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Q1.Inmanyinterpersonalencounter,thefirstfewminutes
areextremelyimportant.Howdomaintainthesuccessof
verbalcommunicationforfurtherinteraction?

Ans.

Communication:

The
transmissionofthemessagefrom sendertorecipient
canbeaffectedbyahugerangeofthings.These
includeouremotions,theculturalsituation,the
medium usedtocommunicate,andevenourlocation.
Thecomplexityiswhygoodcommunicationskillsare
consideredsodesirablebyemployersaroundthe
world:accurate,effectiveandunambiguous
communicationisactuallyextremelyhard.

MakingTheVerbalCommunicationSuccessful:

OralCommunication:

Itmeans



sendingmessagethroughspokenwords.Italso
knownasinterpersonalcommunication.It'saprocess
whichbegininchildhood.Graduallyitbecomesmore
complex.

WaysToMakeOralCommunicationSuccessful:

Oral
Communicationcanbemadesuccessfulbyusing
followingways;

1.Planwhattosay:

Oralcommunicationshouldbeplanned
carefully.Determinethepurpose.Choosethe
languagethatissuitabletothesituation.

2.ThinkofTheReceiver:

Itisvitaltoknow
whom youwillspeak.Thinkoftheirposition,
education,knowledge,exoerienceandmentallevel.It
willhelpyoualotincommunicatingsuccessfully.

3.Knowthesituation:

Theremaybe
differentsituationsforspeaking,suchasinterview,
briefinginquiry,meetingandreportetc.Thesituation
maybepleasantneutralandunpleasant.Youhaveto
adopttherightway.Befriendlyinformalorformal
accordingthesituation.

4.Beopnendminded:



Presentyourideasinaneffectiveway.Butatthe
sametimeconsiderthematterfrom otherperson's
pointofview.Beopenedmindedtohearwhatisright,
buthaveyourargumentsreadytomakeyourpoint
forceful.

AdvantafgesofOralCommunication:

1. Itprovidesimmediatefeedback.

2. Itiseasytoconveyandunderstand.

3. Itmayberelativelydetailed.

4. Itcaneasilybechangedaccordingtothesituation.

5. Itoftendoesnotneedstationaryorequipment.

WrittenCommunication:

Itmeanssending
messagethroughwrittenwords.Written
communicationhasgainedsuchimportancethat
todaymillionsofwrittenmessagesaroundtheglobe.

WaysToMakeWrittenCommunication
Successful:

1.Knowthepurpose:
Firstofall,giveaclose

attentiontothepurposeofthemessage.It
meanswhyyouaresendingthemessage.Itmay



becongratulation,arequest,agood-news
message,abad-newsmessage,aninquiryetc.
Choosethelanguagethatissuitabletothe
situation.

2.Knowthereceiver:
Itisvitaltoknow

whowillreadthemessage.Visualisehisposition,
education,knowledge,experience,mentallevel
etc.Itwillbeveryhelpfulinmakingthemessage
successful.

3.Sendacorrectmessage:
Makesure

thatyourmessageiscorrectinveryrespect.An
incorrectnotonlycausesconfusionbutalso
leavesabadimpression.

1.Chooseaproperchannel:

Choosearightchannelof
communication.Awrongdecisionaboutthemedium
mayhaveterribleresults.Thechoiceofchannelwill
dependonsuchfactors:cost,confidentially,security,
distance,timeofday,resourceswrittenrecordand
receiver.

AdvantafgesofWrittenCommunication:

i. Itiswellplanned.

ii.Itusefultoconveylongandcomplexmessages.

iii.Ithasapermanentrecord.



iv.Itisrelativelylowincost.

v.Itmaybesenttovariouspeopleatonetime.

.................................................

Q2.Whichform ofcommunicationisasoldasthe
Mesolithicandcomplexhumanpsychologyinvolves
init?Definetheform ofcommunicationandexplain
thathowdoesthetypesofthisform of
communicationchangethesocietyandindividual?

Ans.

MeaningofMesolithic:

Ofor
relatingtotheculturalperiodoftheStoneAge
betweenthePaleolithicandNeolithicperiods,marked
bytheappearanceofmicrolithictoolsandweapons
andbychangesinthenatureofsettlements.noun.
TheMesolithicPeriod.AlsocalledMiddleStoneAge
Militaryandotheruniformscarryasignificantamount
ofinformationaboutthewearer.Mostofthisis
portrayediniconic/symbolicform withoccasional
archaicorigin.Thisform ofnon-verbal
communicationisasoldastheMesolithicandclearly
involvescomplexhumanpsychologybehindthe
simplevisualaestheticNonverbalcommunication
referstogestures,facialexpressions,toneofvoice,
eyecontact(orlackthereof),bodylanguage,posture,
andotherwayspeoplecancommunicatewithout
usinglanguage.



