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Part-1 : Tenses: Part of S
Active & Passive \1::;::' ............. v 1-2K to 1-9K M.rlv.'a ;x reases Lime reference of an action or event
Articlos, Subject-Verb . :la T:Tmainpl.enﬂaa are present, past, and future.
Antonyms, 3: Each tense has four forms. B
SRR, X §.No|  Tense Forms Uses :
2 ' Simple Present 1, Actions that are habitual or
Punctuati s'; testions 2 General, timeless facts
L o ) 3. Narrative style
o J 4 The “real” present (things
that are happening right
now) Dt
1. The “real” present (things

2 Present Continuous ) !
that are happening right

now)
9. Temporary actions that may
not be happening right now,
but have not yet been
completed.

Actions that started in the
past, continue into the
present, and may continue
into the future.

2. Separate actions that
happened in the past and may
happen again in the future.

3. Recently completed actions

that still influence things

happening in the present.

3. Present Perfect

1-1 K (Sem-1)
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8. No. Tense Forms _
1. | Simple Past 1

2, Past i
Continuous Express a continuous,

Action in present.

Express complete actions

that started in the past.

= Ll

3. Past Perfect

4 Past Perfect Continuous 1. Actions that started in the

past, continue into the
present.

S.No TemseForms | =
L Simple Future

Express simple action in the
future.

Express the action that will be in
progress at a time in the future.

Express the action that will be
completed by or before a certain
future time.

\ 2 \Future Continuous

3. Future Perfect

progress over a period of time and
will end in future.

\ 4. ’ Future Perfect Continuous | Express the action that will be in

Que 1.2. | Write a short note on : Parts of Speech.

i  Parts of speech are the classification of words categorized by their
roles and functions within the structure of the language.

1-4 K (Sem-1)
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ii. Parts of speech encompass everything a language has in itself

ii. In English, there are eight parts of speech :

2

y

the

1. Ac

Noun : Noun refers to people, places, things, ideas, concepts, etc.
Example : Kabir is a good boy.

Pronoun : A pronoun is used to refer to a noun.

Example : Kabir is & good boy. He gets up early in the morning.
Verb : Verb shows an action or an ongoing condition.

Example : Kabir is going home.

Adjective : Adjective modifies or describes noun in a sentence.
Example : Kabir loves his beautiful daughters. His daughters
also love their caring father.

Adverb : Adverbs modify or describe adjectives, verbs, or other
adverbs. It answers the questions When ? Where ? How ? or How

much ?

Example : He is running fast.

Preposition : Preposition gives context to nouns in relationship
to other nouns or pronouns.

Example : ] am going to France. France is in Europe.

Conjunction : A conjunction connects pouns, noun phrases,
clauses or sentences together.

Example : Kabir love chocolate and chips.
Interjection : Interjections are brief and abrupt pauses in speech,
usually used for expressing emotions.

Example : Wow! That feels great.

7] What do you mean by active and passive voice ? What is

difference between active and passive voice ?

tive voice : Active voice means that a sentence has a subject that
acts upon its verb.
9 Passive voice : Passive voice means that a subject is a recipient of a
verb's action.
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g 4 What are articles ?

Articles

The Definite Article :

S N N

are words that define a noun as specific or unspecific.
There are two types of articles: definite and indefinite.

The definite article is the word the.
It limits the meaning of a noun to one particular thing. For example: Are

you going to the party this weekend ?

&

nouns.
B. The Indefinite Article:

The definite article can be used with singular, plural, or uncountable

1. The indefinite article indicates that a noun refers to a general idea

rather than a particular thing.

2. The indefinite article takes two forms. It's the word a when it l_areced_es
a word that begins with a consonant. For example : Should I bring agift

to the party ?

3. It’s the word an when it precedes a word that begins with a vowel. For
example : ] am going to bring an apple pie.
4. The indefinite article only appears with singular nouns.

1-8 K (Sem-1)
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Que L.5. | Give usage of subject-verb agreement ? Mention subject-

verb agreement rules.

1

2.

Subject-verb agreement rules : Following are subject-verb

Subjects and verbs must AGREE with one another in number (singular

or plural).
If a subject is singular, its verb must also be singular; 1f
plural, its verb must also be plural.

a subject 18

agreement

rules :

1.

When the subject of a sentence is composed of two or more nouns or
pronouns connected by and, use a plural verb.

For Example : She and her friends are at the fair.

When two or more singular nouns or pronouns are connected by or or
nor, use a singular verb.

For Example : The book or the pen is in the drawer.

When a compound subject contains both a singular and a plural noun
or pronoun joined by or or nor, the verb should agree with the part of
the subject that is nearer the verb.

For Example : The boy or his friends run every day.

Doesn’t is a contraction of does not and should be used only with a
singular subject. Don’t is a contraction of do not and should be used
only with a plural subject.

For Example :

i  He doesn't like it.

ii. They don'tlikeit.

Do not be misled by a phrase that comes between the subject and the

verb. The verb agrees with the subject, not with a noun or pronoun in
the phrase.

For Example :
i.  One ofthe boxes is open
ii. The people who listen to that music are few.

The words each, each one, either, neither, everyone, evervbody,
anybody, anyone, nobody, somebody, someone, and no one are singular
and require a singular verb.

For Example :

i. Everybody knows Mr. Sharma.
ii. Eitheris correct.
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7. Nouns such as civics, mathematics, measles, and news require giy, gul
verbs. .l
For Example : The news is on at six.

8. Nouns such as scissors, tweezers, trousers, and shears require plura]
verbs.

For Example : These scissors are dull.

9. In sentences beginning with “there is” or “there are,” the subject follows
the verb. Since “there” is not the subject, the verb agrees with what
follows.

For Example :
i. There are many questions.
. There is a question.

10. Collective nouns are words that imply more than one person but that
are considered singular and take a singular verb, such as group, team
committee, class, and family.

»

For Example :
i.  The team runs during practice.
ii. The committee decides how to proceed.

11. Expressions such as with, together with, including, accompanied by, in
addition to, or as well do not change the number of the subject. If the
subject is singular, the verb is too.

For Example : The President, accompanied by his wife, is traveling to
India.

. | What are antonyms ? Give the types of antonyms.

Anttony\ms z;i'e words that have contrasting, or opposite, meanings (for
example, close and open).
Types of antonyms : There are three different kinds of antonyms :
1. Complementary : Complementary antonyms have no middle ground.
For Example :
i. boy-girl,
i. off—on,
ii. night—day,
iv. true—false.

2 Relational : These are similar to complementary antonyms, except
that both must exist for them to be antonyms of each other.

For Example :
1 above — below,

3. Graded : These antonyms deal with lev:

4, It's possible to creat
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ii, doctor— patient,
iii. husband — wife,

iv. servant— master.
els of comparison and they can

be two words on a scale. Many are relative terms, which can be

interpreted differently by different people. For Example :
i  young-—elderly,

ii. hard - easy,

iii. happy—wistful,

iv. wise —foolish.
e an antonym simply by adding a prefix to the word.

For Example :

i. Agree — disagree

ii. Appear —» disappear
iii, Belief — disbelief
iv. Honest — dishonest

What are synonyms ?

sBWer .
Synonyms are words that are similar to another word or have a related
meaning (for example, shut and close).

They are used to avoid repeating the same word over and over.

Certain skill is required in choosing the most appropriate synonym.

4. Itisimportant to consider the connotative meaning of the word because

some synonyms can inject a different meaning than what was intended.
Synonym Examples :

ability - capability, competence, skill

baffle - bewilder, confuse, perplex, puzzle

challenge - dispute, question

develop - enlarge, evolve, expand, grow

effective - functional, operational, successful

fair - just, objective, impartial, unbiased

goal - intent, purpose, target

happy - content, joyful, mirthful, upbeat

important - required, vital, essential, primary, significant, critical
Jjob - position, occupation, role

key - critical, crucial, fundamental
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lazy -idle, lackadaisical, lethargic, indolent

mean - unfriendly, unpleasant, bad-tempered, difficuly
negative - fatalistic, pessimistic, refusal

old - antiquated, ancient, obsolete, extinct

pacify - appease, placate, mollify

quality - excellent, attribute, characteristic, trait
recalcitrant - obstinate, stubborn, ungovernable
strong - stable, secure, solid, tough

true - genuine, factual, accurate, correct, real

unhappy - sad, depressed, melancholy, miserable
valid - authorized, legitimate, authentic

weak - frail, infirm, puny, fragile
xenophobia - intolerance, ethnocentrism, isolationism
yes - agreed, certainly, affirmative, indeed

zealous - ardent, fervent

A prefix is a group of letters placed before the root of a word. )
Prefix mod%ﬁes the meaning of a word. They can make a word e
show repetition, or indicate opinion.

When adding a prefix to a word, we shouldn't change the spelling
original word or the prefix, For example, the words disapp®
combination of dis- and appear).

Following are the examples of prefixes :

of the
ar (8
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Prefix Meaning Examples
de- from, down, away, reverse, decode, decrease
opposite
dis- not, opposite, reverse, away  disagree, disappear
ex- out of, away from, lacking, exhale, explosion
former
il- not illegal, illogical
im- not, without impossible, improper
in- not, without inaction, invisible
mis- bad, wrong mislead, misplace
non- not nonfiction, nonsense
pre- before prefix, prehistory
pro- for, forward, before proactive, profess, program
re- again, back react, reappear
un- against, not, opposite undo, unequal, unusual
Suffix:

1. Asuffix is a group of letters placed after the root of a word.

Some suffixes add to or change a word's meaning. Others can signal the
word's part of speech or indicate verb tense.

3. When we add a suffix to a word, the original word usually keeps its

original spelling.

4. Following are the examples of suffixes
Prefix Meaning Examples
-able able to, having the quality of comfortable, portable
-al relating to annual comical
-er comparative bigger, stronger
-est superlative strongest, tiniest
-ful full of beautiful, grateful
-ible forming an adjective reversible, terrible
-ily forming an adverb eerily, happily, lazily
-ing denoting an action, a material, acting, showing

or a gerund

-less without, not affected by friendless, tireless
-ly forming an adjective clearly, hourly
-ness denoting a state or condition kindness, wilderness
-y full of, denoting a condition glory, messy, victory
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Que 1.9, i What is narration ? What are the rules for changing
direct speech into indirect speech.

=

The art of reporting the words of a speaker is called narration.
There are two main ways of reporting the words of a speaker :

Direct : i
qt::ea. Speech : In this form, the actual words of the speaker are put in

R

For Example : Hari said, “I am very busy now.”

In the above example :

i.  the speaker i.e., Hari is known as reporter,

ii. said is known as reporting verb and

iii. “I am very busy now.” is known as reported speech.

B. Indirect Speech : In this form, the actual words of the speaker are
transformed and said/written in a simple manner.

For Example : Hari said that he was very busy then.

Rules for changing direct speech into indirect speech are:

1. Reporting verb is changed according to the form and sense of the
sentence.

2. Inverted commas are removed in the indirect-speech.

3. Connective word is used in the beginning of the reported speech.

4. Verbof the reported speech is changed according to the form and sense
of the sentence.

5. Persons and helping verbs of the reported speech are changed.

W What are conditional sentences ? Mention different types

o-f.e.unditionnl sentences.

1. Conditional sentences are statements discussing known factors or
hypothetical situations and their consequences.

2. Complete conditional sentences contain a conditional clause (often
referred to as the if-clause) and the consequence.

3. For Example : If a certain condition is true, then a particular result
happens.

4. Following are four different types of conditional sentences in English:

A. Zero Conditional Sentences :

1. Zero conditional sentences express general truths-situations in which
one thing always cause another.

1-12 K (Sem-1) Basics of Applied Grammar & Usage

2. When we use a zero conditional, we're talking about a general truth

rather than a specific instance of something.
3. For Example : If you don't brush your teeth, you get cavities.
B. First Conditional Sentences :
1. First conditional sentences are use
outcome is likely (but not guaranteed) to happen
9. For Example : If you rest, you will feel better.
C. Second Conditional Sentences :
1. Second conditional sentences are useful for expressing outcomes that
are completely unrealistic or will not likely happen in the future.

9. ForExample : If I inherited a billion dollars, I would travel to the moon.

D. Third Conditional Sentences :

1. Third conditional sentences are used to explain that present
circumstances would be different if something different had happened
in the past.

2. For Example :
movies.

d to express situations in which the
in the future.

If I had cleaned the house, I could have gone to the

Que L.11. | What is concord ? Give basic rules of subject-verb

Concord : The ‘subject’ of a sentence and its ‘verb’ must agree with each
other for the grammatical accuracy of a sentence. Concord refers to this
subject-verb agreement in a sentence.

Basic rules of subject-verb agreement :

L Ifthe subject is singular, the verb should be singular and if the subject
is plural, the verb should also be plural.

For Example :
i. He plays football. (Singular)
ii. They play football. (Plural)

2. The number of ‘the subject (singular or plural) will not change due to
words/phrases in between the subject and the verb.

For Example : One of the glasses is empty. (H i PR
‘one’, the verb should be ‘is’). RSy (s, Siock the SNwEY

3. Subjects that are joined by ‘and'i
th ed by and’ in a sentence, use a plural verb. Subj
that are joined by ‘either/or’, neither/nor’ use a singular verb. sas

For Example :

i.  Radha and Meera are coming home.

ii. Neither Akshay nor Rohit is coming home.
iii. My dad or my mom is arriving today.
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4. The verbn a sentence containing ‘or’, ‘either/or’, ‘neither/nor .
with the noun or pronoun closest to it.

For Example : Neither the shoes nor the bag matches
{Here, ‘bag’ is closest to the verb, hence ‘matches’).

5. When the subject is followed by words such as ‘as well
‘besides’, ‘not’ etc., ignore them and use a singular ver
singular.

For Example : Pratik, along with his brother, is going to school.
6. In sentences that begin with
follows the verb.
For Example : Here are the chocolates.
7. Insentences that include sums of money,
etc., (as a unit), use singular verbs.
For Example :
L 500 rupees is a high price to pay.
i. 62 years is the minimum age of retirement.
. 10 kilometers is too far to walk.
In the case of words such as ‘a lot of, all’, ‘some’ ete., in a sentence, pay
attention to the noun after ‘of, If the noun after ‘of is singular then
use a singular verb, if plural, use a plural verb.
For Example :
i All of the cake is gone.
i.  All of the cakes are gone.
In the case of collective nouns such as ‘group’, ‘population’, ‘family’, in

a sentence, the verb can be singular or plural depending on their use in
the sentence.

For Example : Most of my family is here OR are here.

Nouns such as ‘mathematics’, ‘civics’, ‘news’ etc., while plural in form,
are singular in meaning and use singular verbs.

For Example : Mathematics is very difficult for some people.

In sentences that express a wish, request or contrary to fact, the word
‘were’ is used instead of ‘was’.

For Example : I wish my sister were here.

m What do you understand by tag questions ? Elaborate.

th'e d]‘eas‘
as', ‘along wity,

bif the subject jq

‘here’, ‘there’, the true subject usually

periods of time or distances

10.

1.

A tag question is a special construction in English. It is a statement
followed by a mini-question.

