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Serial Semester  (Course Code Course Title Credit End-sem marks
6 I SEC201 Business Communication 3 35
Unit Unit Title Topics Prescribed Texts Types of questions
UNIT | |Written (1) Writing a project/ fieldwork report (ii) Writing a "Business Communication" by Basudeb 5 (out of 8) X 1 marks

Communication report on business negotiations (iii) Summarizing annual Chakrabarti in Enrich I, Cambridge + 2 (out of 4) X 5 marks

- .- . . University Press, 2023. + 2 (out of 4) X 10
report of a company (iv) Writing minutes of a meeting
(v) Electronic correspondence

UNIT Il |Verbal (i) Spoken English for Business communication (ii) 10 marks in viva voce examination as

Communication |\faking a business presentation with suitable aids part of the internal assessment for

g p oral component of the course

Serial Semester  |Course Code Course Title Credit End-sem marks
v 11 AEC201 Communicative English 4 40
Unit Unit Title Topics Prescribed book Types of questions
UNIT | |[Language and (a) History (b) Theory (c) Types (d) Modes (e) Barriers "English Communication" by KeyaGhatak in [MCQ questions to be set from

Communication (f) Strategies Enrich 1 by Basudeb Chakrabarti et al. each unit of the course

- - - Cambridge University Press, 2023.

UNIT I |Reading and (a) Strategies (b) Literary texts (c) Content texts (d)

Writing Common writing requirements
UNIT Il |Speaking Skills (a) Dialogue (b) Group discussion (c) Interview (d)

Public Speaking




Study
Material



v English word ‘language’ originates from the

Prum-Emlt:—Eumpean lan
eouch Latin ‘lingua’ and Old French language’, Language takes birth from a
.. the best means of communication.

guage family
society and it

UNDERSTANDING TYPES OF COMMUNICATION E————

We have seen in Unit 1 how communication can be classified into various types. Let us now
ook at a few types in greater detail.

Verbal communication

The act of exchanging ideas, messages and information berween individuals by using words
is known as verbal communication. The medium of verbal communication can be oral
or written. The different types of verbal communication are face-to-face communication,
telephanic communication, storytelling, conversation, speech, video, radio, television, Voice
over Interner Protacol. letters, emails, brochures, advertisements, erc. While communicating
¥erbally we should be careful about our choice of words, formality and level of language,
Ultural sensitivities of the recipient/s and use of technical jargon. Verbal communication can
used fior fulfilling personal, social as well as business purposes.

Non-verpal communication

A stated in the earlier unit, communication between two ar more people without the use of
"ords is called non-verbal communication. It includes Th‘? : ‘1‘“' i e . A
"Pace or physical distance between the communicators ‘::
e, hesitation, et (paralanguage) and communication &

I 1 0 3 L ; 'w-::nrdﬁa-
>4 SUITY out communication withour the use of ,

[E P . - '|_|_|I'Ii.{.'.'|.' Tl -":,!'
* Nteresting 1o note that non-verbal comn

: ? _yerbal elemenisg
R, As stated earlier, speech contains non "":rlllf rhythm, i
Yoice quality, rate, pitch, volume, 5?‘3"‘1""5:55 s:t}*lt;- spatid
. 5 TLER
“rbal elements of written texts are handwriting ation cOMpHE
Py : erbal communicd '
Yical layout of a page. Non-v

Al L] = i i |'I+
‘”"”l'ﬂ:um: of verbal communicatic
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Written communication

Any type of interaction or exchange of messages between two or more ]‘:lersuns by using written
words 15 knows as whten cammunication. Personal, social and hlli:'ill'lﬂﬁs Flrt:rblfl'f.l:—_ an be
solved by using written communication. Vocabulary, grammar, wrl‘tlll'lg style, precision and
clarity of the language influence written communication. Before sr:ltnhnlg the actual message,
it can be edited and revised again and again. There are two types of written communication
— printed and hand writsen. Bulletins, job descriptions, employee 1.nanuals, electronic mails,
internet websites, proposals, faxes, postcards, contracts, advertisements, brochures angd
newspapers are some examples of written communication.

