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Instructions:  
1.  All questions are compulsory. 
2.  Figures to the right indicate marks. 

Q.1   Analyze the key components of a well-written termination letter. 

OR 

(10) 

Q.1 Describe the objective and importance of a Resume.  

Q.2 Discuss in detail the chief characteristics of effective presentation. 

OR 

(10) 

Q.2 Throw light on the importance and purpose of group discussion.  

Q.3 Write a short note. (Any One)  

1) Notice 

2) Farewell speech. 

(05) 
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