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BEGLA-136: English at the Workplace
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ATUBTRG FHATgTHE / UTSUHH U§

SATRIPTRG Y 3ITSHC UISIU® ¥ forn a1 gy |

5. Revenue

3. Rewrite/fill in the following sentences as directed:
1x5=5
1. Yahoo and Rediffmail are ;
2. Hesaid, * 1 had already left” (Change into Indirect speech ).
3. Her party was (Use a Preposition)
4
5

you like some help? (Use a Modaly
Not word was said.(Use an article)

4. Write short notes of about 150 words each on the following topics:
5x5=25
Common trends in E-communication.
Difference between a portfolio and a resume.
Work Ethics
Importance of good customer service.
Behavioral requirements for a discussion.

I e =t

SECTION B

L You are interested in applying for the position of a manager in a marketing firm.
Write an application for this position, showing how you are suitable for thisjob.
15

2. Prepare a short CV (Curriculum Vitae) clearly mentioning your career history, skills,
achievements and other relevant details.
15

SECTION C

L Write an outline of a presentation on the following topic:
“Gender Sensitization at the Workplace”
10
2 You are planning to appear for an interview for the position of a Research Officer in a
reputed institution. Write ten questions you expect to be asked and your
responses/answers to these questions.
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SR 1: English at the Workplace @ URHTYT, &I quRumsii vd Agifad murf & foar 9@
T H'ﬂﬁl't{l (ignoucollage.in)
TTHIT 500 Rsg

fIwaTe 31eq9- & Sfdifd English at the Workplace @1 TfRUTHT, g1 SraeRunaif Td Azifas murl  fawar
T & 90 3R G991 &1 3dd Aeagyl = g1 forddt off srprefie Sk Jgifas faxawn # 39 fawg &t 9@
SAYIRT, 3HP WABTRIG IS qUT 3D BRIV B TF BT HTRAS 81l ¢ | T§ HTYRUN q2 B Had Tdg
R I & Iog I 3fdf-ifed BRUNl 3R GRS BT TeL) SaRe ol g1 b TRYUTET 3R WY DD &
egH ¥ 39 favg § Yeftrd fafte usqait &1 a9e aut difdhes Geute- fosar ST 9T g1

English at the Workplace 31 TRUTHT, TB1 YRS Td gifad Wﬂﬁﬁﬁﬁﬂﬁ%ﬁﬁﬁ T 9
HD! s TUE faRVATE T IREHIS ST WY 5 ¢ | TuH, I8 MEd ok gomafd Fadl wR snumfd g1 &,
forTdr sreqe B U udt SiR fayeigar o+t &<t 71 fecha, a8 dsifas Risidl ok arafas aRkfufaal & &9 we
Tolgd Gae RIMT Hal 81 Jatg, 396 AT gch! &7 HHaG avieRul o1 J Sfed aul & WRadl I JHT off
Tl g 3R Tg! Frpy I Uga-T IHa gl |

9% 3fARad, English at the Workplace @Y TRUTHT, TRaT J@uRuNS Te Agifad MuR) @t fIwmr ¥ o
HS Ufohal 3R U [IRANUNES RO Bt FHIET T Vg ST MRS & JAeH & oy e g1 9’ a8
I - TR o faerd g, enfife ud aiftifcues fifeat & sruar oA iR Uiefas gemt &, ude ulkfufa o
HRUT 3R GROTH HT U WP FoH ST H1 ]| 31999 & UAH R0 A HHSIHd Uil 3R Tgdl BT urad B
J Ffeat &t TGyt 8T el aur U ufvomy guid: g gid €