We use tag questions to ask for confirmation. However it is essential to
use appropriate tag endings.

|14 K (Sem-1) Basies of Apphed Grammar & Usage

3 The basic structure of a tag question is
.

" Positive statement I""'“" remee e 1
S ;;ow is whate, __Ak ,__—,11 “_- -
ent Positive tag
Negative statem = , \J
You don't like me. | do you
Positive Statement Tag Questions : In positive statement tag
A o E

tions most of the time, the auxihiary verb from the peeiiive sistement
es I - . " y
?:rcpeated in the tag and changed to negative

gt.tm:oent \ Tag

— Personal
Subject Auxiliary lhhlvarb» Auxiliary | Not | pronoun

You do like coffee, | do

[ can come, can

You are coming, are Ln'i \1 yoz:
We have finished, | have (ot | we
: \
*15

s
—They will help, wo \ ot they?

B. Negative Statement Tag Questions : In negative statement tag
questions the negative verb in the original statement is changed to

positive in the tag.
T
Negative
Statement i W . Tag
Auxiliary | Not | Main verb |A Personal
gosiber 1 Blia ve g pronoun
same as
- e Al - m
L Siws
It is n't raining, 1S it?
We have never| seen that, Jhave we?
You do n't like coffee, Jdo you?
They will not | help, will they?
| They wo o't | reportus, fwill they?
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E : m.] Write a short note on : punctuation marks,

L

Punctuation is used to create sense, clarity and stress in sentence
; . 8.
We use punctuation marks to structure and organise our writin
g.

i" lthouf. punc tuﬂtlon Illark.s an pl L ng
» ec Of WT ltl Shal ail to

Broadly speaking, there are 14 i i i
o punctuation marks listed in English

Full Stop (.) :

L ?h f;ﬂilstof, also kno;vn as a period (.) in American English, is one of
ost ¢ i i
st ommonly used punctuation marks in the English

ii. The principal uses of the full stop are :
a. To indicate the end of a sentence.

b. g‘o indicate that a word has been printed in its abbreviated
orm.

Comma (’) H

a. A comma (,) is used to show the difference between two separate
ideas or elements within a sentence.

b. Commas have other uses as well, as they can be used to separate
numbers, and write dates.

¢. The comma is mainly used :
L  To separate items in a series or list

For Example : I have purchased two kilos of mangoes, five
kilos of tomatoes and milk.

ii. To separate phrases and clauses
For Example : If it doesn’t rain tomorrow, we will go for a
picnic.

iii. To separate question tags from the rest of the sentence
For Example : You get my point, don’t you?

iv. Toseparate certain words like however, moreover, in addition
to, in short, in fact, of course, firstly, secondly, etc.,

For Example : It was raining heavily. However, he was
determined to cross the river.

To separate spoken part of the text from the unspoken part
For Example : “This is really interesting,” she exclaimed.

asics of Applied Grammar & Usage
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ases are used in direct address

vi. When words or phr

vii. After the words like Yes, No,

«gir, I'm terribly sorry to be late.

Oh, Ah, etc.,
I agree wi.th you.

For Example :

For Example : Yes,

> ?Mhﬂ.‘e dash is used to separate words into stawment: s
ii., There are two kinds of dashes, the erf dats.slf)(,}::r:l;l1 : :t :er }me;‘ .
. fi‘fdi'iﬁ :}\;E:ET?I;S;S:;E: :L::ﬁe:::ﬁ:a could also be used.
i dash can also be used to mark off words or statements that are
v 32: ima:ort.ant to the meaning of the statement.
v. The dash can also be used in places where a comma would be

typically used.

4. Hyphen (-):

L

3

A hyphen (-) is a punctuation mark with three main uses.
A hyphen (-) is quite different from dash.

The hyphen can be used in compound words, to link words to
prefixes, and also as a way to show word breaks.

For Example : My eight-year-old boy loves reading.

5. Question Mark (?):

i

The question mark is used as a punctuation mark to show that a
direct question has been asked.

For Example :
a. “Have you a pen I can borrow?” she asked.
b. Where are you from?

Exclamation Mark (1) :

L
i

An exclamation mark is used to show emphasis.
It can be used in the middle of a sentence or at the end of a sentence.

ili. When used at the end of a sentence, it also takes on the role of a full

stop or a period.

iv. We often use an exclamation mark () to show strong emotion or

give a command.
For Example :

a.  Keep quiet!

b.  What a victory!
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7. Quotation Marks _
Il the reader what lies between them is direg

1 Quotation Marks te

speech
g 1Eni .
ii. They are alse used to enclose words of special gignificance for
writer.
Lol me discuss this with your father first.”

For Example : “1

& Semicolon (;):
on (:) is used to separat
at a closere

i, Asemicol e two independent clauses whjj,
still demonstrating th lationship exists between they,

y daughter is a toacher: my son is a doctor,

For Example : M

9. Colon (0 :

i A colon (1)
number of uses.
It can be used to introduce a quotation,

is a fairly common punctuation mark with a varjgg

an example, a serioy, op

even an oxplanation.
Secondly, it can be used
iv. Finally, a colon can be used to show emphasis.

For Example :
You have two choices: finish

to separate two independent clauses,

the work today or lose the contract,

A.
and onions.

b.

10. Parentheses ():
Parenthesis are quotation marks that show addit

Sita has all the ingredients: milk, potatoes,

i ional thoughty
about a statement.
ii. In many scenarios, they can be roplaced by commas without any

changes to the meaning of the sentence.

iii. We often use parentheses to sot off loss important dotails.
For Example : The two brothers (Ram and Shyam) wore loarning
how to play flute.

11. Brackets|[]:
i Brackets are squared ofl quotations (I that are used to show

information of a technical nature.
Even if this information is omitted entirely, the sentence would still
make sense,

For example : Was he [the defendant| there when you arrived?

1.

12. Apostrophe (') :
i An apostrophe () is used to show that certain letters have beon

omitted from a word.

1-18 K (Sem-1)
can also be used to ghow the

13.

14.
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possessive

The punctuation symbol
form of a nour, in addition

letters.

For Example :

Rahul’s book, Ritu’s mobile.

He in = He's, 1 am = I'm, Do not = Don't

i,
to indicating the plural form of lowercase

M.
b.

Slash or Oblique (/) :
. The slash can be used to separate lines in a song or poem when

they are written in a continuous line.
‘The slash (/) is also used in place of the word or.
"The slash can also be used to show two contradictory notions.

iii.
For Example :
a.  hitp://www.example.com/
b. 1/3 = one-third
n/a or N/A = not applicable or not available

Twinklo, twinkle, little star, / How I wonder what you are./ Up
nbove the world so high, / Like a diamond in the sky.

Ellipsis (...) :
i.  Anellipsis is usually represented by three dots (...).

il 'I'hi_n [Tunctuuliun wymbol is used to show that there has been an
omission of some lettors or words.

iii. In many casos, ellipses are used to cut statement short to avoad
unnecessary or irrelevant words that have noim '
of the statement being made. P —

For Example
. To be continued. ..
b.  You'll never believe what [ saw .

OO
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] . o . Objectives & Methodology; Group
Speech Delivery, Interjecting : Ob:fe; i::; B

Discussion : Objectives & Methods,

1 . I e]ivery refers to the presentation of the speech that have been
researched, organized, outlined, and practiced.

2. Delivery is most immediate to the audience. Delivery relies on both
verbal and nonverbal communication.

Importance of speech delivery :

1 Once the topic is selected, researched and organized it is important to
work on its delivery.

2. Without diligent work on the initial parts of the speech process even the
most impressive delivery haslittle meaning.

3. Delivery can communicate the confidence and preparedness of speaker
to the audience.

4. Effective delivery shows the audience that the speaker has researched
the topic and understands what he is speaking about.

5. An effective delivery allows the speaker to pull it all together-to showcase
his work and to speak with confidence during delivery.

mmtheheyimin.m“m ch deli ?

i It is normal to experience some communication apprehension or
stage fright when you deliver a speech.

ii. [Fear of public speaking is a common form of anxiety.

iii. It can range from slight nervousness to paralyzing fear and panic.

With preparation and persistence, you can overcome your fear.

2
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Preparing Carefully :
L The better you understand what you're talking about the less likely
you’ll make a mistake or get off track.

ii. Expertshave discovered that it is not the amount of time you spend
pPreparing, but how you prepare.

Setting the Tone :

L Tone refers to the mood or feeling the speaker creates.

ii. Examples of tone include - serious, light-hearted, hurried,
questioning, academic, coarse, personal, angry and affectionate.

iii. Your tone should be related to the topic of your speech.

Considering Language and Style :

i.  As aspeaker, the language you use to give your speech will shape
the style of your speech.

i.. Style refers to the type of language and phrasing a speaker uses,
and the effect it creates.

iii. Youshould select a style that is appropriate for the speech you are
giving.

iv.  When choosing a speech style, be aware that the style you use can
either enhance or undermine your message.

Incorporating Visual Aids :
i Visual aids are any audiovisual materials that help you reach your
speech goals,

ii. Some of the most common kinds are video clips, photographs,
models, DVD segments, and PowerPoint slides.

iii. The visual aid has an introduction, a body, and a conclusion.

Being aware of Time Limits :

i. Knowing how long to speak is an important aspect of the art of

public speaking.

The length of any speech should be guided not only by audience

expectations and context, but by your content as well.

iii. If your speech is significantly longer than expected, your audience
may become restless and impatient,

iv. On the other hand, if your speech is significantly shorter than the
time expected, your audience may leave feeling disappointed.

Choosing a Delivery Method :

i. There are four main kinds of speech delivery : imprompty,
extemporaneous, manuscript, and memorized. .

ii. Impromptu speaking is the presentation of a short message without
advance preparation.
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iii. Extemporaneousspeaking is the presentation of a carefully planned
and rehearsed speech, spoken in a conversational manner using

brief notes.
Manuscript speaking is the word-for-word iteration of a written
message.
v. Memorized speaking is the rote recitation of a written message
that the speaker has committed to memory.
8. Practicing Your Speech :
L One of the most effective strategies in public speaking is practice.
ii. Once your speech is prepared stand up somewhere private and
speak as if you were in front of an audience.
ii. Repeat as many times as you need to in order to be familiar with
your speech and feel comfortable delivering it.

iv.

Que23. | What do you understand by the term interjecting in
communication ? Give objectives and methodology of interjecting.

1. In communication interjecting means to say something while another
person is speaking.

2. Ifyou're actively participating in the conversation with another person,
you want to speak up at some point - even if the other person hasn’t
fully completed their thought yet.

3. You have to jump in and interject their thoughts.
4. Speaking up to interject can be extremely intimidating.

5. Having a few useful phrases at hand can g0 a long way towards giving

you the confidence to be able to interject your thoughts and opinions
effectively,

Objectives and methodology of interjecting :
1. To ask for clarification :

i If you want the Person you are talking with to give you a longer

explanation or additional detail, it’s perfectly okay to int
to ask for clarification, ¥ okay to interrupt them

ii. This can help keep the conversation on topic,
iii. It also shows that you're listening,

iv. Folllowing are some useful phrases for interrupting to ask for
clarification :

a. Sorry, but could you go over that again ?
b.  Sorry, but would you mind repeating that ?

¢ Excuse me for interrupting, but I'm not sure [ follow,
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d.  Sorry for interrupting, but I'm not sure what you mean.
2 To agree with the other person :

i When the conversation is heading in a direction that you agree
with, it's fine to interrupt to agree with them.

ii. This encourages the conversation about the specific topic.
iii. Itcreates connection during the conversation.
iv. Following are some examples :
a. Iloved that book!
b. Icantotally relate.
¢.  Tvebeen there.
3  To show interest and enthusiasm :

L In a conversation if you're intrigued by or interested in, you can
interject with a comment to briefly share your opinion.
.  This shows the person you care what they are talking about.

These very brief interruptions help move the conversation forward.
Use one of these expressions to show interest :

a.  I've been wanting to see that!

b. Thaven't had a chance to read that yet.

4. To mention something similar that you'll talk about later :

L Ifyouwant to share something similar, it's okay to tell them more
about it after they finish talking.

i. Be sure notto interrupt with a long story of your own, as this can
distract the pv: “on from their main point.

gi. Following are some useful phrases :

a. Thatreminds me...

b.  Ooh! I also waunted to talk about it.
¢ Asyou werr saying,....

iv.

. 4. | What is a group discussion ? Give the purpose/objective

of conducting group discussion.

i. .- Gmup -discussion is defined as an activity in which a small numlfer of
persons (approx. 3 to 8) meet face to face and exchange and share ideas
freely.

2. Group discussions are unstructured and less formal compared to meetings
or conferences.

3. Inagroup discussion, an individual’s thought process is influenced by
the views and opinions of the other members.
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4. Ina group discussion, each participant is free to speak his views.
5' A successful discussion involves both listening and speaking.
I;urposefObjective of Group Discussion : Group discussion serves several

purposes :
Collecting data.

Breeding fresh ideas and taking inputs from a pa.rt.l'cular group.
Perception of common people on a particulfar topic.

Identify a solution to a specific problem or issue. -

Selecting candidates after their written test for’ hmn.g m-a company.
Selecting candidates for admission in an educational institute.

ol L

]

. | Give the method of conducting group discussion.

1 up dis(:ussion is normally a formal discussion involving an invited
group of participants. .
2. The number of participants usually will be around eight to fifteen.

3. They will be given a topic. The participants will be allowed a few minutes
to understand the topic and organise their thoughts.

4. Then they will be asked to discuss the topic.

5. The time available for the discussion will be communicated to the
participants in advance.
In such group discussion no one is appointed as the leader or coordinator.

7. Everyone is treated at par by the selection panel, but it is not uncommon
for someone to take the initiative and take on a leadership role.

8. The candidates can say whatever they like on the subject under
discussion.

9. A candidate can speak in favo
even follow a neutral path.

10. The entire discussion process will
panel. They will be observing every

ur of the subject, against the subject or

take place in front of the selection
action of each participant closely.

( 6. | What are the advantages of group discussion ?
_ :' el

The :

1.

2.

3.

advantages of group discussion are as follows .
It provides a deeper understanding of the subject.
It improves the critical thinking ability.

It provides different approaches to solving a problem.
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3. The Argumentative skills help a professional makes
readers change their mind, their points of views, their ;

feelings.

4. Anappeal to the reader’s logical .capnhi]ity or to their reasoning capability
Furthermore, the argumentation type of discourse appeals to regder's
amotions.

@ll&,l Give the pattern of argumentation.

Soft Skills - 1 2-7K Sem-1) Answer |
The regular pattern of argumentation includes the following elements :

hie andience or
titudes or their

4. Ithelpsthe i i isi . :
ps the groupin t.,akms a decision. Jem : It relates to the question that is answered. It is not necessanly
5. It offers an opportunity to hear the opinions of other persons. L plicit bu.t adds unity and consistency.
i =% ] ex
6. Itenables a participant to put across his viewpoint. 5 ThesryorAd tion : It refers to the answer to the_problem and it
7. Tt enhances confidence in speaking. constitutes the author's option/choice. It must be explicit.
8.

1t can change your opinion and provides a different perspective.

ents or Evidences : The arguments are used to justify the
preference of the theory, giving its sustainable facts.

4 Objections : The objections constitute arguments with reverse meaning
to the chosen theory and are sustained by theoretical positions or factual
contexts that negate the possibility of the theory.

5. Counter-arguments or reinforcement : These constitute new

arguments (arguments not yet used) that are directed at the objections

in order to reduce its importance.

