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New Question Bank
Chapter- Basic Career Skills

1 Which of the following are included in a resume? ﬁ'&lﬁf@ﬁﬁ@ﬂ@ﬁ?{ﬁﬁm@ﬂ%?

A. Hobbies, favorite foods, and personal interests e, TRidieT HieH 3R safaaid Sfat

B. Childhood memories, dreams, and aspirations TAUA B 1S, YU 3R 3MTepiemy

C. Daily routine, favorite movies, and vacation plans af e femrer, TRicteT fieed ok {2‘@@[ D1 AT

D. Contact information, educational details, skills and work experience Tudhs TSR, Qe fqaror, Siera 3R st

3YHT

Answer D
2 Raghav is applying for a job at a marketing firm. What will make his cover letter easy to read? MGq Th HIb I B H
Tp<] & AT 31Mde B BT 81 TP PHAR AR B UG M H BRI ?

A. Long descriptions GEAGCRY

B. Dividing the text into shorter paragraphs U3 P! BIe WREMH! H fquIira &

C-Increasing the font size All of these Bi< BHR T I Tt

D-All of above
Answer B
3 To apply for a job, what is the next step after making an impactful resume? B & T 3 Ha I gHTaTER
IGH S & 916 ST HeH R g ?
Sending the resume to the employer BRIESICIEIRISER SR
Writing an impressive cover letter Udh YYIGRITE Pax Tex feraHT
Preparing for interview HI&ThR bt GRIR]

D. Applying for the job Teh & T Smae FHAT
Answer B
4 Pranav is working on his resume. While reviewing his resume, what should Pranav keep in mind? UUId 30 SRITSIel IR
HTH B IET 5| U STAISICT BT THIET HRd THI YUTd D T &1 H I d110?

A. Check for spelling and grammar mistakes Ja-t 3R BN BT TAfadl BI Sra B

B. Ensure that the information provided is correct ﬁﬁf@lﬁ P b UG &I "I'ic SIHBRI “v'I_E?[ %

C. Highlight skills and qualifications that match the job &} ¥ el WM dTe DI 3R A3 BT ISR HY

D. All of these g1 9d
Answer D

n w >

5 Pooja is applying for a Motor Mechanics position in an automobile company. What should she include in her cover
letter? UST U SfCIAISISA U & AR AP Ug & foT 3fTaed o I8t 81 S 30 HaR ex T o7 A HRAT a1gy?
A. Salary expectations CLREEIEALAIY
B. Education details TRr&f fdarur
C. Reasons why she is suitable for the role ®RUI fag g 3-‘[&{@ & fog SUad g
D. Her hobbies - cooking, gardening ISP N - WHT GBI, TREHT
Answer C
6 What is formal communication? WWW%7
A. All written communication 4T fafad TaR



B. Official communication following a set of rules ! & T e BT g1 dxd gl 3BTRS TR
C. Talking with friends and family 3l 3R uRaR & Iy a1
D. Casual chatting on social media Trzret Hifsar wR sF=nike STl
Answer B
7 Which of the following is a formal introduction in a job interview? fafafea & @ oF 91 At & WendR | siueiike
aR=d &7
A. "Hey there! I'm Parmeet, nice to meet you!” I f{tRTﬁHE" &mﬁﬁwv&g&yﬂg@
B. “Hi, I'm Parmeet. Thanks for having me!” T, ﬁq@ﬁag I H@W%%’Q Ygdlg!”
C. "Yo, I'm Parmeet. Let's get started!” " T, ﬁwﬂa‘g I W%W%l
D. “Good morning/ afternoon. | am Parmeet and | want to thank you for considering me for this role.” "JUHTd/
AR | H gfid € iR 30 YT & fo g2 9o & forg & Siuest y=gare -1 gl g1
Answer D
8 What is an example of formal written communication? W%@HWWWWW%
A. Texting a friend fopeft o 1 da=r Wor
B. Sending a WhatsApp message Wm AT
C. Writing an email to your manager YA YYD Pl AT feraT
D. Posting on social media platforms e Hifsar Wewid | gRe &A1
Answer C
9 During a job interview, if you couldn’t hear or understand a question, what would you say? Tt & forg TP R &
IR IS 319 B8 Uy 7 91 JHS 7 T <Y M7 T Hal?
A. "Sorry! I didn't understand. Could you please repeat the question?” "HI% B T qHY L U | 34 Ul
AT GIE”T 9 52"
B. "Hey, can you repeat that? | wasn't paying attention.” "3R, T qH 2 IR Yhd g7 H & el S | UTl”
C. “l'am lost. Can you say it again?” T Y T '§| T dH R @ o8 Ihd g7
D. "Speak clearly and repeat the question.” "¥¥ ¥4 J dict AR Uy ARRUME
Answer A

