Unit 1: Fundamentals of Communication
1.1 Definition and Meaning — Overview Answer
Definition of Communication:

Communication is the process of exchanging information, ideas, thoughts, feelings, or
emotions between two or more people to create mutual understanding.

Meaning:

Communication comes from the Latin word "communicare", which means "to share." It
is a two-way process involving a sender and a receiver. The sender transmits a message
through a medium, and the receiver decodes and responds to it.

Key Points:

Communication involves sending and receiving messages.

It can be verbal (spoken or written) or non-verbal (body language, gestures, tone).
It plays a crucial role in personal, social, and professional life.

Effective communication ensures clarity, understanding, and collaboration.
Importance of Communication:

Builds relationships and trust

Helps in decision-making

Enhances teamwork and cooperation

Reduces misunderstandings and conflicts

This forms the foundation for all other forms of communication studied in later units.
1.2 Process of Communication

The process of communication involves several steps through which a message is
created, transmitted, received, and understood. It is a continuous and dynamic
process.

Steps in the Communication Process:

1. Sender (Encoder):
2. The person who initiates the communication by creating a message.

3. Message:

The content or information the sender wants to convey.



4. Encoding:

Converting thoughts or ideas into symbols, words, or gestures to form the message.
5. Medium/Channel:

The method or medium through which the message is sent (e.g., speech, writing, email).
6. Receiver (Decoder):

The person who receives and interprets the message.
7. Decoding:

The process of understanding and interpreting the sender’s message.
8. Feedback:

The receiver’s response, which shows whether the message was understood.
9. Noise:

Any barrier or disturbance that affects the clarity of the message (e.g., language
difference, distractions, technical issues).

1.3 Features and Process of Professional Communication

Features of Professional Communication:
1. FormalTone:

Uses polite, respectful, and appropriate language.
2. Clarity and Precision:

The message must be clear, specific, and free of ambiguity.
3. Purposeful:

Focuses on achieving specific objectives (e.g., informing, persuading, requesting).
4. Structured:

Well-organized format, often following a standard pattern (e.g., emails, reports).
5. Audience-Centered:

Tailored according to the knowledge, interests, and needs of the receiver.
6. Ethicaland Respectful:

Maintains professionalism, avoids offensive or biased language.

Process of Professional Communication:



The process is similar to general communication but occurs in formal settings and
includes:

1. Planning:
Defining the purpose, audience, and message.
2. Encoding:
Structuring the message formally using appropriate language and tone.
3. Selecting Medium:
Choosing the right platform (e.g., email, report, meeting).
4. Transmission:
Sending the message through the selected channel.
5. Receiving and Decoding:
The audience reads or hears the message and interprets it.
6. Feedback:
The recipient responds or takes action, completing the loop.
7. Follow-up (if needed):
Ensures understanding or takes the next steps in a professional context.
1.4 Role of Creative and Critical Thinking in Communication.
Creative Thinking in Communication:
Helps generate innovative ideas and solutions.
Encourages engaging presentations, storytelling, or advertising.
Useful in problem-solving, marketing, and writing content.
Critical Thinking in Communication:

Enables the communicator to analyze information, question assumptions, and form
logical arguments.

Helps in evaluating messages, identifying bias, and making informed decisions.
Essential in conflict resolution, negotiations, and strategic planning.

Together, creative and critical thinking ensure communication is not only expressive and
original but also clear, purposeful, and effective.

1.5 Different Forms of Communication



Communication can take many forms depending on the mode, context, and purpose.
Below are the main types:

1. Verbal Communication

Oral Communication: Face-to-face conversations, telephone calls, meetings, video
conferencing.

Written Communication: Emails, letters, reports, memos, notices.
2. Non-verbal Communication

Includes body language, facial expressions, gestures, posture, eye contact, and even
silence.

Supports or contradicts verbal messages; often reveals true emotions.

3. Visual Communication
Use of images, charts, graphs, diagrams, maps, etc., to convey information.
Common in presentations and reports.

4. Digital Communication

Communication via electronic devices and platforms like emails, instant messaging
(e.g., Slack), social media, video conferencing, etc.

Offers speed, accessibility, and documentation.
5. Formal and Informal Communication

Formal: Follows organizational structure (e.g., upward, downward communication
through reports, emails, etc.).

Informal: Casual conversations, grapevine communication among colleagues.
1.6 Communication Network in an Organization

Communication networks refer to the structure and flow of information within an
organization. These can be categorized into:

1. Formal Communication Network
Follows the official hierarchy or chain of command.
Downward Communication: From managers to employees (e.g., instructions, policies).
Upward Communication: From employees to managers (e.g., feedback, reports).

Horizontal (Lateral) Communication: Among peers or departments at the same level.



Diagonal Communication: Between different levels and departments (e.g., a finance
officer talking to a marketing assistant).

2. Informal Communication Network (Grapevine)
Unofficial and casual communication.
Can be fast and efficient but may lead to misinformation.
3. Communication Patterns
Wheel: One central person communicates with all others (centralized).
Chain: Communication passes through a line of people.
Circle: People communicate in a circular sequence.

All-Channel (Networked): Everyone is free to communicate with everyone
(decentralized).

