job  b) Reading a book because you enjoy it  

c) Playing chess just to win a cash prize       d) Studying solely to avoid being scolded 

SECTION – B: 

Short Answer Questions (do any 6)         (2x6 =12) 

Q2. What is a word processor? Name any two popular word processor software programs. 

Q3. Briefly write the steps to insert a header or footer in LibreOffice Writer. 

Q4. Name the '7Cs' of effective communication. 

Q5. With the help of examples give the difference between an oral (spoken) communication 

method and written communication method 

Q6. Define a "Service Business" and give one simple example. 

Q7. What is a "Business Plan"? 

Q8. List any two simple advantages of networking. 

Q9. What is the difference between your "interests" and your "abilities"? 

SECTION – C: 

Long Answer Questions (do any 2)         (3x2 =6)  

Q10. List and explain any three benefits of using a Word Processor.   

Q11. Communication skills are required to achieve three main goals. Explain these three 

main reasons with a brief example for each.   

Q12. Describe any three factors that can act as barriers affecting clear communication 

Q13. Explain the "SMART" model used for setting goals. 

 

******* END OF QUESTION PAPER – SET 1  –  ALL THE BEST ***** 


