IMPORTANT QUESTIONS FOR EXAM
Part 2

ACTIVE AND PASSIVE VOICE B
Complete Active and Passive Voice for Exam. \
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Change the voice of the sentences given below.

My pen has been stolen.

Shyam is being beaten by Ram.

Fill the appropriate articles and the following sentences.
A 4

e Thatis ..i..... OX.

e |lam....... student.

e Ramis.......... honest editor.

L moon is beautiful.

L J earth is round.

L 2 Ramayan s ....... sacred book
e Thatis.......... Elephant.

e Heis.......... man



e Heisnot........ good artist.

SHORT NOTES

Workplace etiquette refers to the expected behaviours that help create a professional and
respectful work environment. It involves being on time for work and meetings, which shows respect
for others' time. Treating co-workers with kindness, listening to them, and communicating clearly
using polite language helps build good relationships. Dressing appropriately for the office is also
important, as it shows professionalism. Teamwork is key, so being cooperative and supportive of
colleagues strengthens the group dynamic. Maintaining confidentiality by keeping'sensitive
information private is crucial for trust. A positive attitude and willingness to help othersimake the
workplace more enjoyable, while using technology responsibly—like avoiding excessive phone or
computer use—ensures focus on work. Overall, practicing good workplace etiguette contributes to a
productive and harmonious office environment.

Essentials of Good Customer Service

Good customer service is about treating customersyvellhandimeeting their needs. It starts with
being polite and respectful, so customers feel valuedy, Clear.communication is important,
making sure customers understand everythingt:.Customers like quick and efficient service,
so responding fast is key. Listening carefully toywhat customers want helps solve their
problems. Personalized service, where you foeus en the customer’s needs, makes them feel
special. Solving problems quickly and offering follow-up shows you care. A positive
attitude helps even in tough situations,jleaving,customers happy. Finally, consistent service
helps build trust and loyalty over time. Geed customer service creates happy customers and
strong relationships.

Work Ethics

Work ethics areithe valuesthat‘guide how we act at work. It starts with being on time, which
shows respectgfor others. Working hard and doing your best is important for success.
Honesty is also key—=being truthful helps build trust with your team. Taking responsibility
means owningwp topour tasks and actions. Respecting others at work, like listening and
being kind, helpsereate a good environment. Teamwork is important too, as working well
with others leads to better results. Lastly, having a positive attitude helps you stay motivated
and handle ehallenges. Good work ethics help you do well in your job and build a strong
reputation.