1.7 Barriers to Communication
Barriers can distort or block the message being transmitted. These include:
1. Physical Barriers
Noise, distance, poor infrastructure, or physical separation.
2. Psychological Barriers
Emotions like anger, stress, or anxiety.
Prejudices and stereotyping.
3. Language Barriers
Use of jargon, slang, or technical terms not understood by everyone.
Differences in language or dialect.
4. Semantic Barriers
Misinterpretation of words and symbols.
Ambiguities or complexities in language.
5. Cultural Barriers
Differences in cultural norms, values, and etiquette.
Variations in non-verbal communication across cultures.
6. Organizational Barriers

Hierarchical structure, poor communication channels, or restrictive policies.



Information overload or lack of trust in leadership.




Unit : 2 :Developing Listening skills
2.1 Listening vs. Hearing

Though often used interchangeably, listening and hearing are quite different in terms of
process, intention, and outcomes.

@ Hearing:

Definition: The passive act of perceiving sound by the ear.

Nature: Physiological — it happens automatically if you are not deaf.

No effort is required.

You may or may not understand or pay attention to the sound.

Examples:

Hearing a car horn on the street.

Hearing people talking while you’re scrolling your phone.

@ Listening:

Definition: The active process of making meaning out of another person’s spoken message.
Nature: Psychological and cognitive — it requires focus and mental engagement.
Requires attention, concentration, and interpretation.

Examples:

Listening to a teacher during a lecture.

Listening to your friend share a personal problem.

2.2 Effective Listening

@ What is Effective Listening?

Effective listening is the ability to actively understand information provided by the speaker,
and display interest and provide feedback. It involves attention, understanding, evaluation,
and response.

It's a key skill in both personal and professional communication.
¢ Characteristics of Effective Listening:

1. Active Engagement — Being mentally and emotionally involved in the conversation.



2. Focused Attention — Avoiding distractions to give full attention to the speaker.
3. Understanding the Message — Interpreting the speaker’s words, tone, and body language.

4. Responding Thoughtfully — Asking questions, giving feedback, or paraphrasing to show
understanding.

5. Retaining Information — Remembering the key points for future reference or action.
€ Types of Listening:
1-Type Description

e Active Listening: Fully concentrating and responding to the speaker.

e Empathetic Listening: Understanding the speaker's emotions and perspective.
e Critical Listening:  Analyzing and evaluating the message.

e Appreciative Listening :Listening for enjoyment (e.g., music, poetry).

e Selective Listening: Listening to specific parts of a message, often unconsciously.

< Barriers to Effective Listening:

1. Distractions — External noise, interruptions, or internal thoughts.

2. Prejudgment — Assuming what the speaker is going to say.

3. Emotional Filters — Letting anger, stress, or bias distort understanding.

4. Lack of Interest - If the listener finds the topic boring, attention drops.

5. Poor Listening Habits — Interrupting, daydreaming, or multitasking.

@ Tips for Becoming an Effective Listener:

1. Pay full attention to the speaker — avoid multitasking.

2. Maintain eye contact to show interest.

3. Don’t interrupt — allow the speaker to finish.

4. Give feedback — nodding, summarizing, or asking clarifying questions.
5. Observe non-verbal cues — body language, facial expressions, and tone.
6. Be empathetic — try to understand the speaker’s feelings and point of view.

2.3 Process of Listening



The listening process is an active, multi-step method that involves more than just hearing
sounds. It includes mental engagement and interpretation to fully understand the
message.

@ Steps in the Listening Process:
1. Receiving (Hearing)
The first step is the physical act of hearing the sound or words.
The listener becomes aware of the speaker’s message.
Challenge: Noise or distraction can interfere.
2. Understanding
The listener assigns meaning to the words and sentences.
This step requires language skills, vocabulary, and contextual understanding.
Example: Understanding a joke vs. A serious comment.
3. Evaluating
The listener analyzes and forms an opinion about what has been said.
Determines whether the message is reliable, logical, or biased.
4. Responding (Feedback)
The listener gives verbal or non-verbal feedback (e.g., nodding, saying “l see”).
Shows that the message was received and understood.
5. Remembering
The ability to store and recall information later.
Good memory reflects the effectiveness of the previous steps.
2.4 Types of Listening

Listening can be categorized based on purpose, context, and approach. Understanding
these types helps improve communication in different situations.

@ Major Types of Listening:

Type Description Example



e Active Listening : Fully engaged, giving feedback, asking questions. In a job interview
or counselling session.

e Empathetic Listening: Understanding the speaker’s emotions and perspective.
Listening to a friend talk about a problem.

e Critical Listening : Evaluating the message for truth, bias, or quality. In a debate or
business meeting.

e Appreciative Listening : Listening for enjoyment or pleasure. Listening to music or a
story.

e Selective Listening : Listening only to parts of the message that interest you.

Ignoring advice and only hearing praise.

e Passive Listening : Hearing without engaging or giving feedback. Daydreaming while
someone speaks.

e Reflective Listening : Repeating or paraphrasing what the speaker said to confirm
understanding. Used in therapy or conflict resolution.

2.5 Barriers to Effective Listening

Barriers are obstacles that prevent us from fully understanding or engaging with a speaker’s
message. These can be internal (mental/emotional) or external (environmental).

@ Types of Listening Barriers:
A. Physical Barriers
Noise, poor acoustics, distance, or hearing impairments.
Example: Construction noise outside a meeting room.
B. Psychological Barriers
Mental distractions like stress, worry, or anger.
Example: Thinking about a deadline while someone is speaking.
C. Language Barriers
Use of unfamiliar jargon, complex vocabulary, or accents.
Example: Technical terms in a medical report confuse a non-medical audience.
D. Emotional Barriers
Letting feelings affect how you interpret the message.