6. Conclusion: It is the result of the argumentative process and coincides
with the theory, even if weakened by the objections.

Mention the ingredients/internal structure of

Typically an argument has an internal structure, comprising the following :
A Set of assumptions or premises :

SR—— : supposed to
Argument : reasons and/or evidence for believing a claim. set forth the
1 The term argument refers to “a reasoned attempt to convince the 2. Anargument has one or more premises.
audience to accept a particular point of view about a debatable topic.” B. Method of reasoning or deduction :
. a . Lt . 3 1. Oﬂ;en . e
2 Theargumenhsnotmhonal,ntdomnot depend on passion or emotion. lu:ilzzs;:ﬁlo::gm is used as the method of e Ek i
Argumentation : " 'Ihc m:set . s l_osu:ally from the assumptions or support.
1 Argumentation represents an effort based on careful thinking and o °' assumptions must be consistent.
planning where the appeal is to the mind, the intellect of the audience. ; . Conclusion :

9. Argumentation is a form of instrumental communication relying on Conclusion is a type of inference, but always the final inference

reasoning and proof to influence belief or behaviour through the use of

spoken or written messages.

3. The key concept here is to make the audience believe your position;
accept your logic and evidence.

Significance of argumentation :

1 Argumentation is the primal form of communication and involves the
fine art of persuasion. p
2. Argumentative skills are very helpful as soft skills. The purpose ¢

argument is to convince through logic. The final mode of discourse ¥
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An argument has only one conclusion.

b

Debate is a process that involves formal discussion on a particular topic,

ll'._'l a debate, opposing arguments are put forward to argue for opposing
viewpoints.

Debate occurs in public meetings, academic institutions, and legislative
assemblies.

It is a formal type of discussion, often with a moderator and an audience,

in addition to the debate participants.

Structure for Debate :
1.

A formal debate usually involves three groups : one supporting a
resolution (affirmative team), one opposing the resolution (opposing
team), and those who are judging the quality of the evidence and
arguments and the performance in the debate.

In addition to the three specific groups, there may an audience not
involved in the formal debate.

A specific resolution is developed and rules for the debate are established.

Usually some version of formal debating techniques are used, including
a proposition, preparation of positions, statements and rebuttals,

summaries, and voting.

_ Write a short note on : discussion.

4.

5.
6.

A discussion involves interaction among group memb?rs, a Wl'llmgness
to share ideas, and a willingness to respect others' points of view.

The object of discussion is to hear all sides, and to have every participant

learn and grow as a result. e g
i ion involves leading and iollowing, :
iﬁﬂ?ﬁ:ﬁ?ﬂgng, exploring, expanding, evaluating, responding,
appreciating, and enjoying.
In discussion, individual cont
and be valued for it.
Discussion is centered on conte
Discussion can be open or close ended.

:butions often center around “rightness”

nt not affect related to content.

“ Differentiate between debate and discussion.
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[-E‘—NQ, Characteristic

—_1‘ Setting Format, sometimes | Usually informal, can
informal be professional and
academic
2. Format Set, clear format Fluid, changing format
3. Goal To win To learn ]
There is a possibility
4. Openness No openness to '
? changing sides that people will change
their opinion
5 Listening Participants listen in | Participants listen
' order to find errors or | thoughtfully to one
inconsistencies, and | another’s opinions and
are just waiting for | statements, carefully
their turn to speak reflecting on their own
opinions
6. Flow Choppy, can be Very fluid, clear
separated on purpose | connection between
by topic topic to topic
7. Conclusion Clear conclusion No clear conclusion
drawn, and a winner (drawn. No one is
is likely declared a “winner”

P B ow

Lol

3. | Write a short note on : unity, coherence and emphasis.

To take part in debates or discussions requires communication skills.

Th.is.also requires certain stylistic features which support the thoughts,
opinions and arguments to be put forth during debates or discussions to
establish the point of view,

These features are : unity, coherence and emphasis.

Unity :

In unity a discourse must be unified on its structure.
Unity in a discourse means that the entire discourse should focus on

one single idea.

The supporting details should explain the main idea.
The concluding sentence should end the paragraph with the same idea.



Coherence : : X i
Coherence means establishing a relationship between the ideas

presented ina discourse.

5. Coherence refers to a certain characteristic or aspect of writing. 2-12 K (Sem-1) Presentation & Interaction Ski

3. Literally, the word means “to stick togethe r.” raction Siills
Coherence in writing means that all the ideas in a discourse flow smoothly Importance of public speaking :
from one sentence to the next sentence. L. Publicspeaking has played a major role in education, government, and

C. Emphasis: business.

1. Emphasis is the repetition of key words and phrases or the carefy] 9. Words have the power to inform, persuade, educate, and even entertain.
arrangement of words to give them special weight and prominence. 3. Spoken words are more powerful than the written word in the hands of
The most emphatic spot in a sentence is usually the end. the right speaker.
Thus, when writing, an effective way to emphasize main ideas is to 4. Whether you're a student or just someone who's passionate about
structure your sentence so that the words you want emphasized come something - you'll benefit both personally and professionally if you
at the end of the sentence. improve your public speaking skills.

5. Some benefits of public speaking include :
i Improves confidence
i, Betierresearchskills

3 f’:‘:ﬁ""’ﬁi:'fg How to maintain unity and coherence ?

Maintaining unity : Following are ways to maintain the unity of thoughts : iii. Stronger deductive skills
1. Use a key sentence to state central idea as the theme. iv. Ability to advocate for causes

9. No inclusion of the second central idea which divide the opinion. 6. Publicspeaking is especially important for businesses to get fheir meeog

before potential customers.

3. No inclusion of irrelevant sentences that are not really related to the 7. Sales people are often e d to have good public g skill
; xpecte public speaking skills.

main ideas.
4. Noirrelevantillustrations. Que 2.16. | What is audience analysis ? Give the importance/benefits
I;lmﬂlgo ‘:::;:nct: m AT of audience analysis.
2: Usl:eof synonyms fo avoi; re:zda:cy. . I
3. Use of pronouns to avoid needless repetition. & aufﬁgﬂcfn‘:‘:?;ﬁ i‘!;\;zllve: identifying the audience and adapting a speech
4 Transitional words used as indicators of the different relationships. 9 - SHmiecaing, S--ticien S0f S

Before delivering the speech, you should know the age group, expertise

Ieve‘l. needs, expectations, value system, attitudes, and beliefs of your
audience.

Example : moreover, beside this etc.

& ” What is public speaking ? Why is it important ? :
- Adapting your speech according to the types of audiences is likely to

generate a better response.
m_ % 4,

Followi : i
1. Publicspeaking is giving speech face to face to live audience. R ke audience analysis factors :
L Audience expectations about the occasion of the speech, its topic

5 . - t 'ﬂ' s i
Public speeches can cover a wide variety of different topics and the personality of the speaker.

3. The goal of the speech may be to educate, entertain, or influence the i . ; o
il i :z:li:ﬂce‘s k;?wl;dge v Sl ity wiki e toste.
- nce .
4 Often, visual aids (electronic slideshow) are used to supplement the iv. Ao sva e .eor a.pfaroach towards the topic.
speech and make it more interesting to the listener . « Audience size and its ability to listen.
Importance/benefits of audience analysis :
L

tAhl::it.lyzinE differel:nt types_of audiences will lead you to crucial insights
can help you in creating a positive bond with the audience.

Audience analysis prev : . a
Bl ysis prevents you from delivering an incorrect or offensive

2.
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i or 3 easi
; <o warn you agan livering a MesSsage that can ly
lso W h agRd be
R It will &

jnisinterpret od.
4 lrwill help you spe
and appreciate.

ak to your audience in the language they understand

Que 217 What are various types of audience analysis ?

Answer |

Jollowing are various Lypes of audience analysis :
A Demographic Analysis :

1. Demographic audience analysis includes taking in factofs such as age,
h gender, race, culture, marital status, education, occupation, etc.

ject i dience is in their late
9 For example, if the subject 1s healtheare and the au ¢
fifties, voﬂr speech should be focused towards healthy lifestyle.
B. Psychographic Analysis : - .
1. Psychographic audience analysis covers underst_andmg the attitudes,
beliefs, values and thinking patterns of your audience.

2. Values such as freedom, honesty, justice, patriotism, equality are
universal and cherished by most audiences.

3. The audience is likely to hear from you if your speech reflects any of
these values.

C. Situational Analysis :

1. Situational audience analysis includes factors such as nudif.‘ncc size, the
occasion, the room layout, the stage layout, motivation, or interest level
of the audience.

2. Ifyour audience is smaller, there isa possibility of developing a rapport
with each member.

3. Tailor your data and delivery to the occasion.

D. Multicultural Analysis :

1. The content of your speech should acknowledge the diversity of your
audience.

2. Different cultures have different value systems and behavior patterns.

3. Beingjudgmental in your speech creates a negative impact.

4. Cultural sensitivity and inclusivity should be part of your audience
analysis.

L18. | Give the approach to public speaking.

!

Assessing the needs and priorities of a potential audience.
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Grabbing the attention of the audience fvilh a pr_!worful opening
(Creating attractive PowerPoint slides with the right amount of detaul.
Organizing a logical flow to a speech. . . .
Preparing examples relevant to the oxpc“neucv of the expected audience.
Rehearsing the presentation and revising rough spots.

Memorizing enough content to avoid the speech appear a reading of

notes. ) ) N
Stating critical points at the end of a speech to reinforce key concepts.

Que 2.19. l What are the various styles of public speaking ?

Answer |

1.

o

&

.

0N ~@D-

=B

U

There are four basic styles of presenting a speech: manuscript,
memorized, extemporaneous, and impromptu.

Each has a variety of uses in various forms of communication.
Manuscript :

This is the type of delivery used primarily by speakers when they prepare
their speeches well in advance.

Manuscript delivery takes research, organization, and outlining work.

The speaker reads the speech off of the paper word for word to the
audience,

It is useful when a message needs to be delivered in precise words.
Memorized :

Memorized speaking consists of reciting a scri pted speech from memory.
Memorization allows the speaker to be free of notes.

Memorized delivery is the step beyond manuscript delivery.
Extemporaneous :

Extemporaneous speakin

: g consists of deliveri :
conversational fashion usin elivering a speech in a

g notes.
:"he e:r:tempuraneous style is the method most often recommended
or this style, the speech is not completely written out.

It is usually delivered with keynotes for reference
Imprompty : .

This is a speech that has no

Impromptu speaking
moment,

advanced planning or practice.

Involves delivering a message on the spur of the
An acknowleq

. . gement, an i ; ;

into this category, introduction, offering thanks and so on, falls
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Que 2.20. I What is an interview ? Give the sequence of inte

participant asks questions (i i
(interviewee),

2. The interviewer asks
assess his/her suitabilj

Interviews can be unstructured,
conversations without predetermine

Interviews can also be highly structur
questions occur in a specified order.

2-15 K (Semj,

I'View‘

» admission, or Promotijop

free-wheeling and Open-engeq
d plan or prear ranged questiong

ed conversations in which Specific

Sequence of interview :

L

2.

Screening Stage : The preliminary stage which is

generally held a¢ the
campus.

Selection Stage : At the second stage of interview the applicant will be
asked to interact with several people: humm:x resource department,
potential colleague and supervisor. The interviewers want to judge the
applicant's interest in the job.

Final Stage : For final evaluation - the top executives of the

company
asks certain questions and finally decides.

Answer

Depending on the objective and nature, interviews can be categorized into
epe
following types :

1.

: ¥

S

tll:jbo::ni::::?;:: the employer wants to learn about applicant's skills
a’If:i :§$;Z:$&ts to learn about the offered position and o.rgamn:ii::.
Both the candidate and the employer tries to make a guo: LTp::erd..
In the initial round, job interviews are usually formal a:lll si ;:e o
Later interviews may be relatively spontaneous as the
explores the candidate’s responses.

2-16 K (Sem-1)
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ii. Exitinterviews : o

1. In exit interview

. S 8, the interviewer tl‘iEH
interviewee is leay

ing the Organization.
9. Adeparting employee can o i
is being handled efficiently o there is

3. The interviewer tends to ask all the
provides answers,

iii. Disciplinary interviews :
1. Indisciplinary interviews, a Supervisor tries to correct the behaviour of
an employee who has ignored the organization's rules and regulations.

2. The interviewer tries to get the employee to see the reason for the ruleg
and to agree to comply.

3. 'Theinterviewer also reviews the facts and
iv. Termination interviews :

1. Asupervisor informs an em
the latter’s job,

2. The interviewer tries to avoid involving the company in legal action and
tries to maintain a positive relatio

nship with the employee,
8. Toaccomplish these goals, the interviewer gives reasons that are specific,
accurate, and verifiable.
v. Information interviews :

1. Inaninformational interview the objective is to seek advice and learn
more about a particular employer, sector or job.

2. Information flows mainly in one direction: one person asks a list of

questions that must be covered and listens to the answers supplied by
the other person, e.g., boss-subordinate, ete.

vi. Evaluation interviews :

L A supervisor periodicall
performance.

to understang why the

insight into whether the businegs
ascope for improvement,

Questions while the interviewee

explores the person's attitude.

ployee of the reasons for the termination of

Y gives an employee feedback on his/her

2. The supervisor and the employee discuss progress towards
ds or goals and evaluate areas that require
improvement,

3. They may also discuss goals for the coming year, as well as the employee's
long-term aspirations and general concerns,

vii. Persuasive interviews ;

Persuasive interviews are often associated with selling.

2. The persuader asks about the other person’s needs and shows how the
product or concept is able to meet those needs.

3. Persuasive interviewers require skill in drawing out and listening to
others.
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—
orsuasive nterviewers require the ability to impart suitable informatioy
4. and adapt to the situation of the interviewee.

qued 22, | What are various focus & objectives of interview ?

Answer |

Focus of interview : The focus of interview is to find out th
necessary skills in a candidate :

L

E?ﬂ'ective communication skills : The person needs to he a good
hstener_as .well as a good communicator to establish effectiye
communication with the customers, managers and employees.

2. Analytical/Research skills : The abilit

) y of the person to carry oyt
assessment of the situation.to analyse, to prioritise, plan and organjs:n
an effective way. !

3. Cumputin.g skills : The applicant needs to be a performer why i
computer literate with software proficiency.

4. Interpersonal skills : It is used for interacting as well as engagin
with people. b

5. Management skills : The ability to manage a number of tasks anq
assignments is considered to be vital.

6. Leadership skills : The willingness along with the desire of accepting
responsibility to achieve the outcome is leadership.

1. Positive attitude : Employers wish to hire those applicants who are
flexible and have a “can do” attitude; who are dedicated and willing to
make extra efforts to get the job done.

8. Adaptability : These people are able to fit within the confines of the
corporate culture of the organization.

9. Team working skills : Generally look for hiring those candidates whj
are team players, who can work well with other people and are
cooperative.

10.

