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Define communication and process of communicatioy,

Que 1.1,

Communication :

1. Communication refers to the process of conveying. and exchanging
information, ideas, thoughts, feelings, andﬁmé‘ssages between
individuals, groups, or entities through var:luu.s lﬂ"édlums and channels

2. It involves both verbal and nonverbal metlmds mtﬁuchng spoken or
written language, gestures, facial expréamuns “ﬁndf‘language visuals,
and more. 2

Process of communication : -%x‘a-%q F
Sk,

1. The entire process nfcummumuatwn 111 es.atleast six steps, namely,
thought, encoding of mea’ga;gbh fidmigsion of message, reception,
decoding of message, a_ﬂ__ _ eeﬂﬂ%;a -

v group of people, then there is asender,

Sy
1» .-ﬁ-"1 P

) and a cammunmat&ﬂ Eggrrnnment

a receiver, chanruhl
This can be exPlﬂiﬁ d

il

= Takay

i

? ;@_gg-w

Communication environment

i. Thought : Communication begins with the thought arising
(ideation) at the sender's end. This thought is the content and the
basis of the message.

- Encoding : The thought is then convested into a form, which can
be understood by a receiver via engoding.
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iii. Transmission of message : The encoded message passes
through a channetor medium. This medium can take many forms:
oral, and writien in the form of business correspondence, electronic
mediayétc. Sometimes there could be a problem in transmission of
the message because of a barrier.

iv. Reception : The transmitted message is received by the receiver.

v. Decoding: The received message is converted into a readable or
understandable material or text via decoding. This leads to
understanding of the message, associating it with a meaning.

vi. Feedback : By this, the receiver communicates back that he has
recewed the message. This indicates whathgf the process of

vii. Environment : The entire process of cgmmwcatlh”n happens in,
a defined area which includes the send&&t,;recemr, channel, and
barrier, for example, a classroom. m ‘1"3

viii. Channel : Messages themselves %gtransferred through a
medium, the channel. .{1‘% 4 ﬂ-*

R o
N

':E'._

i 'I‘he pnmary role nf mmmuuicatmn is to facilitate the
information, 1deas thuughts and emotions betw

groups. h*_u y 4 255 & N *‘%
2. Communication seryes 4s a fundamental tool for. conné
uﬁ%ﬁﬁ‘wem to ‘understand each other, sha _%axpeﬂences and
~-£ﬂtablmhumeanfngful relationships. 3. Iﬁs tlu'uug‘h communication

{__that mdavi‘u.a]q convey their mtenhuna, ,gxgmﬁa* their feelings, and
o  omvarious tasks andachntms y 4

' ""ve Feommunicatign fﬂﬁmnﬁmdﬁrstandmg, minimizes
misunderstandings, andpmmulmmperatmn

5. In this way communication mntnbutes to the smooth functioning of
personal, social, and professionaljnteractions.

ﬁ%“"

AR R

Communication serves a variety of purposes in different contexts and
situations. Here are some of the different purposes of communication :

1. Informing : Communication is used to convey information, facts,
news, and updates to individuals or groups.

2. Expressing emotions : Communication allowgindividuals to express
their emotions, feelings, and attitudes.
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3. Influencing : Communication is often used to influence Othe
- g

opinions, beliefs, and decisions.

4. A Persuading : Persuasive cnmmunic&tzinn i{inlﬂ tr_;' convinece People
take a particular action or adopt a specific viewpoint. ta

5. Educating : Communication is a means of impur.ting knuwledge and
it p]ﬂ_}rs avital role in formal education as well as informal ]earningh a

6. Building relationships : Communication hulps_in forming and
maintaining relationships by sharing personal experiences, thoughs,
and interests.

7. Coordinating : Communication is crucial for mozdinating activitie,
tasks, and projects among individuals or teams. V ' '

8. Social interaction : Communication is a fundamental aspect of sociy

interactions, enabling people to connect agdggng"ﬁge 1N conversationg
9. Sharingideas:Communication faciligﬁs the exchange of innovatiye
i "F‘"}. L i

ideas. " é w‘:_?‘“z;, )
iring . » = N ) ‘
10. Motivating and inspiring : Communication G iitrs ind siistivate

individuals or groups to a{.hje%g;ggils, vercome challenges, and strive

for excellence.

]
(P g

i
¥

ksl T it
i ;.}s:t.ypesigev s) of commun!%atiun

X vt & = mmunica on -

i. Extra-personal comn

i 3
! ioh is a communication betwee”
human beings and no ei

man beings.
in.  For example, cnmmunin%gjo between pets (dogs, monkey™
parrots) and their masters.

2. Intrapersonal communication :
i Intrapersonal communicatio ithi b"djo“he
o nt e
individual. akes place within th

. Thl.s km_d of communication pertains to thinking, which 13 »
hasis of information processing,

iii, Self motivati i _ "
lr:velr_“ﬂ 1vation, self determination takes place at the intraP®*
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3. Interpersonal eofomunication :

i.  Interpersopal communication refers to the sharing of information
among people,

ii. _ (Phis form of communication is advantageous because direct and

immediate feedback is possible. If a doubt occurs, it can be instantly
clarified.

iii. Interaction among friends and interaction with sales executives
are examples of interpersonal communication.

4. Organizational communication :

i Organizational communication takes place wnthm and outside an
organization at different hierarchical Ievels i

i. Itisdividedinto:

B

a. Internal operational:All cummumcatmns that occurwithin
an organization are classified aamtemal operational,

b. External operational : Gummumcatmn that takes place
between two or more argamzal;mns

¢. Personal mmmunmﬂﬁun It means all ,communications
that occur without purpuse Ur for non-business reasons.
5. Mass mmmumcatmn s

L& i,

i It referstothe mmmnm?mn involving large number uipeane
as audience. : 5

ii. As the mesaal-zes EGBH.III’. for large gudlenqe tgne apprnach is
1mpersnna] al ﬁ persuasive in nature than any ot uLher form of
mmmtum:atl p D N

m. Fo‘h:ha tyPe of communication we rﬁ‘tﬁure a medlatnr such as

......

Juurnnls books, television and nawsp‘ﬁpar ‘F_',rh.tl:h mediate such

e %L

<om mhucat: ons.

the h-lp of a diagram.

How information flows utvaﬁousmls in an organization 7 Explain
in detail.

Flnw ofoummumcation : In an organization, communication can flow in
following directions :
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— 2 Sty

CEO

[ ' —
General Genersl ,

Manager 3
Mannger 1 Mannager 2
: o 1

Y — —
|~m1=m||u-n‘-=-ran~m'u‘:r_=1/ﬁ:w == mernu-ni

-
Horizontal/laternl

Downward Upward
e e o T e e S e
“Fig. 1.5.1. Flow of formal communication in an organization.

A Downward communication : ﬁﬁ%}' ﬁ%&
1 Downward communication refers to ) v
i Commumcatmn from the lugher‘f" v

Seallsmefbordinate employees,

2. Itinvolvesthe transferafmfﬂ"""" ation, instruction, advice, request,
feedback and ideas w‘{héy te staff.
wa

3. The main funct ﬁ‘il‘-‘“ “do rd cnmmumcatanS “pmﬂdmg

Ko

Gﬁmmunication from subo tes ti ) "Qpenurs
) oA
T ’u_ E?nméumcatmn frmﬂ emplg;yaea to. mhnagement
il ggi'l'n:m:.munn:a.tmrn from ork __@n}ﬂ%cision mﬂkers.

3. It promotes better . within an Drganizatiﬂn by
giving the subordinate staff opportunities to share their views and
ideas with their supervisors.

4. Itfacilitates employee involvement in the decision-making proce>

5. Abusiness report from the Branch Manager of a-company ¢ e

Managing Director of the company is an example of upwif
communication.

C. Horizontal or lateral or peer group communication 3

L. It takes place between professional‘peer groups or people workl%
at the same level of hierarchy,



Technical Communication 1-7Z (CC-Sem-3 & 4)

2. Itisthe communication among workers at the same level.

- 3. The main objéctives of horizontal communication are :
i.  Developing teamwork within an organization.
ii, - (Promoting group coordination within an organization.
D. Diagonal or cross-wise communication :

1.~ Itis the product of modern changes in information technology and
management.

2. Itisaresponse to market needs that demand speed and efficiency.
3. Diagonal communication flows in all directions.

4. Diagonal channel occurs between people who du ngt have to follow
rigid norms of communication protocol. s

;‘ e

Distinguish between upwn::‘l a ﬂ downwdN

mmmumcatlun along with its merits ani*demeﬁts.

«3;!;»‘ e ®
i- =’¢¢§l”9 2

‘3| i i“ﬁ

It flows from sﬁi:;ermr to
subordinate or frum“fup to

buttomi_;? tpp bottom. '*‘ b i _w
4| Tt is slow or lirmit, It is very s*mfkur ‘consumes

‘consuming as"it has to|less h.m&-ﬂnﬂ laempowered by
pass through many levels. thé‘n:uthorify

Purpuse § It‘lstu provide feedback{It: 15*»4;1: gure orders for
N b ) ,Pand give suggaﬁtmrm _l}mpleunenmngmstmctmnsand

|about how a task haa afégm.lt:ng responsibilities,
been execu -

: -'se

It is mfurmatwe and | It is authoritative and directive
appellative in natifres” | in nature.

Examples It includes reports, It includes orders, circulars,
proposals, suggestions| notices, etc.
grievances, etc.

Merits of upward communication :
1. Development of plan.

2.  Providing suggestions and opinions.
3. Motivating to employees.

4.  Providing constructive suggestion.
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5. Good Jakpur-management relationship.

Demerits of upward communication :

L ( Changes of information.

2.7 Unwillingness.

3. Indiscipline.

4. Risk of distortion of messages.
5. Delay.

6. Supervisor's negligence.

Merits of downward communication :

Explaining policies.

Maintaining discipline.

Increasing efficiency. ”~
No bypassing. F {‘
Building good relationship. N

P B9 P B

=1

Demerits of downward communieationg ™

1. Under communication and over coffimunication.
2. Lack of feedback. of 2N/

3. Delay in exchanging infa_n‘n iomn.

4. Lossof inﬁ:rmntioﬁ.‘\

5. Distortion of information.

6

. Creationofrésentment.

Qunk’f/&ll_ﬁﬁoes upward communic'aiéiop promote democratic
funetion in any organization ? S W s

-

Upward communication cﬁ!hm’ﬁﬁﬁvaiuﬁ employees to share feedback
about company processes and culture with upper management.

2. Itencourages employees to voice their opinions about processes withi®
the workplace actively.

4. It creates an environment where employees can come to mgnage”
about any concerns they have,

4.

Upward communication is one of the primary indicators of a health!
level of ﬂmpl{]}'EH engagement,

1 . s
5. Companies that value s democratic and inclusivéenvironment encod™
upward communication. '

In this way upward communicatio
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Que_l.B,.l Describe formal and informal channels of
communication flow with examples.

A. Formal communication :

1.

5.

Much of the communication that takes place in an organization

follows a simple hierarchical approach, which trails the typical
chain-of-command flow of information.

This implies that rules and mandates originate from top leadership

then trickles down to the supervisors of vanpus processes and
finally reaches the workers. i

In case, an issue originates amongst the””"”wﬁrkers the proeess

follows the reverse hierarchical path = M

i Maintains flow of cuntml mrer l;he entire administrative
governance of the urgamf.atm

ii. Decision-making rammna é@hlusive with the leadership of
the nrganmatmns, -#‘

si‘-\-

iii. Communication ty'blcally consists of orders manﬂatas, pa]m:r
decisions, dir %End instructions. i

iv. Upward mmmmfcatmn, if any, gemarally entmls cﬂmplamts
stwm;. reports and requests for clanﬁnatwn.

......

: -I‘nfo tion often gets filtered and i§ vli]narable to ambiguity
asit/ travels back and forth through tha hmr:archy

Vi, In the absence of a feedback' s_?stem, the actual nature of
cum.mumcatmn betwe.en any t.wn p-:unts remains opaque as
“the flow of mfnrmai:mn may be hmdered at any stage without
being detected. . ..~ .
vii. Information may be &mcredjted on the basis of being redundant
by the management at: an;rmtermedlate level.

"'-“'e:.

viii. Written communieation is generally used as this minimizes

the chances of the message being altered at any stage of its
transit.

Examples of formal communication are : business letters, réports,
orders, ete.

B. Informal or grapevine communication :

L

While the chain-of-command system might-appear to be logical
and systematic, no organization, howevér, functions under strict
rules of governance.
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2.

Camimunications between the various levels may not r““‘ftinn
dictated by the laws, and many modes of communicatigy, nx-a
beyond the rigid and gtructured code of eonduct of the “"Kanizaﬁr;

Informal communication generally Huppleme'nts the forma] Dise

by filling the gaps and omissions where applicable, grapeyiy, n:T

in all directions. 3

Few aspects of informal communication are as follows :

i Travels faster as it may circumvent or bypass a Prescribe
hierarchy in the system. '

ii. Enables the management to understand the attitudes and
reactions of the employees towards a given task or certy;,
aspect of the organization. -

_ &

iii. Promotes human interaction in the:wor eNVIronment ang
facilitates sense of belonging to thereby raising
efficiency of the employees.

iv. Despite these advaz

remains untraceah and direction may not be

‘ause the accountability may

v face-to-face
e

i
Py
b

o By
e

A—

A type of verbd

"y which | communication ix “‘Wt}
inform e change of| the interchange °
thr rmation is done information does 0
ch ough l-h!a pre-defined follow.any channels i.e
annels is known as| the communicatio?

Ano | ormal communication, | rbiches in all directio®
ther Name Officia) : G e
; rapevine
ﬁ%ﬂlﬂﬂ‘ cuml::urﬁcaliug____ﬂ.f'
linhili e ——
— | Comparatively less

____—‘_-—-_—-.-#__——._
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Speed Show Very Fast
Evidence As the communication is| No documentary
generally written, | evidence.
documentary evidence is
present.
Advantage Effective due to timely| Efficient because
and systematic flow of| employees can discuss
information. work related problems,
this saves time and cost of
the organization.
Disadvantage Distortion due to long| Sp ]
chain of
communication.
Secrecy Full secrecyi to maintain
Flow of Only through
Information

Barriers to communication are of three forms :
A. Intrapersonal Barriers :

1. ‘These forms of barriers arise owing to reasons arisingwithin the
individual.

2. Each of us interprets the same data in different.ways depending
on the way we think.

3. Afew causes of interpersonal bn:rrie
wrong inferences, varied perceptions,

backgrounds, etc.

rs re ;: wrong assumptions,
biased categories, differing



|
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4. In order Lo overcome these barriers, one needs to he ypy,
patient towards others, not assume anything, stick t t},
listen, and above all summarize the thoughts wel],

B. Interpersonal Barriers :

1.  These barriers arise due to an inappropriate exchan
between two or more people.

2. The most common reasons for interpersonal barriers are );
vocabulary, mismatching of verbal and non-verbal Message,
emotional outbursts, communicating selectively, cuiturg;'
differences between the sender and receiver, punriistening skills
and noise in the communication channel. .. &

C. Organizational Barriers : e =

1. There are barriers that are not only hn:nféa 0

people but exist in the entire orgarg_zikﬁﬁg%_ p.

2. Rigid and hierarchical atructuréf@’._"' aﬁg;‘i%stncts the flow of

ia:q,;.d h[
© Sub;, o

Il'lil,r_'d

o
FE,

communication. N %ﬁ
i 1 ’E-»_ .y 1 3 .
3. This is because there are numefous transfer points for
iy nication to flow inthe hi chical systems.
g,

4. Each of these points

flow. %

e =i::a:;g:.:_::
cganizational barriers are : too many;:transfer

of suj w‘:ﬁ’ negative attitude; use of inappropriate
media; information overload. §Fur o

i
o i

=
e potential to disturb the communication

i “Rihl
. S

in the causes of intraursﬁ;;ﬂh - ;

mﬁlelﬁ-ncess of communica
: = OR

o
ke

L. Wrong assumptions (suppdqitiﬁhs} :
L Many barriers stem from Wrong assumptions. A
i. Wrong assumptions generally occur when the sender afid

dﬂ not ha?e E-d&quﬂtﬂ knﬂwledge thut Bﬂﬂh ﬂtthB bﬂCkEI'ﬂ:lilr;

i. In orderto strengthen our skills as a commugpieator we ™" "o
L put our self in the shoes of the listener, This will helP® .
prevent wrong assumptions about the receiver.
2. Varied perceptions (undemtanding_dlffemntlﬂ :
i.  Different people haye differentviews

s Indivi ; o T i
i. ‘:r]ﬂ }::.llju&lﬂ In an organization-also perceive situations in di

»»
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iii. The best way.to overcome
the issues.

3. Differinghaekgrounds :

1. Noltwo persons have a similar ba
oftheir education, culture, lan
status, etc.

Our background plays a significant role in
message.

iii. To overcome this barrier one should know the background of his

audience and use the information accordingly to deliver his
message effectively,

4. Wrong inferences :

L. Wronginferences happen because one fa.l]s"izudwtmgumh between
what actually e:usts and what one had &"haumei-l to exist,
S Tnferemeas meetdn o e
iii. Inanywork it is essential tha‘gginfere es be suppurted by facts
v. Professionals should draw mﬁren&ﬁ‘aﬁer collecting factual data.
5. Blocked categories : <

i  People who are very gtdém,Jh&ﬂ' opinions falls into blocked
category. 4 gﬁﬁ,

this barrier is to take a wider view of

ckground. People vary in terms
guage, environment, age, financial

=}

how we interpret a

e i

i

[

o “u_ L &¥ I_ L
iii. i’ nt bluckéd cat&guriesz%ecau?gthey may not be
A;.- to# accep!rany devition from their pu %ﬂ fvisw.

filn %

o
- "'"F
E-

)Y “"

5 of thinking exists in people wh fegl that they know
rxz&ahnut a particular sub_]ect: ';»
g P e, SR 8

‘-mstances tha receivers EW information because of

. h;ﬁ _
e1r%aw it-all’ e I
iii. This type of thinking canfpose a maJnr barrier, leading to a failure
In communication. “'=1%;:v§§,*f"

Q“ﬂ 1, 12' Explain the causes of interpersonal barriers that render

breakdown in the process of communication.
OR

Enumerate the most common reasons for interpersonal barriersta
communication. Discuss in great detail.

Common reasons for interpersonal barriers to commudication are :
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L Limited voeabulary:
5 Inaﬂequatevclcablﬂ

fi. In our communication, O
absolutely clear to the receiver.

4 During our speech if we have less number of words, our
communication will be ineffective, and we will leave a poor

impression on the audience.
9. Incongruity (mismatch) of verbal and non-verbal messages :
i  Inappropriateness between verbal and non-verbal messages alsa
causes barrier in communication. %%%
ii The difference between the verbal and _-v;g%_bal :;sgects of
T' .-.! : 3 z E a

ommunication

ary can be a major hindrance in communication
the meanings of our words should he

communication makes the listeners coniy

#i A communicator should adapt himse
environment, think from the angle
communicate. J-

3 Communication selectivit

i If we are the receiver in ation process, and if we are

r ]
W'uf the message, then we are

pmmunication selectivity.

sender is not at fault. Itjs the

A

.L 3 ;%_
=

f the predominant interg
imunication failure. "

iv. Also one must overcome the:gbr

: it murlicati i isi
due to different languages and cultures on inadequacy arising

5. Poor listening skills ;

. Poor listeni i .

i Listanlia: - ?kl“ﬂ can be a major hindratiee in communicatio™
: grequires careful attenti ' .

signals received from the Bpea::lron andaccurate decoding of the

m- 1

Ifpeople listen to th
em 3 . - y
and conflicts can be avnei‘adz?lgs 3dth attention, misunderstandint®
iv. The various it ) led.
: r . .
Mxtinhonigs actions-that hinder listening can be emotiond!

indifference, aggression, and wandering attentio™
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Que 1.18. | Explain the causes of organizational barriers that
render breakdown in the process of communication.

OR

Enumeraté the most common rensons for organizational barriers
to communication. Discuss in great detail,

o
Common reasons for organizational barriers to communication are :
1. Too many transfer stations :

1

1v.

The chances of miscommunication are greater if there are too
many transfer stations in a communication chaili

In organizations with many levels of camjn%’ i
have a greater chance of being dlstorted

This occurs due to poor listening, lack of con uentratmn or a person’s
tendency to leave out part of the message‘

Therefore, having too many tmnsfer statmns isalways an obstacle
to effective cnmmumcatmnand should bé avoided.

2. Fear of superiors :

L

i,

iii. Therefore 1t ise

3. Negahve yndencles :
oy %rany organizations craata wurk‘--

ssn
1.

iv,

Fear of superiors pmvents subnrdmates from speaking frankly.

An employee is‘unable to gut his point across becatis ”fifaar of
losing the boss's gondwm_

and gﬁd | of & communicator.
nunh.g'l‘hese groups may be

rmal or informal. y

A communication barnar can emsl: r;lue to a conflict of ideas between

the members and non- membera of a group.

This can give rise to insider- outsider equations, which in turn give

rise to negative tendencies in the organization.

Once these negative tendencies develop, they create noise in
interpersonal communication.

4. Information overload :

L

Information overload means decrease in efficiency resulting from
manual handling of huge amount of data.

Due to information overload, further communication is not
possible.
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& To reduce information overload, screening of information isg
i ¢
necessary. |
iv. Messagésshould be directed only to those people who are likely to
- penéfit from the information. | |
v.> Major points should be highlighted, leaving out allirrelevant details,

e 1.14. | How can we remove barriers to communication ?

A

Fnliﬁﬁ*iﬁg are the ways in which we remove barriers to communication :

1. Developing proficiency in spoken and written |

Use of simple language.

3. Reduction and elimination of noise leve_lstgi;i%%%% | ﬁ
4. Comfortable and smoothing envirnnn}ué%% A 4

Well-maintained and up-to-date eq _pxﬁ%@ﬁaﬂdfbe’ used for the
purpose of communication. 4 .8 i

8. Practicing active listening. s

b E
7. Effective and appropriate?%’%%i
8. Positive facial expressions <
9. Control of one’s erﬁ;{,ﬁﬁiﬁggl s

v G

The 7C’s of communication are a set of
and clear communication. Fo
L Clearness : This e

et of principles that help ensure éffective
llowing is an explanation of each €

: mPhaBizEzﬂ the im 2, 1 :
communication, Meg portance ‘of clarity in

sages should be strai

understand, and free from ambiguity, ghtforward, easy to
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3. Concreteness.: Concreteness refers to using specific and tangible
details in your communication. Providing facts, examples, and details
helps make@ your message more vivid and relatable.

4. Correctness : Correctness emphasizes using accurate grammar,
spelling, punctuation, and language in your communication.

5, -Coherence : Coherence relates to the logical and organized flow of
ideas in your message.

6 _Comple'_cenfess : Completeness involves providing all necessary
information in your communication.

7. Courtesy : Courtesy means showing respect, politeness, and

consideration in your communication. Use a tone that is respectful and
appropriate for the audience. g .

e W ko
P St N

Answer

1. Any human cammumca Innéaystem involves the produc 1011' of a
message by someone d.the receipt of that message by,someane else.

e/Mmust possess the | nee ary e udlng skills,

2. Toencode amess% :
3. Languages age 5‘“19

L4 _for anl her person.