Example: A person who dislikes the speaker may not listen objectively.



E. Cultural Barriers
Misinterpretations due to different cultural norms or communication styles.
Example: Eye contact may be seen as respectful in one culture but rude in another.
F. Lack of Interest or Motivation
When the listener finds the topic boring or irrelevant.

Example: A student tuning out during a repetitive lecture.

¢ Ways to Overcome Listening Barriers:
Create a quiet and focused environment.
Stay mentally present and avoid multitasking.
Clarify by asking questions.

Be open-minded and empathetic.
Conclusion

The listening process involves several active steps: receiving, understanding, evaluating,
responding, and remembering.

Different types of listening serve different purposes, from learning and evaluating to
empathizing and enjoying.

Being aware of and addressing listening barriers is key to improving both personal and
professional communication.



Unit : 3 : Speaking Skills

3.1 Non-Verbal Communication

Non-verbal communication is the transmission of messages or information without using
words. It includes body language, facial expressions, gestures, eye contact, posture, tone
of voice, and even silence.

It plays a vital role in effective speaking, as 65-93% of communication is believed to be
non-verbal.

@ Types of Non-Verbal Communication
Type Description Example

e Facial Expressions : Reflect emotions like happiness, sadness, anger, surprise, etc.
Smiling when greeting someone

e (Gestures : Movements of hands, arms, or head to express ideas or feelings.
Thumbs up for approval

e Posture: The way a person stands or sits. Slouching shows disinterest; straight
posture shows confidence

e Eye Contact : Shows confidence, attention, honesty. Looking at the audience while
speaking

e Body Movement : How you move while speaking. Walking while presenting (if done
purposefully)

e Paralanguage : Tone, pitch, pace, volume, and pause in voice. Emphasizing certain
words to show importance

e Appearance: Clothing and grooming affect perceptions. Dressing formally for
a job interview

e Proxemics : Use of personal space.Standing too close can feel intrusive

e Silence : Can show hesitation, anger, or deep thinking. A pause before answering
can add emphasis

@ Importance of Non-Verbal Communication in Speaking:
Supports verbal message (adds emotion or emphasis).
Conveys attitude and emotion clearly.

Builds rapport with the audience or group.

Helps in public speaking, interviews, teaching, and team interactions.



Can contradict verbal messages — e.g., saying “I’m fine” while looking sad.

< Tips for Using Non-Verbal Communication Effectively:
Maintain eye contact (but don’t stare).

Use open body language (avoid crossing arms).

Control your facial expressions.

Match your tone and gestures to the content.

Dress appropriately for the occasion.

Practice active listening cues — nodding, leaning forward.
3.2 Group Discussions (G.D.)

A Group Discussion (G.D.) is a structured conversation among a group of people on a
specific topic, usually to assess communication, leadership, critical thinking, and
teamwork skills.

It’s commonly used in:

e Jobrecruitment

e Academic evaluations
e Competitive exams

e Team decision-making

Objectives of a Group Discussion:

e Test speaking and listening skills.

e Evaluate leadership and team coordination.

e Judge clarity of thought, logic, and confidence.
e Encourage idea sharing and problem-solving.

Key Skills Required for an Effective G.D.

1. Communication Skills — Speak clearly and concisely.
2. Listening Skills — Respond appropriately to others’ points.
3. Confidence — Maintain positive body language.

4. Knowledge of the Topic — Provide facts and examples.



5. Leadership - Initiate, guide, or summarize the discussion.
6. Team Spirit — Allow others to speak; avoid dominating.

7. Problem Solving — Suggest creative solutions.

@ Stages of Conducting a Group Discussion:

Stage Description

e Initiation A participant introduces the topic, defines terms, or sets the
direction.
e Body of the Discussion Participants exchange ideas, agree or disagree,

give examples.
e Summarization One participant (or moderator) summarizes the key points.

€ How to Perform Wellin a G.D.:
e Bethefirst to speak (if you are well-prepared).
e Stay calm and polite, even when you disagree.
e Usereal-life examples, statistics, and logic.
e Avoid interrupting others.
e Keep your points brief and focused.
e Support others’ ideas when appropriate, or present a counter-view
respectfully.

Common G.D. Topics (For Oral Practice):
1. Social Topics:

Should social media be banned during exams?

Is online education better than classroom learning?
2. Current Affairs:

Impact of Al on employment.

Climate change and youth responsibility.
3. Abstract Topics:

Silence speaks louder than words.



Time is money.

4. Business Topics:
Is digital marketing more effective than traditional marketing?
Work-from-home: Boon or Bane?
< Roles in a G.D. (Oral Practical):
Initiator — Starts the discussion confidently.
Supporter — Backs up ideas with examples or facts.
Clarifier — Explains unclear points or summarizes.
Gatekeeper — Ensures everyone gets a chance to speak.
Opposer — Presents counter-arguments constructively.
Concluder - Wraps up and presents a summary.
< Evaluation Criteria in G.D.:

Criterion Description

e Content Relevance, clarity, and accuracy of points shared.
e Communication Clarity, tone, and engagement.

e Teamwork Respecting others’ views, collaboration.

e Confidence Body language, eye contact, and vocal tone.

e |[nitiative Willingness to lead or guide the discussion.

