R R . L e ot

.

SAKUNTALA SUDARSHAN INSTITUTE OF
TECHNOLOGY(POLYTECHNIC)

KALAKAD KARANJLA, MAYURBHARJ

COMMUNICATIVE ENGLISH

(As per the 2023-2024 syllabus of the SCTE&VT,
Bhubaneswar, Odisha)

(Theory-01)

e

A | [

“COMMUNICATIVE

ENGLISH

First and Second Semester

Course Content is conceived by

Diptiprajwalita Ranz



- v v VW VvV v'w

READING COMPREHENSION

INTRODUCTION, SKIMMING THE GIST ANDSCANNING ron NECESSANY
INFORMATION.

In our everyday life, if we talk of e Inits most standarilize) lisvin, v Biiwnt o st ool Pesslingg ban il 1o
includes reading from newspaper, Lixt Bovoks, Looks, artiches, Jourmals, it anil v v g ohiving
netmean reading words and sentences shnply for the gt pose of et g iem, Uiintorslanilingg,
tomprehending and remembering are some of e leatires williout wiio roatlhiigy keopy o ioinlng.

Skimming and Scanning:

Skimming is a task of finding out the important detalls of s wilben D wlt et gehvling an o B covinillongg 1 0
The word “skimming’ is derived fram *skum’ Ironpalyinnge 0w Ehobich B it ings doni i gualid, *hanallaily Doy
skimming a text we take out all the ke polnts out of I in one ook, il s Al by e el et lidakilingg - 00
searches for those details which are not apparent on U Surlacs. b sk ogesales i s manie
scanner takes the photos of what Is nat een on (e greviiig

Inference and Evaluation:

Inferential and evaluative analysis of the text elatis imoe b s veilbing, A veaiben, Dingo, cnamimm |
text to find aut what the written text conveys and how i can b ancessanl, D bs simnie Wil il o iyt ol
task done by the reader

2. CLOSE READING FOR INFERENCE AND EVALUATIONAMAIN [DEA ANE SUPPOR TING
POINTS GUESSING THE MEANING OF UN-FAMILIAR WO

Now Read the following passage carefully and do as direcied,

Mast people find their Ives purgoseless, wasted and wortbless, st s wili willy an osilinary e o
same shghtly unfavourable stuation, the indleidual prays Toe anoend e bbs Bl S e cgusdon of oo
paychalogist, every person thinks of committng sosde more an oo i Dk Ble 0 s o i Vi
he daes nat develop enough courage o end by e, Do e soome iogisivie mlivilgabs @ i sl M
hecause of petty reasons like Lailing in ccaminabion, besing a (ol ogaadves s Ui Ly o dedeal Wow il
aflaw The pumber of peaple committing suicide becaate Gl sach reasoms 05 om0 i i e Wik ilis
peaples commit suicide 3 Pooprlioaleagisnts priwe Wariaes assens 1o 1A e ahlonn. S rmnph: bty [ligtl T
gets wuch @ duappointing atrnasphere everywhens aronnd Lien it L aloss aen Tl any solil g s il
this According 1o some pyychiatrsts, peapte with wolent andincies wlio s wnabili o oo Wikeii,
dagtray themselves by these tendencies, Some persang Dnd Wiistsebies so mh lonely sol ledpiss )

they find no beneld in

Ineerg aned they think, "Wy not to commdt sabcide ¢ Aler all wiliat b e i le @ S porsis
think of committing suicide during emmaotinal eecmement aeil e o plap big simad g s
2 conditann. The maim eeadon for sacide e said 10 b degoessiin die W glvgseeal llisess o Balloe i
gxaminatin, leee or competition. & tendency of reseiipe s alsi sail b D Biiehibol sofiplizs
Arcerding ta this apinian some pegple comenit subiide Becaisie o o hiyden of Belog gy, sk
they are unabile 1o lind a wlation o get ol of gty lisehags By 0y i Sipiiile Hisgiiee
they are Ted up of old age, rejection by spowss, anempliogmenl, ca basis, ebe |l feas [
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sulelde is the experience of worthlessness of this life. It is also true that each person-not just once
bt many times: thinks of his life as woerthless and many times a burden. To free himself from this
burden, the person thinks of self destruction, The question arises, 'Is life so much worthless that on
accnunt of disappointment in small matters, one should think of ending It 7 If a self analysis is
made serloushy, It will be found that every person finds many times that his life is worthless and
birdensome, Whatever the reason, but the worthlessness of life s felt with such intensity that by
ending it, no difference is felt. Life is like o river, which keeps on flowing from its souree to its
merger nto the sea,

() Wikh what Is life compared ?

(1) When do people with violent tendency commit sulcide ?

(e} When do some Impulsive individuals commit suleide ? 1

|d) How do most people find their lives 7

(e} What is the main reason respansibile for depression 7

1) What s the apinion of one psychologist about committing suicide ?

Choose from the passage the wards that mean,

(8} likely to act suddenly and without thinking

(1) husband ar wile

() act of killing onesell

Guessing the Meaning of Un-familiar words

The ability 1o infer the meaning of an unknown word by looking at the vocabulary around it ar Its context
s an important reading skill, The context here refers to the sentence or paragraph where the unfamiliar
word appears, which provides the reader with Information to make sense of the term,

Note-making

Introduction

The history of Note-Making goes far about 1979. Tony Buzan was the person wha invented the cnn:n_ptuf
Mind Mappeng. With using images and patterns he developed the main idea up toa successiul invention.
5o now it has become maost popular among most of the academic students. Note-Making mainly involves

with selecting, analyring, summarizing and arganizing infarmation.

Note-making means converting an extensive text into a brief form that can be easily digested remembered I
and reproduced. Brevity and clarity are twe important features of a note, WI'HT e feac ariitan th
comething, we may not remember each and every bit of it. Many relevant details may skip -a-_ww from our
memary. Such 3 slip of memory facilitates the need to make of T e T*_"j or listen. Making a note of a

omething like jotting down impartant paints quickly while listening and later on making a fare
But making a note of a reading comprehension observes a more detall and systematic

speech is §
:'}F" ﬂ' if.
Fm:ectu I,

Making a Note:

nded before making a note, By skimming and scanning we get all the

lose reading Is dema ¥
ek ler way if one desire to attempt on note- making, the steps below would be

jmportant paints ol it. In & simp

of much help.

1. Read the passage clasely without missing a single detail
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2. Make a list of important words with their meanings.
3. Make a list of relevant details that you have picked up by skimming and scanning briefly,
4. Trace out them or the key point. This would provide you with the main idea of the text,

3. The point that you have picked up by the task of skimming and scannin
Points to this main idea better known as topic statement,

SUMMARISING:

£ would serve as support ing

Summarising means explaining an idea in a shortened farm, while paraphrasing means explaining an idea
in detail in your own words, using most of the Infarmation f

rom the eriginal source without changing the
meaning of the original. Summarizing allows comprehension and a condise understanding of the material.
In today’'s work culture it is important to be proficient in the skill of summarization;

it can save time, monoy
and energy. Summarized versions of information are used in gl

most all professional settings.

Read the passage carefully and answer the questions given below.

Occasional self-medication has always been part of
long history and is closely linked,
hundred years or 50, as the devel

normal living, The making and selling of drugs has a
like medical practice itsell, with belief in magic, Only during the last
apment of scientific techniques made it possible diagnosis has become
possible. The dector is now able to follow up the correct diagnosis of many ilinesses

treatment of their causes. In many other illnesses of which the causes remain unkn
like the unqualified prescriber,

-with specific

awn, he is still imited,
to the treatment of symptoms, The doctor 5 trained to decide when to
treal symploms only and when to attack the cause. This is the essential difference between medical

prescribing and self-madication. The advance of technology has brought about much progress in some
fields of medicine, including the devels prment of scientific drug therapy. In many countries public health
arganization is improving and people’s nutritional standards have risen. Parallel with such benefictal trends
are two which have an adverse effect. One is the use of high pressure advertising by the pharmaceutical
industry which has tended to influence both patients and doctors and hae led to the overuse of drugs
generally. The other is emergence of eating, insufficient sleep, excessive smoking and drinking. People with
disorders arising from faulty habits such as these, as well as well from unhappy human relationships, often
resort to self-medication and so add the taking of pharmaceuticals ta the list Advertisers go to great
lengths to catch this market. Clever advertising, aimed at chronic suffers whao will try anything because
doctors have not been able to cure them, can induce such faith in a prepa ration, particularly if steeply
priced, that it will produce-by suggestion-a very real effect In some people Advertisements are also aimed
at people suffering from mild complaints such as simple cold and toughs which clear up by themsslves
within a short time. These are the main reasons, why laxatives, indigestia neremedies, painkillers,
coughmixtures, tonics, vitamin and iran tablets, nose drops, ointments and many other preparations are
found in quantity in many households, It is doubtful whether taking these things ever improves a person's
health, it may even make it worse. Worse, because the preparation may contain unsuitable ingredients;
worse because the taker may become dependent on them: worse because they might be taken excess;
worse because they may cause poksoning , and worst of a1l because symptoms of some serfous underlying

cause may be asked and therefore medical help may not be sought. Self diagnosis s a greater danger than
self-medication,
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Questions

{A) On the basis of vour reading of the above passage, make notes on it, in points only,
using headings and sub-headings.  Also use recognizible abbreviations, wherever

necessary (Minimum four).

Supply an apprepriate title to it

(B) Write a summary of the nbove passage in about 80 words,
Title: Self-Medication

L. Sell medication

(2) Part of normal living—last 100 yrs

(b) Advance in diag tech,

(¢) Drsrqd. for ding .& treatment of disease

(d) Self medication differs from medical prescriptions in medicine

(a) Drug therapy

(b} Impvt. In pub. health org's

(¢} Increase in nutri*] standards.

3. Clever advertising by pharma’) companies
(a) Take advantage of people’s need

(b} Chronic suffers

(e ) Mild complaints like cold and coughs

(d) Fauly life stvle

(1) Lack of exercise, over cating. insuff't sleep cte,

(i) Stress. unhappy rela‘ps cie,
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4. Dangers of self - medi'n. s
{a) Prep*n contain unsuitable ingre,
(b) Taker becomes dependent

() Taker consumes micdi In excess
(d) Prep*ns may couse powson’g

() Real cause of illness gets suppressed or untreated.

Summary of the Passnge:-

Sell medication is part of normal living, Medicinal experts are required for dingnosis and
treatment of disense according to symptoms and cause. The development of drug therapy and
improvement in public health orpanizations and nutritional standards have helped progress in
medicinal science. Excessive advertising by pharmaccutical companies and emergence
of the sedentary society are two counter trends. Sclf medication is dangerous as the
preparation may be toxic or comtain unsuitable ingredients, the user becomes dependent

and consumes medicine m excess. Self-diagnosis is worse than self medication.

Practice on Note and Summary Making.

Read the following passages carefully:

| remember my childhood as being generally happy and can recall experiencing some of the most carefres
times of my life. But | can also remember, even more vividly, moments of being deeply frightensd. As a
child, | was truly terrified of the dark and getting lost. These fears were very real and caused me some
extremely uncomfortable moments. Maybe it was the strange way things looked and sounded in my
familiar room at night that scared me so much. There was never total darkness, but a street light or passing
car lights made clothes hung over a chair take on the shape of an unknown beast. Out of the comer of my
eye, | saw curtalns move when there was no breeze. A tiny creak in the floor would sound a hundred times
louder than in the daylight and my imagination would take over, creating burglars and monsters. Darkness
always made me feel helpless. My heart would pound and | would lie very still so that the enemy’wouldn't
discover me, Another childhood fear of mine was that | would get lost, especially on the way home from
school. Every morming, | got on the school bus right near my home—that was no problem. After school,
thaugh, when all the buses were lined up along the curve, | was terrified that | would get on the wrong one
and be taken to some unfamiliar nelghbourhood. | would scan the bus for the faces of my friends, make
sure that the bus driver was the same one that had been there in the morning, and even then ask the

athers when it came 1o taking walks or hikes because | would go only where | was sure | would never get
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lost. Perhaps, one of the worst fears | had as a child was that of not being liked or accepted by others. First
of all, | was quite shy. Secondly, | worried constantly about my looks, thinking people wouldn't like me
because | was too fat or wore braces. | tried to wear the right clothes and had intense arguments with my
mother over the importance of wearing flats instead of saddled shoes to school. Being popular was very
important to me then and the fear of not being liked was a powerful one. One of the processes of evolving
frem a child to an adult is being able to recognise and overcome our fears. | have learnt that darkness does

not have to take on a life of its own, that others can help me when | am fost and that friendliness and
sincerity will encourage people to like me. Understanding the things that scared us as children helps to
cope with our fives as adults.over and over again to be sure | was in the right bus. On school or family trips
to an amusement park or a museum, | wouldn't et the leaders out of my sight. And of course, | was never
very adventurous .

Questions:

I. On the basis of your reading of the above passage, make notes using headings
nnd subheadings. Use recognizable abbreviations, wherever necessary.

2. Write » summary of the passage in not more than 80 words using the notes made and

alsa sugpest o suitable title,

Answers:

NOTES:

5. SUPPLYING A SUITABLE TITLE

TITLE: Remembering childhood moments

1. Fecling helpless in dark

{2} Moving curiains

(b} Creaking sounds

() Creating burplars and monsters

2. Fear of getting lost (on the way bome from school)

{0} Scanning of school buses—frendly faces, same bus driver

11



(b) Not letting leaders out of sight

() Taken to some unfamilior neighbourhood
(d) Surety of not being lost

3. Fear of disliking

() Quite shy

(b) Worried about looks

(e} Wear the nght clothes

(d) lmp. of popularny

4. Overcoming chilihood fears

(a} Undg.cvolution process

(b) Recognising and overcoming fears
{c) Accepting help from others

(d) Unds.things that scared

2. SUMMARY

My childhood moment was the happiest and carefree moment. Darkness scared me with its
shadows, moving of curtains, and creaking sounds. It made me quite helpless and | used to lie
still with o pounding heart. | had the fear of geting lost while on way from home to
school. Before getting i school bus. 1 scanned it for friendly faces. 1 had the fear of bemg

disliked by others. During the course of evolution from a child to an adul, 1 realised those

things that scared me as a child. | was always expecting help from others.




~Yevgeny Yeviushenko

PFART 1

The writer Yevpeny Alcksandrovich Yeviushenko s now grownup ond describes his
childhood expericnces in this text.  The narrator says he did not have a joyful childhood.
Since he was all alone in Moscow, after the divorce of his parents, his father had started
working in Kazakhstan and never asked the writer sbout his doings. His mother was a
geologist and later resigned from her job and beeame a singer. The writer had no access to
decent means of cducation os it clearly is depicied from the line —My education was kit to
the streets.  The strect tanght him 1o swear, smoke, spit clegantly through his teeth and to
kecp his fists at the ready o habit that narmter have till day and street also taught him not to
be afraid of anyihing or anyone. And he spert his most time in the stroets exposed o
ciminality and rouphness of street kids. He realized that what mattered in his life was to

overcome his fear of those who were stronger,

PART 2

In this section narrator ughlights the ruler of his street Red. o boy of sixicen with big and
broad shoulder bevond his age.  Red walked masterfully up and down our streer, legs wide
and with a slightly rolling gait, like a scaman on his deck From under his cap, its peak always
al the back of his head, his forelock umbled down in o fiery cascade and out of his round
pock marked face green eyes like a can’s spackled with scom for everything and everyone,
Two or three leutenants i peaked caps back 1o from like Hed trpped m his heels. Red
could stop any onc omd impressiwely says one word | mone i anyone hesitated
licutcnants beat them hard he camed 3 heavy metal knuckle duster in his pocket,

Evervone os well the narrator was afruid of Red.
PART 3

Further, the namrator says in order 1o conguer his lear he wrote a poem about Bed, this was his
first paece of journalism in verse, By the very next day whole street know it by heant and

exulied with trumphant hatred .One morning when narmator was on his way 1o school

15
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suddenly he came upon Red and lieutenants. Red mocked at narrator for his act and out of
anger he dasted wnto his pocket and came out armed with its kouckle duster, it flashed like
lightning and struck the narrator’s head.

