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Note:AttemptalltheQuestions.Allquestionscarryequalmarks.

Question1

WhatisCommunication,explainindetailallthetypes?

Answer.

Communication:

Communicationissendingandreceivinginformationbetweentwoor
morepeople.Thepersonsendingthemessageisreferredtoasthesender,whiletheperson
receivingtheinformationiscalledthereceiver.Theinformationconveyedcanincludefacts,
ideas,concepts,opinions,beliefs,attitudes,instructionsandevenemotions.

Typesofcommunication

Thereareseveraldifferentwaysweshareinformationwithoneanother.Forexample,you
mightuseverbalcommunicationwhensharingapresentationwithagroup.Youmightuse
writtencommunicationwhenapplyingforajoborsendinganemail.

Therearefourmaincategoriesorcommunicationstylesincludingverbal,nonverbal,written
andvisual:

1.Verbal

Verbalcommunicationistheuseoflanguagetotransferinformationthroughspeakingor
signlanguage.Itisoneofthemostcommontypes,oftenusedduringpresentations,video
conferencesandphonecalls,meetingsandone-on-oneconversations.Verbal
communicationisimportantbecauseitisefficient.Itcanbehelpfultosupportverbal
communicationwithbothnonverbalandwrittencommunication.



2.Nonverbal

Nonverbalcommunicationistheuseofbodylanguage,gesturesandfacialexpressionsto
conveyinformationtoothers.Itcanbeusedbothintentionallyandunintentionally.For
example,youmightsmileunintentionallywhenyouhearapleasingorenjoyableideaorpiece
ofinformation.Nonverbalcommunicationishelpfulwhentryingtounderstandothers’
thoughtsandfeelings.

Iftheyaredisplaying“closed”bodylanguage,suchascrossedarmsorhunchedshoulders,
theymightbefeelinganxious,angryornervous.Iftheyaredisplaying“open”bodylanguage
withbothfeetonthefloorandarmsbytheirsideoronthetable,theyarelikelyfeeling
positiveandopentoinformation.

3.Written

Writtencommunicationistheactofwriting,typingorprintingsymbolslikelettersand
numberstoconveyinformation.Itishelpfulbecauseitprovidesarecordofinformationfor
reference.Writingiscommonlyusedtoshareinformationthroughbooks,pamphlets,blogs,
letters,memosandmore.Emailsandchatsareacommonform ofwrittencommunicationin
theworkplace.

4.Visual

Visualcommunicationistheactofusingphotographs,art,drawings,sketches,chartsand
graphstoconveyinformation.Visualsareoftenusedasanaidduringpresentationsto
providehelpfulcontextalongsidewrittenand/orverbalcommunication.Becausepeople
havedifferentlearningstyles,visualcommunicationmightbemorehelpfulforsometo
consumeideasandinformation.

___________________________________________________________________________________________

Question2

ElaborateSkimmingandScanninginthelightofreading?

Answer:

SkimmingandScanning:

Skimmingreferstotheprocessofreadingonlymainideaswithinapassagetogetan

overallimpressionofthecontentofareadingselection.

HowtoSkim:

*Readthetitle.

*Readtheintroductionorthefirstparagraph.

*Readthefirstsentenceofeveryotherparagraph.

*Readanyheadingsandsub-headings.

*Noticeanypictures,charts,orgraphs.

*Noticeanyitalicizedorboldfacewordsorphrases.

*Readthesummaryorlastparagraph.



WhenSkimming:

*Don'treadeverythingindetailbutjusttrytoskipthetext.

*Readthefirstandlastsentenceofeachparagraph.

*Readtheintroductionandsummary.

*Readafewexamplesuntiluunderstandtotheconceptofthetext.

Scanningisareadingtechniquetobeusedwhenyouwanttofindspecificinformation

quickly.Inscanningyouhaveaquestioninyourmindandyoureadapassageonlytofindthe
answer,ignoringunrelatedinformation.

HowtoScan:

*Statethespecificinformationyouarelookingfor.

*Trytoanticipatehowtheanswerwillappearandwhatcluesyoumightusetohelpyou
locatetheanswer.Forexample,ifyouwerelookingforacertaindate,youwouldquicklyread
theparagraphlookingonlyfornumbers.

*Useheadingsandanyotheraidsthatwillhelpyouidentifywhichsectionsmightcontainthe
informationyouarelookingfor.

*Selectivelyreadandskipthroughsectionsofthepassage.

InScanningWeSearchForKeyWords:

*Particularname

*Number

*Telephonenumbe

*Program

*Date
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Question3

Whatarethe7C’sofCommunication,explainallofthem?

Answer:

The7CofCommunicationare:

1)Completeness

2)Concreteness



3)Courtesy

4)Correctness

5)Clarity

6)Consideration

7)Conciseness

1)Completeness:

Themessagemustbecompleteandgearedtothereceiver’sperceptionoftheworld.The
messagemustbebasedonfactsandacomplexmessageneedsadditionalinformationand
/orexplanation.Agoodsubdivisionofsubjectswillclarifythemessageasaresultofwhich
therewillbeacompleteoverviewofwhatissaid.

2)Concreteness:

Concretebusinesscommunicationisalsoaboutaclearmessage.Thisisoftensupportedby
factualmaterialsuchasresearchdataandfigures.Thewordsusedaswellasthesentence
structurecanbeinterpreteduni-vocally.Nothingislefttotheimagination.