Innovation skills : The ability to look for solutions to the problems
that exist by the use of innovation, creativity, and reasoning with the

help of available resources and information.
Objectives of interview : Interviews are conducted to achieve the following
objectives :

1. To select a person for a specific task.

2. To monitor performance.

3. Tocollect information.
4. To exchange information.
5. To counsel.

©0©
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Methods of interpersonal communication :

A

Uses of interpersonal communication
can be used to:

2.
3.
4.
5,

unication is the process of exchange of ;
ideas and feelings be "
verbal methods

It often includes face-to-face
voice, facial expressions, body

exchange of informatmn, in a fo
language and gestures
The people interacting are in close physical Proximity to each other
many sensory channels are used, and the feedback 15 Immedigty
The level of one's interpersonal communication sk

lls in m..“w.d
through the effectiveness of transferring messages 1o others

rm of

Formal interpersonal communication : Formal INterpersony|
communication helps a person know the profe

ssional productivigy of
others. Example, the interaction of a sales clerk with the customer i
formal.

Informal interpersonal communication : Informal
communication emphasizes more on the pe
interaction between friends is informal

inte rpersona)
rsonal mspects Example, the

Interpersonal communication

Give and collect information

Influence the attitudes and behaviour of others
Form contacts and maintain relationships

Make sense of the world and our experiences in it

Express personal needs and understand the needs of others

3K Sem.)
6. Give and receive emotional support. e
Make decisions and solve problems.

8 Anticipate and predict behaviour.
9

e |

1 Reg-ulat.e power.
ﬁ'?l What are the Principles of ingerp"“n.l
communication ?
I”‘ - - | : -
Following are the four principles of interpersonal communication :
A. Communication is Inevitable :

1. Itisimpossible not to comm

5 Effective communication
interprets the message.

A competent communy
positive and focused on

Communication is

cator, commun
building relatie

Complex :
Communication 15 com

ication should

v always remain
nships,

C.

plicated due to the number of identity variables,
¥ vanables which significantly influences the
unication. These varia bles include -
Your perceptions you hold of yourself (e.
U The perceptions you have of the other
w. Your perce

2. There are six identit

interpersonal comm
i

8., self-concept),

person,

Ptions of how the other person perceives you,

. The perceptions the other person holds of his/herself,

V. The other person’s perceptions of you,

VL. The other
him/her,

A competent co

ambiguity tg e

accurately,

person’s perceptions of your perception towards

mmunicator will seek to mini

mize the possibilities for
nsure the messages sent

and received are interpreted
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Inberpersonal Communication skl]h
———
4 Competency in interpersonal communication entails the 3bility o
effectively and appropriately adapt and communicate within SPecify,
context.
D. Communication is Contextual : All of the communication happe
in a contextual framework, which includes the following : %

Psychological context : It refers to the state someone is i (e
moods, emotions). &

Relational context : It refers to the degree of depth you have with g
other person. e

Situational context : It refers to the engagement whe

s : re t
communication is happening (e.g., the office, coffee shop, in priva::.
public).

Cultural context : It refers to the learned behaviors and norms of 5

particular culture. Different cultures communicate differently and hay

different ways of interacting. )
c What are the requisites of interpersona]
communication ?

L

In communication theory, following are six key components/requisites of
interpersonal communication :

L. The communicators :
i. Term communicator refers to both the sender of the information
as well as the receiver.
ii. In interpersonal communication, there are at least two
communicators involved in the conversation.
2 The message :
i One of the most important parts of interpersonal communication is
the message.

ii. Message can be conveyed in many ways : speech, body language,
tone of voice, gestures and other indicators.
3. Noise:
i

Noise refers to the gap between the message that is received and
what it sent.

Examples of noise include jargon, language barriers, inattention
and more.

Noise is the problem that many companies face in the workplace,

and the reason why internal communicators are struggling to gét
the necessary employees’ attention.

Soft Skills - I 3-5 K (Sem-1)

4 F eedb”k :
. Feedback is the response of the receiver.
i Feedbackis important because it allows the sender to know whether
the message has been received and interpreted correctly.
5 Context:

i  Whether a message is received and interpreted correctly depends

mostly on context. Therefore, interpersonal communication is
contextual.

i, Context is about the environmental factors that influence the
outcomes of communication.

ii. These include time and place, as well as factors like family
relationships, gender, culture, personal interest and the
environment.

6 Channel:

i This interpersonal communication element refers to how the

communication occurs.

A message is sent and received through a specific channel, or
medium.
Besides face-to-face communication, some of the most common

communication channels in the workplace include, emails and
intranets.

g e3.4. | What is teamwork ? What are the positive attitude to
work in a team ?

When a group of pf:ople work together cohesively, towards a common
goal, creating a positive working atmosphere, and supporting each other

to combine individual strengths to enhance team performance is called
teamwork.

Following are the positive attitude to work in a team :
Trust in colleagues to deliver what they promise.
Willingness to help when needed.

Sharing of a common vision of the future.

Co-operation and blending of each others’ strengths.
Providing support and encouragement.

Active listening.

All members pulling their weight in the same direction.
Giving the benefit of the doubt.

Consensus building,

R N
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10. Effective conflict resolution.
11. Open communication.

Que 3.5, I What is empathy ? What are the stages of ©Mpath,, :

How to develop empathy at work ?

1. Empathy is the ability to recognize emotions in others, and tq under
other people's perspectives on a situation. Stanq

2. Empathy is vital for good communication.
3. Empathy is one of the key components of emotional intelligence
Stages of empathy : There are three stages of empathy :

1. Cognitive empathy is being aware of the emotio
person.

2. Emotional empathy is engaging with and sharing those emotiong
3. Compassionate empathy involves taking action to su

nal state of anothe,

Pport other People
Developing empathy at work : To deve lop empathy effectively ¢ Work .

1. Give your full attention :
L Listen carefully to what someone is trying to tell yoy,
ii. Understand the entire message that they're communicating,
2. Consider other people’s perspectives :
L Placing too much emphasis on your own assumptions anq beliefs
doesn't leave much space for empathy.
i. Once you “see” why others believe what they believe, you can
acknowledge it.
3. Take action :
i.  Empathy is not about what you want, but what the other persqy

wants and needs, .0 any action you take or suggest must benefit
them.

Que 3.6. I What is emotional intelligence ? What is its impact on

communication ?

=

1. Emotional intelligence (emotional quotient or EQ) is the ability to
understand, use, and manage your own emotions in positive ways to
relieve stress, communicate effectively, empathize with others, overcome
challenges and defuse conflict.

2. Emotional intelligence comprised of four attributes: self-awareness, self-
management, social awareness, and relationship management.

.y B 3—7K‘5mn.h
goft SllE - e
.nquu_r emotions — knmv;ngand uncer Qfs"d‘f.;!nﬁ Jour eq

TR ey

. ming stress, increasing your ability to read sneiq) -
o
ovel’t’

: o what triggers you emotionally, and controlling your
undefstaﬂ‘hng all measures of emotional intzlligence
jons — h p
re-'act‘l Intelligence and Communication :
E-"’a‘ - & about how to manage your emotions is 2 very effective w 2y of
Le % your communication skills.
mpr

in to understand how emotio_l_ml respo:mp xmpaczé the way
As Y"“mmb : mg_mw verbally and non-verbally, you will be able t5 mnderzte
u co:

I in a variety of situations.

yo.ur response
Through training you can control and leverage your emotions — 15 become
: more effective with your business and personal comm unication.

Improving your emotional intelligence will allow you to be heard more
4. agcl;rﬂtelyf inspire and motivate others, and augment your overall
Jeadership presence.

_T?-—] What is the importance of listening and empathy in
mnnicntion ?

]

Importance of listening and empathy in communication -

1. Listening is very important in the communications process.

2. It is not always true that a good speaker is essentially a good
communicator.

A person’s listening skill is gauged during a conversation.

The importance of listening is vital in any good communication.
There is a close relationship between speaking and listening.
Empathy plays a very important role in listening.

We must put ourselves in the speakers’ place and then listen.

If we understand the speakers' viewpoint we will be able to develo
good rapport with him/her. eees

9. Itis veryimportant to understand the emotions and feeli
eel of a person
to better empathize with his/her viewpoint, i

10. We must listen Wwithout any biases and prejudices, and be open to the

views of other people.
m"';!m'dy; V’ﬂfnea;- Trust; Self-confidence & Courage; Communication

® N s ow
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Questions-Answers

] A r Type and Medium Answer Type Questions

—?&—I What is time management ? What are the benefits of

time management and consequences of poor time management 2
How communication can improve time management ?

1. “Time management” is the process of organizing and planning hoy to
divide your time between specific activities.

2. Good time management enables you to work smarter so that you get
more done in less time.

Benefits of time management :

1.  Greater productivity and efficiency.

2. Abetter professional reputation.

3. Lessstress.

4. Increased opportunities for advancement.

5. Greater opportunities to achieve important life and career goals,

Consequences of poor time management :

1. Missed deadlines.

Inefficient work flow.

Poor work quality.

A poor professional reputation and a stalled career.

Higher stress levels.

Role of communication in improving time management :

1. Itisimportant to have excellent communication skills in the workplace
because this helps with time management and efficiency.

2.  The ability to communicate well keeps the staff more focused on meeting
deadlines.

3.  Inso doing, they will be able to manage their time in an effective manner.

4. Itisvital to understand the process of communicating in order to improve
productivity.

Sk o

que d.9. | Explain attitude. Discuss ways to improve one’s attitude
at workplace,

1. An attitude is an exp
place, thing, or event,

2 Attittfde 18 a predisposition or
negatively towards a certain ide

ression of favour or disfavour towards a person,

a tendency to respond positively or
a, object, person, o. situation.

; 1 39K (Sem-1)
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: influences an individual's choice of action, and responses to
Attltudee's incentives, and rewards (together called stimuli).
Chal;ftl.:f“d; could be concrete, abstract or just about anything in the
::vimnment.

Ways to improve attitude :

Always act with a purpose. o

Stretch yourself past your limits every day.

Take action without expecting results.

Use setbacks to improve your skills.

Seek out those who share your positive attitude.
Don't take yourself so seriously.

Forgive the limitations of others.

Say “thank you” more frequently.

3

4.

P N

Qne&m' Write a short note on : Leadership qualities : Integrity;
\;ﬁiues; Trust; Self-confidence and Courage.

F* Ty, ¥

A Integrity :

1. Integrity in leaders refers to being honest, trustworthy, and reliable.

2. Leaders with integrity act in accordance with their words and own up to
their mistakes, as opposed to hiding them, blaming their team, or making
excuses.

3. Integrity also involves following company policies, appropriately using
company time and resources, and respecting one’s colleagues.

4. Integrity provides several benefits to both leaders and the organizations.
B. Values:
1

Values are the core beliefs
and professional lives.
-4 Vah.les can be defined as the things you believe are most important to
achieving your goals and being happy.
3. Leadership values are closely connected to both your personal core
values and the values of your company.
4, Leadership values are im
you want to achieve your goals,

Leadership values also hel
Professionally, €lp you grow and develop both personally and

:’Ia"ing a strong set of core values as a leader helps build respect and
Tust among your team.
st ;

Trust is the key trait
leader cannot lead

Ut can be defined
(via words, acts,

and principles that guide us in our personal

linked with leadership.
if his followers do not trust him.

wP e
¢

or final conclusions) in an opportunistic manner,

portant because they help you determine how

as an optimistic belief that others will not perform
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4. For trust to nurture, an appropriate atmosphere is needed,
5. Leaders play a crucial role in developing and maintaining tryst.
6. Reliability, empathy and realization of individual goals assist the leads.
to gain trust of the followers. T4
D. Self-confidence:
1. Self-confidence can be described as an ability to be certain abgy one
competencies and skills. 5
2. Itincludes a sense of self-esteem and self-assurance and the beljef that
one can make a difference.
3. Self-confidence is necessary for leaders to take risks and accompligp
high goals.
4. Leaders who are self-confident tend to deal immediately and direct]y
with problems rather than procasting.
E. Courage :
1. Courage is a necessary trait of effective leadership.
2. One of the more important qualities of a good leader is courage,
3. Having the quality of courage means that you are willing to take risks o
the achievement of your goals with no assurance of success.
4,

Courageous leaders are able to push through uncomfortable situationg

Que 3.11. I What is networking ? What is the use of interpersong
communication in networking ?

4,

5.

Networking is the process of speaking to professional contacts and sharing
information with them.

Networking is based on the idea that you can build a relationship with
people from a point of common interest.

For example, your professional background, membership of an
institution, club or college, or a business interest.

Networking is important because we prefer to do business with people
we know.

Broadening your network therefore opens up opportunities to sell, buy,
recruit or get a job.

Use of interpersonal communication in networking :

1.

2.

3.

Networking is simply about building relationships with people around
you.

Every time you stop to chat to a colleague, or pick up the phone to speak
to a contact, you are networking.

Interpersonal skills are extremely important for creating and maintaining
meaningful personal relationships while networking.

People with good interpersonal communication skills can build healthy
relationships.

Good interpersonal communication skills helps you to engage
meaningfully with people while networking.

3-11K (Sem.1)

. ﬁfﬂ What is speed reading ? Discuss various methods of
Que hre ing. What are the ways to improve speed reading ?

A ' ing is the process of rapidly recognizi ;
gpeed reading ist Ognizing and absorbing phrases
1. or sentences on a page all at once, rather than identifyingl?:dividua]
words. F ;
5 Spee d reading is a skill honed through practice.
Reading a text involves comprehension of the material.
s In speed reading practice this is done through multiple reading processes:
4 prev'iew' overview, read, review and recite, .
Methods of speed reading:
A Meta guiding method :
L Itisthe visual guiding of the eye using a finger or pointer, such as a pen,
in order for the eye to move faster along the length of a passage of text.

9. Holding a card under each line and drawing it down the page as you read
works just as well.

B. The Tracker-and-Pacer method :

1. Thisis avariant of the meta guiding method where you hold a pen, with
its cap still on, and underline or track each line as you read it, keeping
your eye above the tip of the pen.

2. This will help to increase the pace at which you take in each line, and
improve your focus on the words.

C. The Scanning (or Previewing) method :

1. “Scanning” involves moving your eyes quickly down the page — often
down the center — and identifying specific words and phrases as you go.

2. 'These can be key sentences, names, numbers, or trigger words and
ideas,

3. Learning to expand your peripheral vision can help with this.

Ways to improve speed reading :

1. Avoid distractions.

@

2.  Go easy.

3. Cover words that you've already read.

4. Know what you want from the text.

5. Benchmark your progress.

6. Practice.

n Write a short note on : Problem Solving.

Interpersonal relationships fail and businesses fail because of poor
problem solving.
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2. This is often due to sither problems not being recognised or being
recognised but not being dealt with appropriately’
of skills to be solved.

3. Different problems require different set :
requires not just knOWledge

4. For example, solving a problem for 2 client -
but also good verbal, listening and rsuasion skills.
5. Solving a problem within the organization with other employees require
teamwork, coordination and effective communication among them,
6. Hence, to improve pmblem-sol\'ing gkills there needs to be effective
anding of the situation.

communication and underst

Stages of problem solving
tanding the problem ‘

1. Defining and unders
i Definingand understanding the problem s the first step to problem.
solving.
blem beyond what might

i Itisimportant to look deeper into the pro
seem like the obvious.
9. Searching for alternatives :
. The aim is to find the most efficient and rational solution that ig
agreeable to all the parties involved.

