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

 
Que.1 Answer the following questions in detail.  (Any one) 

1) What are the guidelines for an interviewee? 
2) What are the types of an interview? 

(14) 

Que.2 Prepare a CV for the post of an Assistant Accountant. 
OR 

(14) 

Que.2 Prepare a CV for the post of an HR Manager.   
Que.3 Write an essay on the following topics. (Any one)   

1) Elections and newspapers 
2) Experience is the best teacher 
3) My village 

(14) 

Que.4 Change the following sentences into indirect speech. 
1) Ajay said, “Rohan speaks English very well”. 
2) The teacher said, “Do not make noise in the class.” 
3) He said, “I am reading a book”. 
4) They said, “We were not studying for exam”. 
5) The boy said, “I lost my toy yesterday”. 
6) Ankita said, “My friend will come next week” 
7) The saint said, “Time and tide waits for none”. 
8) Hitesh said, “May I use your mobile phone?” 
9) The teacher said, “Why were you late?” 
10) Dikshita said, “What a beautiful doll this is!” 
11) My friend said to me, “Where were you last night?” 
12) Samir said to me,” May I borrow your pen?”          
13) They said, “Oh! We have won the match”. 
14) Sanjana asked me, “Where did you put my book?” 

(14) 

Que.5 Write a short note: (Any two)        
1) Do’s for facing an interview. 
2) Don’ts for facing an interview. 
3) Body language as an interview skill.  
4) Importance of listening skill in interview. 

 
 

(14) 

************************* 