The Engllsh language, like any nther language is a code containing
QL. ements with a meaningful urder. S

fii. A codeincludes avocabulary of e]ements and a syntax for combining
them meaningfully. "
4. Message content is the message chosen by the source to express its
purpose.
i.  Content, similar to codes, has both elements and structure.

ii. When presenting multiple pieces of information, they should follow
a specific order or structure.

iii. Anindividual’s distinct way of structuring messages.cansometimes
identify them.
iv. This distinet method becomes a habit through constant use.
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e g,

L Stlmulus and response are essential terms in discussions about the

communication process. i,
9 A‘stimulus’ refers to anything that a person can Teééive thruugh their
senses, capable of producing a sensation. & el
3. It encompasses elements that generate sen:sg{y e
4. On the other hand, a ‘response is theggactﬁn an 1nd1v1dual has to 2
stimulus. .
5. Tt denotes the actions taken y ré épnﬁa gtﬁ éensary input.

,,e_a; % o
6. The terms ‘stimulus’ and ‘re } laf a’crucial role in the broader

7.
8. Thesource of co .
hEhaﬂUr a-‘- &1‘ &TE *—“%‘%’Q t@
9. Commumcatmif eekstoinfluence how thmrecewe;r gact%én stlmull
i . TR

e is pivotal

‘;'owel .
L Dur.ing the prodtfctian of vowel sounds, the air from the Tungs com®*
out in an unrestricted manner in a rather continuous stream.

2. There is no closure of the air passage or friction between any speec”
organs. There are twenty distinct vowel sgunds in English.

3. These twenty vowels are further classifiad as pure vowels and lehthwgs
A pure vowel is a single sound marked by its steady quality.
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5. During the production of a pure vowel, its quality does not change.

6. Inthe production of a diphthong, one sound position glides to another,
as a result ol which the quality of the vowel changes,

7. For emi e./iv/ is a pure vowel asin feet’, whereas /al/is a diphthong as
in ‘fight’.

Table 1.18.1 Vowel sounds

Consonants :

1. 'While pronouncing consonants, i age.-iﬁ:gither' completely or
partially closed and the air/pa 'k the speech organs with an
audible friction. ' '

2. There are twenty fo

Ta

unvoiced, oral speak leap

2% voic al be about nib
3 7 unv ) better | beat
4, Id/ voiced, oral day adorn said
5 I/ unvoiced, 0 call echo ask
6. g/ voiced, oral gate ago league

Explain rising tone and falling tone in detail.

ma i8 movement or level of pitch that is used. and it forms the
central part of intonation.
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2.

—_—

When.we are engaged in normal speaking, the tone and pitch of oy
voiee'constantly changes depending on our mood to express what we
just mean to say. Here the pitch of the voice says a lot.

For example, if we are angry while speaking with Hnm?body, we can
express our anger by just calling his name in a very high pi tch. The same
sentence can be said in different ways, which would indicate whethe;
the speaker is angry, happy, grateful or just indifferent.

For example :

1.

| Ib&g'mufpi”aun A

When the speaker is asking a question and is genuinely interested in
the answer, he uses a rising tone.

When are you coming ? A

Where are you going ? A ,
What is he reading 7 A g
When the speaker is not at all interested, and is indifferent, the falling
tone is used. s

When are you coming ? ¢
Where are you going ? ¢
What is he reading ? ¢
When the speaker expects a
Aren'’t you happy ? A 1
Ishereading? #
If the speaker _aﬁis ,

confirmation or agre

Aren o a2 /5

= e '
€ase come n #

Please take your seat, # -
The rising tone is also used in
following :

Isit? A ‘gt
Is she 7 #

Aren't you 7 #

Are they ?

Hasn't she ? #

©0©
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i- e i
What are the functions of a CV ?

g,

B

Curriculum vitae :

1. ACVisadetailed document that provides an ov
educational background, work experience
other relevant information.

2. It is commonly used in job applic
professional contexts to preser
qualifications and accomplishmt

Functions of a CV : The functj

individual's
svements, and

2 Showcasing qual
educational backgr

3. Presenting
experience.

4' - .-.. ;\I:*

5.

8. £

rela tiuns, a CVincly

Following are the standard parts commonly foundin a CV :
L. Contact information : Include
address, and location,

Pemm'.l statement : A brief statenient that summarizes your career
goals, skills, and the type of role you're seeking.

Education : List your educational background, including degrees

earned, institutions attended, majors, graduation dates, and any
relevant honors or awards.

your full nanie, phone number, email

2,

3
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2T s

i Wor:k experiﬂ‘nm}' : Provide details about your work history, including
job titles, company names, employment dates, and key responsibilities
and accomplishments for each position.

5 Skills : nehide both technical skills (such as programming languages
or software proficiency) and soft skills (such as communication
leadership, or teamwork), f

& Achievements and awards : Highlight notable achievements, awards,
recognitions, or honors you've received.

7. Publications and research : For academic or research-oriented roles,

].iStr any pUbliCﬁtiDﬂS, research papers, ﬂ.!'t-ic}.EE, .P;Egentatiﬂns’ or

contributions to scholarly works. i
§
ST

8 Professional memberships : Mention memhammpsif; relevant
professional organizations, associations, or g'rmips related to your field
Ll

B

9. References : Provide a list of rer&rqu:g‘g%wﬁagﬁﬂﬂﬁvouch N
character, skills, and qualifications. éz’“ y{g& P 4
# ey e 4 e‘xv'fﬁ-
10. Projects : Include informatinnfghnnt 'hgaéﬁ%mjects you've worked

. ‘ e el
on. Describe your role, contributions, and outcomes.

it S, 2 3 & .
11. Certifications and training.: Listiany relevant certifications,

workshops, seminars, or txgining programs you'vecompleted.
s Ui ' e

e C P T, - g ol R
.| What is résumé.? What are the functions of a.résumé 7
L W

T, W R

- e ) ?gfasﬁﬁ?. ﬁi'..}.’:‘
O O @ %g §
Résumé: A résuméis gii}?%essinnal employment:gee ocument that

presents a summary. of an individual educatiﬁ@’ii%;m?@?ﬁﬁna] training,

expegggm, skillgabilities, achievements, and references.
Functioris of a résumé : A résuméperforms the following functions :

L 5 u candidate tog pﬂtg loyer.

2 itiiess for a particular position.

3. !t persuades a prospective emp]qggz;: ﬁy%;:.:all a candidate for a personal
interview, 2 _

4. It reflects the candidate’s personality, employment goals, and his/her
career aspirations.

9. It helps an employer to make appropriate appointment decisions.

What are the standard parts of 8 résumé ?

OR
What are salient features of résumé ?
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e

Fn!lm;mgare the standard parts (salient features) of a résumg ,

i includes your name, contac
ing : The heading of a resume ine _
: g?:rt;:ts‘iun (phone number and email address), and location (addreg,
or city).

2 Position sought : This section states the specific role or job title you
are applying for,

Career objective : The career objective is a concise statement that

outlines your long-term career goals and how th?éz%allg‘n with the

» e
position you are applying for. = "
4 Professional summary ; The prcfessim%g “Eﬁp{:n’.’t :
paragraph that highlights your key gé} s, expé
accomplishments. i, 4 A
5. C cational backgrounq,
ended, majors or fields of
6

Work experience : The work .

professional history, inclygiﬁivglgj'. / le
dates, and descriptions ﬂfﬁ '

each role, i,

£ 7 '.___}.,
ht are rel

i

W, &,j;f
~HOWCases your notable
» Fécognitions, or honors

et

: j:;gggived-
Th iti e S ais
+ 1he activities section inclu es Bﬁ?ﬁacgmgular activities,
work, community §‘F‘W1¢% “or involvein ent in clube and
e yr';?? i & s &F
The interests gection agr. .. &
. = OTLOk impse nal
hobbies and passionsg, 4 Elimpse into your perso
11. Reference: The reference sectj
: : ction ty, ically st -
available upon request. «?qcb‘p ¥ states that references ar

Que 2.5, What are the different résumé

Answer

Following are sume Common résume

A.
i

2,

Stylesg ?

Btyles :
Chronological résumé :

This style presentls your we

: P rk CXperience i
order, starting with your most recent joh

Progression ang

reverse chronological
and working backward.

1 I career

accomplishments.
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w

|

_—
It's suitable for candidates with a strong and consistent work history.
Functional résumé -

A functional resume focuses on your skills and qualifications rather
than your chronological work history.

It groups your skills and accomplishments under specific headings,
making it ideal for candidates who want to highlight their expertise or
who are changing careers.

Combination résumé :

Also known as a hybrid resume, this style comhmes clnmunt.ﬂ of both
the chronological and functional resumes.

It includes a skills section along with a chrunolng;ml hst;uf your work
experiences.

ko
‘?‘ uaa;
Sk

It’s suitable for candidates who want to shuwcase thelr s:ulla whilealso
providing a work history.

Length Lnnger, oﬂen mulhple Shorter, tmcﬂﬁné 0

‘pages. .~ twopages. = w
A, Comgmhenswe Concise. sunmlary of

. |overview of academic and relgvantakjlls and
© . |professional history. experience.

3., .| Focus ; JAcademic and research Work experience, skills,
M» M -ach_mvementa a.nd qualiﬁcations related
4% M5 | publications, and to a specific job.
' presentations:
4. Content | Detailed information, | Tailored content,

including all educational | highlighting the most
and work experiences. |relevant qualifications for
a specific job.

5. Use Cases| Academia and research | Corporate job applications.

positions.

in TCS at Delhi. Invent necessary details to w

Write a short resume for the post of technical executive
rite a compact and

impressive professional C.V.
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Answer |

Akshay-Vas
122/1)Stanley Road, Allahabad

Mob : 99XXX XXXXX

as_ak@xyz.com

E-mail: vy

Objective ! _ {essional seeking the position of Techn;

<-driven proless gt Hie
Dedicsted and Kesd b everage my exportise in technology s,
Exeiuh':etﬁnkin!g and leadership skills to contribut6:to,
strategl ’

© Company,
cuccess and drive innovation.

Professional Experience :

Technical Manager

ABC Solutions, Delhi .y

[Feb 2021] - Present %% 'Y

1. Lead ateam of skilled enginegrs"i%jggv%} : yand _implemenF ifmuvatiw
" technical solutions, resultingifia 20% increase in productivity.

e
k-

2. Spearheaded the success l&%h bf a state-af-the-aﬂétg.guftwa;g
product, contributin 154 _ in revenue. -

3. Managed project
and within-budg

g

[July 2019]. [Jan 2021] “”%g@ 4
1., Teed across-functional team to desigﬁgi% implément a complex [T

affastructure project for a.Fortund 500 client resulting in a 25%
reﬁuéﬁﬁh}ﬁifﬁperationa] mg;fa_ vz%?%: ﬁﬁé’?

2 ap:;aﬁd tl'i ipivnta} role in tl%%‘i H‘ U‘;lyer:: "0 f a cutting-edge mobile
“ﬁfﬁn&é;ﬁ:ﬁﬁeﬂﬁng ! 4.8-Bta£¢.u;§§rﬂti“g and 2 million downloads
e
' E;,il:: ZLZT;ET?;EE sales and marketing teams to develop techricd
Educatioy ' 'ng to a 10% Increase in sales revenue

B. Teeh in Compute
IPEC Ghay; abad, A
Techniey) Bkillg:

I Seience

KTy

;. Il‘fnuwledge of Jayg
- Proficieng iy, MS|
JOS, '
3. €chnigg) Writin UNIX, N ’
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References:
Available upon request.

Que 2.8. A ¥ou are Mahesh Chand. You want to apply for the post

of a Marketing Manager in a reputed MNC. Apply for the same along
with your resume.

OR
Prepare a resume of a candidate applying for the post of Manager,
Publication Division, Penguin India Ltd.

Cover Letter
Date : 26-05-18
Mr. Ashok Verma,
VP Marketing
Quantum Page Pvt. Ltd.
59/2/7, Site-4, Industrial Area,
Sahibabad, Ghaziabad.

Ref. : Marketing Manager pDSltlﬁi%vﬁ
Dear Mr. Ashok Verma, fﬁ. %-«

Please accept my apphcatmniur the, Ma:kﬁmngager role adﬁartged in
Naukri.com. After reading the;pb description; 1 am cunﬁdent lﬁﬁﬁ‘w&uld
be a perfectly fit for this pqﬁm&h’ﬁs my experience and @ 1@‘&5 pr%clsely
match your reqmremiéﬁtﬁ L ) £ 3

Asa Quantum Publicatio ion arketmg Manager since ﬁpfl I]am:@ expertise

.......

in majnngmarkqtu'gatmf;eg]e s, client relatwnshlﬂpma‘ﬂgﬁgement customer
sat:sfactmn and mtentmﬁ, and people ma.uagemenhai sseﬁ“asmm business
u.ndﬂntandmg aﬁ [ i experienced in cont, tmg ) strategic plam:ung,
delivering improj e nts in processes, productlnl:y, an% costs. [ supervise a

sales sfiieven members wlnch mmnfgin the profit objectives, and
analy#e future trends. ffi @S%%% -

Given the opportunity, I'm confident in ﬁl}' ability to achieve similar
groundbreaking marketing results for j"ﬂul" company. Mr. Verma, I would
weleome the chance to discuss your marketing objectives and ways I can
help you attain them.

Thank you for your time. I look forward to discuss my application furtherat
an interview. '

Yours sincerely,

Mahesh Chand

Enclosure : Resume

Mahesh Chand

A-44A Sector 25, NOIDA

Mobile : XXX ###3056

E-mail : chandumahesh@xyz.com
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cales/marketing background,
for achieving the company’s

i i3 i
Objective Statemen 1l enable to use strong

i cition that w1 4 A
Obtain a po " Qills and managerial abilities

interpersona ;
t]:arging goals in the best possible way-
Career Summary : ;

] 1 loping and exec
10 years experience 1 develop '
the unique ability to understand t:he ongoing
trends using excepti onal marketing commun

Strategic planning and strategic leadership. _
Decisive : Capable of delivering quick solutions to the mq:&gtlng challenges.
S

uting marketing strategies with
market scenario and customers

ication skills, including :

work with all sources of media channels.“_____\_ :
Result oriented : Ability to achieve target wi

Professional Experience : A W . &
1. Marketing Manager, Quantum Pgbﬁ%pné‘?ﬁhaﬁﬂbaﬂ, 2011~
Present. . 4
Designed annual marketing plans to*achlevethé orgenizational goals and
monitored to implementation of @a{kétiff_;gls’grategie’s.
a. Marketing activities: .~ b F
i Client relﬂﬁansl;:ip_fﬁiﬁg_g??&t_ "N )

ii. Managed the budgetxn%tl% marketing department.. ;
rdinated advertising camp mguhand pmﬁﬁﬁtmnﬂl

Y
£

L

.
RN
il

e G
ks
e

ﬁ;&ouﬁ}s@m&fﬁequent suryeys among the gﬁéiumers regarding the

“prequirements of product ‘pr ' . .
yotl th:] - 5 a_13_ :plf?:ggnt and estimating the

EN

i -Analyzed
CHERRRS Buarke) tmnds:;gnd competitor information.

2 Bal p -
es Manager, Laxmi Publication, New Delhi, 2005-2011

n strategies for the la " .
ot unchin of
xisting products. g process

Developed market;
1ng communicati

new products and the brandingmc?;n
2. Marketing activities :

L Pre ici

. hi:ﬂl‘ed the pricing strategy of the product

racted with med;j -

s 12 for promoti
S 15333&5 to attract the eustumzt:‘.t;:;uarodra the product-Made key

elected special prog it

a iti uets to be d;
xhibitions, dmplﬂ?"-*d at promotional events and
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iv. Negotiated with the suppliers and vendors regarding distribution
contracts.

b. Eduecationalqualifications :
i. _MBAdegree in marketing,
ii, - Bachelor Degree in Engineering,

iii. Relevant software knowledge to manage inven tory list,

Que 2.9. I Write a resume for the post of a software en gineer in a

reputed firm. Invent necessary details.
OR -~
Resume is the stepping stone to enter in thq_':’liii;ﬁfﬂﬂéihﬁﬂl world.

Make your own resume including all the H@Hﬂi‘iﬂidetails of your
achievements.

Gopinath M.C. L
Email : gopinath_me@xyz.co.in
Address : 248, Ashok Bhawan

BITS, Pilani
Rajasthan =
India - 333081 "

Objective : £ 9k __ :
To associate myself ﬁﬂi_&n%i‘gﬁniﬁaﬁon that pruvicfés_; c
an opportunity Lo prove innovative skills and diligent work.
Ta be involved in pruvgdﬁag software solutions to g\lg'_l"i'an&é network security.
Professional Experience: i

Project Trainee _(;Tuljgﬂﬂﬂ 1-December 200 1} B »
Satyam W@@ewice Ltd, H_ydefﬁb_ad e &
Project : Métadata Management System

Description : Metadata Man ager is a tool to create and maintain data marts.
It creates a centralized metadata re pository to store all the details about data
marts,

Databases, technologies & languages used : Oracle, Swing, JOBC, Java
security, XML, PL/SQL., Java,

Responsibilities :

1. Designed a database in Oracle to hold metadata.

2, Designed an appropriate graphical user interface for the system,

3. Ledinthe design and development of security system for this apphcation,
Project Details ;

!mplementatiun of secure file transfer system (January 2001=May 2001): It
Involves the design and implementation of kerberos fiir 616 transfor protocol
inC fanguag

3
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Kerberos improvesthe security of FTP by prevem:ing rflplﬂy itl;tacks and.]}_.
spoofing. It uses DI for encrypting the packet which reduces the p;lmcessmg
time when cunﬁparcd with RSA. So, the performance of FTP is not degraded

ing Al v 2001-May 2001) : It involves the desig,
arning Aids Development (January 2001-Ma ' : '
ﬁﬂ dm}fgnpment of applets for BITS Virtual University. It includes the analysi;

of security vulnerabilities of applets.

Courses Done :

1.

2
3.
4

Educational Background :

Network security

Computer networks

Network programming

4
Telecommunication switching systems and net@l’urkf

Degrecof  |Nameo mou |
Examination | Institution L '
*M.E., Software 4 2002-

| Systems (First present
Year) :
B.E. (Hons), irlaTh 1998-2002 | First
Computer Ivisit
Science
Higher Secondary | BHarathi Vidya Bhavan,
Exammatlg*n‘\ | Erode, Tamil Nadu

¢

F ol .;-{,.: P —
Eo&ymm& o i L

2

ngrs.mmmg languages:: C,C++,d ava&;FERL gi;:iiﬂ:'AssemblyMachine
language. o . €

Technologies : HTML, Java Securits

JDBC, Swing, XML, SQL, PL/SQL
and GNU Make.

Operating Systems : Linux (extengive ex erie U Windows 9
98/NT, DOS, sive experience), UNIX, Wi

iﬁfuri}ty experience : Have helped to uncover multiple seriows security
es in the LAN network and to build firewalls.

Personal Details ;
Date of Birth

1 2B" April 1981

: Bingle
. English andT'amil
+ 1329 &7 KK Nagar First Street,

Languages known

Permanent addregg
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Kalingarayanpalayam, Bhavani,

Erode District, Tamil Nadu, India - 638316.

References:
1. . Mr, Munikumar
System Analyst,

Satyam Computer Services Ltd., Hyderabad, Andhra Pradesh, India
2. Mr. Sunil Pal

Senior Software Engineer,

3 r. Madhu Manohar

Senior Software Engineer

e

&w is essentially a structured onversation where one
: i é;w&ﬁﬁe;the other provides
7 5

ecific questions in order to
t, admission, or promotion.

3. Interviews usually take place face~tn ﬁce and in person, but there are
some exceptions like video cunfereinﬁmg or telephone interviews.

Interviews almost always involve spoken conversation between two
or more parties.

5. Interviews can be unstructured, free-wheeling and open-ended
conversations without predetermined plan or prearranged questigns.

6. Interviews can also be highly structured conversations in which(specific
questions occur in a specified order.

Beguence of interview :

L Screening Stage : The preliminury stage which'is generally held at
the campus.
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2 Selectioh Stage : Al the second stage of interview the applicant will
be asked to interact with several people : human resource department,
paténtial colleague and supervisor. The interviewers want to judge the

applicant’s interest in the job.
3. Final Stage : For final evaluation - the top executive of the company
ask certain questions and finally decides.

Analytical/Research skills : :f
assessment of the situation to
in an effective way '

computer literate WIth | : ciency.

4. Interpersonal g]qﬂ':: d for interacting as well $iam

with people. 4 .
bér of;

5. Ma.uagement ok
6
7 ture nl:hl:ude Employers wish tok thcse applicants who are

.andhaVe a“can do” athfﬂde - whb are dedlcated and willing to
make extra efforts to get t]:l.c_] 1;;__ _

'8." Adaptability : These people are ahlé_
corporate culture of the urgamz,__-_l__hpn_

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

10. Innovation skills : The ability to look for solutions to the problens
that exist by the use of innovation , creativily, and reasoning with the
help of availahle resources and information.

Objectives of interview : Interviews are conducted Lo achieve the following
objectives :

o fit within the confines of the

L. To select a person for a specific task,
2. To monitor performance.,
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g To collect information.
4 Toexchange information.
5 To counsel:

*943. Discuss interview skills. Buggest some guidelines

‘,efm during, and after the interview.
OR
Enumerate the factors to be emphasized upon while preparing for

an interview.

These skills are essential for job :
themselves in the best possibled

3. Effective interviewing akllls i
the position.

4. Interview skills can be hnﬁm 1
r%p%gtmuous improvement are keys to

Qractice.
S,
5. Practice, preparationg:

mastering these slulfs p, @ i
Factors to be emphnsm n while prep g fm%? interview :
% %»“P" e ofepiay
A Gmtlehnes befu 3;(1:‘1:12 ml:&rﬂew o207
8 arch '
2

3 Prepare questmns Dev
interviewer.

4. Dress appropriately : Choose pmﬁmnal attire that aligns with the
tompany culture.

5. Bring necessary documents : Prepare multiple copies of your
resume, a list of references, and any other relevant documents.

B.  Guidelines during the interview :

L Arrive early : Aim to arrive at the interview location 10-15 minutes
early,

2 Body language : Maintain good eye contact, offer a firm handshake,
and greet the interviewer with a smile.

% Active listening : Pay close attention to the intérviewer's questions
and respond directly to what was asked.
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4. Ask questions: Pose thoughtful questions about the role, team
dynamiesycompany culture, and future growth opportunities.

5. Follow interview etiquette : Be respectful, maintain a professional
tone, and avoid discussing sensitive or controve rsial topics.

€.)" Guidelines after the interview :

1. Send a thank-you email : Send a personalized thank-you email to
interviewer expressing your gratitude for the opportunity.

2. Reflect : Take time to reflect on the interview.

3. Follow Up:If you haven't heard back within the specified timeframe,
send a polite follow-up email to inquire about theé status of vour

application.