3. Evaluating and selecting alternatives :
i Onceall the alternatives are considered, we need to evaluate each

and every single alternative so that we can come to a conclusion by

selecting the most rational solution.
ii. Selecting the solution also requires the opinion of other concern

8 parties.
Executing the solution :
i This stage involves accepting and carryi
B action.
1. 1 1
. gxec-utmn means acting on the chosen solution.
i id:;:é'r;ig ?ecution more problems may arise especially if
ification or structurin igi i
ey turing of the original problem was not carried

Que 3.14
« | How to :
by troubleshoot interpersonal communication

An
> swer 1

ng out the chosen course of

Troubleshooting i

; oting inte "

identifyi HNerper. sonal communication problems typi .
ifying the signs of misunderstandings s ptically invely

Diagnosin
g the probl :
restore communicatio‘ilm O Sy Kt RS 20 reduce conflict can

2.

©O0O
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Understandmg ...................
Deﬁmm Beliefs, Values and

el *
,_W t;tude ']“be process of

58 mon . Analysis of
iudien"e Classification of
Audience; Egoistic and
Non-Egoistic; Specific

25 i = dience; Skills of Persuasion,
s g;p;to Persuasion/Influence

N.gotnatwn Definition; ..o 4-10K to 4-14K

ss of Negotiation :
ristics; Qualities

Qf‘l)od negotiator;
Approaches to Negotiation /
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Persu

asion ? Briefly describe the attitudes,

" | What is persu
, and behavior of an individual.

values, beliefs

1. Persuasion is an um

9. Persuasion is an attemp
embrace a point of view related to values,

or she would not have done otherwise.
Attitudes, values, beliefs, and behavior of an individual :

brella term of influence.
t to get a person to behave in a manner, or
attitudes, and beliefs, that he

A Attitudes:

1. Anattitudeis defined as an individual's general predisposition toward
something as being good or bad, right or wrong, or negative or
positive.

2. An attitude has three components: an affective component
(feelings), a behavioral component (the effect of the attitude on

behavior), and a cognitive component (belief and knowledge).
f&ttimdeisnotonlyinﬂuencedbyextemal forces, but also by internal
influences that we control.
B. Values:

L. Value refers to an individual's perception of the usefulness,

importance, or worth of something.
Values, as a general concept, are fairly ambiguous and tend to be

2
very lofty ideas.
3. Whatw in ki 5
beh.avio::ajue in life actually motivates us to engage in a range of

43K (Sem.y,

Sﬂﬂ slcills -1
liefs : " e p
ropositions or positions that an individual holds ag e

o B e
1 B::.‘; se without positive knowledge or proof.
B . .
Beliefs are divided into two basic categories : core and dispositional.
Core beliefs : Core beliefs are beliefs that people have actively
k engaged in and created over the course of their lives.
i m,pogiﬁona] beliefs : Dispositional beliefs are beliefs that
. peopl" have not actively engaged in but rather judgments that
they make, based on their knowledge of related subjects.
Persuading people to change core beliefs is more difficult than
3. pemadjng people to change dispositional beliefs.
D. Behavior : i
1 Behaviour is the way in which one conduct oneself - the way in
which one act.
9. Behaviour is influenced by feelings, judgments, beliefs, motivations,
qeeds, experience and opinions of others.
Patterns of behaviour are developed through reactions to events

3.
and actions over a period of time.
Behaviour consist of four components :

i  Motivation

ii. Modes of thinking
iii. Modes of acting

iv. Modes of interacting

- What is the need to study persuasion ?

S i
tudy of persuasion is extremely important for five basic reasons :

l. The ﬂhee nu be Vv n h own
r

exponentially.
2. Persuasi
"y uas‘zve messages travel faster than ever before
h l:'m-l‘tﬂm.t;s uasjn:m has become institutionalized.
ve ¢ 1 1
: b ‘ :mmunfcat_mn has become more subtle and devious
Mmunication is more complex than ever before 1

‘ Give the process of persuasion.
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Persuasion is a simple process with four basic parts:

L
i, The source or persuader
i Goal
fii. Message
iv. Audience
it goes through steps.

process, which means
;dentify a goal, want or desire.
rst step in persuasion. We must know what

9. Persuasionisa
First, the persuader must

4. Identificationof goal is the fi in pe
we want before we can hope to achieve it.

5. Second, we have to identify the right audience; the groups of people
who can help us achieve our goal.

@

6. Third, we have to make up a message.
7. For simple and easy requests, just asking might be enough.
8. For other goals, we will have to convince the audience, persuade them,

do what we want.
conveyed to the audience.
g simply means meeting (or calling, or

or give them reasons to
9, Fourth, the message has to be
10. In interpersonal relations, thi

mailing) the other person.
11. Persuasion can’'t be successful if the messages do not reach its intended

audience.

m What are various types of audience analysis ?

1. Knowing how to gather and use information through audience analysis
is an essential skill for successful persuasion.

2. Following are the three types of audience analysis :

A Demographic Analysis :
1. Demographic informati
range, marital status, race
2. Demographic audience an
audience members.
B. Psychographic Analysis :
1. Psychographic information inclu
attitudes, and beliefs.

9. Demographic informati
psychographic information is much les

on includes factors such as gender, age
and ethnicity, and socioeconomic status.

alysis focuses on group memberships of
des things as values, opinions,

on is fairly straightforward and verifiable,
s clear-cut.

8. Ps}'?hog‘r'aphic analysis cq
audience’s frame of "Bfere:crevc
e,

ijtuational Analysis :

c. 8
1. Situational audience focuse,
gpeaking situation, S on char acteristicg rela
o ted to
Situational anal the
factors are criti .51’813 of the occasion el
cal to effective 4y oy Physiea] Setting
€ analysig » and othey

iﬁcaﬁon of audience :

al, persuasive speak
1 lng.'e.ner  F ve speakers face fiye ¢
positive, divided, uninformed, and apa theti{_pea of au

Each type calls for different persuasiye N
€gles,

di
NCes: negative

A.- Negﬂﬁ‘"’ audiences :
tive audi i
t :eﬁ:nlstrate tlliiri,:::el;gi'}lil:;. persuRsive speakers to th
9. Takea common-ground approach. T
3. Visualize the topic in positive ways,
4 Address audience objections.
g, Positive audiences:

1. Persuasive public speakers purpose is re; :
infore

g, Persuasive public speakers faci =
engaging evidence, vivid Iangul:gep :J?(;"_"e audie
reinforce listeners' opinions. Images

. pivided audience :
1. When speaking to a divided audi
integrate the strategies for negatli?.rzc:;;g :?"lta-s i
sitive g

p. Uninformed audiences :
1. Uninformed audiences require speakers to )
9. Demonstrate expertise. use motivatio
3. Rely on repetition and redundancy
A .
5.

ing their beliefs,

Speakers muyst
ud 1ences,

nal tactics,

Employ subtle persuasive strategies

Persuasive public speaker i
' requirement i
begin to propose a course of action. 115 1o educate before he can

E Apathetic audiences :

1. Persuasive public s
_ peaker purpose i
that it matters for them. 2 SR o —
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gain and maintain audience attention.

oo

en

What are yarious persuas
.3

Spegkers must

Relate the topic

Display dynamism-
Take a one-sided appro

to the audience.

ach to the topic.
jon techniques ?

rsuasion and the choice of the

Following are the three techniques of persus
swc?ﬁcr:gchnjque depending on values, priorities and contextual demands,
A Reason: )
L When feasible, the best W&y to influence others is by reason.
" : - laining to th
9  Using reason to influence others simply means exp! gto them
wﬁ?ﬁ; is important for them to do what they are being asked to do.
3. Itisappropriate tousereason when the relationship with the other
party is one of mutual trust and respect, and there s sufficient time
to explain the request.
4. Reason also requires some degree of common values and priorities
between the parties.
B. Exchange:
1. Exchangeinfluence techniques include all the ways to get people to
do things by engaging in some sort of trade.
2. Putting an incentive on a certain goal and offering a bonus for a
particular assignment are examples of exchange techniques.
3. Exchange works even when the opposite party does not have the
same values and priorities.
4  Once we start using incentives to get compliance, people will expect
to offer them inducements when we try to influence them in the

C. Pressure:

: 1
2.

future.

ce techniques involve coercion or intimidation.

Pressure influen
techniques to avoid the negative

People comply with these
consequences of not doing so.
Sometimes those negative consequences are clearly st
coercion), other times they're implied (i.e., intimidation).

Some examples of negative consequences are- shouting at s0
requiring overtime, or embarrassing them publicly.
The advantage of pressure is that it can get quick compliance.

Pressure tends to create insecurity, resentment, and distrust-
It should be used as a last resort.

ated (i.e.,

meDBB.

Soft Skills - I

—_—
_ What are persuasion skills ?

Persuasion is the process of convinci
action or agree with an idea. "1 someone else to carry out an
2 Persuasion is a valuable soft skill that can have a signj
a significant im i
pact in

any workplace.
Listof persuasion skills : Persuasion involves several common soft kills
s

including :
A Communication :
1. Good communication skills are th i
other persuasive skills. e the foundation on which you build
The goal of being persuasive is to infl hink
- ue i
a certain way, and the quickest way ;cgoo t:’h? it or act in
them. £ 15 to speak with
3. [Effective communication skills in
1 volve e: i
using nonverbal gestures and a vocabuli?-;e:;amg Foumoelt clearly,
understands. t the other person
4. Ifyou can share your ideas and
P thoughts in agin,
a;.JpeaJs to your listener, they are more likely toa;ing : wmalya ;.hat
B. Emotional intelligence : s g
1. Animportant persuasive skill i
your listener’s emotions. - noticing and interpmtiﬂ!

2. Emotionalintelligence isal
; earned skill tha
what others are feeling and respond apprf:::ilrl'?:i?:z;ou o
y.

3. When used for ion. i
" Persuasion, it also hel i
methods to suit a particular situationp;ry;:rst:ﬂor your persuasive
n.

C. Active listening :

4-7K (Sem.1)

1. Listenin i
g well involves bej :
conersation with Lthe . being attentive and respectful in
i Your

2. Before
You can persuad
and ; € someone 3
understand their concerns or a;,you ewl.llnt often need to know
guments,
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another person to believe in an ides, they

rsuade ;
Balusponsne = doing so would be a logical choice,

2
need to understand why '
To show them this, you will need to reason with them using fat

3. :

that support your view. . ‘ |

4. A logical mindset and good reasoning skills will help you t, form
convincing persuasive arguments.

E Interpersonal skills :
Interpersonal skills are based on your ability to conduct positiy,

8 ) ; . . .
interactions and maintain meaningful relationships with othe,

people.
If you are not comfortable with instigating conversations, youy may

find persuasion a challenge.
Part of being persuasive is being genuine and natural.

4 People are more likely to agree with someone they like, so improvi
your interpersonal relationships is one of the best ways to become

more skilled in persuasion.

F. Negotiation :
1. Negotiation is often a crucial part of successful persuasion.

2. In many cases, the person you are persuading will be unwilling to
cooperate unless they believe they are benefiting from the deal.

You may need to be able to facilitate a compromise to persuade

3.
them te participate.

4. Todo this, you !l have to understand their needs, find a way to
mec? those needs.

Negotiation skills take practice but can be a significant asset.

5.

' 48 ' Dencnibe the steps in persuasion process.

Answer |

L Persuasion is an essential proficiency for all leaders.
2. Effective persuasion involves four distinct and essential steps.
A Establish credibility :
1. Credibility grows out of expertise and relationships.
2. Apersuader needs strong emotional characteristics and integrity:

3 The need to listen carefully to other people’s suggestions and
::]tz::tmh an environment in which they know their opinions aré

4
::ne.v should prepare by collecting data and information that D"
Pport and contradict theijr arguments.

k]"!‘l e g H“l&n\_]‘

common ground :
| Effective persuader must describe the position in terms that makes

the person understand the advantages.

9. Itisa process of identifying shared benefits.
; This requires conversations to collect essential information by asking

Soft S
B. Find

» thoughtful questions.
This process will often prompt to alter the initial argument or include

4. 2
compromises.

c provide vivid evidence :
' Persuasion requires presentation of evidence - strong data in multiple

k- forms (stories, graphs, images, metaphors and examples).
2. Persuaders need to make positit_ms come alive by using vivid
language that complements graphics.
most cases, a rock-solid argument :
1s logical and consistent with facts and experience.

Favorably addresses your audience’s interests.

3 In
L

o
jii. Eliminates or neutralizes competing alternatives.

iv. Recognizes and deals with office politics.

v. Receives endorsements from objective, authoritative third

parties.
D. Connect emotionally :
1 r(iz:: n;;:::t::c:;:;‘ -are aware of primacy of emotions and are
2 :;1;}; ::;:w how to n.:la.intain a bfl]ance between professionalism
md‘mal:i“g'own emotional commitment to the position they are
3. Their connecti i i
4l ;un:o::;oﬁ:;'o n;ll::: 1;:32; ;:f;i?:;eir d:ou;?t?;t:ates both intellectual
motional ::;?eﬁ.‘j:ﬁhczﬁ:;fsﬁ ;cf:urate sense oftheir audience’s
€lr arguments accordingly.

5. Successful persuad
% aders must match thej motion rv
» e r :
audience’s ab:hty to receive their messa gee ek Recviiny ba thale

You are
be‘t‘ter at persuasion than you are, and therefore
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2
3
4
5.
6.
7
8
9.

—
Trying too hard to persuade.

Failing to put in the effort required to get what you want.

Talking too much.
Providing too much information.

Getting desperate.
Being afraid of rejection.

Not being prepared.

Making assumptions about your audience.

10. Forgetting that the whole conversation is important.

_ What is a negotiation ? Discuss various stages/process
of negotiation.

ion is a strategic discussion that resolves an issue in a way

1. A negotiati
that both parties find acceptable. .
9 Inanegotiation, each party tries to persuade the other to agree Wl
or her point of view. . G
3. It is a process by which compromise or agreement 1s reached while
avoiding argument and dispute. e
The principles of fairness, seeking mutual benefit and max_ntmmﬂsﬁon.
: ath ful outcome of a negotia

Stages/process of Negotiation :
1.

2.

relationship are the keys to a success

it may be useful t0 follow 8

In order to achieve a desi.ra!lrle .outcome.
structured approach to negotiation. - '
the following stages -

The process of negotiation includes
A Preparation : g .
iati ision needs to :
1. Before any negotlatm:li;; d'ec:;’:]‘::place S vl will attend

when and where a mee

Sﬂﬂ Ski"s - I

L .
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2. Setting a limited time-scale can also be h,
disagreement continuing. elpful to preven; the
This s:tage involves ensuring all the pertinent facts of
situation are known in order to clarify your own poﬁiti.:n the

3.

B. Discussion :
During this stage, members of each side put forward the case

1.
as they see it.
2. Itis helpful to take notes during the discussion stage.
3. Each side should have un equal opportunity to present their

case.
C. Clarifying Goals :
1. From the discussion, the goals, interests and viewpoints of
both sides of the disagreement need to be clarified.

It is helpful to list these factors in order of priority.