Narmtor fell down stresmng with blood and lost hss conscwunsness. This was his first
remuncration as @ poet. He spent several doys in bed and when he went out still with
bandage, the moment he saw Red narrator took his heels back 1o home and cried loudly ot his
cowardice and promused himsell 1o vanguish hus fear of Red al whatever cost,

FART 4

Fmally in order 1o vanish the fear of Red narrator went into training with parallel of bars and
weight. Afler every session he would feel his muscles were getting bipeer then he
remembered something he read in o book about a mirenlous Japanese method of wrestling

which gave advamage 1w the weak over strong. He exchanged o week rtion card for o text
ook on Ju-Jitsa.

For three weeks, he stayed at home practicing. Then one day he went out, he saw red was
suting on the boan i vand plaving Vingteet-un with lis Hewtenants. Feir was still in narrator
urging him to go back. But be went 1o the players and kicked and scattered the card, Red
lsoked up, surprised at narrator, Red got up and dived mio his pocket for knuckle duster, Bul
narrator mode 2 quck pabhag movement and Red bowling with pain. rodled on the round.
Agamn he pot up swinging bis head furiously from side 1o side like 3 maddened bull. Narrator
caught lus wrst and squeezed slowly as he read i the book. until the bnuckle-duster dropped
rom b lump fingers Nursing his hand Red fell down agan be was sobbing like anything

from that day Red ceased 10 be the monarch of the street,

From that day on narrator keew for centain that one necd ot fear the strome. Al one necds s

i hpow thie w Ay T beat them he also learned om this o casien wiis il to be g et as well as

Diowaw: Bin il up fior wsw pp sl

I nmprcheasion

Lnit-1

L. Is the narrator a child or an aduli nareating his ehildhood ex periences?

The narrator s an adult who is narmating his childhood EXPETICHCES.

2. Does the narmator have happy expericnces in his childhond?

14
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The narrator has not happy experiences in his childhood because he could not get the proper
care, love and affection from his parents.

3. What was his relationship with his father?

He had not any good relationship with his father. His father was living separately with his
new wife and two children in Kazakhstan,

4. How did his mother spent her time?
His mother gave up her job as n geologist and spent her time as a singer,
5. What does “my education was lefl 1o the street” mean herg?

The writer could not get systematic formal education from in an cducational institution. So he
said like this,

6. What were the two habits that remained with him?

The habits of smoking, spitting and argument developed in the writer and also the habit of
becoming fearless also developed.

7. What in your opinion is the best lesson that the sircei taught to the narrator?

The writer learnt the habit of not fearing anyone or anything in the stage of life.
Alnit-2

1. What made Red look older than he really was?

The giant figure and broad shoulder made Red look older than he really was,

L. How did he roam in the street?

Red waos corelessly roaming in the street like o seaman in the deck.

3. How did he dress himself?

He dressed himsell with a cap whose peak remains at the back of his head,

4. Did he intentionally dressed and walk in the manner described?

Yes, to create a sense of terror and fear in others he intentionally dressed and walked like
this.

5. Why did his lieutenants also wear their caps back to front?
As Red was their leader his licutenants also wear their caps like this.
6. How did he rule the street?

Red ruled the street by showing his knuckle duster.

15



7. Was the narrator afraid of Red?

Yes, the narrator was afraid of Red. The sentence everyone was afraid of “Red” expresses his
lear.

Upit-3

1. What was the first thing the narrator did to overcome his fear of Red?
The writer wrote 4 poem to overcome his fear of Red,

1. How did the people in the street respond the poem?

The people in the strect appreciated the poem and expressed their pleasure,
3. Explain the expression Triumphant hatred/

Triumpham hatred refers the expression of hatred for the future of Red,

4. How did Red sneer the narrutor?

Red soled erookedly towards the poctic talent of the wrier.

5. What was the result of his encounter with Red?

AL the Nirst encounter Red attacked the writer with o metal Enuckle duster. So the writer fell
down. blood came out of s head and he lost hus consciosness,

B, What was Yeviushenko's lirst remuneration as a poet? | 2019 (W) New|
Y evtushenko's first remuneration as @ poct 15 the thrsh from knuckle duster by Red.

7. What was a more difficull situation for the writer to be injured by Red or to
overcome his fear of Red when he saw after his injury?

To overcome the fear of Red when he saw afier his mjury was the more difficult situation for
the writer,

£. How did Red ecase to be the monarch of the street?

In his second encounter with Red, the author conguered fear and became able 10 be more
strong to face the difficult siuation of life. | 2009 (W) New]



UNIT

“The Magie of Teammwork' deals with some proven prineiples employed by the organizations
with o view 1o build o suecessful team in their business, In this essay, the writer abo
discusses the basic issues in connection with temnwork, the characteristios of a good team

plaver, and how teamwork is importam o corpormte nnd national governance.

The essay begins with the writer's reference (o lack of teanmwork and cooperation among
Indians. In his view this is one of the most serious problems hampering progress where
Indian workers are involved, The key problem affecting Indin's progress is implementation,
ot the lack of policies. Tere we have great palicies and ideas about how 1o do things, but we
severely lack of eamwork, When the Japanese came 1o work in India 1o develop the Maruti
Suruki car, it was proved that one lodian was equal o 10 Jopanese, it means Indians were
very smart, capable and dedicated individuals. Hut 10 Indions were equal to | Jopanese, i
means Indians lacked team spirit and co-operation. Plere the writer talks about the crab
mentality of Indian people. 17 someone is trying to climb higher and achicve more, the others
just drag him down. In other words 1f by chanee someone stans succeeding in his life they
will all gang up and make sure that he doesa't get 1o do it Ths attitude comes from our
cultural backeround, We have been mvolved m o hierarchieal system where we think the
senior is the master of knowledge, This was good in the past times where knowledge ond
wisdom were orally transformed, but in modem socicty there 15 no way that one person can
know everything, Today a young compuicr trined person has more answers for an
aceounting problem than a senor accomian Tias. Hhere the writer ngain suppests that we will
be able 1o ereate the right kind of teams when we will understand how 1o utilize the diverse

experience and oblain results.
UNIT 2

The writer takes us hack to his younger days n the US where he ook pant in an executive
ceminar for Rockwell International. About 23 senior company exeeutives had assembled for a
week for stratepic discussion. They were divided into five different groups comprising five
people each. Each group member was asked 1o do something such as moking coftee, taking

notes, cleaning the board and someone is supposed 10 be a chairman. They all performed their
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task sincerely without any complain. But in Indin if this was happening people would be
saying, “[3ut I'm the senior secretary, why should | make the coffee and you be the chairman
T Hierarchy comes naturally to the minds of Indian people.

The writer stresses that proup work needs o good understanding of the strenpths and
weaknesses of every mdividuals. Our background has not taught us how to accept the
leadership and follow the bead of others simuliancously. But in troc teamwork everyone needs
to do both,

In teamwork being o good team player must respeet others, tolerate different points of view
and desire 1o give. A team player must possess the ability 1o tackle conflicts without either
cpotsm or sycophancy. In India people stress on attaiming complete agreement on a
conflicting issue, but it s impassible. Instead of waiting for the total agreement for beginning
a work. it 1s imperiant to work on the agreed upon aspects, The characteristics of a good team
player are openness, clarity and honesty. Most people have a hidden agenda that they say
something bt mean the exact opposite. A pood work ethic is 1o say and mean the some thing.

UNIT 3

The writer takes us back 1o his work phce C-DOT company. There he used to tell the
ineflicient employee directly to his face in a2 general meeting, To the employees, writer's
blunt exposure in the gencral mecting was humilioting. They should be pulled aswde
individually to be told of the nefliciency. Actually the writer's intention behind open
criticism in o meeting was for the benefit of all present employees and everyone could learn

from that individiual's mistakes.

Then the writer learmt about Indians' lack of differentinding between criticizing an idea and
criticizing an individual. But criticizing an idea doesn't mean criticizing an individual. The
writer points out that an emploves cinnol afford 10 eriticize the boss in India. But it is
aceeplable for anyone to eriticize the boss if he is doing wrong. It is important for an
orpanization’s Chicl Exccutive to get a report on the psychologieal health of the firm. The
key elements of o lenm's success are stability, confidence, security and comforts of its
members. Another serious problem in India is the dichotomy and difference n between
hysical and mental workers in terms of power and position, which affects teamwork. The

P
writer had a driver mmed Ram, whom he thought wis one of the best drivers in the world.
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The writer was nol interested 1o treat him like a mere driver. He motivated the driver to be n

team player. The wnter wanted him to assist m office work when he was not driving,

UNIT 4

According 1o the writer variety of tasks help the workers enhancing their self estcem,
motivation and make them good team players. 1t is difficult 1o build teams in India, because
nobady 15 iterested 1o be i o subordinate position to someone, Everyone should be expert in

working with diversity. but it can only happen when we get rid of personal, caste and
communty intercsls,

The writer says that age doesa’t mater for holding a position. but it is capability and expertise
to hold a semor position. So there could be o 40 years old CEO with a 55 years old Viee
Presudent. These attitudes are not found in India, The writer has observed that the managers
 the US corporate environment wurking with Indians and Asians in pencral, that they are
ol petting recognition or they are not being respected. Therefore senjor must give attention

and encourage a litle more the employees having lower self esteem. It makes them feel better
and work hetter.

The writer ends the essay by suggesting some fundamental ideals in corporate environment.

They are respect for others, frankness, honesty, communication, willingness to disagree,

solution of conflict and the recognition of the tirger intercst of the team, Everyone should not
be afraid of pressure. it can turn something worst 1o best,

IMPORTANT OQUESTIONS AND ANSWERS:-

| What s the key problem affectng India’s progress?

Anss the key problem affecting India’s progress s ek of implementation and lack of
teammvork.

2- What s the poke about the Indian and Japanese workers it the Maruti Suzuki Company 7

Anse The ke about the lndan and Japanese workers ;1 Manati Suzuki Co mpany is that one

Ineduan s equal to 10 Japanese. Indians are very smart, capable and dedicated individuals, But
10 Indians were equal to 1 Japanese.

This means that Indhans lack team spiet and Corporation.
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3- What is the *meaning of crab mentality'? [2019 (W) New]

Ans- The crab mentality is pulling down any member who achieves success beyond others
out of envy.

4~ How can the right Kind of teams be created?

Ang- The right kind of teams can be crented when we understand how best 1o usce o quality or
advantage to obtain a desired effect or result,

5+ How does hicrarchy come m the way of doing a task together in India?

Ans- While doing a task in India, hicrarchy automatically comes to our minds. A senior

person in the group wants to be the leader instead ofa follower,
G- What should the members of 3 1eam Yearn for effective teamwork ?

Ans- For effective icamwork, the members of a team should leam  to understand the strengths

and weaknesses of individuals of ther proup imespective of datus,
7- What are the qualities of a good 1eam player?

Ans- The quakitics of a pood team player are respect others: lolerate different points of view,

desire 1o give and the ability 10 tackle conflicis without enher egotism or sycoplancy.
8- Whan does a “peod work ethie” imply”

Ans- A good work ethic implics saying and meaning the same thing.

9. How did the author handle inefMicient enployees m C-DOT?

Ans- In C-DOT the author handled inefTicient employvees by telling them dircctly to their face

in o general meeting.
10, What was the suthor's mtention of eriticizing openly?

Ans- The author's intention of criticizing employees openly was for the benefit of all present
there and to make everyone learn from that individual's mistakes,

11- What did the author learn about Indian attitude 1o criticism?



Ans- The anthor kamed about Indian anitude w eriticism that Indisns don’t differentiate
between enticizing an idea and criticizing an individual.

12« What are the key elements of a team's suecess?

Ans- The key chements of o tean's sieeess are stability, confidence, security and comfors of
its members.

13- What aftects teaum performance in ladia?

Ans- The dafferemce between phyvsical and mental workers i terms of power and position
affects weam performance i India.

I4- How do diversifving tasks help workers?

Ans- Diversifving tasks help workers enhancing their self esteem, motivation and team spirit.

13- Why s o difticult 10 buibd teans m Indin?

Ans- 10 s difficult wo build teams in India because nobody 15 iteresied 10 be a subordinate to

SOMEONT.
L. THE INCHCAPE ROCK

- Robert Southey

The Incheape Rock by Robert Soubey s a ballad that tells us about the legends of the
Incheape Rock. a reel in the North Sea about 18 km off the east coast of Angus, Scotland.
The story 15 about the good Abbot of Aberbrothek and the devilish Sir Ralph the Rover, The
Abbot achieved the grear et of installing a bell on the dangerous Incheape rock that had
previously caused many stpwrecks. Ths bell rang dunng the storms and wsued an alert for
the passing ships. So. the scamen knew where the rock s and could aveid the danger of an
accident. They blessed the Abbot for his pood work.

But it was the Rover who el jealous at the fame of the Abbot and planned 1o cut down the
bell from the Incheape rock. And so e dhid. This Ralph the Rover was actually o sea-pirte,
So he needed 1o destroy the bell to accomphsh s desire 10 b more ships by putting them in
danger. But finally he hanself was the vietim of the Incleape ek, One day his ship was lefi
in the midst of storms. lost the direction and erashed against the rock. Thus the Rover was

pums]u::.l for s smiul work.
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Here the poet Robent Southey delivers a message through his poem: As you sow, soshall you
reap. So the poem The Incheape Rock is didactic in nature like most of Southey’s poems. The
poem is a bit long as the ballads should be. It consists of seventeen stanzas of four lines cach,
The first two and the lest two lines of cach stanza rivyme with each other. The rhyme scheme

is AABB for cach stanza,
The Incheape Rock: Stanz-wise Summary & Explanation

In the first stanza of the poem the poet describes the calmness of the sea. The air, the sea, the
ship - all were still. The sails of the ship were geiting no motien from the wind. Its keel was

steady n the ocean.

The sccond stanza describes the mild sca waves, The waves were rising and falling so little
that they did not make any sign or sound. The waves were gently flowing over the Inchcape

Rock without moving or ringing the bell.

The third stanza is sbout the bell, The "good old Abbot of Aberbrothok’ positioned the
Incheape bell there on the Incheape Rock. During the storms it floated on a buoy ond rang
wildly swung by the high tides to alert everyone that the dangerous rock was there.

In the next four lines. the poet tells us how the bell gusded the mariners in the bad weather.
The scamen could not see the Rock as it stayed hidden under the high waves during the
storms. But they could hear the ringing bell and went away from the perilous (dangerous)

rock So the bell saved their lives, Then the scafarcrs blessed the Abbot for his good job.

The fifih stanza delivers a cheerful atmosphere. as it generally happens before every disaster.
On a particular bright day everything looked joyful. The sea-birds were whirling over the sea
and screaming in joy.

In the sixth stanza of the poem Sir Ralph is introduced for the first time, On that fine day, the
buoy (an anchored floating sign to show the reef) on the Incheape Rock was clearly visible,
as it was @ blackish spot m the green ocean. Sir Ralph the Rover went onto the deck of his
vessel and gazed ot dark spot of the buoy.

The next stanza deals with Ralph's feclings and thoughts, He was delighted at the good
spring atmosphere. He was making whistling sounds and singing in joy. He was actually
overjoyed. But no one knew that a sinful thought in his mind was behind this happiness.



In the cighth stanza the Rover himsell speaks and reveals his desire. His eyes were fixed on
the floating buoy on the Incheape Rock. Sir Ralph the Rover ordered his crew 1o take the boat
to the Incheape Rock. Then he says that he is going 1o plague (kill or destroy) the good work
of the Abbot of Aberbrothok,

The ninth stanza describes that the Rover's men took the boat 1o the Inchcape Rock. There he
bent over the boat and cut the bell from the Rock. The next stanza pictures how the bell was
sinking down making the bubbling sound.