4 Learn from feedback: If you receive fee
to enhance your interview skills.

unssion (GD) ? Suggﬁ%gﬁ some
L1 dEtﬂ.ﬂ With ﬂppmgm = ’%: PR

B sl
P e

v i
[r ' - iy
%ih’g% " ﬁ%m ﬁ %%

il

: ok i P wi *

L gPﬁi’c_i‘t:m discussioni defined as anactlmty&;:%}m:h 'mall number of
ns (gpprox. 3 to 8) meet face A %ﬂxﬂ%ﬂﬂge and share
: ¥ " ﬁ

i :_'-‘ m

déﬁss formal compared to

3. Inagroup discussion, anind £
the views and opinions of the othermembers.

4. Ina group discussion, each part.iciéf:ant is free to speak his views.

5. A successful discussion involves both listening and speaking.

Dos for group discussion :

1. Active participation : Do actively participate in the discussion. Engage
with the topic and express your viewpoinls clearly and confidently.
Example : In a GD about the impact of technology,on education,
actively contribute by sharing your thoughts on how online learning
has revolutionized education.

2. Listen attentively : Do histen carefully towhat others are saying- It's
important to understand different perspectives and respon

appropriately.
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Don'ts for group discussion &

L

gxample : When a fellow participant discusses the
t_mditinnaf nlaﬁsrnol? learming, listen attentively to th
before countering with.your views on e-learning,
Respect rznthe.l’s'. Do _slmw respect to all participants, even if you
Jisagree withtheir opinions. Avoid interrupting or speaking over othirq
E,ﬂmp]e vIf someone expresses a viewpoint that contradicts ynurﬂ.
ackﬂ'ﬂwledge their perspective and politely present _',,rnuri
wﬂntﬂrﬂrguments'

gtructure your speech : Do structure your thoughts and speech
logically. Use a clear and organized approach when presenting your

ideas. Pl
Example : When dis_cussing the pros and cons of rerpnlofg work, you
can start by addressing the advantages before transitioning to the
challenges, providing a well-organized overview..

Use facts and examples : Do support your argiiments with facts,
statistics, or real-life examples. . ¥

Example : When discussing c‘l?fnaie chan g'e, citing specific data on
rising global temperatures can bolster your argument.

advantages of
eir arguments

e

Don't dominate the discussion : Don't monopolize thetonyersation.
Give others an opportunity to express their thoughts and ;ﬁﬁfasgg

Example : If you Eﬁnﬁiﬁﬁguay speakiwithout allgﬂggéﬁ-%ﬁhé'fﬁ to
contribute, it canlereate a negative impression of your teamwork skills.

A )

Don't interrupt others : Don'tiinterrupt other participants. Wait for
your.turn to speak. - i, S
hﬂmpla:lf_y ouinterript a fellow particig.&ﬁi.:_whﬂ%ﬁey are making
avalid point, it can disrupt the flow of thedi 18sion.

nb-l;-l’t be agy ﬁg_ﬁ'ﬁive : Don't resort t?:a

ol .
ggressive or confrontational

Example : Avoid using aggressive language when disagreeing with

sorflegne’s viewpoint, as it can create a hostile atmosphere.

Don’t go off-topic : Don't stray from the topic. Stick to the subject of

the dim:ussiun_ T

E-xamqle : In a GD about the impact of sacial
ussing unrelated tapics like politics or sports.

g(:ln’t ahow' lack of preparation : Lack of knowled

E undermine your credibility.

fa?[?mme : If you're participating in a GD about rene :

e ng to provide basic information about solar Ot winc

0 your position.

media on society, avoid
ge about the topic

wable energys
power € an

roup
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i:MlE"m’”ru;sc,u'()l;uj.m::f;i-.a'e of Group Discussion : Group discussion serves
several purposes
Collecting data.
Breeding freshideas and taking inputs from a particular group.
Perception of common people on a particular topic.

1
2
3
4 Identify a solution to a specific problem or issue.
5._'Selecting candidates after their written test for hiring in a company.
6

Selecting candidates for admission in an Educatmua] institute.

; i:‘.

Que 2.15. l What are the methods of group discusm?n ?

Answer |

Following are some common methods" group discussion :
1. Topic-based group dlscussmti.____”:_

i.  In this traditional format ﬁartlmpants areygiven a specific topic or
subject to discuss. 2

: 45
ii. Participantstake tmnssharmg the1rﬂmughts opinions, and guments
related to the topic.

ii. The objective is to evaiuabe partmpants commumcatlc;ﬁ slnllé ‘critical
thinking, and ahlhty t{‘.i ‘drticulate their ideas.

2 Case Htudy gr_o yp ‘discussion :

1

s

g a consensus.
iii. © This method assesses part1c1 E;“:
and decision-making skills,

3. Role-play group discussion ; 1

L Participants are assigned specific roles or characters and are giyen a
scenario or situation to act out.

i

Role-play discussions often simulate workplace scenarigs; customer
interactions, or conflict resolution situations.

. The goal is to evaluate participants' ability to handle various roles,
communicate effectively, and resolve conflicts.

4. Debate Eroup discussion :
1. Participants are divided into two or mere teams, with each team taking
a specific position or stance on a given topic.



i

jil.

The advantages

Te[:hnical Communication

. Teams present argumantﬂ,m\

unterarguments,

structured debate format, and rebuttalg in a

The objective is\lo assess partic

v > Pants’ persungive o
research skills)and ability to defend thej, positions,

Brainstarming group discussion -

Participants are encouraged to generate creativ
strategies related to a particular problem or chal

The emphasis is on idea generation rather
making.

This method assesses participants’ creativity, abilit§ to think outside
the box, and collaboration skills. a5 U

Structured GD with moderator ;

In a structured GD, a moderator or faclhtgl;or gui he discussion by

setting the agenda, directing participants, eﬂ]d eﬁﬁhrmE everyonegets
an opportunity to speak. ;;%m o

This format is often used in fo 1'%"‘ | sefﬁm such as _]nb interviews,
where the moderator maintains ordér

lmmumcﬂtmn

e ideas, solutiong, or
lenge,

than debate or decision-

It enhances confidence in ﬂpﬂaklng ]
It can change your opinion and praﬂdes a different perspective.

OR

ri D,
tea short note on; effective profiling.
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gyl

» ing and
drefers 10 the practice nf{:r{!a!lnl:'"n 8
: ﬁﬂgﬁﬁ‘lualuin tailor your communicati
b 1" el . & "
:E.Lﬂq preferences, and ulmmctermt.l'ﬁ]ﬂ- 1 in various communication
- jonal aid 1mm Vv x
, . q valuable functic % ik e
9. Profiling -:m; be |arketing, sales, customer gervice, and interpersonal
settings, such asn AN T

ml"::[:?id:“:: functional aid to effective comm un?catinn heca:SE 1; 1:53)22
> 1d ET:%(; gap between the sender and the receive rb}' Frgﬂ e

t}::rsinaliﬁd and relevant communication expﬁﬂeﬁiﬁ . W
4 Tt allows you to speak directly to the neeld Sa-n ﬂ%[;efefﬁﬁﬂetfh‘:zég:;
" audience, increasing the likelihood of ach§m§ Yoqlfm rm:n

goals. :

using profiles or personas
{rategies to their specific

o

Que 2.18. | Explain how profil ng %ﬁ .

Here’s how profiling can enhs: ) -
L Eetterunderstand_ijg;lf of §our audience : Profiling hg%iﬁsrlﬁl gain

ing bf the people by collecting and_g: ng data
1 qggge‘havlurs, preferences, aﬁg@%@e S. &

B it

ssaging: Armed with pmﬁ}% you e d aftimessages
lored to the characteristics/a -

terests of your
audiencés, % N ™

3 .Mprwéﬁ%gng&yggment : When peu}qlg%%l th%%{‘yuur message
ﬁﬂresses their specific concerns, theyaréimorelikely to engage with

L

v - b ] "Wu --:L -
put yourself in the shoes of your %Hfﬁnce.
i i

Increased persuasiveness : P;ﬂfilﬁg allows you to identify the key

triggers and motivators for your audience. You can use this knowledge
Lo create persuagive messages, .

Reduced misc .. =
the :::gtilﬂbum?unmmmn : By tailoring your copmumication t0
rences ol your audience, you « . . [
B = . . H . k 0
nuswmmumcauun_ » ¥ n laduee the ris

Building ¢
m aunfm.?:;da?d rapport : When people'feel that you understand
ressing their specific needs, it builds trust and rapport:
= ) . .
Inereasingly impu':l,' ltl_'"ﬁh“l!_ﬂn&hlea personalization, which 19
antin today’s communication landscape.

:.Pe Fsonalizatig
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0:&\/-- PART-5 ]

Comm;{,&Qon and Networking : Building re!d!innak!,us.
IS

W Explain communication in context of building

|

felationships.

Answer

1. Communication is the cornerstone of building’ nnﬂ maintaining
relationships, whether in personal, professional, or social contexts,

9 PEffective communication is essential for cﬂtabhshmg connections,

fostering trust, resolving conflicts, B.nd nurturmg meaningfal
mterachons S G

on a deeper level.

4, Building and maintaining relatmnshlps require not just talking but
active listening, empathy, ‘ n&mg, and.the ability to navigate
conflicts and challenges. L

5. Effective cnmmumcatien he key‘to ereating and Bll!tﬂlmng
meaningful, fu]ﬁllmg relaﬁnnslupsm all a:rpects of hfe ,

S‘*{c

g

Qﬂm How. comm:lm-‘:.ation helps in builldmg l:ulatmnshnps ?

HEl‘lﬁlhow cum%;mgatmn helps in bu1]dmfré1htmnﬁh1ps
L Eﬁ:ﬂh ng rapport : Effactﬁe cd@mumcatmn involves actively
'toothers and demgnstrat%mtﬂest in their thoughts and

feelings, B‘y engaging in openand. tméét. conversations, you can create
a sensgeé of connection and mui:ual und@rstandmg

2 Building trust : Communication’ “that is consistent, transparent, and
reliable helps build trust over time. When you communicate honestly,
others are more likely to trust you.

& Conflict resolution : Effective communication skills are essential
for addressing and resolving conflicts constructively. lly expressing
your concerns calmly and listening to Lhe other person's perspectiye,

: You can find mutually agreeable solutions.

Elpreamng gpprecjut,m" : Expressing appreciation through
Communication is a powerful way to strengthen rilutiopships.

gnizing and acknowledging the contributions agdetforts of others
fosters 4 positive and supporlive atmosphere.
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— "
tations : Communication helps set clear expectationg;
ar expec . . : :
5. f;?atiﬂﬂﬁhips' By openly discussing bu!mdarmg, goals, an,
responsibilities, you can avoid misunderstandings.

9207 (CC-Sem-3 & 4)
2-20Z (CC-Sem™ =

.| Explain networking in context of building mlﬂtiﬂnahjm.

1. Networking refers to the intentional process of creating and nurturin
a diverse and mutually beneficial network of contacts in personal,
professional, or social spheres.

9. Building and maintaining a robust network is wta]%?ﬁ@%sgﬁna] growih,

. - giities S
career advancement, and accessing opportunities..
- - '-rx:;;. i -
3. Effective networking involves a genuine wﬂllggn %ﬂﬂw, share,
: L

learn, and collaborate with others. t%f;

4. Byactively engagingin netwnr%ing viﬁ* oS

and supportive network that enriches
opportunities for success. ;

L S e T

Jue 222. | What are the bere working ?

e

Following are the BT -

1. Expanding ydur eifele: By expanding yol#
i iflding valuable relationshig

and ﬁc&;uﬁ:e valuable knowled
professional growth.

4. Support system : Building strong rel
and colleagues can provide ew
needed. f r

6. f}ommunit.y involvement : Networking within your pommun o :r
industry can lead to opportunities for involvement in initiativ®®
causes that you are passionate about.

ationships with peers, ment;:i
onal support and guidance ¥
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&Qwi,lglﬁs- What is Statement of Purpose (S80P) 7 What is the

purpose of a SOP in the graduate school admission process 7

Stntement of Purpose (SOP) :

1. AStatement of Purpose (SOP) is a written document that accompanies
a graduate school application.

2. It provides the admissions committee with a comprehensive view of
applicant’s academic background, research interests ;:a:rmr aspirations,
and suitability for their program. Qf 4

3. It allows applicant to demonstrate not only hmﬁuallﬁcatmns but also
his ability to articulate his goals and mohvahm eﬂ'ecﬁve!y

4. An outstanding SOP can significantly euhance app]u.ant s chances of

being admitted to the graduate program DI‘BJ.S choice.

Purpose of SOP : SOP serves fn]lowmg‘ m;ﬁu'tant purposess

L

Introduction : An SOP m.truduées apphc:mt to the admissions

committee. It provides a ghmps:é"into hfé‘%icademm ba::kground research
interests, and personal qualltms STt

Expression of intent: 1t amculates applicant's reasons fm' pumu.mg

graduate studiesin & spﬂc!ﬁﬂ field or program. Py f’.’."f:

Academic hackgmuml The'SOP allows apphcant’s*to h:ghllghf theu-
academic ach.:evemanta, doursework, and relev:a.g.ﬁt ex

interesta lt outlines applu:aut_s Iesﬁrch mterests and
goals This is particularly important for re € earch hésed graduate

programs., % ) L
Fit with the prugram : The:SOP ﬁemﬂnstrates how applicant's
hawnd interests align with the spec w‘ program and institution.

Writing skills : Admlsi;mnss cﬂmm:tteea assess applicant's
communication and writing skills thrm.lgh the SOP.

Commitment and motivation:t "The SOP reveals applicant's
commitment to the field of study and your motivation for pursuing
advanced education.

Unique perspective : It allows applicant’s to present a unique
perspective on your qualifications and aspirations that may not be
evident from other application materials.

Q‘ﬂez.ﬂd How do you structure an effeclive sSOoP T

Folluwlng isa structured approach to create a compelling SOP
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: §

A  Intreduction :

1. Stact'with a strong opening sentence or paragraph to grab the readop,
attention.

97 Mention the specific program, scholarship, or position you are @113]:,:_1,4“2

for. '

3. Briefly introduce yourself by statir{g your name, educat;
background, and any relevant personal information.

B. Academic background :
1. Discuss your educational journey.

2. Highlight key academic achievements, such as awﬁrd.s hﬂnnrs and
scholarships. £ et

e Md-s@;jg *‘y
3. Explain how your academic experiences ha‘t% pre%'ed' yon for the
program or position you're applying for. » B b, i :

Omj|

4. Mention any research projects, mj:ernshlpﬁ %‘ ext
that demonstrate your cnmmlg:;nenﬁ ‘an

«: i _33:- ‘EW

C. Research mterests :

2.
& o R
3. Mention any relev research experience > or course vork th
contributed tu@e, i“opment of your researcg ini@gfeteg
/our rese rch interests to the pmgraﬁ%nr n:rgamzatmn you
yingto. e %
e : L §'—ﬁ”
" r’ﬁ'ﬁﬁ']
f . :m :.,fé’% 4:,{;“.5«»?‘\& &
58 yuu.r shnrt term and lapg—tez%f gareer gua]s
i hoy 1 o M.ainpplylng for will help yot

&

Demonstrate your cornmitni tn mﬁkmg a positive impact in you!

Showcase your enthusiasm for continuous learning and growth-
Conclusion :

Summarize the main points you've discussed in your SOP.
Reiterate your enthusiasm and passion for the program or pos

ent
Express your gratitude for the opportunity to apply and your excitem®”
about the possibility of joining the program,

Include a strong closing statement that leaves a lasting impressi®®
the reader.

itiod-

S S B

d
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Que 2.25. | Share strategies for making your SOP stand out and
capture thé-attention of the admissions committee.

Answer
Following are some strategies to make SOP stand out :

1. Tell a compelling story : Start with a captivating narrative that
connects your background to your academic and career aspirations.

2. Highlight unique experiences and achievements : Emphasize

experiences, awards, or challenges that set you, apart from other
applicants. ’

3. Show passion and enthusiasm : Let your. pasmon f'or your choséen

field shine through in your writing. Explain, why you love what'you're
studying and how it motivates you. o :

4. Research the program or nrgamzatmn "'Shuw that-you've
thoroughly researched the program you're applying to'by mentioning

specific courses, professors, resnuﬂ:es m- initiatives that align with
yvour interests, -

5. Be specific and concrete : Prowde congrete examples to support
your claims and statements. ﬁvmd%gue or general statements

..........

7. Express your fit mtl{ e program : Articulate how the progra.m 's
strengths align wi tﬂiﬁour goals and interests.

8. Use clear and concise language : Write i ina clear stralghi.fomard

.......

manner to énsure your message is easily unﬂersmnd

9. Seekfeedback : Share your SOP with n:_l__enturs, professnrs, Or peers
and askfor their feedback and suggestiuns f

10. Edit and proofread thoroughly: Ellmmate grammatical errors and
typos through meticulous prmfreadmg‘

11. End with a strong conclusion ; Summarize your key points and
reiterate your enthusiasm for the program or position.

PART-7

Seminar and Conference -P@er Wrmng 4

What do you understand by seminar'and conference

paper writing 7
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Answe WI < fer to the process of creat;
e . er w[‘[tlng re E‘ 2 5 i 3 np:
L. Seminar and mn{f]ﬁfllf;ggft research findings, discuss specific topicg

schomg p?p;:hts related to a particular subject arca.

orprovide In o typically writtan by researchers, scholars, al:ademic_g'
2. » These papers &7 = ive fields.

: . their respective .

i axpet'f:“; resented at seminars, cunfere'ncea, Or symposiums fy

> Eeia!s:uowizdgﬂ and engage in discussions with peers.
a

ire ri clear presentation, adherence

* Thf‘? o P:g:;;l;l’;;{; ;l;ﬂm?ﬁinnr;‘;?é:ﬁii:};nd oft:n i!fﬂfﬁ'ti%;an.element of
:;e?rrrrzview and presentation at the e\:'ent: : ? M}! . .

5. They play a crucial role in dissetjmna“t;ﬁ%%po%’g ‘film ;i ;,]:m%

discussion, and advancing the cnllactwe_ ﬂ%ﬁgemmg ous

%%ﬁ’“

= i

b Ty =
S

s
e

i

Gl
i

paper for prese on
: g-f_ 5; e
i % &

Plann;ngan.;] grganjzingﬁiﬁlﬁ%ggfaper:for presentation at @fﬁ%ar or
conference requires careful congide

ough research
lop a clear research question o
e =

Plan your methodology. %:»g%

7.7 Gather and analyze data.
8. Structure your paper. ‘ﬁﬁ;
8. Wrile a compelling abstract,

10. Cite sources properly.

11. Submit your paper.
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1t should provide a_c]ear overview of your study, including its objectives,
methods, key findings, and implications,

Introduction, : The introduction is the opening section of your paper,

where yauintroduce the research topic, provide context, and outline
the purpose of your study.

Key elements of the introduction inelude :

Background and context.

Research question or hypothesis.

Objectives.

Literature review.

Rationale. _ o
Methodology : The methodology section outlines‘the rescarch

methods and procedures you used to conduct your study. It shodld be

detailed enough to allow readers to understand how you gathered.and
analyzed data.

Key components of the methodology include-
Research design.

Participants or subjects.

Data collection.

Data analysis. 4 _
Variables and measures. _ 4

Results : In the results&ection; present the findings of your research
in a clear and organized'manner. Use tables, charts, graphs, and text to
communicate ya:ﬁcsults effectively. Yoo

Eey elemm&s of'the results section include :

ta}?ﬁl’ma.
tical analysis.

Interpretation.

o

Tables and figures.

Conclusion : The conclusion section provides a summary of your
study's main findings and their implications. It should also revisit the
research question or hypothesis and discuss whether your results

support or contradict it.

Key components of the conclusion include :
Summary of findings.

Implications.

Limitations.

Future research.
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¢ PA RT- 8

: Writing and Presenting.

g ﬁ;‘_/

. f ‘ 3l o 1
| 'P\*@:I:pert Technical Lecture e
ﬁ ué_ﬁﬂﬂ. l What do you understnnd py an expert technicy

Jecture T

Answer | .
1. An expert technical lecture is a presentati{m or talk delivered by a
individual who possesses specialized knowledge, expertise, an

experience in a specific technical or scientificfield- ..

9. These lectures arc typically nce of professional

aimed at an audien

researchers, of students. o
3. These lectures often explore ¢OmpP ex concepts, theories, researc
findings, and practical app]icati”mi;ﬁ.within the field,
4 Theprimary goal of an expert technical lecture 1S to educate and infor:
the audience. o F N
a degper uhderstanding of the subjer

5. Attendees can expect to gain
matter and potentially acquirénew skills or knowledge. -
t \: :.-f:.

2.30_ What:-%'ﬂ!'ﬂ {fli;‘%ke’y cunsiderat_ions:_:whén writin
orttechnical lecture ? B Gl

Que

(preparing) an &3

P

Following, are key considera

techpical lecture : -

L. Kﬁ&ﬁ:?&iﬁi‘ﬁiiudience : Unde
and interests of your audience:
and expectations. :

9. Define clear objectives: Deterinine the specific goals and
of your lecture.

3. Organize your conte

ey nt : Structure your lecture 1 ically
clear beginning, middle, and end. 4 st

4. S R
elect relevant topics : Focus on topics that are releyant

tions when pw'ritiﬂg""{gre;:aring} an expe!

rstand the background, lcnowledge 16¥¢
Tailor your content to mee d

objectiv®
with

tD }.‘Lﬂ.l

. {a:udience and align with your expertise.
reat i i ;
dinar ;n :ﬂfaf.mg visuals : Use visual aids, such’as slides, &7 ap?
, and images, to enhance your presentation.
ple, ¢ o

6. Use clear lan .
langieEs, guage : Explain complex concepts using sim




-reclmniclﬂ Chunnnaluuicﬂtiﬂll il-iriﬁﬂ{ljij-ﬁhanﬂwﬂnﬂk‘4)

7.

8

9.

w‘

Provide context : Starl, with

: Sl an introducti
and explains the significance ¢

f'the topic.
Include real-world examples : Iustrate Your points with real-world
examples, casg studies, or practical

applications,
Engage the audience : iy

; _ . tourage active engagement through
questions, discussions, and int cractive elements,

Practice Delivery : Rehearse your lecture multiple times to refine
your delivery and build confidence,

on that provides context

How to successful deliver (present) a technical lecture ?

.&mrwer |
Following are steps for delivering a cump-ellmg techmc

L

7.

»\,”‘ 5

Plan and structure Your lecture : Create
lecture with a logical flow. Drganme your mntent into sections, chudmg
an introduction, main points, exmy1€ngmdﬁ%oncluslun

Use a clear voice and body ]ahguage Speak tlearly and at a

moderate pace. Maintain eye mqtact‘wfith the audience. Use gestures
and body language to emph&smeakeyg«-pnmts .

Vary your delivery : Keep;the audiéfice engaged by vanri“n your
tone, pace, and dahvery Btyle

Encourage qugstmns« ad discussion. : Welcn"

COm¢ qugstmns
thraughout your lectura and Em':uu.rage au&ﬁ%ﬁ:& par{n ' patmn

pahent I:unclse and mspectful If you dggt kngw the answer
acknow]edga it‘and offer to follow up later. L& R &

‘s kn ~}=. Qﬁﬁ%ﬁ
Sl:ny cﬂmaﬁd | confident : Maintain compusure eﬁen if you encounter
culties or challengmg questions.