Typesofnonverbalcommunication

Themanydifferenttypesofnonverbal
communicationorbo.Thehumanfaceisextremely
expressive,abledylanguageinclude:

Facialexpressions:Thehumanfaceisextremely
expressive,abletoconveycountlessemotions
withoutsayingaword.Andunlikesomeformsof
nonverbalcommunication,facialexpressionsare
universal.Thefacialexpressionsforhappiness,
sadness,anger,surprise,fear,anddisgustarethe
sameacrosscultures.

Bodymovementandposture:

Considerhow
yourperceptionsofpeopleareaffectedbytheway
theysit,walk,stand,orholdtheirhead.Thewayyou
moveandcarryyourselfcommunicatesawealthof
informationtotheworld.Thistypeofnonverbal
communicationincludesyourposture,bearing,stance,
andthesubtlemovementsyoumake.

Gestures:

Gesturesarewovenintothe
fabricofourdailylives.Youmaywave,point,beckon,
oruseyourhandswhenarguingorspeaking
animatedly,oftenexpressingyourselfwithgestures
withoutthinking.However,themeaningofsome
gesturescanbeverydifferentacrosscultures.While
theOKsignmadewiththehand,forexample,conveys



apositivemessageinEnglish-speakingcountries,its
consideredoffensiveincountriessuchasGermany,
Russia,andBrazil.So,itsimportanttobecarefulof
howyouusegesturestoavoidmisinterpretation.

Eyecontact.Sincethevisualsenseisdominantfor
mostpeople,eyecontactisanespeciallyimportant
typeofnonverbalcommunication.Thewayyoulook
atsomeonecancommunicatemanythings,including
interest,affection,hostility,orattraction.Eyecontact
isalsoimportantinmaintainingtheflowof
conversationandforgaugingtheotherpersons
interestandresponse.

Touch:

Wecommunicateagreatdealthroughtouch.
Thinkabouttheverydifferentmessagesgivenbya
weakhandshake,awarm bearhug,apatronizingpat
onthehead,oracontrollinggriponthearm,for
example.

Space:

Haveyoueverfeltuncomfortableduring
aconversationbecausetheotherpersonwas
standingtoocloseandinvadingyourspace?Weall
haveaneedforphysicalspace,althoughthatneed
differsdependingontheculture,thesituation,andthe
closenessoftherelationship.Youcanusephysical
spacetocommunicatemanydifferentnonverbal
messages,includingsignalsofintimacyandaffection,
aggressionordominance.



Voice:

Itsnotjustwhatyousay,itshowyousayit.
Whenyouspeak,otherpeoplereadyourvoicein
additiontolisteningtoyourwords.Thingstheypay
attentiontoincludeyourtimingandpace,howloud
youspeak,yourtoneandinflection,andsoundsthat
conveyunderstanding,suchasahhanduh-huh.Think
abouthowyourtoneofvoicecanindicatesarcasm,
anger,affection,orconfidence.

...............................................

Q3.Peopleallthetimeswriteproposalstoclients,
memostoseniorexecutivesandconstantflowof
emailstocolleagues.Howcanyouensurethatyour
BusinessWritingisasclearandeffectiveaspossible?
HowdoyoumakeyourBusinesscommunications
standout?

Ans.

Thinkbeforeyouwrite:

Beforeyouputpentopaperorhandstokeyboard,
considerwhatyouwanttosay.Themistakethat
manypeoplemakeistheystartwritingprematurely,
saysGarner.Theyworkoutthethoughtsastheyre
writing,whichmakestheirwritinglessstructured,
meandering,andrepetitive.Askyourself:Whatshould
myaudienceknoworthinkafterreadingthisemail,
proposal,orreport?Iftheanswerisntimmediately



clear,youremovingtooquickly.Stepbackandspend
moretimecollectingyourthoughts,Blackburn
advises.

Bedirect:

Makeyourpointrightup
front.Manypeoplefindthatthewritingstyleand
structuretheydevelopedinschooldoesntworkas
wellinthebusinessworld.Oneofthegreatdiseases
ofbusinesswritingispostponingthemessagetothe
middlepartofthewriting,saysGarner.Bysuccinctly
presentingyourmainideafirst,yousaveyourreader
timeandsharpenyourargumentbeforedivinginto
thebulkofyourwriting.Whenwritinglongermemos
andproposals,Garnersuggestsstatingtheissueand
proposedsolutioninnomorethan150wordsatthe
topofthefirstpage.Acquireaknackforsummarizing,
hesays.Ifyouropenerisnogood,thenthewhole
pieceofwritingwillbenogood.