2
3. Through this clarification it is often possible to identify or
establish some common ground.
4. Clarification is an essential part of the negotiation process.
D. Negotiate Towards a Win-Win Outcome :
1. A win-win outcome is usually the best result,
2. Although this may not always be possible, thro negotiati
it should be the ultimate goal. A,
3. Suggestions of alternative strategies and compromises need
to be considered at this point. ¥ %
E Agreement:

1. A.g'reen.lent can be achieved once understanding of both sides
viewpoints and interests have been considered.
2. Itisessential to for everybody involved to keep an i
in order to achieve an acceptable solution. e
3. Any agreement needs to be made
, perfectly clear so that
sides know what has been decided. both
F. Implementing a Course of Action :
L From the agreement, a course of actio i
: n has to be implemented
to carry through the decision. . 3

- What are the characteristics of a good negotiator ?

f-h:ﬂeﬁaumdamnmﬁatorm:
good negotiator is prepared :

i
They have defined what it is they want to achieve.
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thought into what information they neeq fro
m

ii. They've put some
what the other party might want
t

the other party, and in turn,
know.
jii. They un
flexible.
2. A good negotiator is specific:
They understand that if they want the counter-party to dgj;
then they need to specifically ask them. WWer
i, If you don’t make it clear to the other party what you want, t},
how can you expect them to provide. o
3. A good negotiator is curious :
They will ask good, probing questions of the other party.
They will seek to find out what their opposition wants to achiey,

derstand what their limits are and where they can b,

i.

1L
i
4. A good negotiator listens :
i, After they've asked the questions, they listen to the answers,
i. Good negotiators listen to understand and they then summarise 5
demonstrate that understanding.
5. A good negotiator is not greedy :
i Theyunderstand that co-operative negotiation facilitates greater
trust and long term relationships.
i. ‘Truly skilled negotiators are prepared to concede in areas of lesser
importance, S0 they can gain in areas of greater importance.
6. A good negotiator is focused :

They don't let emotion impede the negotiati
e of rising emotions, they take the

i on process.
i. When they become awar
appropriate measures to overcome this.
7. A good negotiator recognises when to adjourn :
i  They are able to identify when it may be beneficial to step awdj

from the table.

ii. They acknowledge
situation calls for it.

this and take the appropriate time when the

;\ What are the qualities of a good negotiator ?

Quélities of a good negotiator are :
1. Know what you want before you start.

9 Set limits to what you will negotiate on. ¥
3. Do your research on what the other party might be wanting
negotiations.

Soft Skills - I
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Have patience.
Listen intently to the other side's arguments )

Concentrate of interests rather than positions,
Trade, don’t concede.

Look for a collaborative position, not a compromise,
Don'’t give in too easily.

Show the end benefits of the negotiated position.

. What are the various approaches to negotiation ?

1. There are four different approaches to negotiati
the negotiation depends on the approach. R 2 s ostonmwol

9. The various approaches to negotiation are as follows :
A Distributive Negotiation or Win-Lose Approncl; d
1. Thisisalso called competitive, zero sum, or clmmlng value ap, h.
proac

2. This approach isbased on the i
premise t. -
at the expense of the other. hat one person can win only

3. It hasthe following characteristics :
i.  One side ‘wins’ and one side loses’.

ii. There are fixed resource ivi
s to be di
gets, the less the other gets. R R i mioen oo

iii. One person’s interests oppose the other’s

iv. The dominant concern i i
dor in this t ining i
maximize one’s own interests. TEw i pmeiiyte

v. The dominant strategies i ;
. : gies in thi i :
4 The bf:: ing and withholding information. " aniPulation,
ic techniques T
4ro the Bl lowingl:l open to the negotiator in this kind of approach

i Learn as mu
ch as possibl
e : e about th ' :
pecially with regard to resistance :o?;?: R G

iii. Try to convine
- e the other t .
ability to achieve their omogz:?;ge his/her mind about their

V. Promote
Your own obiject; s
B, or even ine"'itable_ bjectives as deslrahIE. necessary, ethical
Lose Approach : ’

; en .
: threat:;z.n ﬁg‘:;lating partner fee
l Regotiation js ot‘;‘;:’;tﬁlhe can to e

;i that his own interests are
wiad ure that the outcome of the
Interests of the other party as well

A
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2  Inthe bargain, both the parties end up being the loser

T —

3. This type of situat ion arises when the negotiating partnery IBNor
W A L

one another's needs and the need to hurt each other Outweighy 1}
. Z 11
need to find some kind of an acceptable solution :

4  This s ‘I.h(' most undesirable type of outcome and hence th :
negotiation approach is best avoided. =

C. Compromise Approach :

1. This approach provides an outcome which is BOME IMProve, v
over the lose-lose strategy outcome. " L

F

'

2. To avoid a l.os-;e-losc situation, both parties KIVE up a part of wh,
they had originally sought and sett]e for something legg than t.hadtl

3 A compromise is the best way out when it 18 impossible fo, both, |
parties to convince each other or when the disputed reésources . f
limited. =8

D. Integrative Negotiation or Win-Win Approach :

1. This negotiation approach is also called as collaborative or Creat 1
value approach. g

2. Itissuperiorto all negotiation approaches.

3. It results in both the parties feeling that they are achieving what
they wanted. *

4. Itresultsin satisfaction to both the parties.
5. It hasthe following characteristics :

1. There are a sufficient amount of resources to be divided and
both sides can ‘win’. :
The dominant concern here is to maximize joint outcomes,
iii The dominant strategies include cooperation, sharing H

information, and mutual problem-solving.
iv. This type is also called ‘creating value’ since the goal hereist, |

have both sides leave the negotiating feeling they had greater
value than before.

[=F

©O0O
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\ction to Oral Communization, Nuances & Modes of Speech
eaking Confidence, Clarity, and Fluency,

pery, Public

F’ What is oral communication ? Give advantages anq
disadvantages/limitations of oral communication.

e word ‘oral’ comes from the Latin word for mouth; so org)

1. Th
communication implies communication by speaking.
2. It includes individuals conversing with each other.
Speeches, presentations, discussions are all forms of ora]

communication.
4 Oral communication is generally recommended when the
communication matter is of temporary kind or where a direct interaction

is required.
Advantages of oral communication :
1. Highlevel of understanding and transparency in oral communication,
9 There is flexibility for allowing changes in the decisions previously
taken.
3. The feedback is spontaneous in case of oral communication.
4 Oral communication saves time, money and efforts.
5. Oral communication is best in case of problem resolution.
6. Oral communication can be best used to transfer private and confidential

information.
Disadvantages/limitations of oral communication :

X

2

3 Oral communications are not easy to maintain and thus
rmation.

unsteady.
receivers

4. There may be misunderstandings due to incomplete info
It requires attentiveness and great receptivity on part of the
Oral communication is not frequently used as legal records.

o

Relying only on oral communication may not be sufficient in business.
Oral communication is less authentic than written communication.
they are

53K (Sem.n
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= ~ ;
mﬂ What does effective oral communication involve ?

Answer |
For effective oral communication to take place there must be
5
A speaker:

1
This goes almost without saying. Communie
. . at -
it has to be started by someone. M.

Just hﬂppt‘-n_

g2 Alistener:
However well-planned or well-meant speech is, unless <o
8, > meone

 E
is willing to listen it does not involve comantileniios
i, Communication depends on the willi
i S :
listen. ngness of those present to
It also depends on the speaker recognising the listener as a willing

active participant, not just a backdrop.

3. A message:
Communication cannot take

i
communicated.
ii. It’sconvenient to call that something a messag
e.

iii. It'simportant to understand th
3 at the lis s vi F essage
can be very different from that of theb::::;:: Wi

place unless something is

4. Understanding of the message :

i.  This is where much communication failg

willing listener, but if the s
then no communication takes place

m What are essential nuances of speech delivery ?

OR

Wri
rite short note on nuances of speech delivery

ere\s;.re fo :
ur basic styles
of :
extemporaneous, and improniﬁfzc}l delivery: manuscri Pt, memorized
. »

7 p .l. T " :
Ehls 18 the t 1 T Y . V y N
Vv ; a.kers Wllen they




54K (Sem.1) Communication Skij|g

It is useful when a message needs to be delivered in precise words,

Memorized speech delivery :
Memorized speaking consists of reciting 2
Memorization allows the speaker t0 be free of n.otes- .
Memorized delivery is the step beyond manuseript delivery.

scripted speech from memory

QN e

2
=
El
4
]
g
"
:
:
3
o
=
e
=z
3
4

The extemporaneous style is the method most often recommengeq

For this style, the speech is not completely written out.
It is usually delivered with keynotes for reference.

Impromptu speech delivery :
This is a speech that has no advanced planning or practice,

Impromptu speaking involves delivering a message on the spur of the

Lo - I

moment.
An acknowledgement, an introduction, offering thanks and so on, falls

&«

into this category.

Que 5.4. | Discuss the advantages and disadvantages of th,

manuscript mode of speech delivery.

Ik

A. Advantages of manuscript mode :

1. Control of time,

2. Control of word choice,

3. Permanent and accurate record,

4. No tampering with facts and figures,

5. Systematically organized material.

B. Disadvantages of manuscript mode :
1. Loss of eye contact,

2. Loss of natural speaking style,

3. No scope for non-verbal communication,
4. Loss of audience attention,

5. Cannot talk to the audience.

Discuss the advantages and disadvantages of the

memorized mode of speech delivery.

i
|
i

Soft Skills -1
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' Ad‘:rgntag'es of memorized mode :

Easy to maintain eye contact,

Use of appropriate non-verbal communication,
More focus on modulation and flow of speech,
Possible to finish the speech in allotted time.
pisadvantages of memorized mode :

Time is required for memorization,

Risk of forgetting part of the speech,

Speech can sound memorized,

Lack of spontaneity,

No adaptation possible during the speech.

| Discuss the advantages and disadvantages of the

extemporaneous mode of speech delivery.

Advantages of extemporaneous mode :
More spontaneous and sound natural

Allows audience interaction, :
Adaptation possible during the speech
Flexibility in use of language, '
S:,.rstematically structured material_
Dnsafivantagea of extemporaneous mod
Requires great deal of preparation o
Inadequate Preparation ¢ ’




" . f the histeners coyld
by which interest 0 be
of speech delivery

=.‘,]hery:lh'ferQ 5.3, Page 53K 4

Extemporaneous
-4 5.5K. Unit 5
Q 56, Page b delivery : Refer Q 5.3, Page 5-3K 4y

Impromptu speec
® . 37, Page 55K, Unit 5

m ;ate between extempore and impromptu speeeh,

n- . '.p--.ﬂ-i' v ,

il .I -'. - 5 a - : S

1 I Tt is the kund of speech in It is the kind of speech in which

| | which some time is given to po time is given to prepare the
| prepare the speech. speech.

2 | Theextemporaneous speech | The impromptu speech is
is delivered using just afew | generated instantly and
notes. delivered immediately.

| 3 Organized delivery. Unorganized delivery. j
i_'l, Requires great deal of | Requires no preparation.
1 preparation.
m What do you understand by public speaking ? What are
the essentials of good public speaking ?

OR

Write a short note on : confidence, clarity, and fluency in public
speaking.

1. Public speaking is giving speech face to face to live audience.

S ——

MSU“' |

; WW"“”’"!M,“,«

The goal of the sprech may be 14 o,

!
listeneTs "o
mmwll&rk'.rmdm“ n
4 gndﬂﬂk?ﬂm:nlnm,whm —1'&%
" eteners B
wd.wdpub&cm,
1 Wh?nﬁﬁtw‘:

1

(%

P

nfidence 15 an essential thing in
f;ﬁ'l-!nyfﬂwﬂ"wlm Frrating wood Smmanication,
Wﬁptlhixmm‘m“!ﬂwncyw* .
Confi nce is a positive attitude of the ind I -
uktj:tandasﬂmﬂ tbemultmnhefm; Jm"“"“"h-u

: spukmg,aspeakermewmmh.w
;I:lﬁ-ontofthembhc g 2
To.ch'wvethmpd-ﬂ*makermmhavemﬁd! e
Waﬂa'spuﬂuspeakcnmwmhdﬂ,
mwakohelpsspeakﬂnmkduﬂyntwm -
Clarity in Public Speaking : e—i
Domggpeaktoofastormoslow,
Get the idea clearly.
Get an idea of the audience.
Pronounce words correctly.
Fluency in Public Speaking :
Fluency is the quality of speaking so that words and
your mouth in a gentle stream. '-b"‘mfbwﬁm
Speech mastery requires learning how to ha
and the way we present our message. Ve control of what we say
The cause of a lack of fluency can be divided into
Son speechpreparﬂtion,mddeﬁveq‘ three areas: menta]
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unieation ? What is the rg), of

What in non-verbal comm
‘ communication 7
(9] (4

Desoribo the features of hody Innguage.

body langunge in non-verbal

.
Non-verbal communic
through a nonverbal p

ation : It is the transmission of messagen or signaly
latform such as facial expressions, gesturey,
yarnlinguistics such as loudness or tone of voice, body lungungn.. pProxemicy
:'r porsonal Kpace, eye gaze, haptics (touch), appearance, and artifactg,
Role/fontures of body language in non-verbal communication ;

L. The role of body langunge is extremely crucial.

9 It works together with verbal aspects of communication to create 4
meaningful and effective message.

3. The sender and the receiver both play arole in non-verbal communication,

4 Body language serves to pace and regulate the flow of communication,

5. Body language has tho potential to emphasize, accentuate, and enhance
the verbal communieation,

6. With the help of body language, more credibility can be added to the
spoken word.

7. Body language can also be used to reinforce or repeat what is being said
verbally.

8. Body language includes posture, hand gestures, eye contact and smile
among other things.

9. Itisimportant to maintain eye contact as it helps in building trust and
establishing a good rapport.

10. It brings about a favourable reaction from the parties engaged in
communication.

m-l What is kinesics ? What are features of kinesics in
presentation 7

Kinesics is the study of physical movement of the body parts. It means the

study and role of the body movements such as winking, shrugging, kicking,
ele., in communication.

Goft Skills - T

e
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Feature of kinesics are as follows :

Personal appearance :

n. It is the physical appearance which makes first impression upon
the audience.

b.  Itincludes the following features :
i.  Physical appearance
ii. Physique
iii. Attractiveness
iv. Personal hygiene

¢. All the above traits make a personality and personality creates an
impression upon the people we speak with.

Facial expression :
a.  Facial expression plays an important role in oral communication.

b. Itincludes the following traits :
i. Smile
ii. Frown
iii. Raising of eye-brows
iv. Tightening of jaw muscles

c. Facial expression expresses happiness, anger, surprise, boredom

fear, sadness, hatred, liking, disliking, rejection. |
frustration, etc. ] » love, agreement,

Head movements :

a. Movements of head speak more than words.

b. Nodding of the head shows honor, confidence and self-respect
¢. The low-bent head shows politeness and modesty. |
d. The jerk of the head shows either r
Posture or body position :

a. It refers to the Way one stands, sits and walks
b.  When someone stands erect, it shows confi
¢.  When someone sits wi

ejection or confirmation.

dence.

th i W i Y
' ease ﬂ..nd grace, it Sho 8 hls majeﬂt and
d. Wh
en S0meone walks w’.tll e W,
)y ase al'l.d grﬂce, it Sho 3 he i.s energetlc
e. Slurnp post.ure Sh ]lll'.l
ows unwi
Bness ﬂnd. uneaﬁlness

& The eyes are t

N he windows of the mind.
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—— Sincerity
—— Intelligence
Eye contact ——— Attitude
—— Feelings
L Level of interest
8 Gesture:
a. These are those physical movements that someone makes ofte
unconsciously. 1

b. The following are some gestures :
Playing with a key-ring

Twisting a key chain
Clasping one’s hand tightly
Gestures Shrugging shoulders
Thumps-up
Nodding head
Shaking head
7. Body shape:
a. It is also known as physical shape.
b. Itisbasically classified as:
Body shape
Ectomorph Nesomorph Endomorph
Thin | Strong Fat
Tall | Athletic Round
Youthful L Muscular Soft
nality of a man.