)

Gather iegdback : After your lechn‘e,jgfeﬁfaedback from the audience
to identify arcas for improvement. &
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A typical
following
1. Tith
aftili

wWort

3 Tab
thes
4. List
tabl
5 List

8. Intr

7. Lite
rese
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O%' F'A RT 1

W What is a thesis ?

1. Athesisrefers to a formal written document that
and ﬁndmgs ona partlcula.r tupu:

Ll

A thesis concerns a problem or series oi;pro b ;
of research. . »

4. It describes what was known about, 1%'}"": -noua]y the progress made by
the current. work, an mterpret’ﬂ.ﬁon of the results, and how further

question. 5,

6. It presents an ubjectm analys:s and interprctat.mn of facts, findmgs,
inferences, and cunclusmns.

Que 3.2. What is t.l:le structure of thesis wntmg

Answer |
A typical themgf@emirally follows a standardﬂh'ucture, w]:uch includes the

following components : g WL

L Title page: It consists of : tlﬂﬂ uf Lll.e @m your name, institutional
affiliation and date of submlssmn;“‘" _

2 Abstract: A concise summary of ;,mur thesm, typically amund 150-250
words.

3. 'Table of contents : Alist nfall ma_]or sections and subsections of the
thesis with page numbers. :

4. List of figures and tables (if applicable) : A list of all figures and
tables used in your thesis with corresponding page numbers.

5. List of abhrev]al,lung (ifl ﬂppllcﬂhlﬂ} A list of abbreviations and
acronyms used in your thesis, along with their meanings,

8 Introduction : Background and context of the researghs

7. Literature review : Review of relevant literatgire’and previous

research on the topic.
8. Methodology : Description of the resea
used.

reli'methods and techniques
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9. Data presentation and analysis : Presentation of collected datq
usipg tables, graphs, or other visnal aids.

10. Results : Presentation of the main results of your research.

11, Discussion : Interpretation of resultz in the context of your research
question.

12. Conclusion : Summarization of key findings.

13. References: A list of all soureeg, including hooka, articles, and other
references cited in your thesie.

14. Appendices (if applieable) : Supplementary materials such as

guestionnaires, data tables, or additional detm.ls nof iﬂluded in the
main text.

Que 3.3. l What is technical report ? What is its l.;nfm' engineer 7

OR $
Define technical report. Dmcullr*vn Qﬂ.s of report in its
structure.
£ aOR

Comment on the atructure ul' n‘lﬁmcnl report.

1. A I.ech.mcal report is an agwl document that presents fﬁ,tﬁélr a.tp]yms

and decisions qu et‘&mendahon& dﬁnvedm the hasus of [&:ﬁa.‘data
collected by m@uﬁl

2. Agreporti watchword of modern mduntrml wqud.

All professionals like engineers, smeutmts pmpum theu' report that helps
executives in decision making. el

The.uses of report for engineers are as tulluwa :
%7 Report reflects the competence gfﬂ;g" in
2. It helps in solving problems and makmg decisions.

4. ltserves us @ major measure of pmgmss and success of an organization.
4. W servee as @ good feedback.

A report may include the following parts ;

a2

L Transmittal correspondence : It is a letter that directsthe report W
someone. I contains :
L Tite of report.
i Astatement of when it was requested.
ui. A very general statement of report’s purpose and scope.
. An explanation of problems encelntered.
v.  Acknowledgement of those who hel ped.
2

Title page : It should be wellbalanced. 1t consists of :
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Name of the contents of the report in title.
The writer’s name, title, date, t
{irappm[n‘iﬁtc'i. , the addressee and a report number

Table of contents
Sammary or abstract: It's a miniature version of a report. It ineludes :

Report’s purpose and problem it addresses.
r facts on which conclusions are based.

~

i
i Majo
. Recommendations

Introduction : It includes the background, stai'éé:a-fhe purpose and

scope-
6 Discussion
% Conclusion

Py

| What is the ﬂifferﬂ%&geﬁé 1

s

Convey in:fp;qlatiﬂn.
often for business 0T

Varmuastakehn lders,
ﬁclﬁﬁpg- professio nals,
lleagues, OF clients.

Vartes in length, usually
; ;%horter (20-50 pages)_

Standardﬂwtm with | Flexible structure based
a0 ) on the purpose and

ections.
audience.

specific 8

' reseatch;
degree

" éAcademnc community,
f!rl;lfessars, scholars.

£

Focuses on presenting
g information,

5. Original Expected to contribute
knowledge 0T existin
he field. data, or [indings.

ports.

e

jyect matter and pruauni.aLiuu.
yarameters guch as :

Reports can be classiﬁed on various |
1. Presentation: Oral and written reports

2. Length : Short and long reports

Reports varf,r in style, sul
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Technical Comm unication 0
A N

e : Infopmalkand formal reports

3, Natur |
e Informational and analytical rep

4. Purpo
5. Timeduration: : Routine/periodic and specia

various types of reports !

{. Oral reports :
An oral report is a face-to-face comm unicati
seen, observed, experienced or investigated.

y consists of unprcssmns UhserVﬂtmns and expenences

orts
] reports

; ion about something

ii. Itgenerally
2. Written reports :
A written report provides a permanent recOrd 50,
preferred to an oral report. _ #
Moreover, a written report is accurate ands premse while an oral
report may be vague at 1:1mes &

fi. There are no chances of/di ion, « f acts while transferring

information from one sour ce to annther

3. Short reports : : Y

i.  Short reports can bevpresentﬁﬂn the form of'a letter or a memo.

ii. Theyare concerned}pzfx o 1ly with day-to-day busmess Rl'ﬂ'blem::

i it is always

"’Eigg

as well as their suéu' un@.
4, Lm:tg repurl:s & W o

5:'¢.=>=-'

e it tmn nf facts, thuruugh re\i]gm %d £
t.he fau' d x aft, etc. F ) B‘, _' 1 mg and preparing

5 Informal reports :

.. Certain business reports can be shﬂrt and informal.
ii. Incurrent businessd

ealmgs mfnrmal r .
than the formal ones. ki

i, B
asically, informal reports perform the same function as thes formal

reports-transmitt
ng information, fact
80 k
taking decision, For example, e Lo

a.  Memo reports
b. Letter re ports
6. Formal reports ;

L. Aformal report ig t}
or situation, 1e resultof tharough investigation of a proble™

i. Formal
reports are generally detailed and elaborated
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jii. These reportsfollow a fixed format.
iv. The length of the report may vary according to the requirement.

v. Formalreports include informational, analytical, routine, special,
technical, project, research reports, ete.

7. Informational reports :

i An informational report presents facts, situations or problems
required to take vital decisions,

ii. Informational reports record happenings such as conferences,
seminars, tours, and so on and supply detailq_ffnr-.ﬁxture planning.

8 Annlvhcal reports :

i.

fall in this category.
9. Routine/Periodic reports:/
i  Routine reports also lmovgn furm

s :w-.

. The main purpose of thes ';xggports is to record the progress of a
task, evaluate the performanw of its employees and j&mcnrd the

fii. All the urgamzatmﬁs mstltutmnﬁ, compamea“‘:ﬂn :aﬂearch
establishments depend od routine repnrts fur'vaﬁnuagdemsmns
e

_Some of. them are :
e Labnratary réports
g b Progress reports
% C. Igape@tmn reports .
" ’ﬁ’r&uctmn repurts .
e. #Month]y sales repnrta__
£~ Annual confidential repurts*’

'3. s

10. Special reports :
i  Special reports are written to convey special information related
to a single condition, situation, occasion or problem.

These reports do not contain repeated information as they are
written about the specific situations. For example,

a. Inquiry reporls

b. Research reports

Que 3.8, I Wrile a note on characteristics of a good report.




Technical Communication

877 (CC-Sem-3 & 4)

et s o, G
}

Tha cimrncteristim of a report are as follows :

1.~ Precision:

L

A report has to include lot of information in limited space.
It is read in turn by people who have limited time at their hands.

1.
i, The information given in a report influences the crucial decision-
making in a firm.
For these reasons, a report should clearly indica its purpose.
v. Areport should precisely state the writer’siny , analysis,
and recommendations.
2. Factual :

3
4.
reader need to know ( Al'T igi
: ; ad th
report writer may know about it ecision) rather than what th¢
5. Objectivity of reeommnndatiuﬁ 3
L Any suggestions made j
oo o € in the report should be free of writer's 0W!
iil ¥ »
i :Le report should be impartial and objective
m. L N 2 b L4 - w )
: ¢ objective of wniting the report ig to net ivity
Siness growth and e (1. s i H t_:nhaneﬂ productivity ¢
S s onis r's self-intorest.
i ThE lﬂng],l,age
i} used while w
i : riling the report should be simple

ue, ﬂnmplax, outdated language.
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fii. Technical wordsshould either

be avoided
taken care that, the readers are familiar Wltgrth':':“d should be

iv. Aglossary listing the full forma of abbreviat
of technical words can be added at the :-::ﬁr
v. - To bring about clarity,

viv The writer should make hig
specify the sources, state
recommendations.

Communication Skills for Presentation

ords and meanings
he report.
ideas should be arran ged systematically.

purpose of writing the report clear,
the findings, and, finally, make

7. Brevity:
i. It means being brief,

However, brevity shm]ld. . be
Sﬂ the motto should D '

8. = 9 E P
=
g
g
=3
=
-
&
g
g
3
g

A,
& ,_AQ%MW;G}"
%E#-\?-ﬂ;»gwf "‘};‘N-
HEE “’"g%fgg
e L/

iii. t ﬂ]ﬁ%ﬂnﬂ]l!ﬂtﬁ&}ﬂﬂk of ériauéness on the fart of the s wnt.er

W. il:mks ho"h l:msmess to present a repm;ﬁlavmg a'.rmdah]e errors.
Nomﬁdaya, thesé are especially easy ?zﬁ;a}vmd due to provision of
’ functions in MS-Worﬂﬁ,, b

pris usually fuIloW% pazgrtles

i. (All parts of the atructurg Nf’a repnrt should be included which are
useful for that t.np:cfpurpnﬂ:&.

ii. Supporting the written words with illustrations like charts, tables,
diagrams, figures, photographs, is helpful and adds to the visual
appeal.

iv. However, these are not compulsory.

V. The report should carry references and other sources from where
the information is gathered. R

vi. This kind of documentation brings geiontific and autheatigfeel to
the report.

10, Eﬂmoﬁﬂneit}r : The report should be wrilten on one topic.
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Technical Communication

Comment on the structure of a report.

T
er |

1.~ One needs to structure and organise the content of a report in a logic,
way to help the readers understand the message clearly.

2. The circumstances in which a report is written determines its structure

3. Formal reports normally follow a standard pattern,

4. A good report structure not only helps the writer think clearly an
decide where to put each fact or idea, it also helps them find th

information they need. !
5. Agood structure involves dividing a report into aechnnﬂand sub-section:

with a proper logical sequence. -

6. These headings and sub-headings give the reade
plan of a report.

7. The standard components of aformal report include the title page
preface, letter of transmittal; acknowledgements, table of contents, lis

of illustrations, ahstracﬂmhvesumﬂmry, introduction, methodology
discussion/finding/analysis, conclision, recommendation, appendices

references and bibliography. % A

i

. | What arathgzg}uus formats nf.._ﬁ_ re-port

hE

o :-:-y

inted forms are generallyused to ¢ollect routine information.

2./ For example, a company mayk&;p -_"i:ﬁﬁted forms for recording

daily production or monthly sales.
Using a printed form is quite sim is j
{ ! te simple because the person is just
i required to fill in the blanks, or tick against the listeﬂeitem&
- Detailed descriptions or discussi
ussions need not ided.
B. Letter Format : L i

) =
The letter format may be used for short reports that have to be

. : :
mmunicated to someone outside an organisation.

2. Alett tai
ad;}:::n?ll‘;ne:-mn all lihe elementsof a letter along with som’
s suchag ﬂl"‘itmﬁ““ﬁ: references, and so on-
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i gxamples of the letter-format include evaluation reports, feasibility
i r{'[-mﬁs survey Fﬂ[lﬂﬁ-& l{}ﬁ'ﬂl reports, and 8o on.

C. ]Hcllm Fﬂrﬂlﬂt

. The mgmeo format can be used for short reports that have to be
" communicated within an organization,

9 ‘Amemo format should contain all the elements of  standard memo.
In addition, it may contain a few extra sections,

3

Like a report in the letter form, a memo report should contain
headings for easy reading and reference. e

4 The memo format may be used for all I.yp-as uf reports, that is,
informational, analytical, routine, spcclai mmon l'trﬂnal

p. Manuscript Format : i, g

1 The manuscript format can be used for lung und formal reports.

2. These reportsare dmded mto sectmnsaud sub-sectmns each with
aclear heading. R

3. These headings and suh Qhieati_in_gs'., are organifed in-a logical
sequence. - :

While preparing a T‘BP“ft in manusmpt form, the writér needs to
be careful about m; structure and elements: P

il

oo G
Que3.9. l Give the structﬁre of a formal report "ﬁ’“‘@“% 5

X €

'i -“l'r

A fnrmnlzepurt may cuntam all or most of %}E Follows

L | Title Page: A forrhal report usually beg ml%gr hﬂe page. It contains
\the title of the l%port the name of thé rson or organisation to whom
ﬁlﬁmwl,is ing subm:lttedmﬂle namé of the report writer, and the

Pretm The preface mtroﬂucﬁ he report by mentioning the
bﬂl:kg'mund of the report, the introduction of the subject to the readers,
reasons for writing the report, its salient features, and scope. The preface
18 an optional element in a formal report.

Letter of Transmittal : The transmittal letter is a brief covering letter
from the report writer introducing the purposes of the report and
explaining the causes for writing the report.

Acknowledgement : The acknowledgement section contains the names

of persons who contributed to the production of the report and made-the
report possible.

Table of Contents : The ‘table of contents’ provides‘the reader an
overall view of the report and shows its organisation.

List of NMlustrations : The ‘list of illustrations” gives systematic
information about tables, graphs, figures;andcharts used in the report.



Technical Communication 3-11Z(CC-Sem-3 & 1)

7.

10.

11.

13.

14.

Q

—

Abstract or Executive Summary : An abstract or an executjy,
swiimary summarises the essential information in the report, focusing
on Key facts, findings, observations, results, conclusions, ap

recommendations.

Introduction : This section introduces the readers to the report ang
prepares them for the discussion that follows by providing backgroun
information. It helps the readers in understanding and analysing the
report.

Methodology : The section on methodology summarises the method;
of data collection, the procedures for mvestlgatlng the mtuahﬂnfpmb]cm
and the criteria of survey. e .

Discussion/Description/Analysis : This is the mmn part of the report
as it presents the data that has been collected in an organised form. It
focuses on facts and findings of the report and maymdude an.objective
description and discussion of the problem, ananﬂlysm of the situation,
and findings of the investigation. It is usually divided into sections and |
sub-sections with well-structured and clear Headings and sub-headings.

Conclusions : This section ¢onveys thé Significance and meaning of
the report to readers by presentinga summary of discussions and findings,
results and cnnclumuns implications ofthe conclusions presf:nted and
inferences. {

Recommendations : séetion contains recnmmend a.tmna that are
based on results d clusions. . . ,

Append.lces ppendix contains suppurting mﬁteﬁa]ﬁ:‘ ﬂata which
is kept ﬂm the main body of the report to mm;d interrupting

.

,t.he line of veIopment of the report. s, ;

ferences and Bibliography : This section rua:t,T contain references

to hooks jnu}nals reports, dissertations, or/and published government

documents, and other sources used in the report. It may also consist of
a list of materials for further reference

ue 3.10. | What is style in report writing ?

Answer |

2.

The style of reports depends on their purpose, audience, type, and setting |

For example, a one-page informal report in the memo format can b¢ |
informal in style while a formal annual report of an organisation cat
have a very formal writing style.

It is, thus, difficult to provide a specific but comprehensive definition of
‘stylein reports’.

The style of formatting and designing depéhds on the type of audience
the context, and the purpose of the report.




3 12Z (CC-Sem-3 & 4) Communication Skills for Presentation

5. Style elements sugh asthe style of the cover page, use and location of
graphics, spacing, margin widths, pagination, and style of referencing
depend on séveral factors.

6. One should follow the standard norms of technical writing, and take
carcofthe standard writing conventions.

What are the writing strategies for organising and

N

presenting a report 7
OR
What are the steps involved in writing of report.?

Answer

Following .steps will help in organising
systematically : Tz

s ==_-:s &E'; UEas
=y

1. Analyse the Problem and Purpose : fi}hgﬁ%rocesa of writing an
effective report begins with an objéctive analysis of the problem that is
to be discussed and the objectives of writing the report.

i
i
FE:
e

F
g,

limited to the mostﬂ_ga_séﬁﬁal. a:nd important facts. It is important to
define a reasonable scope of the report.

3. Determine the Needs of the Audierce : When a Teport.is being
planned, the writer should kfioy who will eventually read it. A report
will be effective onlyif the writeris able to commthm;:urpose with the
interests and needs of hisreaders. Mol "

4. Gather all the Information : Once the problem and purpose has

' -od tHe writer is ready to gatherinformation. He may gather
ign. thraugh prima;_'y"ﬁiuurce}i_-{_gi'écussiﬁns, interviews, and so
on) orsi c'un Ary sources (Internet, reports; books, and so on). However,

precise and to the point, the amount of information gathered should be

it 18 important to ensure that the -ifj{nﬁﬁ'atinn is accurate, bias free,
cufrent, and relevant. -

5. Analyse and Organise the Information : Analysis of information
involves evaluating the information objectively. Organising the
information involves using an approvriate logical pattern to arrange the
information in the report.

6. Writing the First Draft . Once the outline has been prepared and the
organisational pattern of the report has been decided, the first working
draft can be written.

7. Reviewing and Revising : Once the rough draft of the report has
been written, it should be reviewed, edited, and revised\in-order to
improve the quality of its content and presentation.

8  Writing the Final Draft : Once the rough draft of thereport is reviewed
and revised, the final draft can be composed,
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ey,

chhnicul E}ummun_t_r::ltmn //,’—‘-—___—__\

company as a technical eXpery

e 3.12. | You hiryeTee _ _
Qu tort to the Mnnllgiﬂﬂ Director rt?gnrdmg the need for
Wrile 2 ralr:: ¢ the mmm“nicﬂtiun gystem in the company,

jmproY
swer . '
T : The Managing Director
0 :

From - M. L. Malholra (Technical Expert)

Date : 91/07/2022 .

Subject : Impmvcmnnl. of the cﬂmmunicatiun ayﬁt,cmin fj;a* g,fimpany

Observation : Personally checked all the dePﬂﬁ‘_mfnw~0§£ﬂE company and
cted from disturbances m:@mq%icaﬁm systecs

found most of {hem are affe

Reasons : The networking
disconnected. Beside the m

wires are quite 011'[’:;3__{_:}0111%;@{' them were found
achines are WOIT out and in such condition as
ihd g '

cannot be repaired. : 8
“&f‘.‘_.‘.‘;;f:

Recommendations : s i
) e, L :
The old machines are ne deﬁ?n%ephéed with new ones which should
A

L

be equipped with latest technology. y.
2. The wires should becﬁanf i;wged"’ﬁ e
3. Anexpert syste%g“ " ﬁ . should be ap i (; thq.rlﬂ

more eﬂ'errl;ive';&z%

The Directors,
Decean Engineeri
gineering ()
e ng Co. 1id,
. HYDERABAI 600 011
port on worker’s digegn

In accordance wi
oL s with the j
auxiliary uni "nsbruction gj .
y unit of the clion given to me on May 9 2022, [vis!
¥ ﬂxw

lent at the company’s auxiliary unit 2t
e of
ot ?

ﬁﬂmpun 8
Y In order to find put the cause an

discontent among the worke
rg
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[ interviewed supervisors, plant-operators and 25 w

e it orkers selected at random
[ found out the following facts that are responsible for this trouble :

There seems 10 be widespread discontent amongst workers. Several othe
rsonnel pointed out that the number of incidents of I)l'em;}l'l of ;lisci- lir:::
and general non-cooperative attitude had gone up considerably ']Ehr- ‘
exp‘péssed the view that the situation was deteriorating and that a sierim;-:
outbreak of nflish&haviuur might result, The workers, on their part also had
some mmplamt_s. According to them the supervisors were inadequate, the
workers were given long hours on the production line and skilled perﬁn'rmel
were not eager to explain the working of the machinery te apprentices.
There were other avoidable lapses that the workers resented. The skilled
rsonnel, to save their own time, leave the machines dirty so that the
unskilled workers have to clean them. Safety precautions in the machine
room are continually being ignored. There is a widespread belief that the
rates paid to workers are the Inweg_l;{in_#ha{area;_;é_ 4
1 am of the opinion that immediate action muntl;e taken tg'prevent further

disturbances. It is also felt that the is 'Eig_igence that all'the complaints are
an offence against

well-founded. In particular, i gnoring 5a:sfety precautionsis

the Factories Act and must bé‘é’;gppeﬂi: 2.
Regarding pay and allowances, it is'necessary'to bring to the notice of the
workers that our rates (':’nmp'h:fg vourably with those pai&d to appr enﬁce? in
other similar units;It is thereforemy consideredgg_pinim’;‘ that the following
suggestions will.go alongw&y in veducing the discontent: . §

A special officer may be appointed and he should be asked to draw up a

systematic progr am for the unit.
: T machinery clean and observe

All 'ﬁlperﬁ'isﬂrsﬁ:' ust be strictly advised to kBep I n

all safety preca w*s The Personnel Officer must point m;t to 1;hehr wlarurkers
g . ved in this factory are very avourable.

that t Waymem enjoyg in H, REREY

Yours faithfully, L

Sd/-

PQR

Company Secretai’/,
PARTEE -
A\

Technical Proposal Writing- '
____________-—-—-——"'______________._——-—-—'_____ =

Que 8.14. | What i8 @ prupnsal ¢ Pescribe variou

writing proposals

scobjectives of
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Miswar |

1 Proposal‘is Jerived from the word “propose” which means “to py
fc-rward" “to suggest -

9. “{ Proposal is an act of proposing, or anything proposed.

3 Itisaform of business letter or 8 formal report written to draw th
attention of the public to any issue.

4 Proposal is nothing but a way to sell one 's ideas.

5 The main objective of writing a proposal is persuaﬂg&.

6 Ttisthe first step towardsanew business. - v

7. Theaimofa proposal is to bring new benefits to the urgamzatmn ar

it may be used within as well as outside the nrgmuzaﬁon

| Discuss different pnrts (dlwsmnl of i ‘a techn:lcal propos:

Write a note on the structure of prdpusal :

+OR"

Evaluate the format of a te hméﬁl 13

entries in detail.

permnur _ gani
me of. ﬂie propnsal writer and the dute ;

in the propo sa]

4
. :lh:tractJSummary It ]:ughllg‘hts the major points of the proposil
;hodolngy (It suml'nanzes the?rapused methods of data collecti¢
and the procedure for investigating the problem
6. Introduction : It gi '
: It gives the b
PR, ackground, states the purpose;
7. Statement of problem : " )
ol p m : It contains an objective description of
8.