3)Courtesy:

Inadditiontoconsideringthefeelingsandpointsofviewofthetargetgroup,itisalso
importanttoapproachtheaudienceinafriendlyandcourteousmanner.Useoftermsthat
showrespectforthereceivercontributetowardseffectivecommunication.Thesamegoes
forthemannerinwhichyouaddresssomeone.Noteveryonewillbecharmedifyouusea
familiarform ofaddressanduseofaformaladdresscouldcomeacrossastoodistant.By
usingtheword‘they’alargeraudienceisimmediatelyaddressed.

4)Correctness:

Acorrectuseoflanguagehasthepreference.Inwrittenbusinesscommunication,
grammaticalerrorsmustbeavoidedandstylisticlapsesorawronguseofverbsarenot
sufficienteitherinverbalcommunication.Acorrectuseoflanguageincreases
trustworthinessandthereceiverwillfeelthattheyaretakenseriously.

5)Clarity:

Clearorplainlanguageischaracterizedbyexplicitness,shortsentencesandconcretewords.
Fuzzylanguageisabsolutelyforbidden,asareformallanguageandclichéexpressions.By
avoidingparenthesesandkeepingtothepoint,thereceiverwillgetaclearpictureofthe
contentofthemessage.Briefly-wordedinformationemphasizestheessenceofthemessage.

6)Consideration:

Communicatingwiththetargetgroup(Consideration).Inordertocommunicatewell,itis
importanttorelatetothetargetgroupandbeinvolved.Bytakingtheaudienceintoaccount,
themessagecanbegearedtowardsthem.Factorsthatplayaroleinthisareforexample:
professionalknowledge,levelofeducation,ageandinterests.

7)Conciseness:



Amessageisclearwhenthestorylineisconsistentandwhenthisdoesnotcontainany
inconsistencies.Whenfactsarementioned,itisimportantthatthereisconsistent,
supportinginformation.Systematicallyimplementingacertainstatementornotationalso
contributestoclearbusinesscommunication.Whenstatementsarevaried,theywillconfuse
thereceiver.

___________________________________________________________________________________________

Question4

DefineanddifferentiateLetterandmemo?

Answer.

DefinitionofLetter:

Abusinesslettercanbedefinedastheform ofwrittencommunication,thatcontains
alongmessage,addressedtothepartyexternaltotheorganisation,i.e.supplier,
customer,manufacturerorclient.Itstartswithasalutation,writtenprofessionallyin
thethirdpersonandhasacomplementaryclosewithasignature.

DefinitionOfMemo:

Thememoisshortforthememorandum,whichmeansanoteor
recordforanyuseinfuture.Itisashortmessageusedasameansofinformal
communicationwithintheorganisation,fortransmittinginformationinwriting.Itmay
betitledasinterofficecommunication,officememorandum,orinteroffice
correspondence,ratherthanamemorandum.

Memo Letter

Thememorelatestoashort Theletterisatypeofverbalcommunication

message;writteninaninformal thatcontainsacompressedmessage,

toneforinterofficecirculation. Conveyedtothepartyexternaltothe

oftheinformation. Business.

ExchangedAmong

Departments,unitsor Twobusinesshousesor

superior-subordinate amongthecompanyand

undertheorganization. theclient.

Nature

InformalandConcise. Formalandinformative.

Signature

Signaturenotrequiredinamemo. Thesenderdulysignsaletter.



Contents

Utilizationoftechnicaljargon Simplewordsareusedand

andpersonalpronounis writteninthethirdperson.

permittedorallowed.

Length

Short. ComparativelyLong.

Communication

Onetomany. Onetoone.

________________________________________________________________________

Question5

Giveabriefdefinitionofvocabulary,alsoexplainthetypesofVocabulary

Answer:

DefinitionOfVocabulary:

Avocabulary,alsoknownasawordstockorword-stock,isa
setoffamiliarwordswithinaperson'slanguage.Avocabulary,usuallydeveloped
withage,servesasausefulandfundamentaltoolforcommunicationandacquiring
knowledge.Acquiringanextensivevocabularyisoneofthelargestchallengesin
learningasecondlanguage.

ThereAreFourTypesOfVocabulary:

1)ListeningVocabulary:

Thistypeofvocabularyreferstothewordswehearandcomprehend.
Fetusesinthewombcanperceivesoundwhentheirageissixteenweeks.Moreover,
babieskeeponlisteningtovariouswordswhentheyareawakeandthuswegrowup
listeningtodifferentwords,therebylearningsomanywordsthroughoutourlives.In
ouradulthood,mostofuscanidentifyandcomprehendalmost50000words.
Childrenwhoaredeafareexposedtovisuallisteningastheyareexposedtosign
language.Butinthiscase,thenumberofwordsdevelopedisfarlessthananormal
child’ssecondarylisteningvocabulary.

2.SpeakingVocabulary:

SpeakingVocabularyreferstothewordswespeak.Ourspeaking
vocabularyisrestricted.Mostoftheadultsusealmost5000to10000wordsfor
communication(forconversationandgivinginstructions).Thenumberofwords
usedinthiscaseisfarlessthanlisteningvocabulary,thereasonbeingthelevelof
comfortinusage.



3.ReadingVocabulary:

Thisvocabularyreferstothewordswerecognisewhenwereadany
text.Wereadandunderstandmanywords,butwedonotusethem inspeaking
vocabulary.Ifapersonisareaderthenthistypeofvocabularyhappenstobethe
secondlargestvocabulary.Needlesstosay,vocabularygrowswithreading.

4.WritingVocabulary:

Thistypeofvocabularyrepresentsthosewordswhichweregainwhile
writingtoexpressourselves.Itisveryeasytoexplainourselvesverballybyusing
facialexpressionsandmodulationofvoice,butusingthesamewordsfor
communicatingthesameconceptorthoughtthroughwritingisnotthateasy.Our
writingvocabularyisintenselyaffectedbythewordswecanspell.
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