HTGRING SiIa- & AT 3R o= U I YR Ao, ofdfes, 1imifads d YR URe=d | English at the
Workplace @Y URYTYT, TReT Sr@urRums Td Agifad Rt &t faar ¥ &1 yifiedr srafis Wy g1 YR
S fa=ma ofR fafaerargel <=1 & v=mem, e, =ifa Fufor, iy dRiml ok siefie foewr 8 37 Rigidl &1 @
JUANT foraT STl 8| afRyd 3R a9 RS0 3UAM I T Had IS BT THgds JHIUH THd g1 8, Sfeh
ad fadT IR HRIFTT G&fdl &1 4t 15 fe= firereh 51

fTSHY:, English at the Workplace 3t TRUTHT, TBI S@yRUNS Td Agifad MuURT it AR A &1 sreqeH
I I &1 SURTRIe &1 A0 R 5| S<ifds T0, Taryd FIffaur 3R Fagie STARIA BT I8 gy
997 faanffal § fazawunas T Sk Wda faaR &mar & e w1 1 39 fivg R geg Udhs DheHid
Ttenalt B Sp ¥ UeH F rY-A1Y HiIw & WY 3R eI Siiad & o ot arcdd B! Rig gt 81

T 2: English at the Workplace @1 W fagiwdrai, STV Td HATEGgRG AT 4R
faa== Hﬂﬁrl'[{l (ignoucollage.in)

CITHIT 250 XM

fIWaTd 31899 & SIId English at the Workplace @1 yoE fa=warst, PHRIYUM T ATGRIRS STl W)
faaem PIRE Bt 0 IR 39T &1 3idd Ayl wH g1 fbft o sraprefie ik Agifde fazdwo & 39 faw
& gd SAYRUN, 3% VeI f[aHr quT SUST HRAYUTE B WY HAT aR0H 8Idl & T8 SGURUN qt &
HId Td8 W JHSH & SO 9% 3fdffed HROT R TRUMET B} Te RS Bt ¢ 1 Ttp TRUTHT 3R WY
TRHIU & Treaw ¥ 39 fovg § Tefd fafva ugqasii &1 d7e aut difches Yedie- foar o 9T g1

English at the Workplace 31 U@ faRivarsii, SRyl vd aumagive mam W fada e & fawga
T U 3P| B3 YHE [ARVATE Td WRAETD ST W 8id § | U9H, I8 M ok gogafeyd Hadl o smenia
BT 8, O 3renge ® Teeudt 3R fayg-aar s+t et 31 fadiy, a5 Agifoe Rigial 3R arafds aRfufaar &
&1 U Aoied & R T 81 Jailg, SHD A e BT HHds aiidmR0l T34 U Sied 9] & WRadl 9
U ST YHdT § 3R el s qe uga- GHa giar g
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HTGRING SIa- & AT 3R =Y U I YR Ao, ofifds, 1imifads d YR URe=d | English at the
Workplace @1 W faRiwanafl, srfyomet vd smagifie smaml w fad== sifoe &t urifiredr safies Wy g
R oY faemer ok fafaerarguf Sz & u=mem, e, SHifa Fefor, ey Tt ok sieifie faem & 57 Rigidl &
AT IGART fhaT ST 8 | SHafUd 3R A VB0 SO F 7 Had JHENSH & JHIdS THIYH YHd BT 8,
Ifesh Tad [ABNT SR TRINTT garm & oft 75 fo=m e g

5B, English at the Workplace 3t U@ faRiwarsii, srdyune! vd aurasie mamEl W fadas st &
3T AT I B YRR &1 FHT HRa1 8 | Fsifad T, TarUd TR0 3R TGRS IUAIIdl &1 T8
3gyd Iu-99 faanfial & faxawoners O ok Wod fauR &mdr & fasfi| &xdr 31 59 favg R Jeg udhs
ST TSN T IPHT UeRH & TY-T1 Hia® & 2Ny 3R ATagING Sl & forg of srid waerht g gt
gl

3R 3: English at the Workplace & Siaita faxawuers ufsranai, q?s{f?lﬁ@ qreIfa®
BEIGIUN BT qUI PIOTTI (ignoucollage.in)