3.3 Dynamics of Professional Presentation / Drafting Presentation
What is a Professional Presentation?

A professional presentation involves delivering information in a structured and formal
manner, typically in a business or academic setting. It aims to inform, persuade, or
motivate the audience.

Dynamics of a Professional Presentation:
1. Purpose and Audience Analysis:

Understand the goal (informative, persuasive, instructional).



Know your audience (education level, interests, expectations).
2. Structure and Organization:
Introduction: Grab attention, state purpose, and outline main points.
Body: Present key arguments or ideas with supporting evidence.
Conclusion: Summarize key points and provide a strong closing statement or call to action.
3. Content Development:
Use clear and concise language.
Include visual aids like slides, charts, and videos where necessary.
Ensure accuracy and relevance of information.
4. Visual Design:
Use readable fonts, appropriate color schemes, and balanced layouts.
Limit text on slides; focus on bullet points and visuals.
5. Delivery Techniques:
Maintain eye contact, use appropriate gestures, and modulate voice.
Practice clarity, pacing, and tone.
Manage timing effectively.
6. Tools and Technology:
PowerPoint, Google Slides, Canva, Prezi.
Use remote clickers, laser pointers, and microphones if available.
7. Handling Questions and Feedback:
Be open to questions; clarify doubts confidently.
Handle criticism professionally.
3.4 Public Speaking
Definition:

Public speaking is the act of delivering a speech to a live audience with the intent to inform,
influence, or entertain.



Key Aspects of Effective Public Speaking:

1. Preparation:

Know your topic inside out.

Structure your speech logically.

2. Audience Awareness:

Tailor your message to the listeners’ interests and background.

3. Confidence and Poise:

Overcome nervousness through practice.

Dress appropriately and maintain a confident posture.

4. Clarity and Articulation:

Speak clearly, avoid filler words (“um,” “like”), and pronounce words correctly.
5. Engagement:

Use stories, questions, humor, and real-life examples.

Interact with the audience where appropriate.

6. Non-verbal Communication:

Eye contact, facial expressions, hand gestures, and movement all reinforce your message.
7. Use of Aids:

Use props, visuals, and multimedia to enhance comprehension and retention.
8. Feedback and Improvement:

Record yourself and review or ask others for feedback to improve.

3.5 Conversations and Dialogue Writing

Conversations:

A conversation is a two-way verbal interaction between individuals. It can be informal (with
friends) or formal (with colleagues or clients).

Key Features of a Good Conversation:

1. Politeness and Respect:



& »” «©

Use courteous language (“please,” “thank you,” “excuse me”).
2. Active Listening:

Show that you’re listening through nodding, eye contact, and verbal cues (“l see,”
“Interesting”).

3. Turn-taking:
Allow the other person to speak; don’t interrupt.
4. Clarity and Brevity:
Be clear and concise; avoid going off-topic.
5. Context-appropriateness:
Adjust tone and language based on the situation and relationship.
Dialogue Writing:

Dialogue writing is the representation of a conversation between two or more characters in
written form.

Features of Good Dialogue Writing:
1. Character Voice:

Each character should have a distinct speaking style.
2. Natural Flow:

Dialogue should mimic real-life speech but be more structured and purposeful.
3. Purpose-driven:

Dialogue should reveal character, advance the plot, or convey information.
4. Use of Tags and Actions:

Tags (e.g., he said, she asked) help identify speakers.

Actions and expressions add depth (e.g., “She smiled before replying”).

Example of a Dialogue:

Rahul: Hi, Priya! Did you complete the assignment?

Priya: Not yet. | was stuck on the last question. Did you figure it out?

Rahul: Yes, | can help you with that. Let’s meet in the library at 4?



Priya: Perfect! Thanks, Rahul. You’re a lifesaver.nks, Rahul.

Conclusion:
Non-verbal communication is essential in speaking—it adds meaning and emotion.

Group Discussions test not only what you say but how you say it and how well you interact
in ateam.

Practicing both will improve your overall spoken communication and soft skills.



Unit : 4 Reading Skills
4.1 Need for Developing Efficient Reading
What is Efficient Reading?

Efficient reading refers to the ability to read quickly, understand accurately, and retain the
necessary information without having to reread multiple times.

Why Do We Need to Develop Efficient Reading?
1. Information Overload:

In the digital age, we're bombarded with massive amounts of information daily—from
emails and reports to articles and social media.

Efficient reading helps us filter, understand, and retain what's important.
2. Time Management:

Whether you're a student or professional, time is limited. Efficient reading enables you to
absorb more in less time.

3. Academic and Professional Success:

Strong reading skills are essential for understanding

complex materials, following instructions, and making informed decisions.
4. Better Comprehension:

Efficient reading doesn’t just mean reading fast—it also involves better comprehension and
critical thinking.

5. Improved Focus and Concentration:

Efficient reading requires training your mind to concentrate, which benefits overall
productivity and cognitive function.

6. Lifelong Learning:

The ability to read efficiently makes continuous learning easier, helping you keep up with
new knowledge in any field.

4.2 Benefits of Effective Reading.

What is Effective Reading?



Effective reading means understanding, interpreting, and evaluating written content
accurately while retaining essential information.