Physical body speaks a lot about the perso
If a man is youthful and tall, he is supposed

dominant person.
If a man is fat and round, he is supposed to be

o pao®
contact in communicatio

to be a leader and 8

a lazy person-

‘ What is the role of eye

. _'
1. Eye contact plays a crucial role in communicati
It is usually a mirror of our truest and innermo
That is why we normally distrust people who dono
while telling us something.

4. Maintaining eye contact signifies that: ‘
We are paying attention to what the person’

on.
st feelings-
¢ maintain €Y con

s speﬂkmg'

L
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ji. Shows our sincerity and confidence
jii. Helpsavoid any misunderstandings due to any cult
ultural Pattern

Explain importance of kinesics in v

erb
pon-verbal communication. 3l as well as in

1. Kinesics refers to the aspects of body language in commu
: Municat;

2. Body language includes posture, hand Eeibinees. ication,
etc. » €¥e contact, smile,

Importance of kinesics in verbal communication -

1. Human beings use body language in communicat; ;
communication. In the business world, bod; Il:::lléﬂ';ng ‘!;llth verbal
confidence and commitment. ge illustrates

2. Positive body language suggests that one is 3 :
and open to new ideas and suggestions. Pproachable, attentive

3. Facial expression of an individual while g ing i
. peaking impacts others. If
person is happy and wears a smil i i B
pe e on his face, it may also make others
4. Proper eye contact also influences the liste i
" ; ; ners and i
the times of interviews and group discussions. - rery erucial at

5. Itisvital to use the right posture whil i
I e communicating, The
gcludes head, hands, legs, back, and for the right postuhnri itis esgemtlirai
make the body movements perfect. :

:mpol.'tanee of kinesics in non-verbal communication :
2. ;ﬁoneles 18 very important in non verbal communication.
. metimes it acts as a substitute to words or oral language

3. Sometimes j
81t may ac
or to modify it. Y accompany the words to make them more effective

e 9.1 How can
. i you define the role of paralinguisti
v e of stic features
businegs Presentation ? o
Wri
v te a note on nuances of voicc? gy'namcs.
Tite a ghe, o
Tt n i i
!l _— ote on Paralinguistic feature of voice dynamics.

Py O =
"h“&lllstic .
Wo comm :
hel;d:sa:e spoken, Pa“:‘-“-‘_atlm_l rgfers to the study of human voice and how
Undepe, a‘:l & ;: Wgency to oo ::‘1:; fe'all‘:]ures are non-verbal vocal cues that
o _ €. The vari,
charactenstic nuances of voi::s a:zétms that are useful to



1. Quality: o ‘ ’
i Itisa characteristic that distinguish one voice from another
n. Each person has a unique voice and its quality depends on it
resonating mechanism.
s Thequality ofone’s voice may be rich and resonant, soft and alluring
thin and nasal, hoarse and husky, or harsh and irritating,
2. Volume:
i  Volume is the loudness or softness of the voice.
ii. One’s voice should always project but need not always be loud.
3. Rate:
i Itis the number of words that one speaks per minute.
ii., It varies from person to person and from 80 to 250 words per
minute.
ii. The normal rate is from 120 to 150 words per minute.
4. Pitch:
i Pitch refers to the number of vibrations of voice per second.
i, The rise and fall of the voice conveys various emotions.
5. Articulation :
i Articulation is a set of speech habits established over a long period.
i. It is basically the ability to modify voice or breath with tonsu;-
teeth, lips and other organs of speech in order to produce speec
sounds.
6. Pronunciation : B
i, Pronunciation requires us to speak out sounds in way
generally accepicd ‘ ol
ii. Pronunciation is the manner of uttering or Bpeakmgi:ﬁ'; pp
pronunciation is th ¢ way of speaking that ordinary peop
to understand.
7. Voice modulation : )
i or adjust the

we regulate, vary,
d or speaking voi¢®
ty toour voke.

rtant roleit ™"

i Modulation pertains to the way
tone, pitch and volume of the soun

ii. Modulation of voice brings flexibility and vitali
iii. Word stress and sentence stress also play an impo
modulation.

8. Pauses:

i Itisshort silence flanked by words.

ii. A pause in speaking helps the listener to r¢
and digest it accordingly.

flect on the ™

San,Skiﬂﬂ" - :
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ﬂ] Explain various dimensions of specch.

Vari
L

&

2 Pi

L

I Em

heif

ou; dimensions of speech are :
Accent (Way of pronunciation) :

Accent is the way of pronouncing the words of language t}
: e that
shows the person belongs to which country, area or wu:ia]agia # .;-é

Accent is a manner of pronunciation peculiar to a particula
individual, location, or nation. The region to which we belong aff;rt.:
our aﬂceﬂt. ’
It is an important factor whether English is our first languag
second language. o

tch (Loudness) :
Pitch is a property that allows the ordering of sounds on a frequency-

related scale.
Pitches are compared as “higher” and “lower”.

The rise and fall of the voice conveys various emotions

A well balanced pitch results in a clear ;
; and effect
us to avoid being monotonous. effective tone. It helps

a Flhythm (Sound pattern achieved by using stress in words) -

L
i

iv.,

Rhythm refers to a pattern of sounds.

Maintaining a rhythm i mak
and fluent. In 8 speech es the speech sound natural

Rh .
ythm is produced by stressed and unstressed words in a sentence

To achi i
S st:::sg:;mj Bhyt@ In speaking we should know which words
and which are not to be stressed in a sentence

4, Intona .
tion (Variati .
sentence) ; ation of pitch or loudness of the words in a
L The inton
ationin alan
ort guage refe
i o nze tones it uses in its utteranr:e':, SIS % pikch wariation
Tmal g
.. “e,going uge?:mth; Piteh of our voice goes on changing constant]
. ot st £ down, and sometimes remaining steady e
Variation - €s of the voice combine to form patterns of pitch
- pl

nes, whj
» Which together constitute intonation.
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Ll i!l
Proxemics is the study of personal space and the degr
that individuals maintain between each other in social

The distance surrounding a person forms a space.

The personal space around a person’s body includes a numpe
concentric circles where the closer areas are reserved for more ¢, rtor
Tusted

people.
Edward T. Hall classifies the interpersonal distances in four dist;
zones : -

Intimate zone :

Intimate zone is an area where people having close relationships are
allowed.

The distance in this zone is less and may at times allow people to touch
each other.

In this zone, people of the inner family circle, close relatives, lovers and
parents are allowed.

Intimate zone ranges from 6 to 18 inches.
Personal zone :

Personal space zone is the zone which a person feels to be his own.
People in this zone are friendly but not intimate, comfortable but not too
close.

Friends, colleagues, neighbours, etc., come under this zone.

This zone ranges from 18 inches to 4 feet.
Social zone :

Social zone is the area we usually maintain
know personally but know socially. o Jmoust !
While interacting with people,_you have to ma.lnt_alll;'}:::w e
formality without causing any inconvenience or disco
This zone ranges from 4 to 10 feet.

Public zone:

Public zone is the farthest and the widest gap maint
speaker and the listener.

The speaker in this zone addresses a huge gathe
platform and usually uses a microphone. aker 88
Communication in this zone is often one Way and the 5P°
control over the crowd.

The distance ranges from 10 to 15 feet between th
audience.

ee of separg;
5 t
Situationg, o

with people whom we don't

ined betwee? ™
ring fro™ * A
les®

--“'_"'"—_—___ b (Sem.1)
- Write short notes on : Chronemics
. . sies is the study that tells how human beings utili

communicating. i

§ Time reflects our sincerity and our punctuality,

8_34"- !tmhmt at a person's devotion and dedication to his

e ThB importance of time has much to do in a professi
5 The way someone values and perceives time
3 gnlil‘l or her communication process.

6. The use of time can affect lifestyles,

7. Across cultures, i
i,

8 Mtypuofhmem used in chronemi

jOb or a-sﬁign.mant_
onal world.

plays a considerable role

personal relationships, anq work

ime perceptions Tim
i - Time
and willingness to wait_

cs: interactive, conceptual,

_ . - a

OR

m -
4 Tt notes on : presentation strategies.

- Presentation : i
: : on : Planning a presentation involves :
Prese; i

resentation should start by defining its purpose

Purpose as wel]
as i
2 = a specific purpose should be identified.

of a prege criee
t the audie Dtation involves identifying an observable

nce should be able to take
msnu - ’
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i.  Identifying audience characteristics,
i, Analysing audience needs and expectations, and
iii. Identifying factors for getting and maintaining audience i
Analysing the occasion : attention,
In order to understand the communicative situation the b
which the presentation is to be made should be analysed occasion g
Several aspects of the event like its background, the people i
the organisations linked to the event, and so on need to be m;‘;‘_l-';l:zg,
e .

Choosing a suitable title :
A title has to be chosen for the presentation.
The title gives the audience the first glimpse of the presentation and

they forms their first impressions.
It is essential that the title is appropriate and conveys the essence of the

message.
A vague, misleading, and
Preparing the presenta
Developing the central ide
The central idea of the presen
It should be a complete declarative sen
of the message.

The presenter may
and support the cen
Gathering supporting
Information to be used in

fussy title may confuse the audience.

tion : Preparing for a presentation involves:
a & main points :

tation is its core idea.

tence that captures the essence

make a logical division of the central idea, establish
tral idea with a series of steps.

material :
the presentation should be carefully selected.

This depends on the scope and length of the presentation.
For gathering supporting information use systematic approach.

The presenter should gather all his thoughts on the subject.
Thereafter, several rese

arch resources sh
A list of material to be included in presentat
The supporting material include facts, examp
and so on.
Planning visual aids :
Using appropriate visual aids increase
Following types of visual aids may be used :
i  Three-Dimensional visual aids.
ii Two-Dimensional visual aids.
Organising the presentation : Presentation ar¢ 0

Introduction :
The introduction sho
needs.

The introduction s

ould be consulted.
jon should be made.
les, definitions, quotations:

the effectiveness of p;esenlnnan‘é-
rggnjsed into thre¢

uld be relevant to the lis

hould be such that it convinces the Y

5-17K (Sem-1)
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to it.
It has following functions :
Get the audience's attention
Introduce the subject
Give the audience a reason to listen
iv. [Establish the credibility
v. Preview the main ideas
b. Body: )
The body contains the main content of the presentation
The speaker should use only few mai i i i
T ain points with relevant supporting
The speaker should concentrate on each main point i
transitions to indicate a change of point. JFNRERGus oo,
e. Conclusion :
The conclusion of presentation should accomplish i
woesificobjectives plish the following four
i Summarise the presentation
u. Reemphasise the central idea
iii. Motivate the audience to respond
iv. Provide closure
D. Delivering the presentation : The i
: re are three deli -
Memorising method : elivery methods:
Some 1 fi i i i
- nic;rogre er to memorise the entire presentation and present it
This u'mtho-l:l‘ﬂ may be used if the speaker has stage fear.
Learning what one intends to WOl I
vl ety say word for word may develop the required
Ee"ﬁll method :
reading method the presentation i i i
3 n 1s t v
E‘:his i written out and delivered by
. m::;ﬁqd there is no danger of forgetting anything.
is ile presenti ical i i
:'}l‘:tatistim] = t\;seﬁxl while presenting complex technical information
iy $hg method :
The nb;‘:':;lzd presentation is given with the help of delivery notes.
St uld be prepared carefully.
delivery note: presentation largely depends on the quality and type of

i
"
iii.

—

@R ~p

o po

B =
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1.6. What do you mean by passive voice 7
p— Passive voice means that a subject is a recipient of a verb's act;
action

1.7 What are articles 7
Articles are words that define a noun as specific or unspecific

Basics of Applieq
Grammar & Usage
(2 Marks Questions)

1.8. What are the types of articles ?
There are two types of articles: definite and indefinite

1.9. What are antonyms ?

Antonyms are words that have contrasting
(for example, close and open).

» OT opposite, meanings

What do vou understand by the term ‘tense’ ?

Tense expresses time reference of an action or event. 116. Give the types of sntenyma.

xmz There are three different kinds of antonyms :
1. Complementary
2. Relational
3. Graded

1L
Ans
12. Mention various forms of tense.
Ans.
1. The main tenses are present, past, and future.
2

Each tense has four forms.
: 1.11. What are synonyms ?
Past Future A Sylm::dyms are words that are similar to another word or have a
1. | Simple Present Simple Past Simple Future related meaning (for example, shut and cloee).
;'_ Zz Present Continuous | Past Continuous Future Continuousq 1.12. What is prefix ?
| 3| Present Perfect Past Perfect Future Perfect AxE A prefixis a group of letters placed before the root of a word
| 4 |Present Perfect| PastPerfect Future Perfect | L13. What is suffix ?
| Continuous Continuous Continuous | EEE Asuffix is a group of letters placed after the root of rd
of a word.

Ll4. What is narration ?

1.3. What do you mean by parts of speech ? The
art of reporting the words of a speaker is called narration

Am& Parts of speech are the classification of words categorized by their

roles and functions within the structure of the language. L15. Wha
t are conditional senten
% ish o ‘ COndit.i n ces 7
14. How many parts of speech are there in English h; thutgal sentences are statements discussing kn
aAmE In English, there are eight parts of speech : YPothetical situations and their u:mmaequer:tt:el:lil8 S Fa—
1. Noun 116, : A
2. Pronoun Xug, :‘?ilnhon different types of conditional sente
3. Verb OWing are fi " nces.
L are four diff iti
& Adjective 2 e Conditiong] Santances T T incal seraunens
5. Adverb 3. Sec Conditional Sentences
6. Preposition 4, 'ph-ond Conditional Sentences
7. Conjunction rd Conditional Sentences
8. Interjection L17, W,
Xag Ty, S concord ?
15. What do you mean by active voice 7 ctsupon ! fm.et Subject’ of 5 Sentence and i ,
MM Active voice means that a sentence has a subject that a mhj:: Brammatica] at:cura:y Lt;:sl;rbwmmt agree with each other
oy t-verb agrosment in o sent,encl:,- nce. Concord refers to this
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What do you understand by tag questions ?

Atag question is 8 special construc tion in English. It is a stat
emeny,

owed by a mini-question.

foll
estions to ask for confirmation.

We use tag qu

What are punctuation marks ?
used to create sense, clarity and stress in senten
ks to structure and organise our wri tic::

Punctuationis
any piece of writing shall fail to convey

We use punctuation mar
Without punctuation marks,
the intended meaning.
Mention some of the punctuation marks used in English
Grammar.

Following are some of the punctuation marks used in English
Grammar :

Full Stop (.)

Comma ()

Dash

Hyphen
Question Mark (?)

Exclamation Mark ( )]
Quotation Marks %)
Semicolon (;)
Colon (2)
Parentheses ()
Brackets [ ]
Apostrophe )
Slash or Oblique )
Ellipsis (...)
©e0

% Marks QUEKtion!

. :’resentation &
nteraction Skills
(2 Marks Questions)

2.1. What is
ABE Speech deli

22.
Ans.
1. Delivery can comm

swul P

speech delivery 7
very refers to the presentation of the speech that have

been researched, organized, outlined, and practiced.
Explain the importance of speech delivery.