Cutthefat:

Dontusethree
wordswhenonewoulddo,saysBlackburn.Readyour
writingthroughcriticaleyes,andmakesurethateach
wordworkstowardyourlargerpoint.Cutevery
unnecessarywordorsentence.Theresnoneedtosay
generalconsensusofopinion,forinstance,when
consensuswilldo.Theminutereadersfeelthata
pieceofwritingisverbosetheystarttuningout,says
Garner.Hesuggestsdeletingprepositions(pointof



viewbecomesviewpoint);replacing—ionwordswith
actionverbs(providedprotectiontobecomes
protected);usingcontractions(dontinsteadofdonot
andwereinsteadofweare);andswappingis,are,
wasandwerewithstrongerverbs(indicatesrather
thanisindicativeof).

Avoidjargonand$10words:

Businesswritingisfullofindustry-specificbuzzwords
andacronyms.Andwhilethesetermsaresometimes
unavoidableandcanoccasionallybehelpfulas
shorthand,theyoftenindicatelazyorcluttered
thinking.Throwintoomany,andyourreaderwill
assumeyouareonautopilot— orworse,not
understandwhatyouresaying.Jargondoesntaddany
value,saysBlackburn,butclarityandconciseness
nevergooutofstyle.Garnersuggestscreatinga
buzzwordblacklistofwordstoavoid,includingterms
likeactionable,corecompetency,impactful,and
incentivize.Youshouldalsoavoidusinggrandiose
language.Writersoftenmistakenlybelieveusingabig
wordwhenasimpleonewilldoisasignof
intelligence.Itsnot.

Readwhatyouwrite:

Putyourselfinyourreadersshoes.Isyourpointclear
andwellstructured?Arethesentences
straightforwardandconcise?Blackburnsuggests



readingpassagesoutloud.Thatswherethoseflaws
revealthemselves:thegapsinyourarguments,the
clunkysentence,thesectionthatstwoparagraphstoo
long,shesays.Anddontbeafraidtoaskacolleague
orfriend— orbetteryet,severalcolleaguesand
friends— toedityourwork.Welcometheirfeedback;
dontresentit.Editingisanactoffriendship,says
Garner.Itisnotanactofaggression.

Practiceeveryday:

Writingisaskill,saysBlackburn,andskillsimprove
withpractice.Garnersuggestsreadingwell-written
materialeveryday,andbeingattentivetowordchoice,
sentencestructure,andflow.Startpayingattentionto
thestyleofTheWallStreetJournal,hesays.Investin
aguidetostyleandgrammarforreference— Garner
recommendsFowlersModernEnglishUsage.Most
importantly,buildtimeintoyourscheduleforediting
andrevising.Writingandreworkingyourownwriting
iswherethechangehappens,anditsnotquick,says
Blackburn.Thetimeiswellspentbecausegood
writersdistinguishthemselvesonthejob.

PrinciplestoRemember:

Do:

 Planoutwhatyouwillsaytomakeyourwriting
moredirectandeffective.

 Usewordssparinglyandkeepsentencesshortand



tothepoint.

 Avoidjargonandfancywords.Striveforclarity
instead.

Dont:

 Arguethatyousimplycantwrite.Anyonecan
becomeabetterwriterwithpractice.

 Pretendthatyourfirstdraftisperfect,oreven
passable.Everydocumentcanbeimproved.

Buryyourargument.Presentyourmainideaassoon
aspossible.

................................................

Q4.Publicspeaking,somepeopleloveit,someare
terrifiedbyit.Therearesomanyarticlesregarding
howtoprepareyourselfforspeakingengagements
thatitsoverwhelming.Butwhatstrategiesand
techniquesdoyouthinkareproventobesuccessful
whenaddressingtoagroupofpeople?

Ans.

Speaking:

Thefirstdutyofamanistospeak.Businesspeople
spend30%oftheirtimeonspeaking.Inavastcontext,
speakingmeansmakingaspeech.Wemeangivinga
speechtoasmallgrouporalargeaudience.

Publicspeakingistheprocessoractofperforminga



speechtoaliveaudience.Publicspeakingis
commonlyunderstoodasformal,face-to-face,
speakingofasinglepersontoagroupoflisteners.

Techniquestoimprovespeaking:

Followingstrategiesandtechniquesareproventobe
successfulwhenaddressingtoagroupofpeople.

1. Preparewell:

Likeanyotheractivity,speechalsorequires
preparation.Agoodspeechrequiresthesesteps:

·         Determinethepurpose

·         Analyzetheaudience

·         Selectthemainideas

·         Researchthetopic

·         Organizethedata

·         Createvisualaids

·         Rehearsthetalk

 

2.  Knowthesituation:

Itisnecessarytoknowthesituation.Thesituation
mayrequireshortorlongspeech.Itmayrangefrom a
fewminutestoanhour.Youmayintroducesomeone,
presentanawardtoaperson,giveabriefingto
visitors,presentacompanypolicy.