Proposed plan and activities

9. Ad
vantages and Disadvantages : Thissection reinforces tha

proposal has m "
& more advantages than disadvantages

Recom : .
s Cm:::andahonu : It discusses the ways to solve the problem
on : It presents the final summary of the proposal
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Communicq tion Si;

1. Proposals are meant to persuade,

g9\ »They are broadly categorized int
pmposala. 0 research proposals and husiness

3, Commnnl?r, research proposals are submi
while business proposals come from bys;

Short anﬂ long proposals :

itted by academnic institutions
8INess c(}liﬂé’ﬁlﬂ

%ﬁ)’ have up to 30 persons

writing it. s writingit.

2. |There may ];;géi“fno aihgr Multiple writers have to. be
updated and kept in the

person with wh
commumc.ate & cﬂmmumcatmnluop

««?‘aa 'Q" i

Demdmg__;and wrihng are
ercises of the

collahgﬁn:;atw

handed aver to the illustrators,
: _&desktaﬁ publishing and, copy
ha’hd production staff of the

gompany

" As there are more resources

. The person has to develﬂv%% available, the process develops

5 own.
the proposal on her /hi the proposal.

Solicited and unsolicited pmpnsals : ¢ pasy to proctwe from
1. When a customer requires gomething, that is, Iuar O whi v ol o
" avendor then he sends a Tequest Sre rﬂi:;m:r:
 description of the product(s) !Bemwiﬂ} :apnmu to an RFP.
sent 1n
2. Asolicited proposal is oné which nl:w custofiiors even though they have

g0

An unsolicited proposal 8 00¢ %
not asked for it.
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4. 'When you write a solicited proposal it should contain and confor, -
praposal requirements of the customer. 0|

5. “You should meticulously follow formatting instructions (if 8PeCifing
provide information about product/services to be delivered by yq,, and
deadlines to be met along with other specifications.

6. As far as possible, use language which is similar to the one used by ./,
solicitor and an outline which conforms to the specified guidelines,

hi

7. Similarly, when you write an unsolicited proposal, you should write ir ,
manner which convinces the reader or the review committee that v,
are competent and qualified to solve their problem or.execute thei
project. 4

Q@ ﬁ?l What are the steps involveg g of technical
proposal ?
Answer g

order to make the proposal at; d convincing to the reader:(ﬁ} a
systematic plan of writing should'be and strategies u_f good writing
adopted. Following are the stépginvolved in writing of techmmgopnsﬂi

lysis, scope determing I:o
nd data collection.

Iojé L7 y
1 luded in the proposd

v. What should the réa erdo ?

? . i =111 'ﬂuecl
3. Once the above five questiongare anawered', the writer can €
data related to the proposal to help him write.

B. Writing : ol

1. Writing a proposal involves organising tha'clata that h::l, and
collected, outlining what will be presented in the prop¢

writing the first draft. -
2. The information may be organised as per the structu
proposal. - ija]

3. A good outline will give the writer a clear picture of his
and will help him to prepare the first draft.
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post-Writing :
Once the first draft has been written, it is ready

A : to be revised
1. edited, .and_eyﬁ]ual.ed in order to improve itg content, layout, m:(i
gtructure.
g The proposal needs to be edited for grammatical and lexical
-\ accuracy.

4 The first draft should be evaluated and critically examined to
' ensure that the proposal can achieve its purpose.

4 Finally, the final draft is prepared. i

center in your organization. Invent necess ar

MATISI

System E

Da

To . o
From - Himanshu Gupt st Engineer, ES .
Subject  ~  Proposal for esta;ggﬂing computer center 1n our
ization. o .
Summary - Eﬁ;::ment of computer center in our urfla;hzlﬂ;ﬂ?e v;;lj
improve the efficiency of our employees an
the productivity.
lntmdm:ﬁon : gant to have

. M - ur
Purpose ; In today’s competitive scenario, it is -v|e|ry1mtgaemploy085 to
omputer center in our organization because it will help the :

: ( interest n
Work efficiently and quickly. This will save the time and oreate it
Work

Problem : Space limitation, costly.
: Proper time management.
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Significance :

The“proposal will be vi -
profitable from Prebondl viable for every employee and it will be

organization point of view,

; Submit a technical proposal to the Director, State

Industnal self-employment Scheme (SISSC), for establishing a

manufacturing unit (of your choice) in your hometown. Please note
that the SISS will fund the unit.

Cover Page
A Proposal for Manufacturing
Keyboard & Mouse for Computers
201, New Market
ME, Bangalore
By : N. Kumar
Engineering Technician
August 22, 2015
The Technical Section
Date

mouse.

Cost estimate : Raw material * : | 80,00,000
Equipment : 2 crore

Contingency : 10,00,000

Total : 29000000

Itis a big project. After careful analysis of the type of keybdards and mouse,
we want to manufacture. | have come to the conclusion that these keyhﬂﬂrdﬂ

and mouse will work more efficiently. It will be a.profitable business for
SISS.

If you require any further information or documentation on my prﬂpﬂﬁal'
please contact me.
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Excellent dystem (ES), wants to improve the existing

parldni[ facilities Tor its staff. As personnel manager ES, draft a
pmpnsal to exeécutive secretary of your company for the same.

| ﬁnqu

I, 7 Transmittal letter :
Executive secretary,
Excellent systems
June 24, 2023
Amit Sharma,

H.R. Manager,

Excellent systems

Dear Slr

we are lackmg%m ung pmft’whmh lsthe parkmg fa@ity:w@remse
does not have’a p _pﬁnparkmg area, @ 1

The staff employeﬁas increasing.and so is the?numbe rof chents hence
4§'pruﬁet;p§{ n '_ area is an urgent reqmrema-nt 2

;’Propose& changess pr '

: Wrea of our company w;uuﬁ bgan ldEBl parking area. A

THe cost Wil be as follows:

i. “White washing —Rs. 10 uomw'

ii. Lighting and wiring—Rs. 15,000/-

iii. Guard - Rs. 10,000 - 12,000 per month.

5. Schedule:
The area needs to be ready in this manner :
i, White washing by mid ¢f July.
ii. Wiring and lighting by end of July.
iii, Hiring guard by first weelk of August,

You are working in a manufacturing company, Write a

pProposal to replace an outdated machine that is no'more useful for
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e e
production, Be imaginative and invent details. Your Propogy,
should in¢lude all the sections of proposal as : :
e Indreduction

e Technieal section

* _Management section
*  (Cost seclion

e Conclusion

Answer

AREQUESTPROPOSALON
REPLACEMENT OF AN OUTDATED MACHINE

Submitted by .

Dr. RBJ.IV Gupta "
Associate Professor, Mﬁchamcal ﬁngmeermg
Siﬂ:n::mi;tmﬁ‘aﬂé

. ch:tﬂ"r @
Mjni'sa.lfr M&m acturing & Rural *‘
Diel nent Gov. of Rajasthan | & il

ﬁvﬁ Manufacturing Orgamsatmn

Jaipur, Rajasthan
. v &
Introduction :

ﬁl‘-ﬁaﬁer the industrial revolution, s&v&ra'l numbers of large industries

h set up with more number of advanced machineries for the
different set of operations. Hence the rise of requirement of advanced
machines took the greater importance. A large number of industries
set up with larger quantities of production. Now for saving man power
and time and handling cost, machines were employed.

Technical section :

1.

There is an outdated machine with following data : _
8, No.|Machine Working | Power uonaumorl‘ o ay“h_ﬁf._—-f"
L. |Lathe 18 Hrs/day | 2565 kW 2000 kW

T SN 1. Sl
s i (] "W
* When machine kAt the nev

l\ isn't reliable condition
— | any more -

e —
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This is the performancedata of this outd ated mach;

the working of non-reliable machine as compared t: ‘ilhrgh,:la indicates
agement section : eW One,

Man
1

To managﬂ_,_!ihﬂ several manufacturin

B pProces .
came into play : 8es, the following dat,

9: 000 AM-
6:00 PM
6:00 PM L % iechnical
-3:00 AM chart
;ﬁ section : 2 N
1 {I{:;:q fixed that the operating.cost, ' "achiuets 1810 Rs./unit

2. The loss of power incu

% = 5650 Rs.

-

3. Heng 0ss occurred q?.ﬁi 5650/day.
ConchlCA. 3 Lt D0
nchision : L e

= Freid
i

1. Duetothe loss we are unable to produce the new products ?vith greater
€ase. The money to purchase new equipments is decreasing.

To prevent the power loss, new machine with high reliability need to
come,

To prevent machine hazards, it is necessary to bring new machine in
replacement, with the old one.

i PART-3 O
10 Pitch an Idea : Process, Preparation ad SIrucure:
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Technical Communication . -
—"'—'-l .+ ., an idea: process, preparat;
Que 3.22. Explaift hoW to pitc -

gtructure. OR s
i idea: process, pre
 how to pitch an €€ » Prepargy;
write' ‘ashort note on: -
4nd structurc.

B e an | i .. o critical skill in various profesg;

- hing an idea C‘fTEctWEIY 15 4 ; 3 'E8S10n,)
L Pliﬁ’:'g‘g <uch as business, entrepreneurship, or creative projects
se '

2 A well-prepared and structured pitch can help you communicate yo,

idea clearly and persuasively. FY "
3 Here's a breakdown of how to pitch an__._ldea, _'m;lqdmg the process
preparation, and structure : i

A. Process: A

1. Understand your au&mnce + Before you start preparing

your pitch, it’s eEg_elntiaIJ to understand your audience’s
background, interests, and needs. Tailor your pitch to their
specific concerns and expectations. -

I E

9. Clarify youridea :Basure that you have a clear and concise

understariding ofygotir idea. Be able to articulate its purpos:
valuej@_d ". .- alimpact.. - J%° 7‘*»&«;‘
ﬁ,ﬁ' - S'Et’d .-.,,-;-j-é‘-“ﬁ"BB:Deﬁne what yquaﬁ%ﬁg@é}ﬁwewﬂh
ﬁa@.ﬂ}kﬂur itch. Your objectives will influence the content and
E tone of your pitch. ' W

4.\ Practice : Practice your piteh multiple times. Rehearsié
"\ _willhélp you becomeimore confident and refine your delivery.

.vﬁr‘*:iﬁn" - i il .
Anticipate questions.: Be prepared to answer question®
and address potential concerns your audience might b2Vt

about your idea,
B. Preparation ; ‘“"‘:;;;-'. £

L i i
Create  compelling story : Craft a narrative thet #70c
relatable and memorarl:::’ize ing can make your P

2 D ' o
WE:: II?::,]; strong value proposition : Cléarly & hm.llli:
Explain w}?m 'Vuur.idﬂﬂ solves or what yalue it prﬂi;ﬁnﬁ
a’tﬂnwtiuef your idea is unique orbetter that

3. Support with e oS

bﬂ'hack up\your claims and demons
uridea,
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4., Address ob;ectmnﬁ : Anticipate potential objections or
concernsiand have well-thought-out responses ready.

5. Design visnals (if applicable) : If your piteh includes visuals
(e.g-, slides), make sure they are clean, concise, and visually
appealing.

8 “Structure :

1. Introduection : Clearly state the purpose of your pitch and
what your idea is about.

2. Problem statement : Describe the problem or challenge
that your idea addresses. Use re]atahl
illustrate the issue.

3. Solution : Present your ide:nﬁ he golution to the problem.

Highlight the key features :

4. Value proposition.: Ex&m ; ‘que value your idea
offers.

5. Suppnrtlng ev _ Provide data, examples, or

in the importance of

Sﬂpeec - "ii_.del_ivery :

1. Speech delivery refers to the presentation of the speech that have
been researched, organized, outlined, and practiced.

9. 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 has little meaning,
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3. Deliverycan communicate the confidence and preparednegg of SPea,

to the audiencé:
( wa the audience that the speaker hag re
what he i8 speaking about, Searchy,

i ker to pull it
delivery allows the sped a5
ve ae speak with CﬂﬂﬁdEnEL dun"g, dB‘lEr:.l; T4,

Que 3.24. ‘ Briefly discuss clements of speech delivery.

e

5. < An effecti

Answer l .

) Effective speech Jelivery is a crucial aspeet of pubhc gpcakmg -
nmmumcai o. 0 G P

9 It involves various elements, mcludmg passmn, pmse and the use o
illustrations. .

*?E:.

Effective speech delivery requires balanue ﬂf thes@¢lements.

3. a

4 Passion helps you connect emut:onaﬂy_mth your audience.
5

6

Poise lends credibility and. prufesmoﬁﬂmm to yeur delivery.

Tllustrations make your mesnage more accessible and menf@‘rable

\'._=—€-

7. Asaspeaker, practmng and T these elements eﬁ‘g[
your ability to engag&gﬂnﬂ?erauﬂde your audlenue ch‘vely.;ff"

"ﬁsmn as an element uf

......

10 meBBCh delivery refers to the amutumal energy; enthusias®

and genuine interest that a speake nvieya {10 the audience about
topic. .

9. It’s about speaking with cnnwctmn and demnnstrahng that you elie®®
in what you're saying.

3. Passionate delivery can captivate and engage the audience: m 08

your message more memorable and persuasive.

Key aspects of passionate speech delivery :

1. pyovr

Authenticity : Be true to yourself and genuinely €are g
topie.
f
2 Em : : het™
e :EFE : Express emotions that align with yaut messagt ¥
itement, coneern, or ingpiration.

d




326 Z (CC-Sem-3 & 4) Coffimunication Skills for Presentation

3. Energy: UFB vocal variety, gestures, and body language to convey
your enthusiasm. '

4. Connecti'on :+Build a rapport with your audience by making them feel
your passion and enthusiasm,

1. Poise in speech delivery refers to the speaker’s

and control during the presentation.

2. Itinvolves maintaining a sense of balance en when facing
challenges or unexpected situations.

Poised speakers come across as confide ible, which enhances

e the use of examples, anecdotes,

. . ch delivery :
[llustrations in spee ng materials to clarify, emphasize,

stories, visuals, and other suppo
and enhance the message.

your speech more relatable, memorable, and

2. Ilustrations make and real-world applications of your

persuasive by providing context
ideas.

Key aspects of using jllustrations in speech delivery :

L Relevance : Chooseill ustrations that directly support your mainpoints

and reinforce your message.
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ensily understand.

ifferent types of illustrationg

iety : Incorporate a mixofd ik

‘g% anecdotes, statisties, metaphors, and visuals, to cater tq diﬂﬂﬁnt
i’ learning styles.
O

\3 4. Timing: Integrate illustrations at apprtfpriate moments in your
‘bv to maintain audience engagement and interest. Peerh
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(wnmmnninnlinn & Leadership Dwe’"me

OQv Leadership Gﬂ!ﬂmunfmtian.-;-;-‘ o
e i _
. munication, and why ;
tis leadership com "
Qued.l. | Wha
jmportant 7

Answer |

ilﬂﬂ - A
dership communica
i . ation refers to the sﬁrﬁ‘ﬁaglc ﬂfd effective

dershi communic
. :'f:mfl;ucal::mn skills and practices employed, Wmdlﬂdw‘]ﬂ in leadership

roles within organizations or groups.

9 It encompasses the ahility to con?ny a %‘J ' lel'e and motivate

L
team members, set clear expe%tﬁﬁ : Emalfg jnfurmad decisions, and

build relationships.

3. Leadership communicatio % ‘becaus
and effectweness of an ogg if.mn or teany.

iha pm%;rgamzatmnal ctﬂtu_rgg?vfum

s
..u‘): iy

:g?'gﬁb

ause it enfluences the success

.....

5. Effective leaders rgc
cuntmuous]wa_ mpr
gulde-_ and laud heir

lmpﬂrtmue'uf leas

is crﬂclal for, fcﬂom |

Mision anddirection : Leaders use cofnre

hlgbﬂpﬂ align lﬂdlx&dﬁalﬂ Bummﬂn goals and objectives

r reasuna

n

2. Motfvahan and inspirat on : Ef aders inspire and motiva®
eh co lcation,
4. Clear expectations : Leade,y %d%mumcate expectations &nd
performance standards, ensuring that team members unders
roles and responsibilities,

4. Problem-solving : Leaders use communication to address ch
and problems within the organizalion.
5. Rx,lauunuhip building ;

posilive relationshi P8 amo
Leains,

Cuo ters
: Strong leadership commuutication foihair

4 ng team members, between leaders
and with external stakeholders,

Conflict resolutij
conflicty consty
ENVIronment

Jviné
on : Leadership commufication helps in re° ork
uctively and maintaining a harmoniou?
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n  Crisis mm;agement During crises, leaders play a critical role in
mmhr{': nicating {n{dghdtion, reassurance, and guidance to maintain
staity.

q'"‘ 4.2, |Hew does leadership communication differ from other

forms of communication ?

1. Pu:l-pos.e and Pu?'pnse is to inspire and Purpnse ma}r vary frﬂm
Objectives |guide towards shared shamgg information to
vision and goals. entertﬂmment

2. Audience and|Targets diverse £
Stakeholders |audience, mcludlng ggﬂﬁext(eg consumers,

employees, stakeh;ﬁa Echulars)

3 Strategic Requires Qtratéglc 4 May not always require
Planning p]anmgg‘fcr ;long— erm |extensive strateglc

1mpamf}<0n nrgamz ation.q|planning.

------

4. |Useof Iﬁwﬁ*as mﬂuence and |May nut_,_iw:f%
z Influence persuasion 'to inspire and [same legeltfmﬂuence.
i i guldem B f '-

ﬁéhve]y seeks feedback
”a.nd adapts

X eommmucatlun hased uﬁ:

GommummzmnaudSocm_ ) ontext,
 Feelings, Iutentiana,'Behamam e e

and how

Q“”“‘a '. What is social competence in communieation,

'1098 it ﬂnntnbute to effective interpersonal relationships ?

munication refers to the ability to interact
ly with others in various socinl Situations.

lls and behaviors that egnable individuals
ful interpersonalrélationships.

L Social Eumpetence in com
effectively and appropriate

2. Itencompasses a range of ki
to build positive and meaning
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3. Tt involves active listening, empathy, clear expression, aqq
| kills, among others. Ptab);
and cenflict resolution & 8, ity

4. (These competencies contribute to trust, mutual u“derﬁt&ndin

effective communication.
in communication helps in laying the fo,
ductive relationships in personal and prof,

|a]‘]d

Social competence

for healthy and pro
life.

Effective inter personal relationships : Here's how social compgy,

contributes to effective interpersonal relationships : e

1. Effective listening: : Socially competent individuals pay attention ,
what others are saying. This active listening fosters understand
enhancing the quality of the relationship. ng,

9. Non-verbal communication : Social cnmpetenr:@mvulves beu]g
aware of and using non-verbal cues eﬂ'ectlvely h __enmerbal signals
convey warmth and trustworthiness. g

3. Empathy and understandmg Sum'_j‘_ ' CO 'petent lndlmdua]sm
understand others’ emﬂtmns, needs “Bl‘i,u

_'.'JI

nda atigy
38ing gl

4. Clear ancl effective exprasﬁon\aﬂucla] competence also encompasses
: lf clearly and reqpe::tfully Clant:.r in

7., Effective flaedhaek Gwmg and re&tﬁﬁg fo oo E-ack is an essentid
f:omponen'ir f social competence. ‘Constructive feedback heuﬂ
mdﬂaﬂua]s grow and mpruve Str&ngthemng the trust and mut

.| How do context, l’eellngs, intentions, and pehavio”

_____ ~

He
cu;;E Etl;ﬂ*w context, feelings, intentions, and bEh““msmﬂue
petence in communication :
A, Context :

z!;l:lc;l competence begins with an awareness of the ¢
eh communication takes plaée. o
Context enco : . 2
Sting: e mpusses the sétting, the people involved,

nd the purpeseof'the interaction.

.
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——

3.

4,

Different situations require different communication styles. For
example, the'way you communicate with a close friend may differ
from how vou interact with a supervisor.

Being attuned to the context helps individuals chonsge appropriate
language, tone, and nonverbal cues.

B. Feelings :

1. Emotions play a significant role in communication.

2. People’s feelings can impact how they perceive and respond to
messages.

3. Emotionally intelligent individuals are better 4t managing their
own emotions and recognizing the emotiong :

4. Empathy is a crucial aspect of social con

5 ;

6. Emotions can influence
nonverbal cues in comm:

7. Being mindful of one's.e 1 state~and its impact on
communication is essenti;

Intentions :

L The intentions be
its eﬁ'ectivee -

2. Clear and+ Atentions, such as%@ein

slution) contribute to suge: -‘f‘_‘ actions.

siglic mﬁm Seténce involves being aware of and aligning one's
s gt
ons the desired outcomes e CO!

Behaviors : %;ﬁg’w’;’

: %

Communication hehaviors enco mpass both verbal and nonverbal
actions.

Effective communica _
their messages accurately and appropriately. |
Active listening, nonverbal cues, and !;lm Ghl.lil!ﬂ of words are-all
behaviors that impact how a message 18 received.

Social competence involves adapting l:lllll'llll'tlflliliﬂl.liplu béhaviors to
suit the needs of the situation and the individualg-involved.

This may include adjusting your {:.01111::1131i-.;a}_im: Fty le, being
assertive when necessary, or practicing active listening.

tors use a wide range of behaviors to convey
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al media in shaping soejy

~
.m"el" ¢ impact on ghaping social compete
1. Social media has had a gignifican I ”

both positiv ely and negative ly.

[ the role © of social media in influencing socig|

9 Here's an analysis ©
competence :

A. Positive aspecls
1. Enhanced comm

e

kills : Social r[iedia platfarmg offer

unication 8
els, such aﬂtext images, videos,

tion chann

various communica
and emojis. Engaging with these dlverﬂa’_  fo rmﬁts can improve a
to express themsel veljr.

person’s ability to

9. Global awareness : lnteractmg
cultures and hackgruunds nqéﬁ& ms

ssset] eor mummatmn skills.

horizons and enhance CTOSSEE dee
i mn]ine discussions and forums

3. Active listening : Partici
enhances individual act pgkills as they engage with

4, Digital literacy ¢ Na
platformﬂ a.nd SCATT

Su) erficia f e
interactions, whmh can lead to 2 »aseé.in deep, me

f‘ace-toﬁ;%g co _;;;.:.‘f i, skil

'_“:'*‘.' 'catlon on social media
' ings,

3. Cm:;lparisnn and ins e curated nature of social medi3
lajg'leu ;-:fl :ﬂn J?aj:'lj tolcomparisona and feelings of inadequacy’
. g individua s' self-est ' in soc!
interactions in Lhe real world. s s pardAnSE

4 R _
educed empathy : Online interactions can Honlet]]]lﬂi

desensitize indiv
+ iduals to the emotions elings
making them less empathetic. R
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Qutm What_ is feedback ? Why ia feedback important in
communication 7

Feedback :

1. F‘ee_dl_}ack reﬁarsh to .the information, reactions, or responses that
mdl‘ﬂdu?ls l_iIrDVIde in response to a particular action, behavior, or
communication.

2. I": can be both verbal and non-verbal and serves various purposes in
different contexts, such as personal relationships, sﬁé‘aﬁmn business,

and more.