Bubbles rose and burst around. Sir Ralph was happy thinking that the bell would save no
more ships and the seamen would no longer bless the Abbot.

Sir Ralph the Rover then sailed away from the rock, Therenfier he had robbed and looted
many ships which met accidents crashing 1o the Incheape Rock. He is now a rich man with all

the looted treasures. And today he is going to the Scotland shore with his ship.

The twelfth stanza deseribes the gloomy atmosphere on the day the Rover is sailing 1o
Seotland. The sun is hidden behind the thick fog. Strong winds were blowing all the day, and
now, in the evening it has stopped blowing. The next four lines set punishment to the
offender.. The Rover is now on the deck of his ship. He can’t see land as it s very dark, S
Ralph assures that the moon will appear soon and so there will be hght.

In the fourteenth stanza one of Ralph's men say that he hears the roanng sound of the waves
breaking against something. S, he hopes they should be near the shore, He also regrets that

the Incheape Bell is no more, as it could puide them in this situation,

But no sound was there. The nides were strong. The Rover and his team are dnfiing along
with the ship. Suddenly the vessel gets o jerking. They all realize that the vessel has hit the
Inchcape Rock. Sir Ralph the Rover pulls his hairs in frustration. He curses himself for his

ovil deeds. Meanwhile the water fills in every comer of the vessel and it stans sinking in the
S0

In the last stanza of the poem as the Rover is dying, he hears a sound like the rnging of the
Incheape Bell. It was actually his death knell that the Devil himself was ringing beneath the
water. Thus the Rover gets punishment for his sinful works. Robert Southey is a poet who

always delivers o teaching through Ins poems. This 100 is nol an exceplion.




Question 1: Read the extract given below and answer the questions that fallow,
“Without cither sign or sound of their shock,

The waves flow'd over the Incheape Rock:

So little they rose, so little they fell,

They did not move the Inchcape Bell™.

i) Name the poem and the poet. Describe the movement of the waves os presented in the
above lines.

The name of the poem is “The Incheape Rock™ The name of the poet is ‘Robert Southey’.
The waves are rising and falling without moving the Incheape Bell. In fact, the waves are 5o
small that they do ot move enough to sing the Incheape Bell. They are moving calmly
wilthout any sense of impending danger,

i) How does the Incheape Bell wam the sailors during a storm?

During & storm, the waves violently hit the Incheape Rock and the bell that is tied on the rock
by the Abbot of Aberbrothok. shakes violently making a loud sound that can be head by the
siilors ot o far distance. They then become alert that the Incheape Rockis nearby. Thus, the

sailors avoid the way where the bell ring.
1) Why did Sir Ralph cut the bell from its Moat? (2009 (W) New)

Answer: Sir Ralph, a notorious pirate did not want sailors 1o be alert by the sound of the
Incheape Bell, He wanted 1o carn money and ireasures from the ships that fatally erashed
againg the rock. He also wanted to tarnish the reputation of the Abbot of Aberbrothok.

Hence, he sailed 1o the Incheape Rock and cut the famous bell tied there,
iv) Why did ships face shipwreck near the Incheape Rock?

The Incheape Rock. a reef which was situated in the North sea. close to the coastal region of
Angus in Scotland was famous for its mfamy as causation for shipwrecks. During rough scas,

the sailors could not see the Rock. This was the reason why ships faced shipwrecks there.

v) Deseribe the legend of the Incheape Bell,




According 1o the legend, a monk placed o bell on the Incheape shore 10 send warning to
sailors about the impending danger during storms. According o the folkiale, whenever. the
bell rang, the sailors used to thank the Abbot for saving them from danger. But a pirate
named Sir Ralph cut down the bell 1o carn money and treasures from ships that fatally
crashed ngainst the ock. However, one day Sir Ralph’s ship too encountered a storm and

crashed against the rock and he died repenting.

Question 2: Read the extract given below and answer the questions that follow.
He feli the cheering power of sprng,

1t made lim whistle, 1 made him smg:

His heart was mirthful 1o excess,

But the Rover's murth was wickedness.

i) Wha was the Rover? What kind of o person was e

Sir Ralph was a rover or a sea pirate. e was a wicked ond jealous man.

() What did the Rover see” Wihat did he ask his saikors 1o do?

The Rover saw the buoy of the Incheape Rock like a dark speck on the green vcean, He asked

his sailors 1o lower the boat and row him o the Incheape Rock.

(iii) Where did the Rover want 1o po’ Why'!

The Rover wanted to go near the Incheape Rock to cut off the warming bell to <poil the Fame

and reputation of the Abbot of Aberbrothok. who has plced the bell there and 1o loot the
wealth from the shipwrecks,
{iv) In what mood was the Rover as shown in the extract? What w the extract shows his

mood? What was the mood of the Rover at the end of the poem?

The Rover was in g joyful mood in the extract. His joyful mood is reflected in the extract by

his ot of whistling and singing, At the end of the poem. the Rover wis m 2 mood of despair

and frustration,
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Question 3; Read the extract given below and answer the questions that follow,
“Sir Ralph the Rover sail’d away,

He scour'd the scas for many a day;

And now grown rich with plunder’d store,

He steers his course for Scotland’s shore.™

i) Who i Sir Ralph? What arc his intentions?

Sir Ralph was a notorious pirate who spent days looting and plundering other ships for
treasures, He wanted to tarnish the reputation of the Abbot of Aberbrothok so he cut down
the famous bell tied on the Incheape Rock. He looted and robbed the ships that crashed
against the rock and soon became rich.

1) What is he doing in the above lines?

In the above lines, Sir Ralph was sailing in his ship across the seos and plundering and
looting the wealth of the sailors on other ships. He deliberately had eut off the Incheape Bell
so that when the ships get ravaged there, he could amass all the wealth.

i) Why did Sir Ralph move towards Scotland?

Sir Ralph stecred his ship towards Scotlind’s shore because his downfall was calling him
there, Some invisible and supernatural powers working as messenger of God wanted 1o
punish Ralph for his wicked and sinful act; hence they instigated him 1o come again at the

Scotland s shore.
i) How had Ralph grown rich and prosperous?

For a long time, Ralph had been wandering in distant seas. He had been plundering and
looting many ships. In this way. he made a preat heap of wealth and had grown rich and

ProSperous.

v} What do you learn from the action of Sir Ralph?

Sir Ralph’s actions give the moral message that what one sows, s0 does he reap. The pirte
committed an evil deed by cutting down the Incheape Bell which was o life saver for seamen.

He did this for his sclfish intentions 10 hoard wealth. But, ultimately, in his death-hour, he
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needed the Incheape Bell to save his ship, but it was not there, We learn that evil deeds never

o unpunished. The evil-doer becomes the victim of his own wicked designs. He digs a pit
for others but himself falls into i,

Question 4: Read the extraet piven below and answer the questions that follow,
“But even in his dying fear,

One dreadful sound could the Rover hear,

A sound as if with the Incheape Bell,

The Devil below as ringing his knell,”

1) What was Sir Ralph’s "dying fear™

Sir Ralph's “dying fear” was that he could see himself getting punished for his misdeeds and
unconsciously wanted 1o save himself But he knew tha
iime,

it was 1oo kate and would die in no

ii) Explain the linc, *The Devil below was ringing his knell.”

Sir Ralph had eut down the Incheape Bell and it went down mio 1

he sea with a gurgling
sound. When his death hour Was tiear, be could hear

the sound of the Inchcape Bell as if the
Devil limsell was ringing if for him. It indicated thay the time of Ralph had approached.
ii) What do the above lines say’!

The above lines say thar Sir Ralph, even m his dying fear, could hear the dread ful sound of &

ringing bell which resembled the stund of the Incheape Bell but was actually the death knell,
rung by the Devil himsell. 1t seemed as if the Devil was happily invitin £ the pirite 1o hell,

w) Why did Sir Ralph meet such an end?

Sir Ralph met such an end because of his wicked deeds, He deliberately remaved the bell on
ks and he could plunder the treasures. Wrong
this world, e was, thus, rightly pumished for his immaoral and

the Incheape Rock so that ships faced shipwres
actions never po unpunished in
sinful deeds.

V) Do you agree thay “evil cannog B0 unpunished in this world™ Give your opinions on this,
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Yes, evil cannot go unpunished in this world, There's a divine power which looks upan our
setions and delivers justice to all. Sir Ralph, in the poem, engaged m evil deeds and did not
consider about vther people. He robbed them of wealth, but wiimately be died in a storm in a
shipwreck just like he made otber sailors sulfer in storms, The evil doer initially does not feel

the prick of his conscience but in the end he is always miserable.

4. TO MY TRUE N
= By Elizabeth Pinard

The poem To my True Friend' is an “Ode” written by Elizabeth Pinard. Ode is a lyrical poem
addressed to someone or something, Here in this ode the poet Elizabeth Pinard has addressed
to her fricnd. The poct has written the poem about her best friend. She describes her friend as
a true frend who kept her going when things did not look 100 bright, who always encouraged
and supported her when she felt low, who made the poet Jearn to love herself. Though they
are separated by thousands of miles, their friendship remains the same,

Poem analysis :+f Line 1 - §)
*The day | met you

| found a fricnd

And o friendship that

I pray will never end,

Your smile so sweet

And so bright

Kept me poing

When day was as dark as night”

In this poem the poet recollects her past memorics. The poet goes back 1o a day when she mel

someone and later she found ber as o true fricnd. The poet prayed that the friendship she
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made will never end. The smile of her friend was sweet and bright that gave the poet strength
and support when she was passing through  difTicult time.

(Linc 9 - 16)

“You never ever judped me,

You understood my sorrow,

Then you tobd me i needn’t be that way

And pave me the hope of a better tomorrow.
You were always there for me.

| knew | could count on you,

You gave me advice and encourngemen

Whenever | didn’t know what to do™

Without any judgement, she understood the poet and her misery and 10ld 10 get nd of .
Instead. her friend pave the poet the hope of a better omomow. It means she gave the poct
emidional support and compassion. Her friend always stosd by her. and the poet trusted her
frend. See used 1o goe advice and encouragemen when the poet didn’t know the right or

'|"|T1.|.|"|!_|,".
(Line 17 - 24)
“You belped me learn 1w ove myself

Y ow nade hife seem so gomd

You said 1 ean do amyvthing | put my ound 1o
And sinddenly | knew | coubd.

There were times when we dudn't see eye to eye
And there were days when both of us cried

But even so we made o through
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Our friendship hasn't yet died™,

She helped the poet leam to love hersell She made her life so oo, She gave the ndvice
encouragement When she was in difficult sitwation. There were times when the poet and her
friend fell in misunderstanding and both of them eried, their Fricndship had not been yet dicd.

(Line 25 - 32)
“Circumstances have pulled us apart,

We are separated by muny miles,

Truly. the only thing that keeps me going
Is my treasured memory of your smile,
This friendship we share

Is s0 precious 10 me,

I hope it grows and flourishes

And lasts unto infinny.

Sutuatson separsted them from cach other. They lived far oway from each other, In spite of
being separated by distance, the poet cherishes the smule of her fricnd. The poet speaks highly
of their friendship. The fendship that they shared wis so precious 1o the poet. Even the poet
hopes it 10 be grown and flowrished forever.

(Line 33 - 4i0)
"You are so extra-special o me

And so this to you | really must el

You are my one true friend,
My Guardian Angel.

Our friendship is one in a million

So let's hold on o it and each other.




Our fricndship hasn't yel died™

She helped the poet leam to love herselll She made her life so good. She gave the advice and

encourngement when she was in difficult situstion. There were times when the poct and her
friend fell m misunderstanding ond both of them eried, their [rendship had not been vet died.

{Line 25 - 32)
“Circumstances have pulled us apan,

We are separated by many miles.

Truly, the anly theng that keeps me poing
ls my treasured memory of your smule.
This friendship we share

Is 5o precious o me,

| hope it grows and Hourishes

And losts unto infinity.

Situation scparated them from cach other, They lived far oway from cach other, In spite of
being separated by distance, the poet chenishes the smule of her friend. The poet speaks highly
of their friendship. The friendship that they shared was so precious 1o the poet. Even the poet
hopes it 1o be grown and flourished forever,

{Line 33 - 40)
“You are 50 extra-special to me

And so this 1o you | really must el
You are my one true friend.

My Guardian Angel.

Our friendship is one in a million

o let's hold on to it and each other.
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We cannot kit this chance of pure bliss fly away
For there will never be another,

| bove you,

il always bove you™,

The friend is s extra-special to the poct, The poet finds her as a true friend and a guardian
and protector. The poet thinks that their friendship is one in o million, So she wishes 10 hold
the fricndship forever and they cannot allow such a pure happiness (o go away. Al the end of
the poem the poet expresses her deep and true love for her true friend by saymg “1 bove you. |

will abways bove you",

L= What dees the poct pray for?

Ans- The poct Elzabeth Pinand prays for keeping their friendship for all time. It means she

pravs for their never eodimg friendship,
I- How did the Triend encourage the poet?

Ans- The fnend encouraged the poet 1o keep her poing ahead when she was passimng through a

dafTicul e
3= How does the poct cherish the memory of her friend ?

Ans- The poat deeply chenshies the memory of ber friend by renenibening her sweet and

bright spule with great love
4- Why dises the poet call her Tricad extra special?

Ans- The poet calls her Fraend extra-specil becanse she = her only true fricmd, her guide and

priccior
5= What is the poct's lnal wish?

Anse The poet’s fimal wish i< that they should hold their tnendship safe and they cannot allow

suich friendship of pure joy to go away any wore. There will never be another Enendship like
her.



6. How does the poet cherish the memory of her friend?

Circumstances have pulled them apart. But the poct cherishes the memory of her friend
tenderly. She remembers the time when there were conflicts between them, they did not see

or talk 10 cach other for days tagether. She remembers the days they eried topether. But such
difference has no adverse effect an their fricndship.

7. Are the friends staying close to each other?

No, the fricnds are not staying close 10 cach other,

The line “circumstances have pulled us
apan” justifies i,

8. How does the poet value her friend’s smile? (2019 (W) New |

For the poet her friendship is a precious trensure. She wanis 1o cherish her smile and flourish
it for ever,

9. Why does she call her friend extra special?
The poet calls her friend exira special because her friend is the only person whose smile,

whose word. and whose presence brings confidence in her to go ahcad, She owes her

schievement 1o her friend, Her friend i« net an ordinary human being but a guardian angel for
her.

10. What is the poet's final wish®
The poct s blessed with a rare tricndship. Their friendship is one in a

that both will hold on 1o it and should not let
to love her friends tll clemity.

million. So she wants
the pure bliss fly away, She wishes 1o continue
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Synonyms are words having similar meaning.
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USE OF ANTONYMS
Antnnfms are words having opposite meal'liﬂﬂ
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] Forfeit Land i Relu_rn N
| Timidity | Fear ; — Em;.ra;i;e_
| Gullt.ﬁl- _ i Little o | Tiny
Careless i Inexact e | Unwise i
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Clumsy Stupid FEy -Ig_rmraT's yEa
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Gloom Injlary .E;n”;‘;nl_ <
Humility Tlmldd!f' | rres-n;iulim_-.
Gentle Compassionate it il-_.ulild_ = _-
Hure Uncivil - | Llnref:ned
lgnorant | Blumt o “ Flnugh A
Drab | Dﬂenr,nre _|. ;E;:lu.iswe- i
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MEANING

Homonym

Homonyms are two words that are spelled the same and sound the same but have different
meanings. The word "homonym” comes from the prefix “homo-," which means the same,
and the suffix "-nym," which means name. Thercfore, a homonym is a word that has the
Same name as another word, meaning that the two words look and sound exactly alike.

Elnmule

l.

