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1.WriteShortNotes. /15Marks

a.EffectiveCommunication

Ans:Youcannoteffectivelycommunicateunlessthesenderandthereciverprecive
themessageinthesameway.

Youcannotmoveupthecareerladderifyouarenotineffectivecommunicator.

b.FiveUsesofCommaandSemiColon.

Comma:Acommamarksaslightbreakbetweendifferentpartsofasentence.Use
properly,commasmakethemeaningofsentenceclearbygroupinginspartingword,
phrases,andclusaes.

Herearethemaincaseswhenyouneedtouseacomma.

 Inlists

 Indirectspeech

 Toseparateclsuses

 Tomarkoffcertainpartofasentanse



 With“however“

SemiColon

Thesemicolonisusedwhenbothpartsofthesentencearecloselyrelated.

Thecomputerhadavirus,allthefileswerelost.

 Colonscanalsobeusedtointroducespeech.Thisismostcommonlyusedin
scripts.

 alists

thereasonforkeepingtheparkor:theenvironment,recreationandaperance.

 Anexample:

Therearemanytypesofvehicals:cars,buses,truksandmotorcycles.

 Anexplanation:

Oneresultisinevitable:someonewilleventuallybeinjured.

 Asubtitle:

TrafficandPollution:theAwfulBedfellows

:

c.FormalandInformalNetworksofCommunication.

Ans:FormalCommmucation:Formalcommunicationiscommunicationthatflows
alongthelinesofthemangemntorauthrothy.

Formalcommuncaitiontakestheshipofnanualfroms,reportsinmeeting.

InformalCommunication:Informalcommuncation occure when people comes
togetherintalkaboutwhereworkingcondtions,faimley,co-workeretc.

Remover,gossip,etcaretheexamplesoftheimformalcommunication.



2.Whatare the Seven C’s OfCommunication Skills? Write a detailed Answer?
/15Marks

Ans:SevenC’sofcommunationskillsare.

1.Clear

Makeobjectivewhereavoidcomplexwords&sentence

2.Concise

Keepitclearandtothepointavoidfilterword&sentence

3.Concrete

Bespecificnotvagueusefactsandfigurestosupportyourmessage.

4.Correct

Trytoavoidtypos.Usecorrectfactsandfigures.Usetherightleveloflanguage

5.Coherent
Doesyourmessagemakesenseensureitflowslogically.Avoidcoveringtoomuch.

6.Complete
Doesthemessagecontaineverythingitneedsto.Includeacall-to-action.

7.Couterous
Beingpolitebuildsgoodwillensuremessageistactful.

3.WriteanessayonanyoneTopic.(340-350)WordCount /20
b.Parentsareourfirstandmostimportantteachers.Describeaspecificvaluable
lessonfrom oneofyourparents

thefirstteacherswehaveinourlivesinmostcasesareourparents.Theyteach
us to speak,walk,ride a bike,behave ourselves etc.From my everyday
experienceandobservationIcantotallyagreewiththestatementthatparents
arethebestteachers.InthefollowingparagraphsIwilltrytosupportmyanswer
withsomereasonsandexamples.

Firstofall,Iwouldsaythatparentsareourveryfirstteachers.Theywithgreat
patiencepassdowntheessentialknowledgethatweneedinordertojoin"the
realworld".Childrenoftencopytheirparents'habitsandtraitsbecausechildren
aresurethatparentsdoonlyrightthings.Oftenchildren'sfirstwishistobelike
theirmotheroffather.Parentsarethebestteachersbecausetheywishtheir
childrenasuccessandtheydonotteachthem badthings.

Howeverinordertosucceedintoday’sworldchildrenneedmorethanjustto



knowgoodmannersandbeabletoreadandwrite.Theyneedrealteacherswho
wouldteachthem logic,mathematics,literature,foreignlanguage,management
etc.Moreover,theyneedtocommunicatewiththechildrenofthesameage.
Adolescenceisaperiodwhenchildrenlearnmorefrom theirfriendsthenfrom
theirparents.Atthisagemanyyoungpeoplerejecttheirparents'advicesand
warnings.Theybegintolearnfrom theirownexperience,makeconclusionsand
analyzetheirfirstmistakes.Itisveryimportantforparentsinthisperiodtobe
supportiveandpatient.Childrenmayslam doorandrefusetodosomethings
becausetheywanttofeelindependence.

Anotherimportantaspectofthisisthatparentsarethefirstpeoplewhomust
worntheirchildrenaboutthedangerofdrugsandcigarettesandhow toavoid
andsay"No"whentheyneedto.Inthemodernworldparentsmusttalkwiththeir
childrenabouteverythingbecauseitcansavetheirlifeandmakethem happier.
So,theroleofparentsisreallyimportantbecauseitgivesthestrengthand
understandingtherealworld.

Inconclusion,Ithinkthatparentsarethebestteachersbecausetheygivetheir
knowledgethatcannotbetakenfrom bookswhenitneedstobeknownby
children.