Importance of feedback in communication 3 A

communication for following reasons : & o, &

1. Clarity : Feedback allows the sender tc ”ﬁ%ﬁ } f;ther his message
was received as intended and pr 1 npﬁa%tumty to clarify any
misunderstandings '

2 Improvement : Constructiv p umdes valwable insights for
improvement. i

3. Motivation : Positive fet st morale and mntwauum

4 a-t ' commumcatmn process,: Eae?d];lack

. It shows that the hstéﬁa_l;?m eqjﬁgeﬂ

oFs Un % i;\nr 5
5. pmhlem—solvmg, feedbaﬁk cgﬁn?hal‘p identify
nfo or potential solutions. 16 a,llqws for course
5 Al Tistmenta as needed. ¢ ‘%w
6.  building : Feedback cg%en%m relationships by
ring trﬂébﬁf‘d transpareDSy, o 4

. b g L pesulutmn - In miscommunication or

conflicts arise, feedback can@' s-'-' ntal in addressing issues.

8 Self-awareness : Receiving feedt@ck ﬁpeclally constructive criticism,
can enhance an individual’s gelf-awareness.

he key principles of providing constructive

| What are t

OR

How to provide feedback 7
OR

Discuss the strategies for giving constructive feedback.
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Answer, - ‘

Fnlln\ril{g’ are the key principles of providing constructive feedback ,

1 Be specific : Provide clear nfld specific examples of the beh
performance you are addressing.

9 Focus on behavior, not personality : Address the specific s
behaviors, or outcomes rather than making judgments abuutﬁ:;sj
person’s character or personalily. e

3. Balance positive and negative feedback : A balance of both posit;,
constructive feedback helps maintain motivation and morale,

4. Be timely : Provide feedback as soon as pnssi]:ll_;‘m -
more relevant and actionable. !

&'ﬁm or

e and

Ce
G

e
S
S

5 Maintain privacy : Offer feedback in a pmﬁﬁan app ropriate Getting
to avoid embarrassment or defensiveness. Public erititism can p,

counterproductive. : %‘ e

6. Be sensitive : Consider the recipient’s fe ﬁ‘s and perspective. Be
empathetic and choose your words carefiilly.

7. Horove

s . . Te
Be solution-oriented : W}&E”Epm@g feedback on areas that need
Len M tions or alternatives.
db k consistently across all mdi%dm]s or

avoid perceived bias, T+~ =
e

&7’.}:3?'%, ﬁ 3 F &
2 < . s F e B
g}@? %gechvely receive and process fe;%i)ack?
- Y ™
.:-: é% e ,g'ﬁ}yg'ﬁ:i*.%:._ ‘ﬁ&q’&;i} ;
- g n e,
i T e e S
ceiving and F O

...... Processing feedbgelc egeﬁi;‘%&gs a hrucial skill for
>

™ S, onal an-d pE?fEBSiDDHJ gl‘uwth- ﬁw;a%f?ﬂ:;@ e ..:W(
th~Construetive foedback car’ 5 o b 40

L

5

N
?ﬂ]jgable insights into youf

(i

can provid
o :ﬁ%r,?

. F ollowing are som o '*i%;mﬁdvement' ;
& Gongbryets e steps to he]b Fﬂu_ﬁceive d . feedbﬁ'r'k m
1Ive manney - and process

L Stl:ly 0O b vk:ev-ﬂ
PEI'I- i Ly
receplive attiﬁt;d;: : Approach feedback with an oper %
> the person Fruwdu::ﬂtl}llmitutlii ston and consider the persieit"”
2, {.:th- ] e lee hﬂck
ol o :
re Emmmy:}l::nlniha-l Teuul,lun : It's natural to heive in elﬂﬂt“’ﬂ
Puuse and g, "ECeIVing negative feedback, Take a mome”
8  Ask Slaviiion buse yourgels before reaponﬂing .
Witikaror g;.];ﬁ;}:ﬂlitiunu  Seok claification if the foedback ™
4 Aveid ma “dmore context 1 fully understand it

illg s um

48Bume yoy g Ptions : Don't jump to conclusioP?

OW what the teedback means,
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e

5. Listen actively ;Payclose attention to what the person is saying.
Avoid interrupting or planning your response while they are
speaking,

6. Refleeton the feedback : Take time to reflect on the feedback
privately.

7 \Jdentify actionable steps : Determine what specific actions or
changes you can make based on the feedback.

Que 49. | Discussthe challenges for giving constructive feedback.

Giving constructive feedback can be challengipg, as it requires balancing
the need to provide valuable input with the potential for the recipient to
react defensively or negatively. Here are some common challenges associated
with giving constructive feedback :

1. Fear of offending : Many people hiéiﬁl:ate to give feedbdck beciuse
they fear it may offend or upset 'Ehe reclptent Thisféar can lead to
avoidance of necessary mnversatmna.

.....

2 Defensiveness : Some mdlmduals may become/defensive when
receiving feedback, maknig 1t. d1ﬂicult to have aproductive discussion.

a Mmmrnmumcatmn ﬁeedback carmbeumisinterpreted, ieadmg to
m:sunderstandmgs nr umntended gonsequences.

4. Lack of ﬂpeclﬁuity Vaguefﬂr general feedback is less helpful and
can leave the reci plant. uncertain about what to improve.

5. Owaremphasia negatwﬂ:y : Focusing solely on areas that need
improvement can motivate the recipient and fail to recognize their
strengths ar% aummphshments il

W

arbﬁ’ e F';&RT 4

Difference .‘Jetwee'u Tact and Intefl:geuce

Que 4,10, Define tact and intelligence. Explain the difference

between tact and intelligence in communication.

Answer

-j‘a(,t ld.LL refers I.!J the ninlltf Lok compiunicute se nsitive or duﬁtull.
’Tlfr;rmutmmnuuuu;uin. ate and diplomatic manoer, without causing Wilonse
ar hHrll’J

nunication refers to thefapacity Lo convey

Intel)j
1gence : Intelligence in com
- flectively and ethe qently, demonstrating

u“ ‘Jl‘nmtlun ideas, or messuges ¢
nd(—"ﬁldn{lmg and knowledge.
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Difference :

Communication & Leadership Devel,

\Fﬂn&ﬂ

&N@\ v ER e Intelligonce
lomatic delivery of | Effective ¢ '
Definition :qj(}ll!lj"rltwﬂ information. nfinf‘nrmﬂt?;nveyﬂncg
_— . —
9 Emotional Emphasizes emotional [Primarily re}j,
. Awareness sensitivity and empathy. (cognitive abilitjag
el
3 Application Used in sensitive or|Applicable Acrog,
' conflict-prone situations. various contexts
T
4. Communication Involves soft language Emphaslzes clarity
Style and empathy. precision, and logic
P
5. Social Tied to social awarenem\: Notn_gce_sgmlyned ol
Sensitivity and cultural F Ejgf;iglsengi;i_v-jty_ .
understanding. | 7 i
6. QOutcome Aims to pifbservé:: "lAime to famhtate'
rolatmnshlp and-avoid finderstanding and
/ achieve goals.

one’s own emotions and the emutmns of nthers in varlﬂ

and social situations,

2.
interpersonal skills,

tional quotient ™
nd effefﬂ‘e” :wl
us int terpers’

trgﬂﬂ

B

It involves empathy, self-awareness, self-regulation

Bignificance of EI in building trust through mmmun:m-f “"‘“u‘

plays & erucial role in building trust through communica

FEABONE |

1. Empathy : High E] allows individuals to empathiz
understand their feelings. When people feel underﬂtﬂﬂd=

50

e w]th yaﬂ'ﬂw

likely to trust and connect with the ¢ammunicator.

o
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2 Effective linluning‘ H Emntinnally intelligent individuals are skilled
listeners wha hay attention not only to words hut also to non-verbal

cues and. dmiotions. This active listening demonatrates respect and
fosterstrust. >

3. Conflict resolution : El helps in managing and resolving conflicts
eonstructively. '

4.~ Self-regulation : People with high EI can manage their emotions
effectively.
5. Authenticity : Emotionally intelligent communicators are more

aut_hent,ic and transparent. They convey their emotions genuinely,
which can be reassuring to others and promote trist.

6. Building rapport : El aids in establishing rappott and building positive
relationships.

7. Adaptability : Emotionally intelligent individuals can adjust their
approach based on the emotional needs ‘of others, which canienhance

trust and rapport. b 4 _
8 Resilience : Emotionally intelligent individuals are better equipped to

¥ S,

handle setbacks and disappoé %gntﬁ -

" m%;,ér L
Que 4.12. | How can indi; ldu%:if& develop their emotional
intelligence to foster §r;:st mﬁ?ﬁtt&r enmmunicationﬂ | ik

. R -
¥ g £
s g e

iy
¢

F;._'-.-l-ll.gwiné Eu:e san_ﬂ_a_gtrﬁ%'es and practices indivin:!gl_gig;cﬁn use to enhance

>

their emahanalmtg% g e I 4
4% et S e
A Self-aw s8.: :

AP ﬂalf_mﬂecﬁon__E_Rgmarly-reﬂqct on your emotions,
G Arig _I'E-p' ,ﬂ]}d reactions ll]. &iﬂgrﬂﬂ?ﬂtﬂﬂtmnﬂ
ei;a }ﬂ ol : Wri tﬂ d own yum- fﬁuﬁghts and feelings to gain
2 hettor und erstanding of your emptional patterns.

3. Seek feedback : Ask for input from trusted friends, family, or
how they perceive your emotions and

colleagues about
communication style.
B. BSelf-regulation :

. Practice mindfulness : Tecl
breathing can help you stay calm
situations.

2. Identify triggers:

iniques such as meditation and deep
and centered in challenging

Recognize what situations or behayiors trigger
strong emotion al respONBEs, and work on managing yotr reactions,

. sirategies : Learn healthy ways Lo cope w.il.h
3. [:‘avs;o;;rl‘::;l:::ﬂ"“ or anger, such a8 exercise, relaxation
stress, y

techniques, or secking SUPPO rt fropy others.
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C. Empathy:
1. Active listening: Practice active Imtenmlﬂ,’tb}' giving yoy,
- aftention to others, asking clarifying questions, and Showip

empathy by validaling their feelings.

. Try to see situations from another pe, 3

* Ii:rﬁ:i‘;'ﬁl:: mair un{lcrstand their emotions and “"“tem

3. Volunteer or help others : Engaging in acts of kmdn.g_.sﬂ
compassion can enhance your ability to connect with ang
understand people.

D. Social skills :

L Practice effective communication :
non-verbal communication skills, such as 1
using open body language, and speak' g ._

2. Conflict resolution : Learn techai _
calmly and constructively, focuamg ony

3. Networking : Build ant'i? n g itive relatlonshlpa by
networking and connecting ﬁlth ul‘fi both professionally and
pemunaﬂy 5 -

1. Build trust : %@ i
interactions t(}ﬂBt ahl

2. Offer and

; eedbm:k Enconrage op

h others, and be reﬁpnvéﬁ to

d _'t"“cult conversations : Daveinp ski]}s for addre ssmg
-challangmg topics or providing con; iy

\and conmdgraf,e manner p

Que4.13.

Answer
L.

Whﬂ.t are thinking Bldllﬂ. ?

Ihlnkul;g skills refe
r thﬂ
individuals use (g und];(:ua set of mental processes-and abilities

ﬂ]‘ai
and generate idegg, information, solve problems, make decist

2. These skillg

: play a f
including Y & lundament

I]fel
al role.i of daily
learning, decision. In various aspects

makmg, and problem-solving.
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3. Thinking skills are not static but can be developed a
pra{-{,“:e 'Ed“ca!ﬂﬂn and Exp{‘ﬂﬂ"ce pe nd refined thrﬂ'l.lgh
4 They are highly valuable in academic, professional, and personal
contexty; s they enable individuals to navigate cﬂmi;lex situations
malke informed choices, and adapt to changing circumstances Bffectivelyr
5.\ These skills are often cultivated through formal education, critical

reading, problem-solving exercises, and continuous learning

Que 4.14. | Describe the various types of thinking skills.

OR

Creative thmlung C E}ve ﬂ:ﬁhkmg is the capacity to generate
ions; aﬂdappruache& It oﬂ_;en _mvolves

concepts. i __
Analytical thinhng ’:"'falytma.l thinking ’Il‘rvu]ves__ _"'_'_eaklng down

complex. mfurmatziy or situations into smni‘iar components to
underéiand their @d&rlymg structures and rg_lat.mnsh;ps

Strataglc &mhng Strategic thmlﬂng 1s-the ainhty to plan and
execute long-térm goals and objectives. ‘Tt involves anticipating future
challer e;and opportunities a and develnpmg strategms to address them.
Reﬂ ive thinking : Reﬂectw& thmkmg ‘entails examining one’s
tions, and ex penam:ﬂﬂ to gam insight and learn from them.
wth and sell-awareness.

thoughts, ac
It supports personal gro
Interdisciplinary thinking : Interdisciplinary thinking involves
integrating knowledge and ideas from mu]tlillb disciplines to solve

complex problemsor address multifaceted issues

©eO
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Q:&\J PART- 1 :

Content Creation for Social Media : Emails, Webinars,

»{6 i Podedots, Bl 05 v

S_ ; e 5.1. | What do you understand by content creation for social
media 7

The goal is to engage, inform, ente
audience. 2 5
3. This content includes text, hn%iaé% '
audience’s preferences. A Y
] - .e(?'[‘ ey, _1'% .
4. It’s a dynamic field that Egeﬁifﬁrea ivity and understanding of the
audience. F - N ﬁ%f A

5. Good content builds bfan ess, engagement, onalﬁmgelm

more, tailored to the

s a o h, T T
achieve marketing in.the digital age. p—
& 5 ﬂ'ﬂiﬁ 3"!?@ N ::gs ‘.‘».g-éj;;ﬁ

me common types ol'c
e ;

| __ edéfgﬁcial media :
1L Texti ‘updates, status messages, or
short paragraph nyey information, ask questions, or share
thoughts. They can be accon 'edﬁ relevant hashtags, links, or
emﬂjis. 4 ;‘f"

2 Images : Visual content is highly engaging on social media. ITmages

can include photographs, infographics, memes, illustrations, and
graphics.

3. Videos: Videoco
It can include tutorials, vlogs, in
more.

4. GIFs and animations :
dynamic element to posts an
in a fun and engaging way.

5. Audio content : Podcasts and audio clips offer a convenient way to
share information, stories, and interviews with an auditory audience.

ntent can range from short clips to longer-form videos.
terviews, product demonstrations, and

Animated G1Fs and short animations add a
d can convey humor, emotions, or messages
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6 Infographics: These visual representations of data or j¢
present complex concepts in a clear, concise, and visually appg:?ﬂ“
] ]

manner. ng

e 53, | Write a short note on: content creation for emailg

z| €
%ﬂ

Content creation for emails is a crucial aspect of email marketing and

communi ication.
It involves erafting compelling and effective cnntenttn engage inform,

and resonate with the email recipients. ;
i Effective content creation for emails can dJ_'gve engagement build
relationships, and achieve marketing DthCth’E! :

[t’s essential to continually analyze and optm_:t_;ze ynu.r &mail content tp
ensure that it resonates with your audle-nce and delivers.the desired

results.
v. Here are some key points to c:mmﬂe' ;:ruhng content for emails:

1. Subject line : The suh‘gect Hnm the first thing recipients see, so

B

.u'-". -I

it should be attention'gra bmﬁand relevant to the emml’s%ontent
2 Personahzatmﬁ%’“l‘er&ﬁ’ahzed content, such as tmﬁ%the

recipient’s name can S1Br eantly improve ema.‘llengage%%ﬂt
3. Clear al_;d-émm ci e i Bmail content shotild be clear, ¢ coneise, and

; ‘*aé?# ?-% x4
: Write engaging alid.& Er asive copy that

wiicates the walugorbenefite of ’Ehgl ‘Use compellig
, langua ge antgd calls to action {CTA&}* . Q;;f
B .
‘elements: Incurpiarate ﬂsua‘l’s ]Jkl'-! unages, graphics, and
w&éus {to enhance the /e 0 -appeal: Ensure that visual
relevant to the message. -

6. Compliance : Ensure that your e;naﬂ content complies withem!
marketing regulations. L~ .
7. Consistency : Maintain a consistent brand voice and g.l,yi‘le w

your email content to reinforce brand identity and recognitio™

4. | Explain the content creation process for webinars

i (O .«unh,n!. creation for webinars 15 a eritical aspect of plannlm, - and hos
successful online presentations, workshops, dr bvents. c6
) 4 ﬂudluﬂ

ii. :Tl:bl_ﬂdr;: are an effective means of engaQa with & remot
wring knowledge, and achieving speeific objectives.

o
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fil.

v,

v,

Content creation foriwehbinars is a collaborative effort that involves
subject matter.experts, content creators, and technical support.

Effective confent, combined with engaging delivery

can result in a
meaningfal and impactful webinar experience

for your audience.
Here's a brief overview of content creation for webinars -

1" Purpose and goals : Begin by defining the purpose and goals of
your webinar. What do you want to achieve ? Who is your target

audience ? Understanding these aspects is crucial for shaping
your content.

2. Content planning : Plan the content stru{:tufe” including the
main topics, subtopics, and key takaawa_-,rﬁ ﬂpgamﬁ the flow of
information to ensure clarity and lugmall!mgf‘éﬂwn

3. Engagingcontent : Create content that is infurmntwe engaging,
and relevant to your audience’s nee&s nnd interests.

4. Scripting and outlining :x,'[;ﬂveiop__;li Fmpt or outline to guide
your presentation. This ensures ires that you cover all necessary points

and maintain a smooth ﬂuw d*tmng the webinar.

5. Rehearsals: Practice fv Gﬁ%@nar conteft and &elwery multiple
times before the live éﬁgt v S,

6. Promotion : Erégﬁa, utlnn.al materials and stratagws to
your webinar Utilize emaﬂmarkatmg,aoclal
Is to spread the Wurd :

v,

ﬁ for podcas iﬂxolvéa th"é pla.rmmg, production, and

: "”‘0 ,*"'ndm content foj onlmjgal‘l&:gmas.

POl R have become a p&pul ‘medium for sharing information,

edtertainment, and stories. ?

Content creation for podcasts 13‘#1} ongoing process that combines

creativity, storytelling, technical expertise, and audience engagement.

Crafting compelling and valuable audio content can help you grow

your podcast's audience and influence.

Here's u brief overview of the key aspects of content creation for

podeusts

L  Concept and focus : Start F:y defining llull. u}illuupli and fdcus of
your podcast, What is the main theme or topic 7 Who is your target
audience 7 A clear concepl sels Lhe direction for youn content.

2  Content planning: D¢ velop a content plan tl.mt outlines episode
Lopics, titles, and key points. Orgunize your episodes in a way that
keeps histeners engaged and interesteds
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iv.

R, te a script or outline #
T tlining : Crea i or gy
3. Scripting and ou ou stay on track, maintain a cohereng s

isode-"This helps ¥ ; .
igmsurc that you cover all essential points.

: i nt : Craft content t.hI.It i_S engnging:, informat;,
4, E,::ﬁnzﬁ:;i :;,?}t;ﬁur audiﬂﬂc?‘ Share llr'lﬂlghliﬁ,wstunea, expe l‘tia::
and opinions that resonate with your TEtGHLTh- |
5. Episode structure : Define a cunmstcrzlt Epli‘sﬂd_ﬂ structure,
including an introduction, main content, and conclusion. Cﬂl'llb'idar
adding segments, interviews, or features to malif-: each episod,

unique. . g . B
Audio quality : Invest in good-quality ._&“ﬁ}ﬂ equipment. and
editing software to ensure clear and p}'qfessloggl_ sound. Audip
I for retaining and attracting listeners.

flow,

quality is essentia ay o8

7. Voice and delivery : Pay attention to your voice and delivery
style. Speak clearly, vary your tone, and maintain an engaging
and relatable manner throughout the podcast.

Que56. | Explain the content creation procéss)for blogs.

J.'*.-..';.:.
P ey

.......

&.n%eﬁt creation foffblégslsthé proeess of planning, ¢ ng,
publishing articles or postyen a blog platform. g P
It plays a pivotal role in attracting and engaging readers, conveying

information; and establishing the bl ; ine presence.
Is}sﬁ* 0. EW g the blogger’s online presence.

Eﬁ'é‘&'{;‘{’% £on I.?'E;,ﬁ’é;‘-.’.ﬁtion for blogs requires a blend:of creativity,

research, writing skills, and technical know-how. .

B“iﬁlluw@-?ﬂ%ﬁt&p& , bloggers can produee hig 'ﬁmhty, informative,
engaging content that resonates. | .« 1+ 7

i e F

W . £ .-
a cgﬁ‘clse overview of the key-aspects of content creation for

L ;.r:['.i? selection : Begin iﬁg_chgﬁing a relevant and appealing
pie for your blog post. Consider your target audience’s interests,

, iuur expertise, and the blog’s overall theme or niche.
Pﬂiyu‘f;rddmﬂemh + Conduct keyword research to identify
and relevant keywords and phrases related to your chose?

topic. T !
yuI:Jlrchl hese keywords can help improve the discoverability o
08 post through search enpinas

Planni :

blog pus'tlg]tmhﬂ outline : Create an outline that structures YO
you Orga-ni:e Y:ld nclude clear headings and syhheadings, helpiré
contasif ur thoughts and guide the reader through
4. R&Bﬂmh . .
from crEdihi:J BE::::CF m.ﬁ}rmgtinn, data, and supporting matﬂriﬂls
post., €5 to Provide ﬂepth and credibility to your

5 .
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5. Writing : Write your-blog post, adhering to engaging writing
style. Ensure that your writing is clear, concise, and coherent,

6. Editing and proofreading : Review vour content for grammar,
spelling and’punctuation errors. Editing is crucial for maintaini ng
professionalism.

7.  Kormatting: Format your blog post to enhance readability. Use
short paragraphs, bullet points, and numbered lists to break up

text, Incorporate visuals like images, charts, or infographics to
illustrate key points. '

8 SEO opti::nizntion t Optimize your blog puaﬁﬁi%fa_earch engines
by strategically including your target keywords throtighout the

=

content, in headings, and within meta ng's b

8. Publishing : Publish your blog poatun;ﬁmblaggmg platform or

&

website.

[ PART-2 |

FEEl Ly
use of Social Media by Text and =~
Speech and Personality, ;

B e
=L

mﬁade‘arand concise communication; Graft messages and content
that %_ﬂm'ey your intended message accurately and without

e ™ t}" . T -

2. Engagement : Encourage:engagement with your audience
through thoughtful questions, polls, and calls to action. Respond
promptly to comments and messages to foster two-way
communication.

3. Relevance : Ensure that your social media content is relevant to
your target audience, Tailor your messages and posts to address
their needs, interests, and pain points.

4. Visual appeal : Use visunl elements, such as images, infographics,
and videos, o enhanece the appeal of your posts. VisualContent is
often more engaging und shareable.

5. Consistency : Maintain a consistent posting schedule o keep
your audience engaged and informed, Consistency helps build
trust and reliability.
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o timing of your posts. Ang
¥ ¥a
and achedule your contenyt Hl"pr“ .
o0 p ok
rlm'ﬁ.'l'.r

g Timing: De mindful of th
o andienen is most active
for maximum vigihihity.

Analytics @ Use cocin
performance of your €
engagement, ick-through rates,
effectiveness.