Band - 3 musical group  a ring

Bark - a tree's out layer | the sound a dog makes

Bat - an mplement used to hit a ball  a nocturnal flying mammal
Bright - very smart or miclhgent / filled with ligh

Current - up to date ' flow of water

Express - something done fast ' to show your thought by using words

7 Fair - equitable / beautiful
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hind - type  carmg

Lie - torechne 1o tell a falsehood

Match - 1o parr bke gems | a stk for making a flame
Mean - average  mot mice

Pole - 2 person from Poland | 2 paece of metal that holds a flag
Ring - 2 band on a finger | comething circular in shape
Right - correct  deection oppostte of kefi

Rock - 3 penre of music © a stone

Rose - 1o huve gotten up 2 ower

Spring - a season | coiled metal

Tender - gentle | offer of moncy

Tire - to grow Gtigucd 2 pant of 3 wheel

Well- = pood health 3 source for water i the ground

Homophone

Homophones are two or more words that sound the same (wlentical pronunciation), but have
diflerent meanmps. The tarm bomaphane comes from Greek homos " [ meaning: same) and *-

phone (meanmg sownd of voce b o the word lnerally means. "same soumnd’
Faample
I Flous, (bower

Pl (moun) Ingrodeent wsed 1o make bread and cales

Fhis Fix iy sl P Cugy o flesger and |4 | T Nlagar

Flower inounl Sead-beanng part of a plant
.”. P ‘:||-:.“'||_.'r'r1,,."I Uiy AT 3 e ."'"F.'.,.Il': 'L !i'nn.rrt it hir .".l_r’h,,ﬁ_”

2 Aeat, meet

Meat (noun ) Food from the flesh of an ammal
e hoeel gty god food posoring hevaute the meal waan ' ke propery
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Meet (verb): Arrange or happen to cross paths with somebody.
[ goodnge fo mveed iy fricad of the train stotion this evening

1, Chilll, chilly

Chill {noun): Small spiey pepper o pod used in cooking.
Faovslered the Mevican Hot Pizza, but canldn 't eof the chlili an top!

Chilly {niljective): A bit cold, nol warm
P s fowgzet yousr conar! 15 a0 it chilly ot sodeny

4. Mite, hyte

Hite (noun'verh): Tear something apart with iceth.
Let's grah u bite o cat in town after work !

e {noun): Unit of measurement of digital mformation.
fera tmuny bytes are there i cach character in MS Word?

5, Garnte, gren

Crate {verh): Shred mto small pieces using a food grater
The recipe savs we meed 1o grate the cheese e the saice

Gireat (adjectvel: Large, promment, very pood
The Gireat White Shark 15 o great fumier!

. Mare, hair

Plare {noun ) Animal that kioks like o larpe rabbit
Five hare hopped treugh the woodld

Hawr (novun) Growing from the skin of lumans and sther animals
Her Favie swas v fosg that she bod 1o weer o lrpe hat py werd !

7. Deer, dear

Deer tnoun): Large animal with antlers, similar to o small elk or AOOSE,
Sume UK farmers keep deer aind broed them for their moa fvemivon),

Dicar {noun'adjeciive): Beloved person. expensive.
The wedding ving vou've chisen i o it oo dear, wy Dear!

H. Flea, M

Flea (noun): Small Jumpeng parasitic msect thal ofien lives on dogs or cats,
{canight o flea on our cat today so we 'll need 1o wankt ki with special shumpog.

Flee (verh): Hin awa ¥ or escape from danger.
After 3 manthy of hombing, the fumily decided to flee the canflict in their war-tarn city.
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Y. Boar, bore

Boar (noun); Wild pig.
We saw a boar and a tiger when we visited the local zon.

Bore (verb/noun): Make somcane bored or disinterested, a boning person,
The match was so horing that we could not watch it.

10. Mare, mayor

Mare (noun): Adult female horse.
Children often came from the village to feed apples to the old mare.

Mayor (noun): Elected leader of regional government.
The mayor cut the ribbon at the museum apening ceremony.

Single Word Substitution means certain idea or thought expressed in one word.

Phrase Ore Word
Printing using a stone or a metal plate with a completely smonth surfacs Lrimugray -
Mapping of earth and its formation Geograpny

Art related 1o ornate, good handwriting rali :g_,-_._
Sciantific s!u-:_ry of bodily diseases _.-:5-_:.1,.:;_,._‘;?r
51kil:|}' of birds : nAnoisgy
Study of celestial bodies ketronomy
Study of collection of coins, tokens, paper money etc. Numeemstics
m_udy of earth and rocks - T _g.ﬁ;,_ ==
Study of election trends ] ;;;h,p'::g

Study of flying aero pianes Lvistion
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A aowpert i oweriborig by bl
: The deewor who nltends 1o child dolivoary
Thie Ao losi welios lbosmils W0 comae i s Biviet vl Baamcks
| The doctor who deals with the female reploductive ayniom
The doctor wiho npoocializon i reot canal oo noeree froatmont
| The doctor whe stralghtonn oot
Thaer doactor wihie tresats bonie proabloms
The docior whio treits ove digoanss
The doctor who trests gums
The doctor wha treals boort prabloms
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e wiho iz all powerful
Qv vl s afl ko wing
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QUESTION AND ANSWER DISCUSSION:

1. What is Synonym? Give examples of five Synonyms.
Z. What is Antonym? Give examples of five Antonyms.

3. What is the difference between homophone and homonym? Explain it in example,
4. What is one word substitution?

LUNIT-011

N OF ENGLIS

NG OR.
SL. NO. SUBJECT
1 COUNTABLE AND UNCOUNTABLE NOUN
2 ARTICLE AND DETERMINER
3 MODAL VERBS AND USAGE
TENSES

3 VOICE CHANGE
6 SUBJECT VERB AGREEMENT

1. COUNTABLE AN

Noun is 1 naming word. It can be ¢lassified into 1wo types. These are -

. Countable Noun

1. Un-coumable Noun

h uns that can be counted by numbers are called Countable Nouns whereas the nouns that cannot
The no

he counted are called Uncountable Nouns. |
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COUNTABLE NOUNS

Use:

Counlable noun has two farms,

Singular Plural
Book Books

Mountain Mountains
Box Boxes
Child Children
Table Tables

In & senlence singular subject takes a singular verb and plural subject agrees with
plural verb.

This orange is sweet.
These oranges are swest,

Singular countable nouns are always used with a, an, another, the, this, that, each,
every elc.

Give me a pen.
Thal boy is the head-bay of the team.

Plural countable nouns may take a number o determiners like many, a few before
them.

Three thousand rupees

Many ealouredpencils

A few boys
Ordinanly piural countable nouns do not take any determiner before them,

| love swaels.

Cows eal grass.

UNCOUNTABLE NOUNS

Uncounlable nouns are always singular and they lake singular verbs with them,

Usa:

Uncountable noun agrees with singular verbs.
Silver is while.
Ordinarnly uncountable nouns do nol take any determiner before them.

Furniture looks bright. Ly
Determiners like much, a little can be used before uncountable nouns fo indicate

quantity. _
There is little waler in the jug.
| have not got much money with me.

a4



| %
| EXERCISE-1

Decide Whether These Nouns Are Countable (C) Or
Uncountable (U)

1. The children are playing in the garden. v
2. 1 don't like milk, hd

3. | prefer tea, v

4. Scientists say that the environment ic threatened by pollution, v

3. My mother uses butter to prepare cakes, v
b. There are a lot of windows in our classroom, v
7. We need some glue to fix this vase. " |

8. The waiters in this restzurant are very professional.

3. My father drinks two big glasses of water every moming, v
10. The bread my mother prepares is delicious. v

11. Drivers must be careful; the road s slippery. v

12. Some policemen are organizing road traffic to avoid any accidents. v
13. 1 bought three bottles of mineral water for our picnic. v
14. I'd like some juice please! v

15. Successful candidates will join the camp later this year, v

16. A rise in ofl prices is inevitable since there is more and more world demand for EnNergy.

17. The exercises on this websile are interesting, w

18. Dehydrated babies must drink a lot of water, v

19. Adult illiterates learn through a special government program. -
20. | met some nice people when | was walking along the beach. w

2 ARTICLE AND DETERMINER
Determiner:

Determiner is a word which limits or fixes the meaning of noun or pronoun,

Types of Determiner:

Determiner can be classificd into five types. These are -




Tvpes of Determiner:

Determiner can be classified into five types, These are -

Tahle 12 List of Determiners

Sl Type of Determiner Example Remark
No.
I | Anticle A. AN, THE An is used before
vowel sound (an apple)
2. | Possessive MY, HIS. HER, THEIR Singular- MY, HIS,
HER
Plural- THEIR
3, | Demonstrative THIS, THAT, THESE, THOSE | Singular- THIS, THAT
Plural- THESE.
THOSE
4. | Numeral {Two Types) I. Cardinal: One, Two, Three | Cardinal: Number
2. Ordinal: First, Second, Ordinal: Order
Third
5. | Quamifier Many, Much, A Lot Of These are amount
! words.
1.ARTICLES:

Articles a‘an andthe are the commones! determiners.

1.

The Indefinite Article a and an
We use a before a consonant sound and an before a vowe! sound.
Example: a pen an inkpol
a dog an elephant

We use afan before a verb when that is used as a noun,
Example : Have a look al the book.
We use afan to describe and classify,

Example: [t is anexcellent moming,

My husband is a seller.

. We use afan for generalization.

Example: a parrot will speak only what it is trained.

We use an before silent ‘i
Example: An heir (a holiday)
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H.

An hour (a hint)

The definite article the

. We use the before a consonant sound.

Example: The chair
The board
We use the with singular and plural counlable nouns.
Example: The letter
The letiers
We use the with uncountable nouns,
Example: The water
The fun
We use the before common places.
Example: She is at the bus stop.
My friend is going to the library.
We use the before nouns of directions.
Example: The East The North
Tha West The South
We use the before objects of nature.
Example: The Himalayas Tha Deccan Plateau
The Ganges The Alps
We use the before sacred boaks, famous newspapers and magazines.

Examples: Tha Gita The Hindustan Times
The Bible The Weekly
The Koran

We use the before superlative degree.
Example: He is the richest man in the town.

Which is the longest river in Odisha?
We use the before adjective used as noun.
Example; The rich are not always happy.

Omission of the .

We do not use the before phrases and idioms.
Example: Christians go 1o Church on Sundays.

People love 10 travel by air.
We do not use the before names of games and languages.
Example: My brother plays crickel.

| am learning French. |
\We do not use the before plural nouns with general meaning.

ample: Cows gal grass.
1|.|E':e dupanul use the before uncountable nouns.

E;amp“ﬂ.' Id

rink mifk.




EXERCISE-2

Fillin the blank with appropriate determiners wherever necessary, A blank space which doas
not need a determiner, pul a cross (X) over there,

Itis greal fun being

1. aclor,

2. The labouress go to work In ____ moming.

3. Heis ____ one eyed man,

4. Sheneeds___ rest.

3. Mr.Mohantyis _ MLA.

6. night fell,

[ man knows this.

8. You should do _ work or the olher,

9. |spent _ money | had.

10. We do nol have ___ rice in our slore,
EXERCISE-3

FRhf b hm e A= e wE

Complete the following sentences. Use is/are in the blanks. Add a/an where

necessary,
1. There ___ while parrot in the cage.
2. There __ inkpot on the desk,
3. There heavenly bodies in the sky.
4. There rice on the plate.
5. There umbrella in my father's bag.
6. There no girls in our NCC class.
7. There ___ milk in the umbler,
B. There __ eggs in the refrigerator.
9. There snake in the box.
10. There _____ old man in thal collage.
Y VERBS AND USAGE

Verb is the function or action of subject. It can be classified into two types. These are -
I, Auxiliary Verb
1. Full Verb

The auxiliary verb can further be classified into two types. These are -
I,  Primary auxiliary
(. Modal auxiliary

Modal verbs are auxiliary verbs, These verbs are used as the first verb in a sentence.

herefore all modal verbs are finite verbs. (A finite verb s the first verh in a sentence which
¢

shows tense and time.)
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There are 13 modal verbs wn English. These are!

Tahle 4: Usape of Modals

Sl.  |Listof | Meaning Time | Example
b1 Modals
1| Wil Futurity Future | Will you come tomorrow?
2, | Woukld Polite reyuest Present | Would you please pass the salt to me?
3. | Shall Futurity Future | 1 shall finish the work next week.
4. | Should Obligatwon Present | You should uhi:}' your parcnis,
5. | Can Ability Presemt | Ramesh gan it the box
B. | Could Past ability Past | Gopal could walk ten miles in a day.
7. | May Asking for Present | May | get in Sir?
Permusswon
5. | Might Possiilny Present | Alok might tell lies.
i Ulsesd 10 Past _'1'|h||:||!.' Past He pze I {1 dliy exere IS0 !l'l.ll"l-'l'lg his
Schooling doys.
10| Must Surety Presemt | Gokul must participate in the event.
PE | Ought to | Moral obhigaton | Present | You ought 1o respect your teacher.
12| Newd Desirable Present | Parents pesd not curtail freedom of
children
13| Darc Show courage Presem | Dare vou dio this?

N B Both Need and Dare are used i negative and interrogative sentences.

EXERCISE-4

Fill-in the blanks with appropnale modals

O U B ) B) =

==

0D on

They

The old man is honest He

stop making nuisance. (shouldn't, wouldn't)
pay you back. (could, will)

| do this for you? (shall, will)

We

Fish

The sky is stormy | T

obey our parents {should, ought to)

swim_ (can, could)
rain to might. (may, might)

| bebackby7pm n (vall, Would)
| go to the field, sir? (can, may)

It stopped raining. You __

‘NSES
4. TENSE

Tense usually undicat

Ny
[

.ﬂﬂ-ﬂ th{: ik

n pme. 1w

aking I = call
1.""I *l'""'lh “1: h
me of q\fﬂi«lﬂﬂ- W

carry an umbrella. (must, need(-ve))

s the time at which an action takes place. Action and evenls take place
has three broad divisions. We talk about action which takes place at the time of
ol the present time. We also talk about action which takes place before the
« called past time. Lastly, we think about action which may take place

- call 1t the future time,
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tense aid time are same ting and con be used interchangeably: however it is actually not
nght,

LTimwe nid_Tense

Time is classifiesd into three types, These are Past, Present nnd Future, Tense is classified
o two types, These are Past wd Present. In past tense comes past time; ond in present
tense comes both present time and past tine,

Exn mple

I The Sun rises in the enst, (tense)

o

. Children are playing, { Tense)

3. Lam reading now, (time)
4. Will you come tomorrow? (time)
Tonso Form Examplo showing verb form
Sumple Presen! Ha willes slones,
Present Present Progressive He is wriling a story,
tarme Presenl Parfect | He has writlen a story.
Present Perfect Progressive | He has been writing a story since yeslerday,
| Simple Past He wiole stories.
Past Tense | Past Progressivo He was wiiling storles.
Past Perfect He had wrillen a slory,
= “Past Perfect Progressive | He had been wniting slories,
| Fulure Simple He will wiile slones
Future Time | Future Progressive He will be witling slories.
Future Perfect He will have writlen stories,
“Future Perfecl Progressive He will have been wriling stories.
e,
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{x (A)Simple Present Tense form:
\3 | Subject + verb(Bareform|
\ (B} Simple Past Tense form:
%, |I Subject+verb(past form)
% | (C)Present Progressive Tense form:
’%\ | Subject + is/am/a re+v-ing
N |
% | (D)Past Progressive Tense form:
I
% || Subject+was/were+ v-ing
% | (D) Present Perfect Tense form:
§ | Subject+have/has+ verb{P.P Form)
) ( (E) Past Perfect Tense form:
b. || Subject+had+ verb{ P.P Form)
)

(F) Present Perfect Progressive Tense form:
5 { Subject+have/has+been+y-ing
0 (G)Past Perfect Progressive Tense form:
’ Subject+had+beentv-ing

(H)Future Simple:

Sub+will+verb+obj.
(1) Future Progressive:
Sub+will be +v-ing+obj.
(1) Future Perfect:
sub+will have+v3+obj.