10 During a job interview, Ramesh is asked to describe his top three strengths. Which of the following responses shows

good formal communication? W%WW%@WN@W@?W aﬁqﬁu‘f%aﬁﬁqmwél
iR # & SIF-T1 JaTd oy SNU=TRes TR B a1 82
A. "I'm pretty good at a lot of things.” frag?ra:ﬁ ?ﬁﬁﬁﬁaﬁﬁ ng
B. “Uh, | guess | can do a little bit of everything.” "3g, a@m%ﬁ?ﬁa%ﬁa %hs“r-%hs"rmwgl
C. "My top three skills are problem solving, teamwork, and attention to detail.” ﬁﬂﬁﬁﬁ?ﬂqwﬁ%w
FHTYH, Ead, SR faaRur IR & &1l
D. "I don't know, | never really thought about it.” H@ :lﬁq?ﬂ poc| W IR H 'Ttﬂ“éh?ﬂl
Answer C
11 What is “informal communication”? “3F RS IR EPJT%?
A. All verbal communication ¥+t HIfg® TaR
B. Official communication following a set of rules ﬁuﬁ%wﬁﬁmwaﬂﬁ@ YGRS IR
C. Casual conversations outside of official work arrangements IMAYPTRD BT HIRIT H CIRES YRS STa<id
D. Talking at official meetings ABING doH! H dradid
Answer C
12 Which of the following are some informal situations within the workplace? ﬁaﬁr@aﬁ@rmww ARG
fRyferal &1 1 82
A. Having a meal in the canteen/ cafeteria SE/pthe i § UIeH &Rl
B. Drinking water near the water cooler WW%WT&%WU@



C. Waiting or walking in the lobby/hallways WcielT &1 31 dldl/glad # egamT
D. All of these S19d
Answer D
13 What are some advantages of informal communication at the workplace? FIRA R e«rﬂﬁwfwwa;wmuw

g2

Helps people work together better AN P TP 1Y TP 98R HTH B H Heg Hal g
Makes things more official at work HTIRIT TR Aol DT A MTABTRD TG %‘

Creates a strict environment at work HTIRIA TR T IIT@FTEFHHT%

D. Makes people talk less A Y Y SraT Rardr 8

Answer A

n® >

14 You have started a new job at a company. During lunch break, you notice some coworkers chatting. How would you

start an informal conversation with them? 3T0- U&h HU-T & 718 1B L= DI g | A9 9P & GRIH, 3T <7 ¢ 15 TS
TEHHT U H STdd HR TG 8 | 3MT0 3% MY TR STTdid bl IR Har?
A. Introduce yourself formally and inquire about their roles in the company ARG TT F U1 IRag & 3R Ho=t
H 31 YfHepT & dR H 4P
B. Ask about the TV shows/ sports they like to watch/ books they like to read or their weekend plans B:@t@'%
I% DI A At /AT ST UG &/3 DI T b Ug U © a1 3! JwTeid P drerl Rl §
C. Ask about their salary Wéﬂ?%@ﬁﬁqﬁ
D. Ignore them and have your meal I8 ST B 3R YA WIS B

Answer B
15 You are at work, and a coworker asks for your support/help with a task. How would you respond informally? 314 &TH
W § R MUST TgHH! SHTOY it BT H TeN/Hee HTdl 5| AT SRS ¥ § 1 Sa1d 4712

A. "l can help, but seriously, you don’t even know this much? What's the problem?” "B g HR Gl f{ dfe w9 1,
TR 3T ot 7Y vaT? e @ g
"l am too busy right now. Ask someone else.” Ty mﬁagasq}?r% fodt GﬁT@q\@Fﬁl”
“Sure, | can help. What do you need?” "9, & Hee $HR gl 'gl \T%HZHHT%Q?
"Could you please submit a formal request via email?” "l WW@H%WW@[W NIBE| IR SF\RB[‘EI Udd
R GHd 57"
Answer C
16 What is workplace etiquette? BRI ﬁl’gﬁlﬂ T %?

A. Everyday manners outside of work hTH *® CIRRS W% ﬁl’gﬁﬂ?

B. Proper behavior in the workplace based on respect and professionalism DR TR A 3R GRS )R

YR Iferd HIZR

C. Casual behavior with colleagues m & 1Y ARG gdglR

D. None of these sﬂﬁ@(aﬂs‘ﬂéﬁ
Answer B
17 Which of the following is considered appropriate workplace behavior? fafafea & @ f5d sriwa W 3Rd saagr
HT Sl &7

A. Being late to work regularly AT Ud SRR Y R

B. Interrupting others during meetings %%ﬂwqﬂﬁﬁm

C. Talking loudly on the phone T TR St 3arel | a1d BTl

D. Maintaining a clean workspace PRI B WS TIE TG
Answer D
18 Christy is working at her desk. Which of the following behaviors is inappropriate in the workplace? et Sl % W
HTH FHR TG 8| FRRA R Fufafad & § o9 91 TdeR Safad 82

