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‘| Marks

Q1

A start-up company has advertised vacancies for business graduate
As a recent BBA graduate, draft a Resume and a cover letterin
response to the advertisement, clearly mentioning your academie,
background, relevant skills, and any other informationirelévant for the
job. Make sure that:

(i) Resume must mention the skills and expenence'
format. :

(ii) Cover letter must be persuasi
of paragraphs.

divided into suitable number

5x2=10

1 Q2

As an HR Manager of a reputed organization, write a letter using

indirect approach informing the candidates that they have not been
selected fter th'e interview process, while appreciating their interest
in the organl ation. The letter should maintain a polite tone and

"nc urage ‘the candidate to apply for future openings.
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