(K) Futuré perfect Progressive:
ing+obj.

| sub+will have been +v-



ACTIVITY

Fill-in the blanks wilh appropriate tense forms of the verbs given in the brackets.

He

O NOGOAWN

They

The child

We ____ in your native village. (stay)
They guitar in the function, (play)
She for a conslruction company. (work)

The teacher while the students_______. (dictale, wrile)

oul since one week. (be)

finished the task. (finish - add 'already’).
When we the stadium, the malch . (reach, start —add ‘already’)
dance since morning. (praclice

3. VOICE CHANGE

Both active and passive are two modes of expression.

Difference between active and passive
SL Active Passive
No,
L. | Agent is the doer of action or the main | In passive sentence, the object of active
part in active senlence. scntence comes (0 the subject position.
2. | In Active sentence, subjeet 1s the main | Here, necessary verbal change oceurs.
part,
3. | The verb s arranged as per the subjeet | In most of the passive sentences, the use
of By phrase is optional’ is omitted.
4. | All active sentences cannot be changed | However in some sentences where the
it passive. Only those active agent is -
sentences can be changed to passive il | (1) A wriler. poet, scientist, painter etc or
the verb is framsiive (ransiive verb (1) An indefimte person
lakes obpect with ) In that case. By Plirase s used.

passive Structure (Explained through examples)
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sl Tense Form Active Passive
g I [ Present Simple I do the work. Fhtwockiis e iy poc).

5 Present Progressive 1 am doing the work. The work is being done.
"_'_rr._li;u:m Perfect 1 have done the work. The work has been dope.
T Past Simple 1did the work The work was done (by me).
._._.—-?- Past Pro o | was doing the work. The work was being done.
T Perfect | had done the work. The work h:ud been done.
___.___-It_l_P;LL.[_I:.mﬂ [ shall do the work. The work will be done (by me).
7. Simple Pl




8. | Future Perfect | shall have done the work, | The work will have been done.
9.| Imperative Let*s do the work. Let the work be done,

ACTIVITY

Change the voice of the following sentence

They elected him their leader.
Are you wriling a letter?
She will write a poem.

He did nol buy a book.
They are eating.

oA -

Subject-verb agreement means that a subject and its verb must be both

singular or both plural:

- A singular subject takes a singular verb

- A plural subject takes a plural verb

Rules of Subject-Verb Agreement with Examples

The concept of subject-verb concord matters the most when using the present
tenses, The simple post and simple future tenses have the same verbs used
irrespective of the subject in the sentence. Knowing ond following the rules of
subject-verb agreement will help you write error-free sentences. Go through the
following rules and also go through the examples to understand how each rule is

applied.

Rulel

The first rule is what we have olready discussed - the use of a singular verb with a
singular su bject and a plural verb with a plural subject. The subject can be a noun
a pronoun of even a noun phrase. if it is a pronoun, the subject-verb agreement is

done with reference to the person of the pronoun,

For example:
achel spends her frae time listening to music, I[Smgulur subject with singular verh)

aigine and Kurt play the piano. (Plurol subject with plural verb)

he likes 10 hove o dessert ofter every meal, {Third person singular pronoun with singulor
. She _

subject}
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Rule 2

Whats uning the ‘b’ lorm of varos, there s an axceplion. in this case, the verb is

LERE L W Tl orehing to tha number and parson of the EUh‘}‘E'ET_ Chack out the Tﬂﬂuw;nq
toakabo Vi v vevwy 1 works wilh dillarant P ONoUNS.

-
Powmi s Pronoun Varb hurnph

Viret porson singulor

I om 1 am conlident
Firat peveon plyre Wo oro Wo are conlichoni
wacatd person shngutarn[plurol Yo aro You are conlidon
Thired porson singuior Ho i% Ho iz confician!
Sha s Sho is condicion)
It 5 i1 is amazing
Thitdd person plurol Thay are Thay ore confidont
S ¥

* 1."[!|'H|llrl".-|:l- Vi TEn (WA o =.-'-I:|": otrhet MRS [:n{l PN L .;"l"l"i_'-d".l ‘l."F Thjtﬂ ﬂﬂp‘llﬂ'& 1}_“1

LOMTWY WO S oven with simiple FJ‘.'.I-S[ [ LOUS ﬂf'ld PAs! CONNUOLE ONLoE
WHGN e b

are usedd os the prncipal uerhf':u-wr-.g vl Chieck oul

thir tollowing examples to understand
= 8 F TR
™ e i . " ‘I .
s G Yy t i i fergl oy
& NF '] 1 A L bk |"'|:'|-"""|'|'I'.
o VWEE RN T TONT DOOE By Budyind sipling
Rule 3
e wse ol 'hove and 'has i the preosent gl tense, the present porloct
7] « onc Qs a

1h 15 also dependent on the subjoeck. All singulal
< hiects use 'has and all plural subjects use 'hove

For eapmple

haye O youngor Drothor

L

v harve toEOn Tha wiong Cul
i L ud
. Swotha hos o pat 0og

yilliam Shal cspeare has wilton around 37 ploys
Y 11T Tae B !

£y QS DOPN WOIING 10 11k 10 you about the test rosults
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Rule 4
Compound sublects combinad using the conjunclion ‘and” take a plural verb.
For exompia

* U oG fo0hT Ore-on Ther woy 1o the orport
* Lo S O Aicst hove compiereg e Sssesemonts.

Rule 5

When more than one noun i joned by the conjunction ‘o', the subject is
Cons:Oered to be singuiarond o singuiar verbis used.

For exampie:

3
iy O NG 0NN wores fing

Towr s O OO0 S 0 B Barg i ey awur
Rule 8

"t' o 3 o gy
SENIENCES With pronourns sue 1 35 anyDody. onyone no one, somebody. someonea,
=, e i — L] —. i
tharelore usea s Nouiar vers

For evampoie

Rule 7

FOr sBntences usng SINet.or ang nether_nps

Ife verp shoulg agree with the

NOUM OF Dranoun Ihat comes [ust beforeit

F o T2 A e

- i il M gy o OOyl

T . o e T FSn P e T e g m s ™ *
o O OO OF I STusenis Rove 10 1048 an mitatve 1o keep the CEISZrOOm Claan
o NQINOS IV CHASHEN IO IRE DOONTE 10 BWOTE ©f The Sonscquencos

Rule 8

hen senlences have subjects ke police news. sCissors. mathematics. etc. {nouns

thigt afeé piuia by defoult), the verb used shoula be plural

For awaQmpis

Pag Ve = f ..'J':“'“-.“"E"f:f@'.*.x“i".’ £5e s TR pnilsro .

s The RS . Mok
e hove been loobng for the cuprits

a Tk e 1T



Rule 9

When a negative sentence is written, the "do’ verb is used and it has to match the
subject.

For example:;

* The children do not like working out trigonamaetry probloms
* My father does not work ot tho bank onymor

Rule 10

Interrogative sentences also toke the help of the ‘do’ verb, As lar as the subject-
verb agreement of interrogative sentences is concerned, the first verb (‘be’ verb o
do’ verb) has to be aligned with the subject of the sentence.

For example:

* Do you read thriiler novels?

= Doesn't she know you already?

* Is Tina hapgy with the new house®

* Were you lecking for me?

* Haos sharon submitted her linal project yot?

Rule 11

When you have sentences that Degin with ‘here’, thate this’, 'that’, ‘those’, ‘thase’
elc.. always remember thot the subject follows the verb and therefore the verb has
to be conjugoted with reference to the subject

For exomple:

= Here ig your boos
e There lios your shirt

« ThO! wos.o greal movie
Thore Rove boen many changls in ihe imolabio

Rule 12

1ot nouns ond uncouniable nauns are considered as singular subjects, so
(e 1?: 5;_“,3 you use a singular verb along with it
ma

For example:

post poicy.
ple do crozy Things.
koops your ming and body healthy,

. Honosty isthe
o LOVE makes ey
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Rule13

When the subject refers to a period of time. distance or o sum of money. use a
singular verb.

For exarmple:

= 1257 kilornetres is100 long for us to travel in hall o day,
* 10 yoars is not considered optimum 1@ go on the woter slide.
* Don’t you think 1000 rupees is a little too much lor a portrair?

Rule 14

The next rule is based on the use of collective nouns os subjects, Remember that

hen you have o collective noun as the subject of the sentence, the verb can be
singular or plural based on the sentence and the context.

For exa mple:

* My family is sottled in Australio
* Al groups of porticicants have arived

Rule 15

Inze
ntences that have adjectives such as ‘olf, ‘a lot of, "lots of or 'some’ are used

F"““Q with nouns to form a phrase that acts os the subject of the sentence, the verb
"5 used occording to the noun just before it

For example:

* Allol my dresses have bacome hight
= 4 jofof food iz el ous
= Somgof the bools are tom and domaogod

Rule 16

When a sentence begins with ‘each’ or ‘every’ as the subject, it is considered
singular and so the verd hos to be singular too,

For example:

o Fach student has bagn csiod 1o proveds O consont lotter

. “E-]-:mc."lf."? pﬂrﬂﬁf gnd studont 5 ospected 10 work togothos

Rule 17

n vou ore using a 52 nlence to exprass o wish or a sentance expressing a
sl ?I arbs are yeed a little dilferently from other sentences,
request. v

Fourl &ud nﬁ,[}lE:

fish ! weroa bird

o e here. 1 We
veryens

Ll

uldd not be sad.

. IHyo ok their choices now

we rogQues tanses Lo learn how verbs are conjugoted

article on



Supply suitable verb in agreement with its subjects to fill-in the blanks.

0w~ AR LN -

ACTIVITY SET

Petroleum ____ a natural resource.
Either he or his wile _____ made this plea.
Such information __ enlertaining.
The lady with her children ____ waiting al the bus stop.
The thirds of the temple ____ in twins.
Neither of the syslems ____ perfect.
Twolitres of oil ____ not a big quantity.
Twoand two ___ four,

These glasses ___ nol mine.

UNIT- 4 FORMAL WRITING SKILL

LEARNING OBJECTIVE:

S N0, SURIECT
2 NOTICE WRITING
3 FAGENDA WRITING
i CREPORT WRITING
|
g LAYOUT OF PERSONAL LETTER
# FORMAL LETTERS
7 | BUSINESS LETTERS
5 JOB APPLICATION
Y CURRICULAM VITAE
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1. Paragraph Writing :

A Paragraph is usually a written or printed text consisting of several sentences dealing with a
single theme, Therefore g paragraph is never a loose collection of sentences. It is o systematic
collection of particular theme or idea. It is a complete whole in itself. It cannot be sub-divided
into small fractions, Paragroph is a group of sentences thot talk abowt a topic or an
idea. The first sentence in a paragraph talks about the main topic. The next few sentences

give the details about the main Topic. The final sentence sum up the main points clearly.

Describing:

1. Place: key points to be covered

o. Mame of place

b. Geogrophical locotion

<. Reason for populnrity

o, Sight scoing

=, About the Poople and fiaod.

. Porsonol view.

2. Person: key points to be coversd

. Mame of person, ape and plivsical nppearance
. Hali

. Wlornl values

d. Imtelleciual think g

3, D¥hjoct: key paovnis B be eovered

o, Appoarnneo

b. Place where you find tlve abject

. Function

i, Ment and demerit

4. [Sifwumiiom: ].u:-r_-:,.' p-ninl-. fo b coveree]
n. whend dotepwhered place hwhvl reason )
b, Feartures

e Brep Underokon

d. Mermt and demeri

5. Incident: key points 10 be covered

a9




E - - _—

T

e

When wiml Wheie
Pliwsn W boneboletann Dugagansioal
Shep vidontmhen nlber i bilom

COvenll view

Uity ol thowgla
Varlety

Ularny
Coheremee

| ength

Unbiy of ihoughi-<= Allihe sentences shall revirlve uriund the lopie sentenee 1o maintain the

it o thwigehit i the pacgeeaph. No innecessary details should be allowed 1o ercep mto the
prskngernply

Vartety=== A vancty of compr, clear aml simple semtences should be used to deseribe various
horiight sobonat thie griven bopue. Dhoe care shoukd be tiken that all the sentences should be free

faniti el weal earin

Clapiiy—=-All the wleas mast be properly oroiged andd well connected 10 each other 1o make
the paragraph an s whale

Coherenee— means that the dilferent idens shoull Mow on some set of pattern. The
sentences shoull not be arranged moa balf bazand manoer . There should some orderiness in

the arrmngerent ol sentences

Lengih= There v oo such Dt for the length of the paragraph. [t may vary from 150 10 300

wesrdds, Dt o stdent should nlways stick 1o the preseribed word Timit. Restriction should be

snpeescdl o e so Gt aowell neat paragraph can be writlen.




STAGES IN WRITING A PARAGRAPIH

l. Choice of the Topic

2. Collection of Ideas

3. Beginning of the Paragraph
4. Arrangement of Sentences
3. Choice of Language

6. Concluding the Paragraph

7. Length of the Paragraph

TYPES

l. Person: key points to be covered

a. Name of person, age and physical appearance.
b. Habit

c. Moral values,

d. Intellectual thinking.

Il. Object: key points to ba coverad

a. Appearance.
b. Features.

c. Place where you find the object,
d. Function.
e. Ment and demert,

. Place: key points to be covared
a. Name of placa.

b. Geographical locaton

. Reason for populanty.

d. Sight seeing.

a. Aboul the People and food.
{. Personal view.
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il

IV. Gonaoral topic: key polnts {o bo covered
a. when(date where{placo why(reason)
b. Features

€. Slep Undertaken
d. Merit and demerit.

V. Incident: key points 1o bo covered
a. When and Where,

b. How the incident happened
c Step undertaken aller incident

d. Overall view

DESCRIBING PERSON
OUR ENG. TEACHER

Miss Diptiprajwalita Rana is our English teacher. She i young, attractve, tall and smart and of

about 24. She has a pleasing personality with a cheerful disposition, Her very presence miakes

the atmosphere lively and vibrant, She has o unique way of teaching. There by never a dull

moment in her class. She has the capability to arouse and sustiln our interest in learming

activities and skill. She pays individual attention 1o individual difficulties s woll, She ensures that

we are able 1o fallow the lesson and grasp i fully whitewer she Weaches, Her amiable nature has

an universal admiration antd respoct from thie stodent and her calleagues as well, Sheds a true
W wall «

{riend, philosopher and puide and a real tarch bearer Tor all ol us.

YOUR BEST FRIEND

ripnd. He is 159 cm tall, smarl wiell Bt and Breautiful, Though his complexion

Bablu is my best | N
little bit dark, his intellectual superionty, charming manner, winsome smile and bright eyes
L] {§ ¥ X

, ' npers. His
: s his classmates, He exercises 3 peacelul and sobering § fiect on mischiel mong
iIMmpresse
; : ¥ 5 . He oo

ance is vibrant and olectrifying. Both of his parents are jeac hers by profession. He
very pres
s thal
ts to follow their {ootstep. | can rely en her all my problems, worries and tension
5

n
., machine, he offers practical solution

s, whereas | am

erturb me and deprive me of rest and sleep. Like 3 wonder
pertu i " g
Il my problems. He takes active and healthy interest in €o- curricular activitie
to all my %

en wi are very close friends.

confined to the books only. Even th

pPARA RAPH ON NTS
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1 The Annual Day Celebration of your Schaol
The Annual Day Celebration of your School

The Annual day and prize distribution ceremony of our school w

this year. The state education minister was the ¢hicf guest of th

as celebrated on 5™ January

e ocension who was received

by the principal and oflier stofl members. He innugurated the function by enlightening the

lamp. The function began with the invocation of Goddess Saraswati. Then the principal read

out the annual report, Then the chief guest honored the meritorious students with medals,

certificates and prizes and eminent sportsmen also awarded with prizes. In his brief and

inspirational speech the chief puest exhored the students 1o

perform well .t was followed by
the cultural programme

prepared by the students, The function ended with the singing of
National anthem,

PARAGRAPH ON INCIDENT
Demons tration By Women

While retuming from school yesterday  afiernoon,
Housew

| came across a group of women,
ves from all sections of society and some political activists had orpanized a
demonstration to register their annoyance and protest against the recent price hike of LPG
and other petroleum products, They carried placards and banners with catchy slogans. Some
of the women seem over enthusiastic. They shoured voeiferously LAs it was a hot afternoon,
the weather took its toll and some of the volunteers collapsed under sunstroke and

dehydration. They were rushed 1o the nearby hospital but the march of protest went on.

