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NEP U.G. Common-Skill Enhancement Course 1 Semester
(2125)
PUBLIC ADMINISTRATION
Paper : Basic Administrative Skills (In all Mediums) PUBSEC1

Time Allowed : Three Hours] [Maximum Marks : 45

Note :— Attempt three questions in all. Question No. 1 is compulsory.

Attempt the rest of two, selecting one question from each

. Unit.
1. Attempt any three:

(@) Write a short note on essentials of good organization

. communication.
(b) Givé the basic skills required in organization.
- (¢) Name the communication skills.
((!) Write few lines on developing mindset for leadership.

(¢) Write few lines on different types of leaders found in

organizations. 9
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UNIT—I
Give the meaning of organisational skills, Explain the various skills
required for effective achievement of objectives. 18

Define communication. Discuss in detail the process and problems

in communication. 18

UNIT—II

Define Decision making. Discuss the process and factors affecting

Decision making. ' 18

Give the meaning of leadership. Discuss the various styles of

leade.rship. 18
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