
Q.2 Why is it important to have etiquette in the 
workplace?

Q.3 Which soft skills are important in the hospitality 
industry?

Q.4 What is downward + upward communication 
known as?

Q.6 What is the importance of downward 
communication?

Q.1 How do you write a brief introduction of 
yourself?

Q.7 Give one example of interoffice correspondence.

SECTION-A

Note: Objective type questions. All questions are 
compulsory  (10x1=10)

Q.5 How is internet useful in a hotel?
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SECTION-D 

Q.26 Draft a letter placing an order for 2 coffee 
machines in your company office.

Q.27 Non-verbal communication is more effective 
than verbal communication. Explain.

Q.28 Draft a circular for the employees of a hotel to 
donate one day's salary towards the P.M. 
National Relief fund for the people of Kerala.

Note: Long answer type questions. Attempt any two 
questions out of three questions. 2x8=16
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Q.19 What are goodwill letters? How do these 
improve relationships?

Q.21 Explain how the hotel staff should interact with the 
guests.

Q.20 What is a memo? Explain with the help of its 
format.

Q.22 What tips would you give to a newcomer for 
managing work relationships?

Q.18 Draft an email from a manager to his employees 
regarding strict compliance with the rules & 
regulations.

Q.23 List the parts of a business letter & explain them 
briefly.

Q.24 How is information technology important in 
tourism & hospitality industry?

Note: Short answer type questions. Attempt any six 
questions out of eight questions.            6x4=24

Q.25 What is the advantage of having good 
communication skills in a workplace?

SECTION-C 

(3)181215

Q.13 Explain the importance of communication skills 
as soft skills in the hospitality industry.

Q.12 What are the benefits of consultancy services in 
hospitality industry?

Q.11 How should problems be handled by hotel staff?

SECTION-B 

Q.10 What is the full form of Memo?

Note: Very short answer type questions. Attempt any 
five questions out of seven questions.    5x2=10

Q.8 Which official correspondence give the same 
information to many employees at the same 
time?

Q.14 What are the elements of oral communication?

Q.9 Name the two types of verbal communication.

Q.15 Explain at least 2 types of written communication.

Q.16 What is included in paralinguistic features?

Q.17 Which aspects are a part of body language?
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