TITHIT 250 Mo

fIoATd 3eqad & SiTd English at the Workplace & 3iaild fazawonere ufsharsi, usfaal ved arafds
ISTERUN BT &1 IHY MR fIaTT BT Sidd Agaqul i g1 faddt ot sraprefiie ok Jgifas fazaw & 59 fawg o
Td SHIYRT, 3% USRI BT aUT 9B HHAYUTE & WY HRAT aIH Sl & | T§ YRV I} Bl had
JdE W YA & FoT I fdf-ifed HRUN 3R IRl Bt T8 Re el 8 1 Wi URUTST 3R WY RHI0 &
egH ¥ 39 favg § Yeftra fafte usqait &1 aue aut difdhes Geute- fosar ST 9T g1

English at the Workplaceasmﬁ?awméﬁ,q?xﬁﬁ@mmW%ﬁﬂﬁ 3T
D! B T AT U WREFHS AW WE g1d & | T, 98 Ffdd iR goafRa ot w sneuia giar 8,
R sfeH o Tyl SR faya-iaar o+t gt ¢ | i, a8 Ssifis Rigidl ok arafes aRfufodl & &9 te
oled e RIMT Bl 81 Jatg, 395 AT Uch! &7 HHaG aviieRul o1 J Sfed awl & WRadl I FHT off
T g 3R T Fpd 9 Uga1 IHa g |

AR Sha & Sy 3R Ry w0 ¥ YR g, snffe, yimfee g YITTd uike=d & English at the
Workplace & 3idifd fazawoners ufparsil, usfaul vd arafde Ierevon &1 &t uRifiear safiies Ty g
YR S faene ok fafaerargol 3= & vemem, Rrem, ifa RufRon, iy Tem ok shafies o o 39 Rigial @
S IGANT a1 ST B | SHafRud 3R 331fAes =BHI0 A § 7 had JHTST &1 GHIsg THIYM Y4 8IdT 8,
Sfewr Tad fIHRT 3R TN gera &I off 72 f=m et 81

e, English at the Workplace F Siaifa faawumers uftrars, usfaal vd ardafd® Iarevvn &1 &I
37T fawgTd I o1 SRR &1 fFufur wxar 31 Ssifas grg, sgafkud arffexor 3k saragie Iuafiar @1 98
3gyd g faenfial o fazevonee W ok W IR &mar & fIsfid &1 81 39 fav R Yee uahs
DTG D TGN H IHY UGRH & Y-y Hiq & MY 3R TR siad & forg o 3fdd waert R gt
gl

37X 4: English at the Workplace 31 Hifora yRiffre, aﬁqﬂﬁﬁm‘r@mﬁmm
Wﬁﬁql (ignoucollage.in)

TATHIT 250 Mg

fISATd 31899 & 3T English at the Workplace @ =fiferTa URifrerdr, adur gifaal vd gus § 98 &1
@1 T R f3aa &1 ordd Ayl ®IF B 1 fh oft sraprefiie iR Sgifas faxeyor & 9 fawg &t ga sayro,
2% AR fadmRT TUT 3wt SRV Sl T HRAT ATTRIS gidl § | T8 ATYRUNT I B! dhad Jdg IR IHH
F T I 3faffed HRUN 3R TRUMHS BT TE<t SaRSAT Bl 81 Tt TRHTT 3R WP DD & ATeqd J 39
fowa & Faifta faftrs ugqait &1 axnfAes quT difchds Tedich fasa ST Al G|

English at the Workplace @ =fiferTa wreifirerar, adum geifaal vd gurer ® wee &1 & fawqd s § gua!
H3 U ATt Td WIS S WY B | | Uy, g8 Ffyd ok gorafa fFam R sneria grar €, o
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e B THeudl SR faysiad a9 Yed 5| fedha, I8 aifas Rigidl $ik arafas uRiRifadl & ste te Aeed
eIt 1T HRT 81 qel1g, 39 fAfia Tl BT HHaG aviehRul B ¥ Sfed dul B! IRadl o A S Fbdl §
3R T Frspe I UgaT YU ST g |