Importance of speech delivery :
unicate the confidence and preparedness of

to the audience.
delivery shows the audience that the speaker has
and understands what he is speaking about.
allows the speaker to pull it all together—to
ak with confidence during delivery.

speaker

2. Effective
researched the topic

3. An effective delivery
showcase his work and to spe

What are the key issues in effective speech delivery ?

Overcoming Anxiety
Preparing Carefully

Setting the Tone

Considering Language and Style
Incorporating Visual Aids

Being aware of Time Limits
Choosing a Delivery Method
Practicing Your Speech

What do you understand by the term interjecting in
communication ?

In communication; interjecting means
another person is speaking.

to say something while

Give objectives of interjecting.
Objectives of interjecting :

To ask for clarification

To agree with the other person

. To show interest and enthusiasm

4. To mention something similar that you'll talk about e
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group discussion T

gion is defined as an activity in which

to 8) meet face to face anda:;;;lal;mnber
Be ang

What is a
Group discus
of persons (approx. 3
share ideas freely.

Give the purposelobjective of conductin
: t g grou iscussi
Group discussion serves several purposes : et ‘on.,
Collecting data.
Breeding fresh ideas and taking inputs from a particular groy
p.

Perception of common people on a particular topic.

Identify a mn to a specific problem or issue.

Selecting . dates after their written test for hiring i

Selecting candidates for admission in an educational f;:t?;ln;:)any

What are the advantages of group discussion ?
discussion are as follows :

The advantages of group

It provides a deeper understanding of the subject.
It improves the critical thinking ability.

It provides different approaches to solving a problem.

The term argument refers to “a reasoned attempt to convince the
of view about a debatable

particular point
topic.”
What is argu.lmant.ation T

tsaneﬁ'ortbasedonc
al is to the mind, t

ntal communication relying
r behaviour through

areful thinking and

entation represen
he intellect of the

planning where the appe

audience.
a form of instrume

Argumentation is

on reasoning and proof to influence belief o
the use of spoken 0T written messages. T
The key concept here s to make the audience believe your position:
accept your logic and evidence.

owing

of argumantation.
includes the foll

Give the pattern
The regular pattern of argumentation
elements :

Problem

Theory or Assertion

Arguments or Evidences

Objections

Counter-arguments or reinforcement

Conclusion

SQ,.GK(

2.12.

2 Marks Q’Uﬁstiam

gem-1)

ntion the ingredients/internal structur. argum
ically an argument has an inte s, .
M rnal structure, comprising th
al ' B Lhe

’r;’l‘yp

oot 2l o

following :
Set of assumptions or premises
Method of reasoning or deduction

Conclusion

?

What is a debate
that involves formal discussion on a particular

Debate is a process
topic.

What is 2

A discussio

willingness to share

discussion ?
n involves interaction among

L 101 group memb
ideas, and a willingness to respeg oth::-s‘ i:]::i;‘l.t:

What is public speaking ?
Public gpeaking is giving speec

Mention benefits of public speaking.

Benefits of public speaking include :

Improves confidence

Better research skills
Stronger deductive skills
Ability to advocate for causes

h face to face to live audience.

What is audience analysis ?
identifying the audience and adapting a

Audience analysis involves
speech to their interests, level of understanding, attitudes, and
beliefs.

Mention some audience analysis factors.

Follt_)wing are some audience analysis factors:
Audience expectations about the occasion of the speech, its topic,

and the personality of the speaker.

Audience’s knowledge or familiarity with the topic.
Audience’s attitude or approach towards the topic-
Audience size and its ability to listen.

What are various types of audience analysis 7
Following are various types of audience analysis -
Demographic Analysis
Psychographic Analysis

. Situational Analysis
. Multicultural Analysis

What are the various styles of public speaking ?
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o 1;"; are four basic styles of presenting a speech: Manuseryy
Ani. e '

221.
Ans

222
Ans.
L
2

mpwnrlg © N lg N IE

memorized, extemporaneous, and impromptu.

. ” ?

at is an interview .
:: interview is essentially a struc:tumd conversation where -
participant asks questions (interviewer), and the other proy; e
answers (interviewee).

Give the sequence of interview.
uence of interview : ) o
g‘genm, stage : The preliminary stage which IS generally held
at the campus. ) )
Selection stage : At the second stage of interview t
will be asked to interact with several people: hu
department, potential colleague and supervisor.
Final stage : For final evaluation - the top executiy
company asks certain questions and finally decides.

he applican
MAan resource

es of the

What are various types of interview ?

Depending on the objective and nature, interviews can be
categorized into following types:
Job interviews 2. Exit interview
Disciplinary interviews 4. Termination interviews
Information interviews 6. Evaluation interviews
Persuasive interviews
What is the focus of interview ?
Focus of interview : The focus of interview is to find out the
following necessary skills in a candidate -
Effective communieation skills 2. Analytical/Research skills
Computing skills 4. Interpersonal skills
Management skills 6. Leadership skills
Positive attitude 8. Adaptability
Team working skills 10. Innovation skills
What are various objectives of interview ?
Interviews are conducted to achieve the following objectives:
To select a person for a specific tasgk.
To monitor performance.
To collect information_
To exchange information.
To counse]

©©

2 Marky Questions

Interpersonal
Communication Skills

(2 Marks Questions)
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3.1. What is interpersonal communication ?

Interpersonal communication is the Process of exchange of
information, ideas and feelings between two or more people through
verbal or non-verbal methods.

Mention basic methods of interpersonal Communication.
Methods of interpersonal communication -

Formal interpersonal communication

Informalinterpersonal communication

Give uses of interpersonal communication.
Interpersonal communication can be used to:
Give and collect information.

Influence the attitudes and beha
Form contactg and maintain re]
Make decisions and solve prob}

viour of others.
ationships.
ems.
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What is teamwork 7 )

36 When a group of people work together cohesively, toyw
common goal, creating a positive working atmosphere, angd
supporting each other to combine individual strengths t, enhane,
team performance is called teamwork.

3.7. What is empathy ? ] _

&Ex Empathy is the ability to recognize emotions in others, and t,
understand other people's perspectives on a situation.

38. What are the stages of empathy ?

BEE There are three stages of empathy :
L Cognitive empathy is being aware of the emotional state of anothe,
person.
2. Emotional empathy is engaging with and sharing those emotions,
3. Compassionate empathy involves taking action to Support gther
people.
39. How to developpatilyatwork?
Zmx To develop empathy effectively at work -
1. Give your full attention.
2. Consider other people's perspectives.
3. Take action.
3.10. What is emotional intelligence ?
AmE Emotional intelligence (emotional quotient or EQ) is the ability 1o
and, use, and manage your own emotions in positive ways
%o relieve stres. communicate effectively, empathize with others,
over~ome challenges and defuse conflict.
3.11. What are the atiributes of emotional intelligence ?
AW Emotional intelligencs: comprised of four attributes: self-awareness.
self-management 50 sial awareness, and relationship management.
3.12. What is time management ?
AEZ “Time management” is the process of organizing and planning how
to divide your time between specific activities.
313 Whatarethebeneﬁtsottime ent ?
managem
AWE Benefits of time management :
L Greater productivity and efficiency.
2. Abetter professional reputation.
3. Less stress.
4. Increased Opportunities for advancement. :
3. Greater opportunities to achieve important life and career go2l*
3.14.

What are the consequences of poor time management ’

g.l
-

2
3
4.
5.

315
P

IE‘.
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2 Marks Questions
e st
time management -

psequences of poor
fzﬂd deadlines.
Inetﬁcient worlf flow.
Poor work quality. )
A poor professional reputation and a stalled career
Higher stress levels.

What is attitude ?

Anamdeismezpmssionoffavourordisfavmnwwudsaml
place, thing, or event.

What is networking ?

Networking is the process of speaking to professional contacts and
sharing information with them.

Networking is based on the idea that you can build a relationsh; ip
with people from a point of common interest.

The -and-Pacer method
The Scanning (or Previewing) method

Go easy.

Cover words that yoyu've already read.
~ W what yoy Want from the text
Pl‘:cctine. S - |

©0e
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Persuasion ang
Negotiation Skillg
(2 Marks Questions)

T —

What is persuasion ?

Persuasion is an attempt to get a person to behave in 5 manner, o
embrace a point of view related to values, attitudes, ang be]ie'fs,
that he or she would not have done otherwise.

What is the need to study persuasion ?

Study of persuasion today is extremely important for five basic
reasons :

The sheer number of persuasive communications hag grown
exponentially.

Persuasive messages travel faster than ever before.

Persuasion has become institutionalized.

Persuasive communication has become more subtle and devious,
Persuasive communication is more complex than ever before,

Mention the basic parts of process of persuasion.

Basic parts of process of persuasion are :
source or persuader 2. Goal

Message 4. Audience

What are various types of audience analysis ?

Following are the three types of audience analysis :
Demographic Analysis

- Psychographic Analysis
. Situational Analysis

How do you classify the audience ?
Classification of audience :
Negative audiences

. Positive audiences

Divided audience

. Uninformed audience
. Apathetic audiences

What are various persuasion techniques ?

12K (Sem-D) — ___ ?Marks Questions
5¢ , e
llowing are the three Lechplques of persuasion and the choice of
P {;’e specific technique depending on values, priorities and contextual
ds.
g‘:’::::l 2. Exchange
;: Pressure

What are persuasion skills ?

Persuasion involves several common soft sk%l]s, including :
Communication 2. Emotional intelligence
! Active listening 4. Logic and reasoning

: Interpersonal skills 6. Negotiation

Ans.
1
3
5.
48. Describe the steps in persuasion process.
anx Effective persuasion involves following four steps :
1. Establish credibility 2. Find common ground
3. Providevivid evidence 4. Connect emotionally
49.
Ana

What is a negotiation ?

A negotiation is a strategic discussion that resolves an issue in a
way that both parties find acceptable,

410. What are various stages of negotiation ?
REE: Process of negotiation includes the following stages :
Preparation
Discussion
Clarifying Goals
Negotiate Towards a Win-Win Outcome
ment

Implementing a Course of Action

& negotiator ig specific.

2 Degotiator ig curious,

% Negotiator listens
Negotiator is not greedy,

Degotiator ig focused.

bood fNegotiator recognises when to adjourn,

are g
‘{lriou:he Various approaches to negotiation ?

Y The

L Digy butic. “PProaches to negotiation are as follows :
i 7 tive Negotiation or Win-Lose Approach e
3 ¢ Approach

4 I romi
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Communication Skj
kill
(2 Marks Questions)

. What is oral communication ?

. The won:l ‘oral’ comes from the Latin word for mouth. So
communication implies communication by speaking 50 4]
It includes individuals conversing with each other.

. Speeches, presentations, discussions are all forms of
communication. il
Give advantages of oral communication.

Advantages of oral communication :

. Highlevel of understanding and transparency in oral communication.

There is flexibility for allowing changes in the decisions previously

51
Ans
1
Z
3
52.
Ans
1
2.
taken.
3. The feedback is spontaneous in case of oral communication.
53. Give disadvantages/limitations of oral communication.
Ans. Disadvantages/limitations of oral communication : _
1. Relying only on oral communication may not be sufficient in
business. o
2. Oral communication is less authentic than written communication.
3. Oral communications are not easy to maintain and thus they are
unsteady.
5.4. What does effective oral communication involve ? e
amz For effective oral communication t0 take place there must be:
1. A speaker 2. Alistener
3. A message 4 Understanding of the message
55. the basic styles of speech delivery ?. J—
Ans four basic styles of speech delivery:
, extemporaneous, and imprompty- J——
586. of the manuscriPt mode ©
Ans.
1
2
5.7

What are
There are
memorized
Give the advantages
delivery- _
Advantages of manuscript mode :

 Control of time, sccurate

~ Control of word choice, 3. Permanent and i e - ;

 Give the disadvantages
delivery-

of the man

4K (Sem-V)
: —

e
vantages of manuscript mode :

fBHE COlllECt, 2 IJO‘!.R f

Loss ©
No scope for non-verbal communication.

Give the advantages of the memorized mode of b
Advantages of memorized mode : delivery.
to maintain eye contact,

Use ofgppropriabe non-verbal communication,

More focus on modulation and flow of speech.

Give the disadvantages of the memorized mode of

delivery-
Disadvantages of memorized mode :

Time is required for memorization,
Risk of forgetting part of the speech,
Speech can sound memorized.
Give the advantages of the extemporaneous mode of speech
delivery-
Advantages of extemporaneous mode :
More spontaneous and sound natural,
Allows audience interaction,
Adaptation possible during the speech.
Give the disadvantages of the extemporaneous mode of
speech delivery.
Disadvantages of extemporaneous mode :
Requires great deal of preparation,
Inadequate preparation can make speaker nervous,
Too much reliance on note cards makes the speech lose its

spontaneity.
Give the advantage
delivery.
Advantages of impromptu mode : _
Easy to maintain eye contact, 2. High flexibility,
Speech sounds natural.
Give the disadvantages of the impromptu mode of speech
delivery.

Disadvantages of impromptu mode : ) )
Unorganized delivery, ~ 2. More likely to go over given .t
Might miss key information.
What do you understand b . ,
Public speaking is giving speech face to face to live audience:
What are the essentials of good public speahng :
Following are the essentials of good public speaking: :
Confidence in Public Speaking 2 Clarity In Public Speaking
. Fluency in Public Speaking.

s of the impromptu mode of speech

y public speaking ?

vl BHE well B orl E
P o) E .mm-l -.-.wzar-" E.um-‘ Emn—‘g g.;,-.‘
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5.16. What is non-verbal communicatio'n ?
AWK It is the transmission of messages or signals throy

5.17.

5.18.
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gh a I]Oan
platform such as facial expressions, gestures, Paral‘_ngujstic
as loudness or tone of voice, body language, Proxemics or 54

space, eye gaze, haptics (touch), appearance, anqg artifactg,
What is kinesics ? -
Kinesics is the study of physical movement of

the body Parts, [t
means the study and role of the body movements such as winj; ng
shrugging, kicking, etc., in communication.

What are features of kinesics in

Feature of kinesics are as follows :
Personal appearance

rba]
8 Such
TSong|

pPresentation ?

2. Facial expression
Head movements 4. Posture or body position
Eye contact 6. Gesture
Body shape
What do you underst

and by paralinguistic Communicatiop 9
Paralinguistic communication refers to the study of human Voice
and how words are spoken. .

What are Paralinguistic feature of voice dynamics ?
The various paralinguistic feature of voice dynamics are :
Quality 2. Volume 3. Rate

Pitch 5. Articulation 6. Pronunciation
Voice modulation § Pauses

What are the various dimensions of speech ?
Various dimensions of speech are :

Accent (Way of Pronunciation)

Pitch (Loudness)

Rhythm (Soung
Intonation (V.

What do you unders
Proxemicg 18 the st

udy of persona] Space and the degree of
SeParation that individya]s mai p
situations,

intain between each other in social
What do

You understang
Chronemics ; tudy th
while comﬂllllﬂcating,

tand by Proxemics ?

by chronemics ? .
at tells how human beings utilize time

Ps in preparing a pres enta tiOn.

Psin reparing a presentation ‘

" 2. Preparing the presentation
4. Delivering the presentation




