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Exam. Code: 51010]1

Bachelor of Arts (FYUP) 1% Semester
(2124)

PUBLIC ADMINISTRATION (In all Mediums)
Paper : Basic Administrative Skills PUBSEC1

Time Allowed : Three Hours] [Maximum Marks : 68

Note :(— Queétion No. 1 is compulsory. Attempt ONE question

from each Unit.

(Compulsory Question)

1. Attempt any\SEVEN of the following in 25-30 words each :

(1  Wnte the meaning of Organisation.

i) Give three characteristics of Organisation.

() Write any two types of Decisions.

(tv) Write two hindrances in the way of Decision making.

(v)  Write two characteristics of Communication.

(vi) Write two barriers in the way of Communication.

(vii) Explain the meaning of Organisational Communication,

(vii) Give two methods to make Organisational Communication

effective.

(x) Explain the meaning of Leadership.

(x) Name any three leadership styles. 7x2=14
10164/PD-12845(T) 1

[Turn over



UNIT-I
2. Define Decision-Making. Discuss the process and the factors
affecting Decision Making, 18

3. Discuss the meaning of Organisation. Discuss the
key organisational skills required to make organisation

effective. 18
UNIT-II
4.  Define Communication. Discuss the process and skills required to
make Communication effective. 18
5. Define Communication. Discuss the process, types and essentials
of effective Organisational Communication. 18
UNIT-III
6. Define Leadership. Discuss in detail the characteristics and styles
of Leadership. 18

7. Explain the meaning of Leadership. Discuss the important
leadership skills along with the importance of leadership for the
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