TGRS Sia & Sy 3R Ry w0 ¥ YR o, snffe, 1imfee g YITTd uie=d & English at the
Workplace 31 fiforra wreifiiear, adum gifaal ved aue A Aed &1 & URifiear siafies Ty 81 YRd o
faema ofiR fafaerarqol Sz & veme=, Rren, Hfa Fufo, <y JREr o sieifie faer & 39 Rigial &1 aus
JUANT forart STl 8| afRyd 3R a1 RS0 SUAM ¥ T Had IS BT THgds JHIYM THd 8T 8, Sfeh
Tdd fIem SR TN gerem o1 oft 73 fe=m fyach 71

fspyd:, English at the Workplace @1 =fiforra urifiiewan, adu gaifodl v o § dg@ &1 &1 3eqgq
fIaTd I o) nuRfRIe &1 Ao Hrar 81 sifos Ty, Fafkid Fiffaor sk aragie ITRRTEr &1 a8 sfgyd
997 faanfial #f fazawumes g ofiR Wdd faaR &mdr &) e w1 81 39 fvg R Yeg uss eeid
TRensii § Ipy Ue P Wry-TrY HiTw & Wy AR Araeiie e $ e f srdd werer Rig gt '

T 5: English at the Workplace ¥ Iafia wid Rigidl, Aamagie sieaa= Td fsepuf ©v
foeqa fewoft faf@WI (ignoucollage.in)

TITHIT 250 Mo

fIoATA 31ea & SfATd English at the Workplace ¥ Haftra W@ Risidl, saragiive ieaa+ vd fswpl w
fareqa &t TmE SR 399 7 3rcdd Aew@yul ®H g1 fhdt ot srprefiie ok Igifae fazemor & 59 fovg &t oo
SAYRTT, 3P UfBTRIP fIBTH TUT TSB! HTAUUICH DT WY BT TP BIdT ¢ | T8 SATYRUT T} P hddl Idg
R I & gold I fdf-ifed HRUN 3R aROMH &t Test oare adl g1 s uRUTH 3R WY DI &
egH ¥ 39 favg § Geftra fafte usqait &1 aue aur difdhes Geute- fosar ST 9T §1

English at the Workplace ¥ Wafid W@ figidl, amasiiie sieaaq v faseul w fawga & faxga s 9
P! B T AT U WREFHS AW WF g1d | Ty, 98 ¥ ok goafRa ot w snula g1t g,
ORI sre & Uewudr 3R fayiaar s+t gt 31 fgdia, a8 Jifis Righdl ok arafas uffufadt & &9 we
Toled e RIMT Bl 81 Jatg, 396 AT Uch! &7 HHaG avieRul o1 J Sfed aul & Radl I JHT off
T g 3R T Fspy 9 Uga-T IHd g |

TGRS Sia & Sy 3R Ry = ¥ YR o, snffe, 1imfee g YRITTd uike=d & English at the
Workplace ¥ Jafta wa Rigidl, amasiie sreaq vd fspul W favga &t urifiiear safis Wy 81 URd
S fa=ma ofR fafaerarguf <=r & v, e, ify R, iy TRmY ok shefie e 37 Rigidl &1 amus
JUANT forart ST 8| afRyd 3R oA eRHI0 UM ¥ T Had IS BT THgds JHIYM T4 g1 8, Sfeh
Tdd fIm iR TRINT qerem &1 oft 73 fem fyach 71

B, English at the Workplace @Wﬁﬁﬂ'ﬂ@m ATTRING QWWWWWW Y9
T 1 @Y SuRfRar &1 FHfur Hrar 81 Jgifds Ty, afyd Tl 3R saTagiRe IUARIAT &1 98 3igyd
997 faanfial #f fazawumears g ofiR Wdd faaR &mdr &1 e w1 81 39 favg R Yeg uss deis
Tensit § Ipy US P Wry-TrY HiTw & Ty AR Araeiie Sia 3 rw f ardd werer Rig g 21
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This solved assignment is prepared for educational/reference purposes only. Students should read IGNOU study material and
write answers in their own words before submission.
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