Key Benefits:

1. Enhanced Comprehension:

Improves your ability to grasp the main ideas, themes, and details of any text.
2. Increased Vocabulary and Language Skills:

Reading exposes you to new words, grammar structures, and writing styles, enriching your
language skills.

3. Stronger Critical Thinking:

Encourages analysis, comparison, and evaluation, which is essential in academic and real-
world contexts.

4. Better Academic Performance:

Effective readers understand and remember more, which leads to better exam results and
assignment quality.

5. Improved Focus and Memory:
Reading actively strengthens your brain’s ability to focus, recall, and retain information.
6. Improved Communication Skills:

Exposure to good writing helps you become a better writer and speaker, which improves
both personal and professional communication.

7. Stress Reduction and Relaxation:

Reading can be a great way to relax and reduce stress, especially fiction or self-help
materials.

4.3 Basic Steps to Effective Reading
To read effectively, follow these key steps:
1. Pre-reading (Previewing):

Skim the text to get an overview—look at titles, headings, subheadings, images, and key
terms.

Ask yourself: What is this about? What do | already know about this topic?



2. Active Reading:

Engage with the content by asking questions as you read.
Underline or highlight important points.

Take brief notes or summaries in the margins or in a notebook.

3. Vocabulary Understanding:

Identify unfamiliar words and look them up.

Try to understand meanings from context clues before using a dictionary.
4. Comprehension Monitoring:

Regularly pause to reflect on what you’ve read.

Ask yourself questions like:

What is the main idea?

What evidence supports this point?

Can | explain this in my own words?

5. Post-reading (Review and Reflect):

Summarize the main points in your own words.

Review your notes, highlight key takeaways.

Discuss with others or teach what you’ve read to reinforce learning.
6. Practice Regularly:

Like any skill, reading improves with practice. Read different types of material (e.g., fiction,
newspapers, journals) to become a versatile reader.

4.4 Types of Reading

Reading is not a one-size-fits-all activity. Depending on your purpose, material, and time
available, different types of reading strategies are used.

1. Skimming:
Purpose: To get a general idea or overview of the content.

How it works: Quickly read headings, subheadings, topic sentences, and keywords.



Used when: You need to decide if a text is worth reading in detail.

Example: Skimming a newspaper or blog to get the headlines or main ideas.
2. Scanning:

Purpose: To find specific information quickly.

How it works: You run your eyes rapidly over the text looking for dates, names, numbers, or
keywords.

Used when: Searching for an answer in a textbook or looking for a phone numberin a
directory.

Example: Scanning a program schedule for the time of a specific

3. Intensive Reading:

Purpose: To understand the text in detail.

How it works: Read slowly and carefully. Analyze grammar, vocabulary, and structure.
Used when: Studying academic texts, legal documents, or technical material.
Example: Reading a research paper or a contract thoroughly.

4. Extensive Reading:

Purpose: To build general knowledge and fluency.

How it works: Read longer texts (like books, articles, or novels) for pleasure or general
understanding.

Used when: Improving language skills or reading for leisure.
Example: Reading a novel or magazine in your free time.

5. Critical Reading:

Purpose: To evaluate and analyze the content critically.

How it works: Go beyond the words—question the author’s intent, bias, arguments, and
evidence.

Used when: Reviewing essays, opinion pieces, or research findings.

Example: Analyzing a political article or a book review.

6. Passive vs. Active Reading:



Passive reading means reading without engagement—just to “get through” the content.
Active reading means engaging with the text by highlighting, questioning, and summarizing.
4.5 Reading Comprehension

What is Reading Comprehension?

Reading comprehension is the ability to read a text, understand its meaning, and interpret
or respond appropriately. It involves both literal understanding and critical thinking.

Key Components of Reading Comprehension:
1. Vocabulary Knowledge:
Understanding the words used in the text is crucial for comprehension.
2. Understanding Main ldeas:
Identifying the central theme or message of the passage.
3. Recognizing Supporting Details:
Picking out facts, examples, or evidence that support the main idea.
4. Inference:
Making logical guesses or conclusions based on information not directly stated.
5. Understanding Tone and Purpose:
Identifying whether the author’s tone is persuasive, informative, sarcastic, etc.
Understanding why the text was written (to inform, entertain, persuade).
6. Sequencing and Structure:

Recognizing the order of events and how the text is organized (cause-effect, comparison,
etc.).

Steps to Improve Reading Comprehension:
1. Pre-reading:
Preview the title, headings, and subheadings.
Predict what the text might be about.
2. Active Reading:

Highlight key points.



Ask questions while reading (What is the author saying? Why is it important?).
3. Post-reading:

Summarize in your own words.

Answer comprehension questions or discuss the text.

Types of Comprehension Questions:

Type Example Question

Literal What is the name of the main character?

Inferential ~ Why did the character leave the city?

Critical Do you agree with the author’s opinion? Why?

Vocabulary What does the word “resilient” mean in the context of the passage?

Application How canthis information be used in real life?

Benefits of Strong Reading Comprehension:

Enhances academic success

Builds critical thinking skills

Improves writing and communication

Increases knowledge and awareness



5.1 Resume Writing

Email Address (professional-looking)
LinkedIn or portfolio link (optional)
2. Objective or Career Summary:

A short statement describing your career goals or what you aim to contribute to the
organization.

Tailor it for the job you are applying for.
Example:

“Motivated BBA graduate seeking an entry-level marketing role to apply strong
communication and analytical skills to drive brand growth.”