PARAGRAPH ON PLACE
YOUR SCHOOL

The name of our school is Sakuntala Sudarshan Institute of Technology

[t was set up in the year
2016 by its founder Er Susil Kumar Sing It is located in Kalakad on the way to Karanjia

Mayurbhang. It is one of the top ranking Engineering school in North Odisha. It has achieved a
rich identity .It is the best destination for innovative en Eineering aspirants. It is known for its rich
tradition; high values bestowed upon it by its fonder chairma Er Susil Kumar S5ing and the
principal Er. Manas Kumnar Baskey. The institute inculcates in students the skills to become
effective [earner, critical thinker, and responsible citizen who will be able to meet the challenges
in future. The students have ample prospects to perform well and to excel in their chosen field. It
is equipped with good infrastructure and highly qualified and experienced faculty members. Its
sharp focus on quality education and training has turned it into premier institute. In short SSIT

Polytechnic stands tall as one of the best institutes.
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Notice Writing

A nolice is a very important form of written communication which is used 1o announce
functions and events: to issue public instructions; to make appeals or 1o intend invitations.
The information which is given in the notice must be written in a clear and lucid style using
casy to understand language,

An effective notice will usually include the following

I Name of the organization, institution or office ISSUing it,
2. Dute of issuing the notice.

3. The word “notice*,

4. A suitable description, eye - catch ing caption, or heading.

3. Purpose for which it has been written: calling o meeting, drawing attention, making an
appeal or nforming gencral public etc,

6. Detail of schedule [date, time, venue, program, duration efe.] in case the notice is about an

evenl.

7. Signature, name of designation of the person issuing the notice.

Important points 1o remember

I, Notices can usc capital letters for details such as names of organizations caption

or an imporiant detail within the messape self,
2. The date of notice should be placed at the top lefi,

3. The entire content of the notice s centred within a box,

4. Complete sentences need not always be used in all types of notices. Abbreviation sand

symbaols can also be used.

5. Marks arc deducted for exceeding the prescribed word limit. [ie. 50 words for the body

of notice].

Value points to be included in o notice for meeting or events
I. Date 3. Venue

2. Time 4. Purposc

5. Specific instruction




MPI*M

Telephone no.

——___Website:

5L Nao, r.'Il'lt ]
[ = ale Time Venue
s ll'm'
; = 2.1. 2021 (10-11) a.m Seminar [Hall
- hl’l:f
1 V12021 (10-11) a.m Seminar Hall
: -.Uuu ]
— ! — 4.1.2021 (111 am Semunar Hall
| Engluh Debate §
— ey 212021 (10-11) am Seminar Hall
_ _;'"F'*:-hl-ﬂ! 61 2021 011 am Sennar Hall
- h . 1”!._'[_! bt 1 (1 yam Semunar Hall
___. (§ 1ITY 191 X0 (1) am Serminar Hall
i T —— —_— :
I "n W LHI T 02 (11 yam Semunar Hall
LY Y iy L1 i | ] il % i
. ewgn from Wase | L1202 (111 am Scminar Hall
L Satcrual ]

50 thowr who are interested to participate kindly give their names on or before 24th December

2020 to student adwvisor

Principal

SSIT, Polytechnic, Kalakad, Karanjia, Mayurbhang
NOTICE:

L'tkal Universaty
Vam Vihar, Bhubaneswar

4* Feh, 2021 Ref No
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An advisory meeting is going to be held at 10 am on Monday, 8TH Febroary 8t the

conference hall, first floor of (he mamn building. All members are directed to attend the
meeting without fail,

Viee Chancellar

Agenda Writing

What Is an Apenda?

An agenda is a list of sctivities 10 be done in an ordered sequence. In mectings,
business agenda refers 1o the activities and topics that need to be discussed or

performed at a particular time or the things to achicve during a meeting. The agends is
also used to determine the goal of a meeting.

What Should Be Included on an Agenda?

Almost all business follows a similar format of an agenda to run their meeting effectively and
ensure that it stays on time. To make your meeting as efMective as them, include these things
m your agenda or download our printable agends here 1o make evervthing easy for

Yol

_ The title of the agenda. The titles are imponant in any agenda example as it can be used as

identification.

The objective of the meeting, The objective of the meeting should also be included in the
meeting to remind the participants about what the meeting is all about and what it hopes ta
achieve.

The topics and/or activitics. The agenda should list all the topies or activities to be
addressed in a meeting.

The time allocation. Every topic and /or activitics must have a time allocation so that it will
be followed accordingly.

Call to action. The agenda should have a call 1o action that significs the start and end of the
meeting. Easy Steps to Writing an Agenda

~ Write the title of the agenda,

| Followed by a who, when, and where information.



Wrnte an overview of the meet ing

[hﬂllllf ”‘K‘ hlfl'l.'l ail i meiiwithes i gIve a sl Ticwenl ﬂ"-l.bﬂl!ll imie,

Add extra matrctons

Check for e

Lasout of an Agenda

Agenda can either be drawn up and circulated 10 oll participants before the meeting or they

are to be agreed o see those i the actual mecting. In a formal meeting the first method is
fol ks el

Lommon Agenda ilems

L Apologes for absence

i Minutes of Last mwectmg

me Achon laken

Apologices for Ahsence-

wel very mecting should start with a mete of participants who were unable o aftemd.
veess Thew shoukd notify the cluar that they are mol alteraling

Minutes of the last mecting

v review of the mnutes of the last meeting coentwl o that all the partcipants
agree to the bsucs of sujpes! any gimeped ment

Aetwin Taken

Generally the decion and actions taken of the List meeting also form a routine of the
LR

specific Topic
Now the mecting comulers the imgwirtant pognts fir discimsion. Some of the 1opmcs

shoukd be finances, promotion. appontmernts, new prajects elc.
Concluding Topic
The final sems of agemda are
1. Date of the next mecting

2 Any other msucs

b7



Date of the next meeting

It is helpful to remind the panicipants the dote and

venue of the next mecting, This helps
them to say if they will be at the pexy meeling or not.

Any other wssue—

This is the time given to the participants to Fise any minor issues not included in the agenda,

To do so panicipants shoul wbtain from the chair.

They should not rise important issues
like discussing finances and

other business proposals,

Tips for Writing an Apenda

Create the agenda three or more daws or even weeks before the actual mecting. I gives

You maore time i preparing the agenda and gives enough time to cover all the important
information,

Selup a standard meeting agendi. The meeting apends includes progress updates,

upcoming milestones, and a list of people who will not be around in the next few weeks.

Consult the 1eam Gy mput from the team showt what needs 1o be addressed and

discussed,

Write all the impotant information. The topies, petvitics, updates wnd time must all be

present in the free agenda,

Follow a stamdard and well-structured agenda, The agenda must be understood by

everyone who will read i,

Distribute it before the actual meeting,
Sample of an Agenda for Annual Function:
Spring Fest Date -16,03.2020),

Arrival of Guest - 10:00AM
Lamp Lightening - 10:05AM

Opening Song - 10:10AM




Welcome Specch - 10:15AM
Speech by principal - 10:25A4M
Speech by Chief Guest -10:40AM
Prize Distribution - 11:00AM
Vote of thanks - | 1:20AM
4.Report Writing
Key points for writing Repon.
. Give a hold and catchy heading/title,
2. Name of the reporter.
3. Split the report in 3-4 paragraphs [content],

4. Para 1- Begin with the name of place [eit] along with date of report. Brief introduction of
the incident answering the questions who, what, where, why.

5. Para 4-concluding remark regarding action taken or the news,
6. Put the report in a box.

7. Use past tense as report are written afier the event is over. Use of passive voice is

recommended.,

8. The language should be simple. lucid yet meaningful, formal and grammatically correct,

9. Do not exceed the prescribed word limit [100-125 words]. Value points for news report.

I. Catchy headline expansion of headline in the first sentence itself highlighting what/ when/
where.

2. Give reasons, if any/motive,

3. Details in bricf,

4. Evewitness account

5. Casualtics, damage, ete.[if any].

6. Action taken
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7. Relief measures

8. Conclusion/comments

For culture/sports cvents

I. Occasion/ organizer/sponsor, eic,

2. Date, venue [time optional).

3. Chief Guest [ special invitees,

4. Objective and main highlights of the program me.
5. Prize distribution [ Annual report, [if applicable].
6. Message by chief guest / dignitary.

7. Vote of thanks.
8. Overall response.

REPORT WRITING

Report Writing:

A report is wrilten for a clear purpose and (o a particular audience. Specific information and
evidence are presented, analyzed and applied lo a particular problem or issue. The
information is presented in a clearly structured format making use of sections and headings

so that the information |s easy lo locate and follow.

When you are asked lo write a reporl you will usually be given a report brief which provides
you with instructions and guidelines. The report briel may oulline the purpose, audience and
problem or issue thal your report must address, logether with any specific requirements for
format or struclure. This quide offers a general introduction to report wnting; be sure also to

take account of specific instructions provided by your depariment.

Kay points for writing Report.

1. Give a hold and catchy heading/title.
2. Name of the reporter.
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3. Spit the report in 3-4 paragraphs |content].

4. Para 1- Begin with the name of place [¢it] along with date of report. Brief introduction of
ihe incident answering the questions who, what, where, why. In case of report for school
magazine date and place need not be written.

5. Para 4-concluding remark regarding action taken of the news.

. Put the report in a box.

7. Use pasl lense as reporl are writlen after the evenl is over. Use of passive voice Is
recommaéanded.

B, The language should be simple. lucid yet meaningful, formal and grammatically correct.

9. Do not exceed the prescribed word limit [100-125 words).

Value points for news roport.

1. Caichy headline expansion of headiine in the first sentenca itsall highlighting what/ when/
wherne.

2, Give reasons, if any/malive,

3. Details in brief,

4, Eyewilness account

5. Casualties, damage, etc [if any).

B. Action laken

7. Rediel measures

8. Conclusion/comments

For culture/sports events

1. Occasion/ organizer/sponsar, elc.

2. Date, venue [ime optional],

3. Chief Guest | speaal invilees.

4. Objective and main highlights of the program me.
5. Prize distnbution | Annual report, [if apphcable].
6. Message by chiel guest / dignitary

7. Vole of thanks,

8. Overall response.

Sample Report writing.

Prepare a report on a road accident

TRUCK HITS MARUTI: DRIVER INJURED

Noida, Movember 13 A horrific head on collision between a truck and a Maruti car
took place near Nodia 12km from Ghaziabad at 10:45 pm. The driver of the truck
lost control and hit the Maruti car. It is reported that while Maruti car was coming
from opposite side at the high speed, a truck whose driver was drunk came from
the opposite direction and dashed into the car. Both the driver violated the speed
limit which led to the accident. The driver of the Maruti car received serious head
injuries and was admitted to a nearby hospital, The accident led to lot confusion
on the road. Since it happened on the highway, there was a long traffic jam. The
Nodia Police came and helped in clearing the traffic. Within two hours the traffic

TA




was brought under control and vehicles started moving smoothly only after

removal of the damaged vehicles, The police have registered a case of negligent

and rash drivinp against both the drivers.

By Alex Desouza

PRACTICE SET

1. Your branch has paid an Industrial visit, As closs representative, wiite a report regarding this,

SECTION-E: WRITING PERSONAL LETTER

These days, wo do nol write lelters but il s sl important to learn how lo wnle a good letter,
A letter must have the lollowing parts.

Your address.

Leave one line

Dale

Leave one line

Greetings(Dear Sister/Mother elc )

Leave one line

Body ol the letter

Leave one line

Closing phrase{ycurs lovingly elc.)

Your name.

Leave one line

Your Name

FREeESfIOTMMOoOORF

Sample letler

Wrilte a lefter lo your lriend congralulaling her on her success in the examination and note
the different parts.

Qrs. no: BM03,.Sector-T
Rourkela

6 January 2020

Dear Adili,

| am very happy indeed lo hear lhe news of your brillianl success in the examinalion. Il is
especially more joyous as you have passed wilth distinction in most of the subject. Please

accepl my warmes! congralulations, My parents loo are happy lo hear the news.

Your success was expected as you have been a brilianl and sincere studenl You have
brought real credit to your school and family. Congratulalions once again.

Yours lovingly.
Anisha
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PRACTICE SET

1. You are Anjali you gol a birthday gift from your brother now write a letter to your brother
thanking him for the gift.

FORMAL LETTERS
(Application to Hostel Superintendent/ H.0.D/ Principal/ Librarian)

Formal Letters (Application to Hostel Superintendent/ H.0.D/ Principal/Librarian)

A formal application must have the following parts.
A. Your address.

B. Dae

C. Receiver address

D. Subject

E. Greetings ( Respeeted simmadam))

F. Body of the letter

G. Closing phrase (yours truly/ fanthfully ¢te)

1. Your name.

Write o sample application to the lostel Superintendent/H.O.D of your stitution for

granting you sick leave for a week and note the different parts of formal letter,
The Hostel Superintendent 1LO.D

XYZ Govt. Polviechme

Bhubaneswar

Subject: Application for granting sick Jeave for a week.
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(0 -
, k Sir/Madum,

With due respect | would ke 1o bring 10 your kind information that, | am Saerens

Verma o student of §* semester IT branch, as | am suflering from eye-sore and the doctor
has advised me nol 1o undertake any work relation 1o reading and writing for @ period of one

week . A medical cenificate i enclosed herewith

Iis, therefore, requested that | may kindly be granted sick leave for one week from 2™ o ¥*
November, 2019, For which | shall be grateful to you,

Thanking you.
Yours Faithfully,

saxens Verma.

Writc an application to the Principal of your schoal requesting him for your school leaving

certificate.

The Principal.

Govi. Boys Senior Secondary School. Mallanwala

Subject: Application for ssuance of school leaving cenificate,
Sir,

| beg to inform you that | am XYZ o student of class IX-B My fsther, who 5 a
Central Government employee, has been transferred 10 Bombay on promotion. We have

to leave for Bombay after a week.

Go. | shall be thankfisl if you kindly issue me a school leaving cemtificate to ensble me to take
admission in a government school at Bombay for which | shall be prateful to you

Thanking you.

¥ ours obediently,

ABCD
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Write an application to the librarian of your institute to exempt a fine impose on you.

The librarian

S5IT Polytechnic

Karanjia

Subject: Application for exemption of fine.

Sir,

I would like to draw your kind notice that | am Alina Kujur a student of 2 semester

Mechanical branch, | had issued a communicative English book on 20thFebruary and date of

return was 2thmarch but as | was suffering from high fever | could not return my book on due

time. hence 1 have been imposed a fine of Rs 200,

Therefore. | request vou to be kind enough 1o consider my situation and exempt a fine

imposed on me for whieh | shall be grateful 1o you.

Thanking vou

Alina Kujur.

BUSINESS LETTERS:

{Letters of Enquiry, Order, Execution, Complaint and Cancellation)

A business letter is a formal letier, It must have the following parts,

A, Your address.
B. Leave ane line
C. Date

D. Leave cne line
E

F

G

H

O ¥V U U OowveEeEFUoOv VYo PrerreyuoryYuowreyyvwy vy

o

. Receiver address
. Leave one line

. Subject

. Leave one line

I.  Greetings{Respecled SifMam elg)

J. Body of the leller

K. The complimentary closing

L. Thanking you

M. Leave one ling

Closing phrase{yours truly/faithfully etc)
Your name.

- W




Write o sample letter enquiring about computer Printer and note the different parts of
business letter.