®

o N



Maintain a clean workspace AR DI T -HURT d-TU o

Speak in a polite and clear manner o7y ik Wy adie F A

Tap repeatedly on the desk 3P R IR-IR T B

D. Focus on tasks and avoid distractions from phone BT R M Bisd B R B J & Yo I 99

Answer C

N w >

19 Which of the following actions by Aisha during the team meeting show appropriate workplace etiquette? dudificn o

TR 3R GRT F1 T3 FHiRad 7 9 o O dRas Iiud s RIPER il 82

A. Continuously check her phone and respond to messages THIIAR 3HBT HIF A% HRAT 3R W= BT Sa1d o1
B. Chat with her coworkers about non-work things A FeHHal ¥ IR-H1d et fawal wR sradia &3
C. Interrupt the speaker to share her thoughts dadl D! dF T AHdH 370 AR 1= B
D. Put her phone on silent mode and actively participate in the discussion 309 TIF &) WTgele HIS W W iR ==f &
fehg FU F YT o
Answer D

20 During a lunch break, Arjun overhears his coworkers gossiping about another coworker. What should Arjun do? GEEED
%aﬁm 3T 3T Yeh Tl Bl R GebH! & SR H YT B 5 GdT & | 39l P o1 AT AMBT?
Tell his coworkers that 9055|p|ng is inappropriate workplace behaviour 3 TSl BT 9d1¢ f i@ w®
ORI FHRAT ST TIBR §
B. Join the conversation and share his own opinion about the coworker STt § M 8 3R TghHl & IR o (=t
NERIEICRY
C. Tell another coworker about the gossip ol 3T T HH! DI TURY & IR & Farg
D. Listen to the gossip TTURY {Fﬁ
Answer A
21 Which of the following statements shows good teamwork? fafafed o I o9 T HuF 3Bt SHad S guifar g2
A. Keeping all ideas to yourself Toft faaR 3107 9 Bt X
B. Criticizing teammates’ efforts A & TRl & Tl B ST Bl
C. Working together towards a common goal U JH 1&g B! femn o fraer S PR W §
D. Ignoring others’ ideas and opinions @?Bf%ﬁ?ﬂﬁ 3R I Bl TR HAT
Answer C
22 Which of the following is NOT needed for teamwork? AHah &5 ﬁ’l’E ﬁmﬁ o R AT D :lébf%?
A. Healthy communication TR IR
B. Division of work &TH & faHTsH
C. Conflict and argument Tue 3R ddh
D. Trust T
Answer C
23 Ravi is working on a project with two other teammates. Which of these make him a good team player? 3fd S &l 3=
IRGT & 1Y Th Tioiae TR T1H B 6T 5| 398 Y D I8 U 3701 ¢ RGars! s 67
Getting angry when others don't listen S W NI CCARIG] :@{ﬁﬁ dr I g
Sharing ideas to help the team work faster S B1 dlt Y HTH DA H Hag b & o7 faari o) argn =
Thinking he can never make a mistake WW%TG’$@[W:I@WW
D. Not listening to his teammate’s ideas and opinions 3O IRl & foaRt GﬁTWﬁ:{{FHT

Answer B

n ® >

24 Your team has completed a challenging project successfully. How should you celebrate the success? 3P A A TH

FAITYU! Uioide IhadTgad GRT 6 T g1 STaH! Ahadl BT oIy Hdf A1 a1fge?
A. Say you did everything and don't praise others. W%gﬂﬁwwm ﬁ?@ﬁaﬁmﬂﬁwl
B. Blame the group for any errors. Wﬁgﬁ%%ﬁ%ﬁwwl



C. Don't celebrate and start the next job. S HATHR 3T HTH = Hd HR diferu
D. Thank everyone in your group for helping. Haq & fore s JHe & gt AT BT ¢=gaTg < |
Answer D
25 During a group project, one of your teammates is struggling to complete their assigned task. What should you do? Udh
g TSI & SR, TS I BT HIs T&w T FRuffea Hrf o1 w7 o o o 8T 8 1 3! a1 1 ATfey?
A. Ignore their struggle and focus on your own tasks JTh Ty BT 3T B 3R 30 AT IR e Higd B
B. Offer to help and support them to complete their task 36 B B R B T GeTadr 3R AT B 0NH B
C. Criticize them for not being efficient 3a! DRAAT T AEEANSEIRICRICT
D. Complain to the teacher about their lack of contribution B fR1er ¥ 37 ANTeH H HUT & IR T Rieprad &

Answer B

ISt AN & oY Wil Edtee @ difed) TS WY ¢@
1- Global iTi YouTube Channel Link-
https://www.youtube.com/globaliti
2-  Global iTi Mobile App Link —
https://play.google.com/store/apps/details?id=co.davos.srgzl
3-  Global iTi Telegram Link —
https://t.me/globaliti
4-  Global iTi webiste Link —
https://globaliti.or;
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