3. Educational Qualifications:

List your education in reverse chronological order (latest first).
Include degree, institution, year of passing, and percentage or CGPA.
4. Work Experience / Internships:

Company Name, Position, Duration

Use bullet points to highlight your responsibilities and achievements.
5. Skills:

List technical skills (e.g., MS Office, Python, Tally) and soft skills (e.g., leadership,
communication, time management).

6. Projects / Certifications (Optional):

Highlight relevant projects, online courses, or certifications (e.g., Coursera, Google, etc.).
7. Achievements / Extracurricular Activities:

Include awards, competitions, volunteer work, sports, etc., that show a well-rounded profile.
8. Languages Known:

Mention languages you can speak or write fluently.

9. References (Optional):

Can be added if the job specifically asks for them.

Tips for Effective Resume Writing:

Keep it concise (1 page for freshers, 2 for experienced professionals).

Use professional fonts like Arial or Calibri (10—12 pt).

Avoid spelling and grammatical errors.

Tailor your resume for each job application.



Use action verbs like “led,” “developed,” “managed,” “analyzed.”
Avoid long paragraphs—use bullet points for easy reading.
Common Mistakes to Avoid:

Including irrelevant or outdated information

Using unprofessional email addresses What is a Resume?

A resume is a formal document that provides a summary of your qualifications, skills,
experience, and accomplishments. It’s often the first impression you make on an employer and
is crucial for job applications, internships, or academic opportunities.

Key Elements of a Good Resume:

1. Contact Information:

Full Name

Phone Number

Making the resume too long or too flashy
Lying or exaggerating qualifications

5.2 The Art of Condensation

What is Condensation?

Condensation is the process of reducing a longer piece of text into a short, concise form while
retaining the core meaning and main ideas. It is often referred to as summary writing or précis
writing.

Why is Condensation Important?

Enhances reading comprehension

Improves writing clarity and precision

Saves time for readers by presenting only essential information
Develops critical thinking and the ability to identify important content
Steps in the Art of Condensation:

1. Read the Text Thoroughly:

Understand the main message, tone, and structure of the original text.
2.Identify Key Ideas:

Pick out main points, supporting facts, and avoid examples, repetitions, or extra details.
3.Eliminate Unnecessary Information:

Remove descriptions, statistics (unless essential), and examples.
4.Rephrase in Your Own Words:

Rewrite using your own language and structure.

Avoid copying whole sentences.



5.Maintain the Original Meaning:

Don’t change the tone or message.

Avoid personal opinions.

6.Use Clear and Concise Language:

Be direct.

Keep sentences short and meaningful.
Qualities of a Good Condensed Text (Précis):
Concise: Short and to the point

Complete: Contains all major points

Clear: Easy to understand

Coherent: Logically structured

Neutral: Free from personal bias or opinion
Example of Condensation:

Original Passage (approx. 80 words):

Technology has significantly transformed modern education. With the rise of digital platforms,
students can now access learning materials anytime and anywhere. Online classes, virtual labs,
and e-books have replaced traditional methods of instruction, making learning more flexible
and efficient. Moreover, digital assessments provide real-time feedback, allowing students to
identify their strengths and weaknesses quickly.

Condensed Version (approx. 30 words):

Technology has revolutionized education by offering flexible access to resources, online
learning tools, and real-time feedback, making modern learning more efficient and student-
cantered.

5.3 Business Reports
What is a Business Report?

A business report is a formal document that presents information, analysis, and
recommendations to help in decision-making within an organization. It is often written to
investigate an issue, evaluate performance, or propose solutions.

Types of Business Reports:
1.Informational Reports:

Present data or facts without analysis.
Example: Sales reports, attendance reports.
2.Analytical Reports:

Include data and interpretation.

Example: Market analysis, feasibility reports.



3.Recommendation Reports:

Suggest action based on analysis.

Example: Proposal to launch a new product.
4.Progress Reports:

Update on the status of a project or task.

Structure of a Business Report:

1.Title Page:

Report title, date, author, organization.

2.Table of Contents:

Organized list of sections and page numbers.
3.Executive Summary:

A short summary of the entire report (for busy readers).
4.Introduction:

Purpose, scope, and background of the report.
5.Methodology: (if required)

How the data was collected (survey, observation, etc.).
6.Findings / Body:

Present the facts and data, often using tables and charts.
7.Analysis / Discussion:

Interpret findings, identify issues or patterns.
8.Conclusion:

Summarize the results or findings.
9.Recommendations:

Suggest practical steps or actions.

10.Appendices & References:

Supporting documents or sources used.

Tips for Writing Business Reports:

Be clear, concise, and formal in tone.

Use headings, bullet points, and visuals (charts, graphs).
Focus on objectivity and accuracy.

Avoid personal opinions unless asked for.



5.4 Email Writing
What is Email Writing?

Email writing is a formal or informal form of written communication sent through electronic
mail. In a professional context, emails should be clear, polite, and purposeful.

Structure of a Professional Email:

1.Subject Line:

Be specific and informative.

Example: Request for Leave — 21st July to 24th July
2.Salutation (Greeting):

Formal: Dear Mr. Sharma / Dear Sir/Madam
Semi-formal: Hello Mr. Roy

3.0pening Line / Introduction:

State the purpose of the email briefly.

Example: I am writing to inform you...

4.Body of the Email:

Provide details in short paragraphs or bullet points.
Be polite and to the point.