B. Ethical use of soc
1. Transparency : Be transparent about your identit, -
|

affiliationg on soeial media. Disclose any relationship,

spnnsnrships that could influence your content. ir
Respect user privacy hy obtaining consent before shariy,
nformation or photos. Be cautious when collecting
data for marketing purposes. :
aceurate and reliable/information. Avoig
ation or fake news, and correct any errors

4. Respectful interactions ; 'MQnt-ain respectful and civil
interactions with others gn'--%égial media, even when discussing
yberbullying or

| media analytics tools to me,
fi ; T
ontent. rack motries like LA
re
and conversions t, ¢ach
) qﬂ=nn

=1

c!

inl media by text and technique :

9. Privacy:
their personal i
and using customer

1. Accuracy : Share
spreading misinform
promptly if they occur.

controversial topics. f&gm'd engaging in ¢
harassment. < WM _

5. Intellectua pr?sﬂ'tj' : Respect copyright and intellectual
property pightss(iive proper credit when using someone else's
work, such asimages, music, or quotes. g

6. Dat_a%urity : Protect your accounts and data from unauthorized

. “access. Use strong passwords, enable two-factor authenticatod

‘\a_;nd be cautious about sharing sensitive information.

7./ Advertising ethics : If you engage in social media advertisind
clearly label sponsored content and maintain {ransparency a0
the nature of your partnerships or endorsements.

Que 5.8. I Explain the effective and éi‘.hical use of s

speech.

Answer |
~ Y and
uﬂ:ﬂﬂ"‘“ i

Speech ¢ 3 i
I'I:uvl_-_r;u:j” social media refers to the messages, dis¢
vns that take place on various platforms.

ocial media o

A.  Effective use of social media for speech :

3. O . ‘ ‘
A\:li-tjjtlund Lnn;:i!li!lmus . Craft clohe)and concise Iu:u pt!
1 Jargon and compl con
audience. plex language that may

P
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2. Authenticity : Be authentic in your ape
thoughts and opinions, and avoid adoptis
align swith your true 811,

3. Respectiful tone : Maintain a respectful
interactions. Avoid offensive

engaging in heated arguments,

4. Empathy : Show empathy towards others
experiences. Empathetic speech can help build
understanding in diverse online communities.

Consistency : Consistency in your speech aﬁﬁ%jggsaging helps

build trust and credibility. Stick to your brand's voice:and values.
R, B2

6 Paositive messaging : Promote pnslhvﬁ%uas:{éﬁﬁmgand content:

Encourage constructive discussions and supporb causes that/align
with your values. &g

B. Ethical use of social me dJafor 3

1. Truthfulness : Speak t truth®and avoid spreading false

information or misinformation, Fact-check before sharing news
or claims, it

ech. Share your genuine
15 A persona that doesn’t

and eivil tone in your
language, personal altacks, or

perspectives and
bridges and foster

=

2 Privacy : Respggt‘""thé;- priv'ﬁ:&y ofindividuals. Aveid'sharing
personal information, images,.or eontent without their. consent.

3. Cyberbullying and harassment : Refrain from engaging in
cyberbullying, harassment;or hate speech. '

4. Transparency ;,Bé transparent about anyt:unfhctaof interest,

affiliations, or sponsorships that may influence your speech or
content. < . v
5. Amunﬁ:ahﬂﬁy : Take responsibility for your speech. If you make
e nﬁs%’f;r share inaccurate information, correct it promptly
b I ; e
6. (Responsible advocacy : If advocating for a cause, do so
responsibly and ethically. Avoid manipulation or exploitation for
personal gain. o

7. Online safety : Report any harmful or unethical speech to the
platform’s moderation team and support efforts to maintain a safe
online environment.

Que 5.9, | Explain the effective and ethical use of social mediaby
Personality.

oy individual bli

1 i i ; i sther as an individual or public
Using social media as a personality, whe n :

ﬁgllu:f? ca.l; be influential and impactful. Huweve‘r.P it's ess-mntlal to employ

ﬂffecti.ve and ethical practices to mainlain a positive online presence and

engage responsibly with your audience.
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1)
Effective use of social media by personality :

1. Consistent branding : Establish a consistent pergonag)
social media. Maintain a unified voice, style, and megg,
aligns with your values and objectives.

2. Authenticity : Be true to your personality ang Valupg
Authenticity resonates with your audience and fosters tryg; and
connection.

3. Engagement : Aclively engage with your audience hy Tespond;
to comments, questions, and messages. Encourage dlscusm.:g
and build a community around your online parﬂntm

4. Content strategy : Develop a content strg ;‘. Y
your goals. Plan your posts and upda‘.l'.ea fq_
entertainment, or insight to your au}d%gnﬂa@»

5 Visual appeal : Use visuals, suchﬂs pho
to make your content ﬂsuall_y apﬁa@i

6. Storytelling : Utilize sto ol ing techniques to share personal
anecdotes, experiences, and narratives that resonate with your
audience. &i . :

7. Emotional connectio _
your followers by express
your speech and i

Ethical use ui"" C

brang g,
BINg thay

;& cunﬂjﬂ of interest that may influence e :
L. Privacy : Respect privacy ngh@%‘h your own and those of

ﬁtherag" ﬁ sharing sgsnﬁfﬁve pgraonal aﬂ?‘ormatmn or private
mnv'ematmns without consent..

,\_M,s,;g? i o

3 Honesty : Speak honestijjant fmuajly Avoid spreading false
information. Correct any errors g_ﬁr?mmcunnephons promptly.

4. Community guidelines : Famﬂmnze yourself with and adhere
to the community guidelines and policies of the social medid
platforms you use.

5. Accountability : Take responsibility for your online actions and

speech. If you make a mistake, acknowledge it openly and borree
it.

to
6. Advocacy responsibility : If you use your personality o
advocate for causes or issues, do so responsibly and ethic
Avoid manipulation or exploitation forpérsonal gain.
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%_ 0. | Write a short note on: personality analysis.

1. Personality analysis refers to the process of assessifigand evaluating

an individual’s personality traits, charantanptﬁ:s Hmvmrs and
psychological tendencies. X

92 Personality is influenced by several f: actnrg, fnéﬁdm;’henetmafneradz iy

and environment.
3. Both heredity and enﬂmnmant
personality. 4
4. While genetics contribute certail};wtralts the epvironmeént molds
personality. ; Wﬂ’% “”ﬁ?@
5. Genetic composition can: T '_
6. " 0 foﬁﬁimﬂuem:e on.a person’s pﬂ:wﬂlht}f
7 y in amly’lifafc'an shape gﬁb’u;;:é"rapgality.
8 h, decmmu—makmgfand mﬂnus aspect.a of

pes of personality :
individuals who are driven by a
gs. They have high st andards
for perfection in their actigng

Following are the major Ly
L. Perfectionists : Perfe ectionists are
desire for accuracy, order, and correctne
for themselves and others an(
2 dﬂn;::::?ﬂ:;tjltf:n are |.n,uplu oriented individuals who de;l:
X for uthers. They are often seltle

isting and curing
ﬁﬁ:ﬁzﬁé f::::ll ﬁiturmg seeking to moot the nedy of those around

them.

| often strive



S

Sem.
—— &y
3. Achievers @ Achievers are driven by a strong tI_r.'R'rrL‘ for g, =
recogniion] and nn:nmp[in]mmnl.: "I’ll.ny are grr:l!-rlrjtsnlnri, Ambig:
and fecused on achieving their ohjectives In various agpeeqq "fli.i}. g

5-117 (CC.

Technical Communication

4. _Romantics: Romantics are characterized by th:lr _mtrnn[mﬂtiw_
¢reative nature, They often have a deep sense of ll’!l’]l\-’rf]r.mfi[ry -,nr.laml
. r o L] -- 8o X : . . H]'
driven by the pursuit of authenticity, uniqueness, an m“'““ingr]:
" 1]

experiences.
5. Ohservers : Observers are analytical and curious Individyg Whe,

seek knowledge and understanding. They often withdray, into g,

. & &'
thoughts and prefer to observe and analyze their environ ment bEfn::

actively engaging with it.

6. Questioners : Questioners are cautious and securityﬂrucu%d
individuals. They tend to be skeptical and often question ayghori,
seeking reassurance and information toalleviate if.heir congérng

7. Enthusiasts or Adventurers. : Enﬂlﬂﬂlmﬁ are charagterizeq y,
their desire for excitement, novelty, and experiences, They often ayoig
pain or discomfort and seek tqlvkﬂeg‘_!iff ﬂl.__l]'JbE;at and enjoyable.

8 Bosses or Asserters : Bosses are assertive; confident, and take.
charge individuals. They have a strong desire for control and may be
protective and decisive in their aclionsand relationships. =~

9. Mediators or Peaq@rﬂnaﬁg_“ * Mediators are easygoing

loving individu a!g_g:ahb ('almuhammny and tranquility. The oftenavoid
conflict and §.1_3ek“‘b§fpﬁiﬁ§in a sense of inner and outer peace.
o, A "
N 4

f‘?ﬁgﬂrf ectionists
&

e i ) VA ;

Following are some key traits asgociat Wwith perfectionists :

L ' High standards : Perfectionists set. e .._% eptionally high standards for
themselves and others.

2 Senseof responsibility : They ]:&g a strong sense of duty and moral
responsibility,

3 Eelf-t:ri‘tical : Perfectionists tend to be highly self-critical and self-
demanding,

4. Attention to detail ; They pay meticulous attention to detail’and
value accuracey.

5. Orderliness : Perfectionist . ctured
environments. 8 prefer organized, and stru

6. Impulse control : They exhibit strong impulséeontrol and discipli®®

7. Desire for improvement ; pg . ; ire for
2 : Perfection i desire
self-improvement and personal growth ipthare driven by a
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Que 5.13. | Explain the{personality traits of helpers (Enneagram
Type 2).
Answer

vollowing aresome key traits associated with helpers :

1\ /Warm and nurturing : Helpers are warm, empathetic, and nurturing
individuals who genuinely care for others,

9. Empathetic: They have a strong capacity for empathy, understanding,
and tuning into the emotions of others. Bl

3. Generosity : Helpers are generous with théﬁrftimé:,5éenergy, and
resources, often going out of their way to assist others.

4 Desire to be needed : They seek to heenggdeﬂﬁn@ valued by others,
finding their self-worth in helping and supporting those around them,

5. People-oriented : Helpers thrive on building close, personal
relationships and are skilled at chgnectiﬁg emotionally with others’

6. Conflict avoidance : They mﬂjr;;a*_mid conflict )and prioritize
maintaining harmony in relationships.

7. Self-sacrificing: Helgersare _.W.i-ﬂ'i-ng to put tHeir.own needs aside to
meet the needs of others, sometimes negleeting their own well-being.
L . s

3

fidi

F‘ullﬁwmg are some key trdits associated “_r.ith}'gchﬁigr's -

1. AmbitioussA8hievers are highly ambitious individuals who set and
pursus angbitious goals with determination.

2 Competitive : They thrive on competition and are driven to excel and
outperform others. -

3. Image-conscious : Achievers are conscious of their public image and
strive to maintain a positive and successful persona.

4 Results-oriented : They focus on outcomes and measure success by
tangible achievements and accomplishments,

§.  Charming and persuasive: Achievers possess strong co mmunication
skills and charm, which they use Lo influence and perauade others.

6. Desire for recognition : They geek recognition, praise, and admiration
for their achievements.

7. Fear of fajlure : Achievers may have a fear of tailure, wiieh'drives
their relentless pursuit of BUccess,




.
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Que 5.15, ﬁl Explain the personality traits of romantics {Enn‘"“-"l{r
Type 4).

- .

@war I

Following are some key traits associated with romantics ;

1. Indlvlduahty : Romantics highly value their mdwiduahty and
unigueness.

2 Emotional depth : They possess intense emutmnal depth and gy
attuned to a wide range of emotions, e

3. Creativity : Romantics are often creative and haveastrﬁng‘inclmatmn
toward artistic expression. =~ =~ i

4. Longing for authenticity : They have a dBEP I(‘rngmg f(lr authentmty
and a desire to live a meaningful and purpnseful life.

5. Sensitivity : Romantics aravh' hly. nmtwa individuals, both

am

6. Desire for special cnnnect;lons‘%.“"l’hey seek’ deep, meaningfy]
connections with others and u&en;y;ﬁru 1 for profound, soulful hondsm

their relationships. A &5_-
Sel.f- xpression : ,Ram

gare sgm ke v traits assumated w@:h bs

llec unl ‘curiosity : 'I‘ype 5s:have & strong desire to acquire
knowledge and seek to undai-s,fﬁn& fha world around them.

2. Privacy and indEpendence They, vﬁalue personal space and self
reliance, often withdrawing from sacial situations. )

3. Detached observation : They are skilled at observing and analy2\%8
situations from a distance, often appearing reserved.

4. Emotionalrestraint : Type 5s may struggle to express emotions £
may approach emotional situations with logic. Sard

5. Fear of inadequacy : They fear being incapable and.may
information and resources to cope with this fear. Jisti

6. Minimalistic lifestyle : Many Type 5s prefer a simple and mini®
lifestyle, avoiding excess, :cal

7. Problem solvers : They excel at problem-golving, using
and logical thinking skills to find solutions.

i é-?

;vls
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Que-B.I‘?.l Explain the personality traita of questioners

(Enneagram Type 8).

Answer |

Following.are some key traits associated with questionors :

1. . 'Seeking security : Type 6s have n strong need for safety and security,
often worrying about potential risks and dangers.

2 Questioning and doubt : They tend to question and doubt decisions
and situations, seeking reassurance and mf'urmntilm.

3. Loyalty : Type 6s are loyal to their relatmmihi]:h anﬂ iﬂntltutmnq
valuing commitment and dependability. y

4 Worry and anxiety : They often struggle with. anxiety and excessivé
worry, especially about worst-case scenarios.

5. Cautious decision-making : Questioners are careful and meéticulous
in their decision-making, wmghmg options and seeking input.

6. Conflict avoidance : They. tend to aynid conflict tomaintain stability
in relationships and situations.

y

Planning and preparatmn Type 6s are therough planners and
preparers, often hawng mntmgenny plans inplace. !

Fullowmg are some kgy traits assoc:at.ed w1th nnthnmnsts or adventurers :

&

2

Jnyful ﬂ‘ are naturally joyful and
enth!ﬁaafic radlatmg p-nsﬂ:ure : energy 4

(»Lw-.

Adventurotis and spon tanams” '.!‘I:by are open to new experiences
and thrive on spontaneity and agveqture

Optimistic and positive : Enthusiasts have an optimistic outlook on
life, focusing on opportunities and possibilities.

Avoidance of pain : They Lend to aveid discomfort and negative
emotions by seeking pleasure and excitement,

Variety-seeking : Type 7s have a low tolerance for routine and
tonstantly seek new challenges and experiences.

Quick thinkers : They are quick thinkers and adaptable problem-
Bulvers,

Eusily distracted ; Due to their curiosity, they can be gasity distracted
and may struggle with commitment to long-term afideavors.
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Que 5.19. |"FExplain the personality traits of bosses or ASSeriap,

(Enneagraom Type 8).

‘Mer

Following are some key

1. Assertiveness : Type 8s are highly assertive and unafraid to gy,
charge of situations.

2. Independence : They value their independence and prﬂf(‘r to make
their own decisions. .

3. Strength and resilience : Enneagram 8s are knnwn for thmr strength
and ability to handle adversity. A, L

4. Protectiveness : They have a pmtectwe mstmct. and are ﬁerce]yluya]
to loved ones. m

5. Direct communication : They 'pmn_qi
straightforwardly. : A 4

6. Energetic and determmad'
determmedmdlwduals :

trails associnted with bosses or asserters :

-lcate directly and

Answer I 8
Fallomng are snme key traits associated mth?ﬁematm-ﬁ or peacemakers

r hnrmu ny : Type § Béhave a‘a@p deﬁn'e for inner and outer

; 8 1
hﬂmﬂ? ;_?g, i ‘@M

A Easygumg and agreeable +They : typically easygoing and prefer
to go with the flow. s}?.g?

3. Avoidance of conflict : They have a strong aversion to conflict and
confrontation.

4. Comfort-seeking : Peacemakers seek comfort and resist situations
that disrupt their sense of peace,

5. Desire for unity : They value unity and often mediate conflicts betweer
others.

6. Procrastination : Type 98 may procrastinate or avoid addressité
issues that disrupt Ltheir peace,

7.  Difficulty saying “No” : They often struggloe.to say une” to othe
wanting Lo avoid conflict or disappointment.

s

 d
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A \}f’ PART-5
% ?‘%‘gncepi of Personality : Maslow.

m-l Describe Abraham Maslow’s hierarchy of needs.
', N

OR
Explain Abraham Maslow’s motivation theory.

1. Abraham Maslow, a well-known psychologist ina classic paper published
in 1943, outlined the elements of an uverall theury of motivation.

9 His theory was based on human needS* ": S

3. He felt that within every human hemg, t.here msts a hierarchyof five
needs. These are : ;

A Basic physiological needs
1. These needs are most. hasmm the hierarchy and currespond

to primary needs &
2.  Hunger, thn‘st. s.hcltin- sleep and sex are some’ g;pmp}gs of
these needs “—1&“ h%ﬁ
B. safety:secunty needs & & "’% F |

gﬁb
1. Once hamcphysm]ogu:al needs are met’“amthe%sei of motive,
called safetyfseeuntyneeds becume mutwa.tnrs

x:&*

2. These needs, provide secunty and pmtgctmn from physical
and emotional harm. . ' 4 \%}af

ga."'ob o

CR mw&melungmg needs : U

g’-aﬁ'"".'y

1 These needs refer:to’ a.ff&gimn sense of belongingness,
acceptance and friendship.

2. An individual mutwatedinn thls level longs for affectionate
relationship with others.

3. Group membership becomes adominant goal for individual.

D. Esteem needs:
1. Next in Maslow’s hierarchy is esteem or egoistic needs.
2. Maslow classified these needs into two subsidiary sets : self-
respect and esteem from others.

3. Self-respect includes such thing as desire for competence,
confidence, personal strength, adequacy, achievement,
independence and freedom.

4. Esteern from othersincludes prestige, recognition, acceptance,
attention, status, reputation, and appréciation.



T
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M
E Self actualisation needs :
1 Tt is the highest level of need in the hierarchy,
9 Tt refers to the drive to become what one ig capab)
becoming. e of
3. These needs include growth, self-fulfillment and achiey
of goals. “nt
self
actualisation
needs
Esteem
needs A
Affiliation/ \ 2" :
Belongingness o ‘?ﬁ‘
:,Es,p
i o in
The ‘ ificance of Maslow's hierarchy of derstanding human
person Ilﬁqs;j,}(.ﬁ’aﬂo“ring key a.s“‘p"ect.a : ¢ y

L_ Understanding motivation : This } jerarchy provides insight int?
the motivations behind human behavior. It suggests that people art
driven to fulfill these needs, and.&_gﬁioritizatiﬂn of these needs ¢&
vary from person to person. -

2 Holistic perspective : Maslow’s theory takes a holistic EPPW&"M}
understanding human personality by considering the diversear
needs that influence our thoughts, feelings, and behaviors. It empD&se
L?ﬂ&lndividuals are not solely driven by one need but by a c0% '
of them.

3. Personal growth : The concept of self-actualization highugmbt;]::
p Dl.t.:j{l.ml for personal growth and developments It SUgEes™ a of
individuals have an innate drive to becoine the best vers
themselves and fulfill their unique potengial,

infl

4. ‘f"ppli_“"u‘f" in I.’“J"G‘thluy : Maslow’s hierarchy has been gh
in various fields, including psycliolbgy, education, and manage™

-
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has been used to inform counseling and therapy approaches, as well as
in organizationaldévelopment and motivation theories,

5 Human-eeniered perspective : The hierarchy emphasizes the
importance of addressing basic human needs as a foundation for higher-
level pursuits, such as creativity, self-expression, and self-discovery. It
underscores the significance of taking a person’s context and needs
‘into account when studying or interacting with them.

PART-6 . )

FE e

. gﬁfﬁk L {. .
Sigmund Freud, per%%;aﬁ%%a&s three structdres :
1. Id: o fF -

i It's unconscious an N'"?f"'._l_}%eq " immeédiate pleasure,qﬁnetimes
leading to unrealistic or soeially unacceptable deani%g;e
i Examples : Wﬁnﬁﬁﬁ%ﬂ*sﬁal art from a muag?ﬁ:fnn,!'?%ai:ting
violently to abuse, = & B 2
' Oy b G
Ego; £, U S, D
F e W : e A U ,
. 4 part is concerned with reality aﬁgﬁ-%mms-@;satlsfy the Id’s
needs in a realistic way. It’s sensitive and can react positively to
. RES L ﬁ%& ...'?s#'
t:riticuws a;d challenges. ,3;-‘
K. MEE _.ci% & AP . -
P yamblets Understanding that i_ﬁgmgém from a museum is
) ‘not resorting to violence when

person.

&
o

AL

m*,\-\:.f._

o & . s
“Ympossible due to Beml'lt-};#p‘;'w
confronted by a2 physwﬁﬁﬁﬁﬁ"

3. Superego: - N -
i  Freud described it as the moral branch of personality, guiding
behavior based on values and judgments, often from childhood.

It ensures the Id’s demands are met both realistically and morally.
- Recognizing that stealing art is not only -iuggal t_:ut
morally wrong, 80 instead, ueﬂki'ng a cost-effective replica or using
non-violent means Lo express displeasure.

iv. Freud believed that an individual’s personality results from the
interactions between these three components, with théSuperego

helping in making morally sound choices.
Que 524, | How did Sigmund Freud contribute tethe development
of th and what are his major theories ?

: B

iii. Example

of the concept of personality,
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1 éi\gmund Freud made significant contributions to I.h_r: devely
‘ the concept of personality and introduced several major theqr
field of psyvehology.

: : ibutions and major thegries -
2. Here's an overview of his contributior j ries -

—

=,

Pment of
128 in the

i.  Psychodynamic Theory
. Structural Model of the Mind
il Psychosexual Development
wv. Defense Mechanisms
v.  Role of Unconscious Motivation
vi. Case Studies B, e
i ‘ . S ul ‘f
3. While Freud's theories have been influential and have shaped the field
of psychology, many of his ideas‘.l_?izlwgbeen crgjqued and modified over

e, S

4. Contemporary psychology has muvg&a’w‘ay from some of his more
controversial concepts, such as the?emphasis on sexual drives and the
rigid stage-based theory of development.

5. Nonetheless, Freud’s ¢

I‘Ihl‘lﬁﬁns laid the foundation for modern

psychodynamic approaghesic ‘understanding personalityand continue
to be studied anlt_l‘ndgh;&d n'the field of psychology. i r
. o= e i
| Y | PART-7 |
QA ¢

L\ Concept of Personality : Gihinands- i
) o : =+ . ; "-. - 5

—

WHEB0. | Explain Swami Vivekanas 120 comcept of parsonsity
development. s |

For |

1. Sw;iuni ‘Jivekananda'a Vedantie con
a.cluew'nga]l—mund |

on five integral dim
i Physical gelf nvolvey Proper

t]
pPhysical body. A healthy | i .
well-being, Swami Viv“g dy contributes to moral btmm;:i oS

- ; ananda's pndo t of physical fit
15 exemplified . : rag¢ment o :
Gita, by his Slatemant favoring foothall over readivé

) 5 cept emphasizes the pﬂb-blblh“ o
Ml‘r_nnmu'ua development of personality by
ENB10ns. Thege dimensions are :

nourishment gind growth of the

-

A\ i, Wel
o '8 essential for sustaining life- . It
BEmental golace and boosts © oty
o "um"’"““ﬂ: impatience, anger, and

Energy selr This dj
" 1“1 .
regulated brggy, ension

helps congyg) feeliy
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jiii. Intellectual self: i volves the culti ti
Reading cn;hlrihg literat e 8

stil.llulﬂtﬁﬂ the intellectual self. Swami

filling the mind with high thoughta ang ideﬁln.

iv. Mental self : Requir

Digifa) Communic

ation & Perannnlit}r Making

one’s personality.

v. Blissful self : The ultimate goal is to reach a state of blissful sl
o= Anfani:lamqy Kosh. 1t allows one to face the world with
equanimity, unaffected by joys or sorrows, #liceess or failure
Achieving the blissful self leads tq higher vigion, which, as Swami
Vivekananda states, makes lower vision disappear.