B/103, Sector 7

Rourkela

Sundargarh

Dt SthMarch 2021

The world computers

71, Mall Road

Ferozepur

Subject: Enquiry about computer printer.

Respected Sir,

Recently | saw an advertisement about vour latest model of non mipact bubble ink-jet

computer printer. | am interested to buy onc for my personal use as | need it for my personal
s,

Theretore, | shall feel obliged if vou send me your calalogue, price list and delivery schedule

soon that | may place an order with vou, 1 shall sppreciate an carky reply,

Thanking You.
Yours Fasthfully,

Raman Sharma.

Write a Specimen on order letter,

Imagine you are Raj Verma of Popular Book Shop. 45, BookMarket, College Road,
Kerala.Now draft an order for 4000 books from Arora Publishing House, New Sarak, Delhi,

Populir Book Shop
45, Book Market

College Road




Keralal 3th April 2020

Aror Publishing House

Mew Sarak

Delhi,

Subject: Order for S000 books.

Respected Sir,

Please send the following book by rail transport by 30 April, 2021

51 No. Name of Book Author No. of copres Required
F Communicative English | Kalyani 500
Publisher
X Engincering Kalyam 500
Mathematics Publisher
3. Lngmcering Physies Katarm Publisher | 500
4. Engineering Chemistry | Kataria 500
Publisher

Kindly ensure that the books are of latest edition and are well packed so that they are nol

damaged n transit.

I am enclosing a bank drafi for Rs 10,000 as advance, The balance including handling would

be paid on delivery.

Looking forward to the prospects of ever growing relations,

Thanking You

Yours Fathfully,

Raj Verma.
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Sample of an Eaecution Letter for abosve ander.

Arvra Publishing Hotise
New Sarak, Delhn
18* Apeil 2020

Popular Book Shop

45, Book Market, College Road, Kerala
Subyect: Fxecutmn letter

Respecied Sir,

We thank vou very mach for your letier dated 1 3thApeil 2019 i which vou have order for
H000 books. We alwo acknowledge the recopt of Bank Drafi for Rs 12000 as advance

towards the price of the hooks

We will disparch your order nest week yortd teay then pay the halance amount of Bs 3000 as

there are no handling charges and delivery is free

We are swre you will find vour books i pood conditon and of Ltest edition

without any complant
Thanking You.

Yours Fanhfully,

Ragu Simg

Complaint Letter

Imagme you are Ray Verma of Popular Book Shop. 45, BookMarket, College Road, Kerala

Now drall an onder for 4000 books from Arora Publishing House, New Sarak. Dethi
Popular Book Shop

45, Book Markel

Collepe Road

Kerala 2nd May 2021

Arora Publishing House, New Saruk, Defhy



Subject: Complamt letter.

Respected S,

Today | receved the consignment of goods against my order no 9% d, 13" April for
4000 books. But on opening the consignment | found that 10 picees of communicative

English books are of old Edition and 30 books of Engincering Mathematics are of Joose
binding.

T am sorry 1 cannot keep these items as it is of no use . | therefore request you 1o take hack

these books and 1o dispatch immediately the replacements as | need them urgent,
ook forward 1o your immediate action in the matter.
Thanking ¥ou,
Yours Faithfully,
Raman Sharma,
Cancellation of order
Popular Book shop

45, Book Market,
College Road, Kerala,
20™ April
Aroma Publishing House, Nai Sarak, Delhi.
subject: Cancellation of order.

Respected sir,

With reference to our order no 96 &id 13" Marcl, i Which we have order 4000

books.  We request you 1o treat the same s canecl due 1o syllabus change. Sorry for

IMEONVENICNCE CAUSE 10 Yo,

Thanking you.
yours Foithfully,

Aman Gall



Job Application

The format of job application is the same as that of an official letter,

A. Your address.

B. Leave one line

C. Date

D. Leave one ling

E. Receiver address

F. Leave one ling

G. Subject

H. Leave one line

I Greetings(Respacted Sir / Madam elc)
J. Body of the letter

K. The complimentary closing

L. Thanking you

M. Leave one ne

N. Closing phrase{yours truly!faithfully elc)
0. Your name.

by

Only the main body of the letter should contain fhe following information:

How you knew about the vacancy
Persanal informalian (age, sex name)
Educational'professional gualification
Experience

S, Bl o

Elcmenis:

i Jub application consists of -+« a cover letter

li- Giving details of education, trammg and relevam experiences

Purpose:

-Il”H.L 1'.‘- I'|1.” I‘l“ nI!I Jh l lll"l‘ill,'ﬂ'lh i i FI SELY i I’

emplover, it should not be untidy, poorly written amd hard to read or full of errors

A Ll vl |u.h .qrplnuulwn s the s g that o) an |'|-I'l'||:m1 letter: ._-mh. ihe main I.'Il."l-d}' ]
" o

the letter should contain the followmg mBmmution:
1 How you knew aboul the vacaney

Personal mformaten (age, sex name)

LB

1 pducational professwonahpunhification

I r.,‘ru.‘fll."lhr"'-.
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(h,

L. Personal information (age, health, height ete)
2 Educatonal Qualification

3. Experence

4. Sutabilny for the job

5. The bio-data can be separately written and attached

A Sumple Job Application:

3. Bargarh Brt Colony, Bhubaneswar
4™ Feb, 2021

The Prncipal

CV Raman Engmeening College

Hhubaneswar

Sub- An applicatin for the post ol a PG m English

I ]l.'..ll H i,

|
In response to your advertisement i The Fesbune dated on 2™ Feb 20210, 1 wish to offer my

service Tor the post of G i Englishom your estecmed ongamsation

| am a post graduate in Enghsh having o degree i education as well | have already worked

m S international school as a PLGUT for two years

| am a handworkmg and honest person who s passionate about the noble vocation of

reaching. | wish o muke a diflerence m the hives of people through cducation

hall be avalable for an micrview on any day of your convemence T selected | assure you
k]

ihat | Juall work w ith utsmost devotion and sinceray 1o the best ol your satinfaction.

II "F"'"l"- |'._'|I.r H | [Muumhﬁr.' l’i:q.'-nng,c i |h|... 'l':#'.i-‘ll'd.
i
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Yours fanhfully

ATION WRITING:

I. Write an application to the principal of your school requesting him to issue you a

character certificate
To

The Principal

SSIT Politechnic
Sub- Application for issuance of character certificate

Dear Sir,

With due respect, 1 state that | had been a student of vour school. You will be glad 10 know

that | am getting a chance 1o he appomted as a clerk in The State Bank of India. Now the

authonties have asked me 1o submi a character centificate, 1 shall be obliped i u kindly issuc

me a chamacter certificate. | shall ke obliged if u kindly issue me a character certificate

immediately, | am ginvmg relevam particulars

I was a student of 2017 batch
| was a member of school cricket team

| was the joint editor of the hindi section of the school magazine THE OYSTER

lhanking vou

Y ours Obediently,

i i .

5 Write an application to the principal for issuance of school leaving certificate,

To

The Principal




SSIT Politechnic

Sub- Application for issuance of School leaving cerificate
Dear Sir

With due respect, | beg to inform you that | am a student of first year Civil
Engineering branch. My father who is a central govt employee has been transferred
to Mumbai on promotion. We have to leave for Mumbai after a week. | shall have to
seek admission to a school there,

| shall be thankful if you kindly issue me a schoal leaving certificate to enable me to
take admission in a school at Mumbai.

Thanking you

i Y ours obediently,

3.Write an application to the principal for concession in fees

To
)
The Principal
)
) 55T Politechnic, Kalakad, Karanjia

) 9% Feb, 2021

L

Sub- Application for concession in fees

Dear Sir,

request to grant me fee concession. 1am a first year student of
ng Roll No 20 CI-01 . My Parents are so poor that they cannot afford

‘ | beg to approach you with the
ined to make my career. In the matriculation | secured 85% of mark

Civil engineering student beari
my education. But | am determ
| and was placed in first division.

is a gardener in a factory. His salary Is so less that we can hardly make two ends meal.
are of marriageable age | request you for fee concession keeping the bad
of our family into consideration.

Ny father
Two of my sisters
financial condition

R "y WF wr w

wwith thanks and regards

""""""

L R B B
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Curriculam Vitae (CV/Bio-data)

A CV must meet the need of the target of organization. This means o single generalist C.V is
unlikely to be sufficient. It must lghlight your achievements and how they relate to the Job
you arc applying for. It must give the reader a clear indication of why you should be

considered for this role.

To decide what to include in your C.V. and where follow these principles and guidelines,
I, Generally, the document should contain no more than 2 pages.

2. Your C.V, Should be honest and factual,

3. The first page should contain enough personal details for a recruitment consultant to
contact you easily,

4, Choose a presentation format that allows vou 1o headline key skills, key achicvement or
key atirbures.

3. Your employment history should commence with your current or most recent job and
wiork backwands,

6. Achievements should be short, bullet pomnted statements and include your role . the action

you ook and a comment on the result of vour action

1. Where information clearly demonsirtes your surtability for the vacancy vou arc

applying
for

R. Leave out information that i irelevant or nemtive.

9. Include details of recent training or skills developmenm events vou have attended which

could be relevant,

10, List all your professional membership and relevant gualifications,
1 1. The most common contents of a C.V include:
a. Personal detanl
b, Skills omd carcer summary
e, Koy schievements
d, Qualifications
& Corcer history

Write a sample of Bio-Dutn and notice the different points of it

B4
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BIO-DATA

Mame: DIFTIPRAJWALITA RANA
Father's Name: SUDHANSHU SEKHAI RANA,
D.0.8: 10.06.1990
Gender: FEMALE

Blood Group: O+

Marital Status; Single
Nationality: Indian

Religion: Hinduism

Caste: General

Present Address: XYZ

Permanent Address: Xy7

EDUCATIONAL QUALIFICATION

I 51, Board Passed | Yearof

N ol thee Brstitit s Pervetugpn |Iim=um [

ICSE MKHy STOTHOMAS SO0 | e Y

CHSL JINS CONTT AL TN NIy
COLEe
SAMBALPUR [ 20011 [ GOV AUTONOMOUS
UKIVERSITY CULLEGE

141

SAMBULPUR | 20123 GO T ALTTONOMON IS
LUNIVERSITY COLLEGH

Experience:

Sl no. Name of the Persitiom fhekl ST
st work ed

UGIE, GP, RKL

GUEST  TACULTY IN |6 YIEARS
ENGLISH




- Training undertaken:

-

- | SI No. Name of the training Topic Duration
I NITTR, Kolkata Induction training program | 10 DAYS
2, NITTR, BBSR MOOCS Training Program | 7 DAYS
3. NITTR, Oricntation Program SDAYS
CHANDIGARH

Hobbics: Reading. Music
Language known: English, Hindi, Oriya

Salary expected: Govt grades with minimum 2 additional increments.
Declaration: | hereby declare that. all the above fact is truc and best of my knowledge.
Signature

Dale
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MMUNICAT

SL.NO.  [SUBJECT |
I, MEANING, DEFINITION AND CONCEFT OF COMMUNICATION
3 GOOD COMMUNICATION AND BAD COMMURICATION
1 COMMUNICATION MODEL
4. PROCESS OF COMMUNICATION AND FACTORS RESPONSIBLE
FORIT
=% BARRIER OF COMMUNICATION

SUBJECT

MEANING OF PROFESSIONAL COMMUNICATION

LY PES OF PROFUSSIONAL COMMUNICATION

FORMAL OR SYSTEMATIC COMM IUNICATION

INFORMAL COMMUNICATION

SL. NO.

SUBJECT

MEANING OF NON-VERBAL COMMUNICATION

b

TYPES OF PROFESSIONAL COMMUNICATION

kinesics or Body Lanpuape

Pt [Ed] 1a
Lol | fodl |

Proxemics or Spatial languape

Language of Signs and Symbols

DMMUNICAT

1. Meaning, Definition and Concept of Communication

Communication is the spark of hife. Life is dull and desolate if there is no communication,
Thus we can sy commumication 18 a way of life, In the busy and bumdrum life of the 21




ventury, buman life has been very complex and so much govemed by the monotany of
mechamzed hile style, Coming 1o the lap of Nature, we most often ubscrve the beauty of
Communication. Siting on the stone of silence. one cin listen the ripple of water in o running
ream. the buzz of humming bees, the chirp and twitter of busy birds, the Elee of the hopping
erasshopper, march of ams in seurcl of foud, rustle of tree branches and falling of Seaves,
| hrill of an unseen ericker, tickle of elock i o ghostly might and gentle tap on the door of
| Pubby a tired imaveller for s night 1 rest. The reverberation and jubilation of life in carth and
| e interaction with other heavenly bodies like stars, planets and satellites and 1he bigper

cosmos i tied on s gentle bond of communication. Communication igniles, propels and
enrches hie

| Definition;
I Communication is the broad field of human mterchange of ficts and opinions, (Redfickd)
| 2 Communication is the process by which we undersiand others and in turn endeavour to

understand by them. 1t is dynamie, constumtly changing and shitting in response 1o the total
situstion. {Anderson)

Communication is the life blood of

e organisalion. Lile & anmanapeable  withou
COMIMUIICH o,

It s the process of transmission of mformation from the sender to the
receiver amd vice-versa ol an unmterrupted flow of thought, slea, emotion and data at repular
basis. The word communication is derved from the Greek waord 'Commuaicl’ which mears
common or share. In commuomcation, both the sender and roceiver aré a1 a poinl of
exchanging their thought so that hidden feeling and emotion coms ol foe sk and el
the idea ot mwtual barmony and understnding,

Communication is a twa way process. It is the sender who initiates the message and
the recewer an the other end receives and replies back through feedbock so that intended

query becomes duly accomplished. The flow of comnmnication passes throuph differem
stages, This s known as process of communication.

3 (iood Communication and Hod Communication

weation ean be classified nto two types. These are good communication and bad
Communies :

Communeatin.

T Bad Communication
— v ; il n e T - ;
ﬁljﬁ._- Good :':.“:::u:iniﬂilll‘“ that 1% I-.,-.,.E;'wg Any communication that is destructive
hni-.' ,,;,::ruuu"-t‘ and buscd on foul play,
il & -

LT, cnriches the  process aof | It s Tull ufamhigui:}- and suspicion,
5 fi coreis
) u-[\ﬂ'ﬂl“ll'lll'i.l"'-m- .
: = Now of information | I has many barnicrs and most ofien the
3, |1 b = sceiver path of communication 15 blocked due to
A «pder and recever. .
DR barricr. l
_.—-—'_'_-_-_-_-_
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4, Good communication not enly sets the | It 15 direction less as it 5 based and
eoal bul abo expedies the process of | fishy.
communical k.

3. Communication Model

Communication is a two way process. One way communicalion is no communication. Sender
is the first person who has mitiated the communication process with a purpose that he would
ECR 8 responsive amswer from the receiver. If the receiver does not report to the query of the
sender. 1l becomes unaccomplished or one way communication. A teacher in the elass
delivers hus becture and the students remain unmindful to the words spoken and don’t pay hid
s what s 10l 1o them 15 an cxample of one way communication. One way communication
destruys the sole purpose and mtegrity of communication,

Communication 15 a relentless process. Twe way communication ts a cobesive bond
between sender and listencr and full of cncrey W st the goals between two speakers o
mutual exchange of thought, sea, emotion and data in the pursuil of communication, It
both creative and constructive 1o enhance the seope of communication. It is inlcgrat ive as the
communication s direet and any kind of bottkeneck that restricts the scupe of communication
pets cleared through mutual discussim and consent of the partics by all possible means, The
teaching and learming process can only be strengthencd by panticipative and persuasive
approach betw een the teacher and student i the ¢lass,

4. Process of Communication and Faciors Responible for it

The process of commumication passes through seven stages. These are - Sender, Messape,
Encodde, Channel, Recenver, Decode and Feedback

I Sender Sender o the persen who intates the communication process, The .
the sender i meant o get a postive tesponse from the receiver,

2 Mewage: Itwthe prece of mformation that s sent 1o the receiver by the sender.
Encode. It 1 the process to conceive adea. thought, emotion and data inte words 1o
form the mlermat on

4 Channel 11 s the mtermediary or device through which mformation is tronsmitted a1
a contimuods hase

& Heceiver: Recenver s the person to whom the message i sent by the sender. He! she
% H:-.i"h.'lliil-hll.' {oh AnwWer the fuieTy seil la Fumy ey

b Decode: Aller receiving the message, the recever studies the pros and cons of the fict
and respomds back w th diligence and care.