5.Closing Line:

Express thanks or readiness to assist further.
Example: Thank you for your time and consideration.
6.Sign-Off:

Sincerely, Regards, Best wishes

Then add your full name, designation, and contact info (if needed).
Example of a Formal Email:

Subject: Application for Internship — Marketing Department
Dear Sir/Madam,

[ am writing to express my interest in the internship opportunity in the Marketing Department
at ABC Pvt. Ltd. I am currently pursuing my BBA at XYZ College and am keen to apply my
academic learning in a professional setting.

I have attached my resume for your review. [ would be grateful for the opportunity to contribute
to your team and learn from your experience.

Thank you for your time and consideration.
Sincerely,

Ananya Sharma



BBA 3rd Year, XYZ College

Tips:

Avoid spelling and grammar mistakes.

Avoid slang, emojis, and informal phrases in professional emails.
Use professional formatting and tone.

5.5 Blog Writing

What is Blog Writing?

A blog is a regularly updated website or section of a website that contains informal or
conversational articles (called posts) written on various topics such as education, technology,
lifestyle, travel, etc.

Structure of a Blog Post:

1.Title:

Catchy and relevant. It should grab the reader’s attention.
Example: “5 Smart Study Tips for Exam Success”
2.Introduction:

Introduce the topic and explain why it matters.

Hook the reader with a question, fact, or quote.

3.Main Body (Organized in Subheadings):

Break the content into clear sections using subheadings.
Use bullet points, lists, and examples.

Include personal opinions or experiences if the tone allows.
4.Conclusion:

Summarize the post.

End with a call-to-action (CTA) like “Leave a comment” or “Share your thoughts below.”
Example Blog Topic:

Title: Why Reading Every Day Can Change Your Life
Intro:

In a world full of distractions, taking time to read can feel like a luxury. But did you know that
daily reading can improve your brainpower, vocabulary, and even your mood?

Body:
Boosts Focus and Concentration
Builds Better Vocabulary

Enhances Emotional Intelligence



Reduces Stress
Conclusion:

So, whether it’s a novel, a news article, or a biography, reading daily is a habit worth building.
What book are you reading right now? Share in the comments!

Tips for Writing a Good Blog:

Know your audience and write in a friendly, conversational tone.
Keep paragraphs short (2—4 lines).

Use images, links, and formatting to make it visually appealing.
End with a CTA (Ask a question, suggest sharing, etc.).

Would you like a blog writing assignment or sample topic to try writing one yourself? I can
review and give feedback too!

Reynario C. Ruiz Jr.
Contact No: 09322348555/09463705886
Email Address: nars alance@yahou.com

Personal Information

Home Address: Salvacicn, Hinunanaan Southern Leyte
City Address: Phase 1, Block 9, Lot 31, Villa Leysen Subdivision, Bacayan Cebu Cily
Date of Birth: January 13, 1588

Place of Birth: Hinundayan, Southern Leyte

Age: 22

Height: 5'8"

Weight: 120 Ibs.

Civil Status: Single

Nationality: Filipino

Religion: Roman Cathoelic

Objective

. Seeking te be a part ¢f a reputable institution and be a partner in achieving their goals.

® Empley and enhance my knowledge and skills in a gainful pesiticn as a nurse cor in a
related field.

Education

June 2011 - Present Cebu Normal University — Graduate School
Diplema in Professional Education
Osmenfa Boulevard, Cebu City, Cebu

Oct. 2010 - April 2011 Cebu Normal University —~ Graduate School
Masters of Suence in Nursing - Leadership Nursing
Osmefa Boulevard, Cebu City, Cebu

2006-2010 University of Cebu
Bachelor of Science in Nursing
Banilad, Cebu City, Cebu

July - Oct. 2005 University of the Philippines
Bachelor of Arts in Social Sciences - Psychology
Tacloban City, Leyle

2001-2005 Holy Rosary Academy
Poblacion, Hinunangan Scuthern Leylte

1995-2001 Otama, Elementary School
Otama, Hinunangan Southern Leyte



Key West, FL
33040 | inquire@starcrest.mail | template.net |
222555777

Professional Resume for Job

[YOUR NAME]

3300 SE Woodward St
Portland, OR 97202
Phone: 222 555 7777
Email: [YOUR EMAIL]

LinkedIn: linkedin.com/in/yourname

PROFESSIONAL SUMMARY

Results-driven Marketing Specialist with over 5 years of experience in digital marketing, brand
management, and content strategy. Proven track record of increasing online engagement by
35% and driving revenue growth through targeted campaigns. Adept at SEQ, social media
management, and data analysis. Seeking to leverage expertise in campaign optimization to
contribute to [YOUR COMPANY NAME] as a Digital Marketing Manager.

PROFESSIONAL EXPERIENCE

Digital Marketing Specialist
ArtHollow Marketing Solutions - New York, NY
June 2052 - Present
« Led a team in developing and executing SEO strategies that resulted in a 40% increase in
organic traffic within the first six months.
» Managed social media accounts across multiple platforms, growing follower engagement
by 30% through consistent content and targeted ads.
« Launched successful email marketing campaigns that boosted customer retention by 25%.
« Collaborated with cross-functional teams to create personalized marketing solutions that



Cover Letter

Format

Header

Salutation / greeting

Opening paragraph

Body paragraph

Closing paragraph

Sign-off and signature

Jane Wright
5505 Paragraph Way
Gainesville, MA 11111

(555) 555-0199
therightwright@emailcom

November 5, 2024

Virginia Apgar
Recruitment Manager
Boltvern Hospital
Gainesville, MA

Dear Mrs, Apgar,

My name is Jane Wright, and I am interested in the entry-level nursing position

at Boltvern Hospital. I recently graduated at the top of my class from Greendale
College with a bachelor of science in nursing and am eager to apply my hands-on
education to provide the high-quality, patient-centered care Boltvern is known for.