2. Swami Vivekananda’s teachings align with the behﬂfinra] traits (pf
highly successful individuals. A

Leadership skills, interpe;;guq_g’i{fs-aki"iffli;:e'hnﬂict résoludion,
troubleshooting, and the ability t6 make bold decisions are #ital for
those aspiring to achieve success.

4 Thesetraits reflect a higher ﬁsigp and are charactegistic of individuals
who have reached the pinnacle of personal@eveldpment.

Que 5.26. | Explain Carl Jung's typology theory.
LT S ) i

i

L Car T'Jmé% typology theory is a psychological tra.mev_-'urk that focuses
on f-ﬁﬁﬂf:rstanding human personality and behavior t.hr‘uugh th_c
Exp.luration of fundamental psych}ul_ugicul preferences ‘;lI]lll hl_mt.t lj.J as.

2. J ung developed this theory as away Lo categorize and describe individual
differences in personalily. | a

3. Hig work laid the foundation for what is now known as the Myers
Briggs Type Indicator (MBTD.

4 Jungs typology theory is hased on the

sed that individuals hive

. 2s ¢ Jung proposed t

A chological types : | R o e hin
Pﬁy(il j'._u::iﬂumulul psychological pr ul(.u_-n'u..a l.llu.l. 3&1‘;1::; ':m
"lm“ e sive and interact with the wu_rhi. Mhese e i : lt, 1
: IBY'I};‘;tLIII! can be categorized into tour dicibtuinies, resulting
consis .

in 8 possible pﬁychulngicﬂl Lypes.

following key concepls
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B. Dichotomies : Jung's theory is built on fnur_ pairs of OPposin
preferences, known as dichotomies. These dichotomieg are nq
follows :

1. Extraversion (E) vs. Introversion (I) : Thig dichotgn,
relates to how individuals gain energy and focyg their
attention. Extraverts are energized by external stim
tend to be outgoing and social, while introverts are Morg
inward-focused and gain energy from solitude and reflection

2 Sensing (8) vs. Intuition (N) : This dichotomy concerng

how people gather information. Sensing typés rely on concrete,

uli and

tangible data and focus on practical tigggi!s, Whg,le intuitive
types emphasize patterns, puas%_]g:lhﬁigg& and abstract
information. s W 4

3. Thinking (T) vs. Feeling (m;m éfé'hﬁtomy pertains to
how individuals make decisions ﬁnil valuate information

Thinking types pnonnﬁ“i;;ggmaiw nalysis andobjective criteria,
whereas feeling types mgptme ersonal values, emotions,
H.Dd E‘mpathy. f?% \,ﬁ; ‘- %_\3%&;;&;

Judging (J) vs, Pe ving (P): This dichotomy deals with

ach tasks and organize their lives. Judging

tructure, planning, and decisiveness, while

' %}fmore flexible, adaptagé%gﬁd’?uyﬁ to
8- . » i

S e o vy

L functions : Within th&woﬁﬁjﬁxﬁ?ﬁf these

also identified fnu; ‘Primary psychological
ciated with a pair pf%hotdﬁ%s :
N

i e

ed objective analysis,
based on external

N .
g (TH) : Focuses on internal ana]}'m:i
> logical i rson
fibighte. g\)l} il reasoning based on pe

g (Fe) : Prioritizes external values, social

harmony, ang empathy for others.

4 Introverted Feeling () . Centers on internal values:
Personal ethicg, and authentie expression of one’s feelings:
T 2 If : Jung believed thatgersonal gl‘ﬂ“’t‘h
:;li}ig?;vldu;.illl.mn Occur whep i“diViduals lmumgrﬁura cm‘lSﬂiD‘fs
process ags Yeholagical Preferences gng functions. He saw th?
indi?idum:iz::::[:i ti'ﬂt"'ﬂrd Bﬁ"'rﬂﬂlizaﬁun and wholeness, thI:'ﬁ
functions, flegrate and balanee their preferences 4

D. Development of the ge
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E etypes : Jung-also introduced the concept of arch
universal B_g;_!l_l?ﬂiﬂ and themes that appear in m]l;ths ;r:a:;n::ci
the collective tinconscioug of humanity. He be]iev;d that tilese

andm @hﬁhmﬁi:r::?e‘i a significant rolein shaping human experiences

Digital Communication & Personality Making

L e

Que 527, | What do you understand by person:

ﬁiscuss the personality assessment
Indicator (MBTI).

e R Tk

Personality assessment :

L Personality assessment is g‘%ﬁ

B evaluating’and measuring an
individual's personality tﬁ% charagteristics, and behawural{éc_ggc‘l.enmea.

i

2. Ttaimstogaina de%mﬂ%mdmg of how a perso
and behaves in various sit 1ations.

3. Personality assessments
and organizational Settings fora variety of purpoges, including per:
d fit, career planning, clinical diagnosis, and team building.
fype Indicator (MBTD : & . =
: : T1}is a personality assessment
s Type Indicator (M%mfgs ﬂ\%gpﬂﬂa ity
ONJUNgE's typolng]vé;ﬁ‘lgm‘y - T A !
desit ,_.:__ o help illdivid:&;]g gainins .i.h__.. their own personality
oreonche ane bettor undarstd i preferonces of others.
3. It is éften used in various settings, iacluding education, counseling,

o

and workplace development. h
4. Here are key aspects of the MBTIL:
4. Foundation in Jung's typol

: ical Ly
Jung’s theory of psychologica
based on four dichotomies. These pre

possible personality types.

. 'I'j ﬂu n “i rﬂ : i . i : diy "
" g:lf;: o l::;irrte :.Ilr::;ff:unﬂiats of a series of forced-choice questions
estion

alements spon en ir T 1ol from

or state t le dents choose their prﬂftjl red ﬂpt.- .

each pai d .tjljm agu",.u are used to dulm’minu their pﬂl’H{}ﬂﬂllt}‘
pair, an r

type.

i d in Carl
ogy : The MBT1 is moEe in
pes, which categorizes indiv ldu.a]::
ferences combine to form 16

The MBTI is a self-report
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e, Craec-/nnlity types : The MBTI classifies individuals ing,, one
personality types, each represented by a four-letter coqq 5 of

%O INTJ, ESFP). These types provide a shorthand descriptiop o,
e individual’s primary preferences in each of the four dichﬂtﬂmig:
/‘& d. Applications : The MBT1 is used for various purposes, including

\/0’ personal development, career counseling, team building, and
‘b& conflict resolution. It can help individuals understand their

communieation styles, work preferences, and potential areqg for
growth.
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15.

Define communication. rw
Communication refers to the '

: - ! process nfcunmmg and exchan
information, ideas, thoughts, fee]_]nggl %mesaages bet“gzxf
Individuals, groups, or entities thrn h various

channels.

Informing - ‘4'
Ex pressmg amotmﬁ

Skhann'L'g ideas ‘w ' M

Motivating and inspiring "

Describe different types ﬂﬂ'cls) of communication.
Various types (levels) of communication are :
Extra-personal communication

Intrapersonal communication

Interpersonal communication

Organizational communication

Mass communication

How information flows at various levels in an organization ?
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—

cation can flow in rﬂ“mngdi“"—'ﬁnm

{ izali muni
ARE Inan-nrgnmr,ntmn.m_m i
mmumcnunn

mn
peer group communication

unication

1.6. Define formal cnmmunicatiun.‘ .
amx A type of verbal cnmmunication in which the interchange of

information i done through the pre-defined channels is k

as formal commu nication.

1.7. Define informal communicntinn.

amx A type of verbal communication in wh

information does not follow any channe
stretchesinall directions.

18. What mthevm'iousbnm

amE Barriers to communication

1. Intrapersonal Barriers
9. Interpersonal Barriers

19. Name 7C’s ¢
Ak .I'h.ETC’EBC

AmE A ‘sti
?h:ﬁ- ulus’ refers to anything
senses, capable of produgifig a sensation

1-11, m ’

Rug A'r “;:::i: tl:lnderstand by response 7

L12. ¢ reaction an individual has to a gtimulus:
Define tone,

R Tone i
: 18 the
ot movement or level of pite ; and it
part of intonation piteh theye -

form®
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tis stre ntonation 7
1.13. Whna oy
Pefine ef atress and intonation.

llables in a word, or to certain worda in a phrase or

centence. In English, stressed syllables are londer than non-

\/Q’Btresned syllables. Also, they are longer and have a higher piteh.

Intonation : The intonation in a language refera to the patterns
O of pitch variation or the tones it uses in its utterances.

— .%Ey tress ie the relative emphasia that may be given to

©OO
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e,

2.1. What do you understand by curriculum vit’ae (cw) ?
ARgE A CV is a detailed document that prnvndeq an uvervmw of an

individual's edueational background, work " axpermnce skills,
achievements, and other relevant mfnrmat.mn

1. Introducting the mdmdual. _
2. Shuwcasing qua]jﬁcat,-ju}jmg._,_

presents summary of an mchv:duaﬂ ‘%ducatmn professional
,experlence skills, ahllltles, anhlevements and references.

2A4. ‘Wha are the dlﬂ'erent résumé-atyles ?
Af, Following are some cumman réﬂum}é styles :
1. Chronological résumé =
2. Functional résumé
3. Combination résumé

25. What is an interview ?

AmE. An interview is essentially a structured conversation where.oné
participant asks questions (interviewer), and the other provides
answers (interviewee),

28. Give the sequence of interview,
Ang Sequence of interview :
1. Screening Stage
2. Selection Stage
d. Final Stage
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what are various.dbjectives of interview ?

Interviews are conducted to achieve the follow; ng objectives :
To select a person for a specific task, | .

To monitox performance,
To colleet information.

To exchange information.
To counsel.

What do you mean by interview skills 7
Interview skills refer to the abilities, strategies, and techniques
that individuals use to perform effectively during job interviews.

These skills are essential for jub seekers as they enab!e them to
present themselves in the best possible hght

What is a group discussion (GD), ?

Group discussion is defined as an actmﬁy in whzch a small number

of persons (approx. 3 to S};i-megt& ce to face and exchange and
share ideas freely. ) ”

Suggest some mqmri:ﬂni;g
Dos for group discuss )
Active participation
Listen attentively
Respect others

Structure your: speech

d s af.;grcrup diseussion.

up discussmn
te the dlEEUﬂEH}n
interrupt others -

Don’ t“be aggressive k.
Don't go off-topic .
Don’t show lack of prﬂparatmn«'

Give the purpose/objective of conducting group discussion.
Group discussion serves several purposes :

Collecting data.

Breeding fresh ideas and taking inputs from a particular group.
Perception of common people on a particular topic.

Selecting candidates after their written test for hiping m a
Company.

What are the methods of group discussion?
F\ ollowing are some common methods al group discussion :



qQ_BZ{CC-Scm-S& 4) 2 Mark,

il € Bl

2.14.

WW“E

2.15.

2.16.

2.17.

2.18,

219,

.a.(acum

E——
Topit-based group discussion

Cage study group dinnmfsti{m
Role-play group rlis:cnf:mnn
Debate group discussion
Brainstorming group discussion
Structured GD with moderator

What are the advantages of group discussion 9

The advantages of group discussion are as follows -
It provides a deeper understanding of the subject,

Tt improves the critical thinking ability,
It provides different approaches to solvin

What do you understand by pmﬁling ?

Profiling refers to the practice of creatmg and using profileg qp
personas of individuals to tailor your cot munieation strategies ty
their specific needs, preferences, an characteristics,

; :unal process of creating and
d mutudlly beneficial netwnrk ﬁcnntar:ts
onalyor social spheres.

What is § tem&_t:of Purpose (SOP).?

A Stat wf Purpose (SOP) is a *".-acrn?t.t.etjf )€
%&s a graduate school apphgg,ﬁ"m firmndes the

committee with a comprehgnswe ﬁaw of applicant’s
academic bac ckground, research mtg;_-estsjweer aspirations, and

Stitability for their pmg‘ram o

What do you understand byf- ;':;and conference paper

writing ?

?:minar and conference paper Writing refer to the process of

e s cholarly papers thag present research findings, discus3

H_I:L‘*J ¢ Lopics, or provide insights related to a particular sulidst
2,

What do

You undey "‘sland h}' an expert technical Ieﬂ““’?

ure is a pr esentation ortalk deliver

)
i POSSEsses specialized knowledge, expertise: &
! B specific Lechnical op sélentific fisld.

hinical leg

an indiyig uul who

CXperienc i

©E©
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%O Communication Skills
for Presentation
(2 Marks Questions)

Py

g91. Whatisa thesis 7

awi A thesis refers to a formal written dncurdmifthal presents the
research and findings on a particular topn‘.hh pfma crucial role in

academic and scholarly writing. 2 4 ‘-1“’
32. What is technical report ? - "'{
ami A technical report is an official document that presents fact, their
analysis and decisions and recm:nendatmns derived on the basis
of facts/data co Ilected bj' a.'n l.l:ldwidtla]
33. Name various t fﬁ i
AnDE i ﬂw_‘:';_':.-_‘-'gﬁ, I','
1. Oral repnrts 2. Written rep%rta P g
3. Short reports e 4, Long reportt f’ érj.
5. Infurmal‘rapﬂrts%»- 6. Formal npnrl:l i
7. Informational repnrts 8. Ana]yhca] rapnrts
rﬂ Ruutm.e&’e&dm reports 10. Spemnl repattﬂ

‘v __ﬁ ’(

: e the characte:hj;lcs & & g‘oui*‘repnrt ?
Az, wactenstms of a,re por ;u-eeaa foBows

1. [Precision "~ 2, Factual
3. Relevance : 4. Reader oriented
5. Objectivity of remmm&ndatmm 4 6. Simple and clear
7. Brevity 8. Homogeneity
35. What are the various formats of a report ?
Ang. Following are four common formats of report :
1. Printed Form
2. letter Format
3. Memo Format
4. Manuscript Format
35

What is a proposal 7
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AWE  Propasalis an act of proposing, or anything proposed. It g g form

»
=1

fg «-F

3.11.

E

ofiisiness letter or a formal report written to draw the attentigp
of the public to any issue.

What are various types of proposals 7
Following are various types of proposals :
Short and long proposals

Solicited and unsolicited proposals

What is speech delivery ?

Speech delivery refers to the presentation of %Eﬁﬂchl}hm have
been researched, organized, outlined, and practiced.
: ‘Jf’mfﬁ?* i, 4

Discuss passion as an element of s%chﬁ livery.

Passion in speech delivery refers:to %g@mﬂtianal energy,
enthusiasm, and genuine interest 't hat sﬁﬁ'ker conveys to the
audience about the topic. e

'e“'a
Foot
3]

Vs

peech delivery,

er “to the speaker's composure,
ythe presentation. .

w R .‘*': 'j.::' ) ) ggag
LONSTn speech delivery involve the

G%, ?tﬂ'lmﬁ’fﬁsua]s, and other suppor "“ o tonhl

Basize, and enhance the message,:.|

.....

Tl
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é}% Leadership
W Development
NS il (2 Marks Questions)

A

4.1. What is leadership communication ?

ang Leadership communication refers to the ﬁtﬁtegm and effective
communication skills and practices &mpluyerf By Andividuals in

a-yu;-,

leadership roles within organizati una groys i
What is social competence ui; %’«lmﬁon 4

Tefers to the ability tointeract
effectively and apprapnafely wﬂ;h others in warious social
situations. e

Sttt

interpersonal relahonshlps ? o w&- .
Here's how social eumpetenca contributes to eﬂ'ecﬁi;' *“interpmmrml
relatwush]ps . U -
Effective llst.ening Socially cumpetent md1mdualﬂ>pay attention
to what uthers are saying.
Non-verbal communication : Somal | competence mvolves being
aware of and\using non-verbal cues eﬁ'ectweiy

‘Enipathyand understanding : S-oclally competent individuals
“can understand uthers emot:uns, neads ‘and concerns.

mt .k

How does sucml cmﬁpetence contribute to; ef{egtlve

I E FS

Discuss the pﬂsltwe a.aper:ts of social media in shaping
social competence. i

Enhanced communication skills.
Enhances global awareness.
Enhances active listening.
Contribute to digital literacy.

Discuss the negative aspects of social media in shaping
social com pelence.

Encourages shallow interactions.
Leads to miscommunication.

sl B wpnel £
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3. lend to comparisons and feelings of inadequacy.
44 Reduced empathy.
48. What is feedback 7
awE Feedback refers to the information, reqctiﬂﬂﬂ. OT respongeg th
individuals provide in response to a particular action, behay;oy. -
communication. It can be both verbal and non-verbal, wx
4.7. What are the key principles of providing constructiy,
feedback ?
ABK Following are the key principles of providing constructive feedbagk .
1. Be specific '
2. Focus on behavior, not personality
3. Balance positive and negative feedba
4. Be timely
5. Maintain privacy
6. Be sensitive
7. Be solution-oriented
8. Be consistent
48. What are the
An
L .......
2

4.11.

el o, )t

e

refers to the ability
information in a cons

causing offense or ,

. ate sensitive or difficult
diplomatic manner, without

Define intelligence.

!ﬁntel]igegm in communication refers to the capacity to convey
information, ideas, or messages effectively and efficienily:
demonstrating understanding and knowledge.

gﬁﬂﬂﬂ emotional intelligence.

motional Intelligence refe ~ahil: 120,
ré to the ability to recogt

understand, manage, and effoctively use one's own emotions and

the emotions of oth g : 3
. ers 1 £ d soci
situations, n various-interpersonal an



&
S 8Q-1172 (CC-8em-3 & 4)

finic?

1\‘ t are ng ﬂki“l 7 '
412 Whet |& vefer toa sel of mental processes and abilities that
AFE o s use to analyze information, solve problems, make

indiVIT " nd generate ideas.

kills.
. sus Lypes ofthinkin? al -
4 Namé€ “nm different types of thinking skills

L . e thinking
Creative thin¥inl
ﬂ“ ical

- -
-
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and Personality Making
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51. What do you understand by content creation for socia]

P £

media ? PG, P
am& Content creation for social media invalves planning, designing

and sharing digital content on social platforms. The goal is to

engage, inform, entertain, or u@luéﬁ%éthetﬁ?get audience,

What are some commd i
media ? !

. A,
Following are some common:

g 5u mean by content créati

pe reation for emails is a criieial aspeetof email marketing

%fr; fnd __w“:atmx}. It invblves ¢r ng qn%jpel]j.ng and effective

- s-m' engage, mfﬂg,an esonatewith the email recipients.
2 i aiﬁl el

An& Webinars are an effect F
% ctivéumen " )
audience, sharing knowled ‘means of engaging with a remote

Coneiit aeants ledge, and achieving specific objectives
8u h.iet: lﬁir on for wehinars is a collaborative effort that involyes
iffective an: e:: pertg,_ content creators, and technical support-
a meaningfy] nn|d, com bined with engaging delivery, canresult in
hdimpactful webinar experience for audience.
65. What 4
1]
AEE Conteny c;:‘:i;ﬂf:m by content creation for podcasts ?
v ) . i
and delivery of Hurll{“ldt:usl.u involves the planning, productio™
i i:’ content for online audiences. Cﬂlft‘_mt
40N Ongoing process that combines creativity’




EﬂﬂﬁCMMMMMMI m}mzm&&mﬁ&ﬂ
storvtelling, teechnical expertise, an
Crafting comipélling and valuable audio
your podeast's audience and influence.

d audience engagement.
conlent can help you grow

5.6. What do you mean by content ereation for hlogs ?

A Content creation for blogs is the process of planning, erafting, and
publishing articles or posts on a blog platform. It p,]ayﬁ a p]‘:fnta]
role in attracting and engaging readers, conveying information,
and establishing the blogger's online presence. Effective content

creation for blogs requires a blend of creativity, research, writing
skills, and technical know-how.

5.7. What do you mean by effective and at" ical nse of social
media 7 -

Ang Effective and ethical use of social anedm“u:hvnlves réspansibly
utilizing these platforms for persqpa], p{u{esmunal, or promotional
purposes. It entalls respec Rnw mﬁjntmmngﬁmspmmcf,

respecting m:n:n:,r1'lgh1'.sﬁg .; d aﬁﬁjﬁng the'spread of mlmnfurmatmn
=
or hate speech, g@e a tnplatform policies and Levigeln es.
5.8. a]ysns. ]%% L &
Ans IS refars to the P es uﬁﬁ%ggsmg and

Achievers
Romantics
Observers
Questioners
Enthusiasts or Adventurers
Bosses or Asserlers
Mediators or Peacemakers

mmﬂ@uﬁwﬂh%”“f

5.10. Describe Abraham Maslow’s hierarchy of needs:

Asigz Abraham Maslow felt that within every humapbeing, there exists
a hierarchy of five needs. These are ;

Basic physiological needs

9. Safety/Security needs

=
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3. Aﬂilinl.imﬂlnlnngiug ne

4. Esteem needs
5. Eolfﬂchmlisntinn

eds
|

needs

of pcrﬂnnﬂlity developm
. [mrqunnlity has three stry o,
1. Id:It’s neonscious and driven by immediate pleasure mﬂturp_g._
[ Fie mﬁti]‘nﬂ
9

leading to unrealisticor socially unacceptable desires
9 Ego : This part is concerned with reality and aims 1-_0 satisf
= AT EAUIStY the

[d’'s needs in 8 realistic way.
8 Superego: Freud described it as the moral branch of personal
g Sonality,

guiding behavior based on values and judgments.

- F B ':*3}
5.12. What arc the tegral dlmﬂﬁﬁ;nng;;ﬁf il
" -..Vifw%gninda -~

preudian analysis

B.11. piscuss F
According 10 Sigmund Freud,

-

' ,gf’.'fﬁr}
y is.a psychological framewafk that
an personality m%ﬁ%@
ical yrqw and
{ _g&brize and
.

o ;
ity assessment !

understand by
‘50l Myers-Briggs

je personality as

0=
o

#rious situations.

thinks, feels, and behaves ifg
e personalit
Type Indicator (MBTI;; y assessment tool Myera-ﬂri!llis

Ans. .

The Myers-Brigga Typs Indicator (MO
help individuals guﬁ{d on Jung’s typology theory. 1t iedesigned

-ﬂ.lld hetter undﬂruta:,:juﬁ:l"ﬂ into their own paml 'ty prefﬂ[‘ﬁlﬂ-';j

in various settings, incl e proferences of athers. 1t is ofe0 o

development. ,including education, setniseling, &5 workpl¥

) is & personﬂiitf

QOO

>