7 Feedback 1t the eepular ow of information from sender 1o receiver and s

at i regular hasis

a1



Modue:

Noisg s s barrier of communication. 1t restricts the path and the free flow of communication.

This for effective and uninterrupied communication, the most essential thing is to check
noise to the fullest.

. Barvier of Communicntion:

Barrier means hindranee or obstacle. One of the major difficultics in communication is the
barrier that restricts the free flow of communication. For any kind of effective
cammunication, barrier 15 always a challenge. Barrier of communication can be classified
into three types. These are as follows -

L Sender reboted barrics
. Receiver related barrier

WL Environment related barrier

L. Meaning of ProTessional Communication

Professsonal communication s aunded by Fr..'-hh.g.m“,;ﬂ cthics. In penernl communication, we

have two or more indivaduals but i professsonal communication. ame af the members {5 a
representative of the erzanzation.

Professmomil communication encompasses written, oral, visual and :‘.lgitni SO o0
witlun o worhplice comtest. This  discipline  Blends 1ogether pedagopical principles
af rheteric, technology, software, amd Iearning theary o improve and deliver communication
i & varely of seltmgs ranzmg frovm bechnical writing 1o usabthty and digital media desgn 1o
mere elfectvely commumcate in U business workl

o oa pew disciphne tlut locuses on the stnly of mformatmn and the ways s
created. maniged, distibuted, and conswmed. Siee communication s a apidly changing area,

technological progress seerms o oficn ewipace e nimber of aviulable expert practitioncrs.,
[his crcalcs o demund for skilked commumicators
Cormmunication skitls are ertical to a business because all businesses, 1o varying degrees,

- olve the ol wniling, I'L'ihj"'la'.. L'dlhl'l:g, J.T\g;]ng" Iiﬁ:ﬂllﬂg. 5"—"““’“[:

fcations, COMpUIcT graphics, and Internet rescarch. Job candidates with professional
sl - L " .
2 tion hackgrounds are more likely 1o bring 1o the organization sophisticated

sommiinic: X
o ., cubure, seence, and technology.

perspectives O SOCE
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® Adbibaeds

L Iqh'.n

biv andibitiom, mvany Toeing muasagsers will I eviliatome your aterpersmal commmimication skills

a8 By well yon will imteract will yor team becaee this is oflen i uvgrtanl
vt ol any positim

| VI m 1'|I}"I|'I. ‘|I."‘1.||I|I.| il (LT R TRTTL N T
evalimtmg voin soll sk lls
skalls

e praprarmng. you will likely have peaple

il s e peneral commmin abin, ko witli your fechnic sl

L Verhal € oaimsunication

Eleetive professional vertal commmisent s i lialey il abulany 1o apee

Ak lwenly. The syle
ol verbal conmoumicatnm sl W

i bl meehie e dlillerent than 1he sivle
conmrancabion appropirite duong hicli, wisth i

rumiig oo o collenge ot an ot of ollice even

ol verbal
LRI R L R epresenlalive o
il ol elleciive verka)
Whvsee yann are Lot sting ol 1

o leporved o

An essentinl compa e
cortrimimation s e abaliy o bsten o conmments i
obscrse  thenr  reactions Verbal  commmmi e

it peranl
ot and pubshic speab, ing

X Pullic Speaking

Anothier Torm ob serbal professivial commumcation 1

mbbc speakomg o taking a formal
precsentation o i geonp o peoaple. To be

an ellective publc speakes

o o dessionnl must be
prepancd 1o commmumicate with o particuly NTCT T

persons, this preparing the speech to fi

the audience.  Uommmimcating o g group ol Dagh sclie) studdents b oiiTerem than
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communicatimg 1o a group of senior citizens, A professionally delivered speech is well
organized and thought out, convinces the listener you know what you are talking about and s
delivered as if it was off-the-culT and not read from a serpt.

4. Written Communication

Professionals who excel a1 written communication understand how 10 use language to get their
message ocross, They are efficient at utibizing all forms of grammar and punctuation to add in-
depth meaning to their writmg. There s a vanety of types of wrilten communieation including
wrting: letters, memos, project plans, policies and procedures, aticles for gencral audiences,
technical scientific reports, studies and anicles. Eacl of these types of professional written
commumications requires different technical and literary skills.

5. Digital Communication

Digital commumeation is evolving so mpidly. it requires serious effort by professionals 1o
keep up with the opporunities and how 10 use them effectively in their professions. Social
nctworking,  cmailing,  blogging. twesing, intermnet  conferencing  and  rescarch  and
teleconferencimg are all forme of communication that elfective profiessionals must understand
and master. 1o whatever degree s appropriate o conmmunicate i their professional careers.

Nomatter your job or industry, communication s fundamental to your carcer suecess. From
masternng Your mieracw o monaging o lean your abidiy 1o commumicale your thoughts and
iheas can make or break vour carcer.

I, Formal or Ssstematic Commumication

The Formal Communicatson s the exchange of offical mformation that ows along the
different levels of the organizatonal herarchy and conforms te the presenbed professional
rules, policy, stwdands, processes and repulations of the organuaton, The  formal
commumcation follows a proper pre-defined channel of communication and is deliberately
controlled. 1t i poverned by the cham ol command and complies with all the orgamzatonal

comventional rules.

Formal commumicatn refors 1o the fTow of officnl mlormation through proper, predefined
channels and routes. The flow of mformaton » controlled and needs delibermte effor 10 be
prup.:rlj. communicated. Formal communialim fullows a Immn:.hu:ul structure and chan of
commnd The structure s ypically top down, from leaders n vinos depantments and senior
i the organiztwn, which funpel down 1o lower level employees. Employees are bound
formel  communcation channels  while  performing  thew  duties.  Formal

o Tollow : : i
arsidered effective as i is a timely and systematic fow ol compmnication.

communcaton s
1.1 Typesof Formal Communication

| communication can be cateporized mio two types. These are - (i) Horizontal
1

o

Communeatinn and (i) Vertical Communication.
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(i) Horizontal Communication:

Horizontal communication means when the co-workers with differem areas of responsibilities,
but at the same level in the organization communicate with cach other. The communication
petween the managers of a different department, such as marketing, finance. production, HR,
15 the best example of horizontal communication. 1t is also ealled paraliel communication,

Symbol:

Merits:

1. Saves time

2. Efficiency

3. Increases productivity
4. Immediate feedback
5. Checks grapeving

Demerits:

I, Jealousy among superior rank
2. Dsruption if used in excess
3. Feeling of frustration

4. Waste of time in gossiping

5. Interdepartmental Rivalry

{ii) Vertical Communication:

Verticnl communication 11 commuinication between the top kevel exccutive and subordinate
staff or the exchange of information between a lower division clerk and semior manager of an
organisation. [t can be classificd mto two 1ypes. These are - Bottom-Up communication
(Upward communication) and Top-Down communication {Downward communication)

I, Upward Communication

[he upward commumeation = one i wlhich the message passes from the subordinate level 1o
the management ey el. Here, the communication fows upwards 1.e. from the subordinates to
the managers in the form of request, reports. suggestions. complaints. and instructions.

Symbaol:

Merits!

1. Fosers Friendly Relanions
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1 Provides Valuable Feedback
3. Encourages Participation

4. Making Suggestions

3. Employee Mormle

Demerits:

. Resistonee From Employess

2. Fear of Incompetence

3. Indecisive Superiors

4. Messapes Not Heard

5. Unwillingness 1o Admit Failure

2. Downward Cammunication:

The downward communication is one in which the infarmation passes from the management
level 1o the sub-ordinate level, This is the most common form of formal communication
wherein communication flows downwards, ic. from the people occupying top positions in
the organization to the people at lower levels.

?I mainly includes orders and instructions and can either be written or oral depending on the
impornance of the message and also the status of individuals involved in the communication
process, Repons, cmails, Jetiers, manuals, etc, are the commonly used communication 1ools,

Symbial:

Meriis:

I. Increase Eificency

2 Maintains labour-management refations
3. Maimtains organtsational discipline

. Expluning policics and plans

-

4
5 [ffective decision makmng
Demerils:

1. Problem of explanation
3. Disturbing discipline

3. Unnccessary delay

4. Efficiency reduced



5. Reduces relationship

4, Informal Communication

Informal communicanion is multi-dimensional. lnformal communication moves freely within
the organisation and 15 oot bound by pre-defined channels and communication routes.
Informational communication is quick and relational in nature. In this type of communication
people interact with each mber frecly and can talk abowt a diverse range of topics, often
extending owside of their work ditics.

Informal communication in the workplice is also called grape vine, Informal communication
15 considered effective as employees can discuss work related issues which saves organisation
time and money. It also helps 1w build more productive and healthy relationships in the
workforce,

Svmbaol:

Muerits:

L. Fast and Efective Commumention

Y Free Eavironmient

i Bener Human Relations

4, Easy solution of the didficult Problems

A Satsfvmg the social needs of the workers
Demerits:

1. Unsystematic communicaton
7 Unrelable mformation

3. Spread rummour

4 Misunderstandmg

Difficulty i controlling

i iy
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I. Long OQuestion:

l. Weite a short note on {l

What s formal COMMUNICAT

b What & non-verbal commumeation’

W process of COTTEMLMICY L iy

1. Short Question with Answer:

1. What » communc:

2 What s grapeving

iton”
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' Discuss the vanogs types of forma) commun Cation?

Discuss s meris and demerits,

4 What = the difference between verhal and noi-vierhal communication?



.1'-

3. What is upwird communicaton’

4. Wit & downward communica ion”

(Ans.) 1. Communication is the process of transmission of information from the sender 1o
recciver and vice verse,

2. The mformal communication is enfled grapevine, It takes place owl of social relation and
subject to distortion,

3. The communication between the subordinate staff and eliel exceutive &= known as upward
COommunication.

4, The top management s instruction 1o the arbordinme stalT o carry ot certain assigned

work s known as dowmward COmMLnieston,

INICATION

INTRODUCTION

The word communication is derived from the Latin term “cammues' which means common
or share. Communicotion refers 1o the commongess or sharng of information, ideas, facts,
opiniens, attitludes and understanding.  Communication is the process of Irnsmsson of
wformation from the sender to receiver and vice versa. Life s un-manageable without
communication. It s said to be the life hlaod aof an organisation. Communication is a two
way process. s the sender who mitiotes the message for the person he/she wishes 1o
disscminate and the person who is supposed to receive the message is known as the receiver,
Communication is an un-breaking chain of harmonsous integrity and mutual response 1o
artan the common goal of unity and co-operation,

1. Meaning of Non-Verbal Communication

Any communication that s neither spoken nor written s knows 35 aon-verbal
communicatinn, Non-verbal communication s also known as body language, Body linguage



is called the language the body. The various types of body language are - kincsics,
proxemics, posture, pesture, facial expression, eye-contact, light, colour, pause cte.

DIFFERENCE BETWEEN VERBAL AND NON-VERBAL COMMUNICATION

SL No. Verbal Communication Non-Verbal Communication
I. | Verbal communication is both spoken | Non-Verbal communication s neither
and written. spoken  nor  written  mode  of
COMMURICHlkm.
2. | Vebal communication is based on | Non-verbal communication is based on
words. action.
3. | Verbal communication is less dominam | Non-verbal comimunication 1 more
and is confined on the surface meaning. | complex, ambiguous and dominant in
nalure.

-\ C

Non-verbal communication is morc complex, ambiguous ond domimant form of

communication. It is conveyed through body language. The non-verbal communication listed

for discussion is Kinesics and Proxemics,

2.1 Kinesics:

Kinesics 1s a body language. It can be classified into three types, These are -

fi)
feil
fiei)

Fosture
Gesture

Factal Expression

Posture.

It is the position of the head. The position of head speaks a lot about the mental state of
person. When head position is upright and straight it gives out a lot of positive energy and
confidence to the person. A person with nodding head reflects the puzzled mind and lack of

confidence. Thus the position of head determines a significant role to dispose the personality

trait of person.
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. Crestere

Gesture is the movement of the body part. The movement of the body parts like hand and Jey
also evoke the active and prolific involvement of g person. The waving of hand, clapping,
running, jumping, dancing ete. necds tremendous radiation of caergy. It amounts deep and

intense involvement and exhilamtion of passionate exposure of emotion.
i, Facial Expressian

Face is the index of mind. It is the most articulutive part of the body. It always draws the

attention of the viewers and audicnce during any exchange of views and mter-personal

communication. The various moods of a person can be read at o quick glance over his'her

face. These moods are - cheerfulness, gloomy. thought ful, mediative and mystification.

The aforcsaid features of kinesics i, posture, pesture and facial expression are the vivid
reflections of varied thoughts and expressions of an individual when he/she gets exposed 1o

situation during various course of Jife.

2.2 Proxemics:

Proxemics is the spatial relstion among people, Space plavs a very erucial role in
communication. The people who are very close usually prefer 10 sit near 1o one another, It
shows their intimacy and proximity with cach other, Human being s a territorial creature, A
lot of confliet wkes place among people based on space. N & said that the batile of
Mahabharata took place due to the intricacy over a picee of land. Over gencerations and even
in the twenty first century a ot of conflict and worfare occurs owmg to the reason over
proxemics, People not having any Iriendly relation avoid coming close by, Thus proxemics

FILE.!.‘S H EI_L'LI"IIZIJLI:EL'I'Il role T COTTHTIRERC I RO

2.3 Langunge of Signs anid Svmhals

Iy ol time when human being was wandering like a beast in the jungle o1 that time most of
the human interaction and communication was based on signs and symbols. It was the time
when language was not developed. In the old etvilisations of emperor Hammurabi and Asoka
q lot of signs and symbols were found in the rock edicts, During the archacological
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excavabon of Mohemo-Daro and Harappa civilization. the signs and symbols of bull, sun,
lamp post ete. were found in the metals and potterics. These things could inform us the kind
of life. culture and behief system of our ancestors,

I modern time, the busy traffic is controlled by the computerized system of light to guide the
running vehicles. As we know, red means ‘stop”, yellow means ‘ready” and green means go’,
These symbols communicate the drivers and riders to abide by the traffic rules. While poing
on busy road we also see the signs of hairpin bend, curve and hump at the road side. These

are the marks of alarm for smooth drive and caution for safety.

Both signs and symbols are seen as the artistic cancature to communicate cenain idea and
thought to the people. Olive leaf and dove is the sign of peace, lotus is perceived as symbol of
spiritual awakening and butterfly evokes the sign of cheerfulness. At the outbreak of corona
and lockdown both in social and electronic media the doctors, nurses and police personnel are
conssdered as the signs of messengers of God. During the Pokharan nuclear test. Prime
Mimster Indira Gondbi got the message from the ISRO scientist Buddha Laughed meaning
thereby the operation was successful. Therefore we can say that both sign and symbol play a

vital part in nor-verbal communication

QUESTION AND ANSWER DISCUSSION

"
#
il (1]

I, What &5 formal flow of communication in an organisation’ discuss ity type. (2019 (W)
Wew |

2, Explain the process of communication and factors responsible for it Supply it with suntable

line diagram. [2019 (W) New |

1 llustrate different arcas of body language briefly. [2019 (W) New]

4, Attempt a discussion on impontance of gestures and posturcs i non-verbal communication.
o y

(2020 (W) New|

< [low many types of space you knows Discuss them [2020 (W) New)
A, 0w I !

jcation follows 4 dynamic eycle. Exphin with help of suitable diagram. [2020(W)
&, Comimtinis

New]