During my clinical rotations, I built a strong foundation in patient assessment,
wound care, administering medications, and team collaboration. After a gap year
teaching English in Brazil, I interned at AcmeCo Hospital, where I gained experience
in fast-paced settings and learned to multitask and stay calm under pressure.
Working with elderly patients was particularly rewarding, as it deepened my
empathy, communication, and patience.

Joining Boltvern Hospital is an exciting opportunity to grow within a respected
institution and contribute to patient care. I am confident that my clinical skills,
dedication, and passion for nursing make me a strong fit for this role. Thank you
for considering my application; I look forward to discussing my qualifications further.

Sincerely,
Jane Wright



Email Format

E- Mail

+ New Mail - (9 X

Inbox

Compose

Draft

Sent

Thrash

More

From :jjc@gmail.com

To :ytl@gmail.com

Date : 21st November 2024,10.30 am
Subject : Invitation for Annual Function

Salutation

e For formal emails: Dear, [Recipient's
Name] or Respected Sir/Madam

e For informal emails; Hi [Name]

Main Body
1] Introduction
2] Describe in details
3] Conclusion

Closing Line

» End with a polite statement expressing
gratitude or expectation.

» Example: Thank you for your time and
consideration. Looking forward to your
response.

formal closing phrase:

-Yours sincerely, Best regards, Thank you,

Signature line:

Sender's name [ signature [ other details

> @ '} «Reply Forwardﬁ




Report writing: Formal

There are many different types of reports. This information is a basic outline only. Before you
attempt to write a report, you should check the particular requirements for the subject.

A formal report should have the following arrangement.

1 TITLE PAGE — The Title Page must include the subject of the report, who the report is for, who
the report is by and the date of submission.

2. ABSTRACT — An Abstract is usually 100 to 200 words and should include the following:

why the report has been written (i.e. what question or problem is it addressing?)
how the study was undertaken

what the main findings were

what the significance of the findings is.

Be specific and precise so that the reader can get a good understanding of the main points without
having to read the whole report.

The abstract should be on a separate page with the centred heading ABSTRACT in capitals. It is
usually written in a single paragraph with no indentation.

3. TABLE OF CONTENTS — The Table of Contents should be on a separate page. It helps the
reader to find specific information and indicates how the information has been organised and what
topics are covered. The table of contents should also include a list of figures and a list of tables
if any are used in the report.

4. INTRODUCTION — The Introduction has three main components.

1. The Background which describes events leading up to the existing situation, what
projects have been done previously, and why the project or study is necessary.

2. The Purpose which defines what the project or study is to achieve, who
authorised it and the specific terms of reference.

3. The Scope which outlines any limitations imposed on the project such as cost,
time etc.

5. BODY — The Body varies according to the type of report. Basically, it answers the questions —
Who? Why? Where? When? What? How? In an investigative report, it would consist of all the
information required to convince the reader that the conclusions and recommendations are
valid/reliable. This information must be presented in a systematic way.

6. CONCLUSION — The Conclusion should be as brief as possible. They should be presented in
descending order of importance and should not suggest action. Conclusions should be free from
speculation (i.e. ideas for which you have presented no evidence), have no new thoughts or
references introduced and contain no further discussion of points raised.



Q. Write a blog post on the topic: Save Environment

Answer: Blog Post: Save Environment Compiled by:
Prof. Tushar Chavan Contact: 9850737199

www.blogger.com Post Title: Save Environment Publish || Save

Compose HTML Preview || Close

Save Environment

We celebrate so many special days such as Republic Day,
Independence Day, Mother’s Day and so on. Well, here is one day that
deserves not only a celebration, but our total dedication- Earth Day, 22
April. Its celebration helps us to make arrangements to save the earth.
To save environment, the following things we should do-
1.Cut Consumption:
Refuse (to buy new things), Repair and Reuse (old stuff), Recycle (what you
cannot reuse), Reject (stuff that is toxic or dangerous to the environment)
and Renew (your purpose and resolve to protect the planet).
2. Cut Energy:
a) Stop use of the old incandescent bulbs and shift to CFLs / or LEDs
b) Walk or use public transport and try not to use private cars to save fuel.

c) Use Video Conference instead of travelling for meetings.
d) Switch off unnecessary electrical gadgets.
3.Cut Waste:
a) Start a waste segregation system
b) Compost organic waste
c) Collect unused paper from old notebooks and make new ones from
them.
4.Cut out plastic:
a) Request the shopkeepers in your area not to use plastic carry bags.
b) Government recently made a ban on the use of plastic.
5.Cut litter:
Inspire others to keep their neighbourhood clean.
* Don’t keep your taps on full flow.
% Have a half-bucket bath Avoid shower bath.
% Use kitchen water for plants.
% Speak to your neighbours about setting up a rainwater harvesting
system.

Comments: Date: 04-04-2021