 

3.  Choosetherightwayofdelivery:

Themethodofdeliveringaspeechplaysanimportant
role.Theextemporanecuswayofmakingaspeechis
thebest.Inthisway,thespeakermakesaspeech
withthehelpofoutline,notecards,orvisualaids.
However,ifyouaregivingthepolicystatements,the
speechshouldbereadoutfrom thepaper.

 

4.  Displayproperphysicalbehavior:

Physicalbehaviorincludesappearance,posture,
movement,gesture,facialexpressions,etc.Aspeaker
shouldbewellgroomed.Heshouldlookconfident.He
shouldmaintainaproperposture.Heshouldmove
withapurpose.Hisgestureshouldassistthewords.
Heshouldvaryhisfacialexpressionsasthesituation
requires.

 

5. Moderatevocalbehavior:

Yourvoiceisyourtrademark.Vocalbehaviorincludes
accent.,volume,tone,speed,voicequality,and
pronunciation.Besureyoucanbeheardclearlyby
everysectionoftheaudience.Varyyourtoneasper
need.Payattentiontoyourspeed.Pronouncewords
correctly.

....................................................



Q5.PublicServiceCommissionLahorehas
advertisedthevacanciesfortheAccountant.Onthe
basisofthead,decidewhichofyourskillsand
experiencesyoushoulddiscusstoconvincethe
Secretarythatyouarethepersonforthejob.Create
aresume.

Ans.

Youllwanttobeginyouraccountantjob
descriptionbyintroducingprospectivecandidatesto
yourcompanyandhighlightingwhatmakesworking
inyourofficeunique.Takeafewshortsentencesto
reallysetyourcompanyapartfrom competingjob
listingsandsellyourselftojobseekers.

AccountantJobResponsibilities:

Providesfinancialinformationtomanagementby
researchingandanalyzingaccountingdata;preparing
reports.

Preparesasset,liability,andcapitalaccountentriesby
compilingandanalyzingaccountinformation.

Documentsfinancialtransactionsbyenteringaccount
information.

Recommendsfinancialactionsbyanalyzing
accountingoptions.



Summarizescurrentfinancialstatusbycollecting
information;preparingbalancesheet,profitandloss
statement,andotherreports.

Substantiatesfinancialtransactionsbyauditing
documents.

Maintainsaccountingcontrolsbypreparingand
recommendingpoliciesandprocedures.

Guidesaccountingclericalstaffbycoordinating
activitiesandansweringquestions.

Reconcilesfinancialdiscrepanciesbycollectingand
analyzingaccountinformation.

Securesfinancialinformationbycompletingdatabase
backups.

Maintainsfinancialsecuritybyfollowinginternal
controls.

Preparespaymentsbyverifyingdocumentation,and
requestingdisbursements.

Answersaccountingprocedurequestionsby
researchingandinterpretingaccountingpolicyand
regulations.

Complieswithfederal,state,andlocalfinanciallegal
requirementsbystudyingexistingandnewlegislation,
enforcingadherencetorequirements,andadvising
managementonneededactions.

Preparesspecialfinancialreportsbycollecting,



analyzing,andsummarizingaccountinformationand
trends.

Maintainscustomerconfidenceandprotects
operationsbykeepingfinancialinformation
confidential.

[WorkHours&Benefits]Thisistheperfectplaceto
talkabouttheworkinghoursandbenefitsspecificto
yourcompany.Youllwanttoadviseprospective
accountantsaboutworkfrom homeandsupportstaff
options,andyoucanalsotakethisopportunityto
focusonthebenefitsthatsetyourfirm apart,suchas
stockandownershipoptions,paidparentalleave,or
corporatetravelaccounts.

AccountantQualifications/Skills:

Accounting

CorporateFinance

ReportingSkills

AttentiontoDetail

Deadline-Oriented

ReportingResearchResults

SFASRules

Confidentiality

TimeManagement



DataEntryManagement

GeneralMathSkills

Education,Experience,andLicensingRequirements:

Bachelorsormastersdegreeintax,accounting,or
finance

CPAMinimum 5-10yearsexperiencein
accounting/financeExperiencewithfinancial
reportingrequirementsExperienceinworkingwith
multiplelegalentitiesunderdifferentlegalumbrellas
[CalltoAction]Hereiswherethemosteffectivejob
descriptionsincludeastrongcalltoaction,turningjob
seekersintoactualapplicants.Letprospective
accountantsknowexactlyhowtoapply,whetherits
clickingtheapplybuttononthisposting,or
submittinganapplicationandresumetosomeoneat
yourcompany.

HireYourNextAccountant:

Astrongjob
descriptioncanhelpleadqualifiedcandidatestoyour
inbox,butyouneedtomakesurealltheiraccounting
skillsandexperienceadduptotherighthire.Could
youusesomehelpwiththat?Getstartedhereand
youllevenhaveaccessSearchMonster,whereyou
canconnectwiththebestaccountantcandidates,at
noextracharge.
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