Intrapersonal communication

Intrapersonal communication is a person’s internal use of language. It could be 2 though,
reading aloud or repeating what one hears. Generally, intrapersonal communication springs
from our tendency to internally explain the mental processes behind our communicative
behaviours. If the articulation is sub-vacal, the mouth continues to move without making any
sound. Intrapersonal communication can be carried out using both first person and second
person pronouns. Scholars point our that while self-talking, people have the tendency to use
both these pronouns.

Interpersonal communication

A face-to-face or telephonic exchange of information and feelings berween two people through
verbal and non-verbal messages is referred to as interpersonal communicarion. Interpersonal
communication can also take place through media plarforms, such as social media. The
following are the three elements in interpersonal communication:

= The communicators — sender and receiver

*  The message

s Feedback

There are some environmental factors that determine the ourcome of communication. These
factors are called “context’. They include:

= Noise
*  Channel
*  Sitwarional milicu

Culrural and linguistic background of the communicators.
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communication in both small and large Eroups that works i
contexts, 1s Known as group t:ﬂmm:unic-.uinn. Sometimes this
qmoups 1o become better than an individial because of the q
iecisions. Robert Bales, an American social psychologis,

Jbout group discussions:

as social
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o There is a tendency of the discussion o shift among the members of group.

order: f:m:hang:: of
the decision ieself

o Decision making in task groups follows the

ﬂpiniun, ETEEH[i"-‘ﬂH{'&& Ly
underlying values and finally the making of

* There is often a dominance of one of tWo most talkative members in the group, even in
I;irg:“: groups.
Bales' most important theory has been the linear Phase model. This model was based on the

finding thar all groups go through four phases of discussion: orientation stage, conflict stage,
emergence of the decision and finally, reinforcement of the decision,

BARRIERS TO COMMUNICATION IS

Barriers 1o communication are facrors that prevent anyone from receiving and understandin

Hessages, information, ideas and thoughts sent by others. There are two types of barriers —

mernal and exrernal. Let us look at some barriers that create obstacles in the communication
Process,

. Ph}'siulngjca! barriers — Physiological barriers depend on thl‘.lﬁlhiil?] }?:-:fj{r:::t:l: ;:ﬁ
o the sender or the receiver. Physiological barriers may %u: any kin tnv'[;m ; i iy
“ndition or even a disability. For example, htnrtr}g MHPRIETChL, P :
Peech disorders, loss of memory, etc., are physiological barriers.

“tance between the sender and the receiver phy 2
PETCeption and viewpoint.
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: ication may be seen -
o Sysiematic barriers — Systematic barriers. to communication 754 | 10 Arise gy
) ) { communication channels. If there js , ik

: oot ication among people,
o ,_m,._h,m“m]ingﬂ[‘ siles and 1'¢5Fﬂﬂ.’ili‘.dil[ll_r.ﬁ for communi B peop Ilﬂb[;d},

knows what is expe-:lﬂi of them, |

*  Anitudinal barriers — Aritudinal barriers are the result of P?;mna' conflicy, Poor
management, resistance to change, lack of mortivation, language ‘jliﬁ‘“‘m“ﬂ’ difficuly iy
understanding unfamiliar accents, social prejudices and cultural differences.

STRATEGIES OF COMMUNICATION | SEEESSS——

In order to improve communication, it is necessary to minimise the hf" riers that impede i
Some strategies can help us make communication successful by making us focus on every
aspect of information relay. Communication strategies can be classified into three types -
verbal, non-verbal and visual communication strategies.

account of inefficient informartion systems an

Verbal communication strategies

The following verbal communication strategies may be followed to make verbal communication
successful and effecrive;

* Focus on the issue, not the person

* Be genuine rathér than manipulative

* Empathise rather than remain derached
*  Be flexible towards others

*  Value yourself and your own experiences

*  Use affirming responses

Non-verbal communication strategies

Extensive psychological research indicates thar there are tweo AT s thice o ie oot b tions

verbal communication strategies in almost all social interactions, These traics are warmth and
competence. According to research, warmth means friendliness
L]

A trustworthiness and kindness
and competence means intelligence, power and skill.

Visual communication strategies

The crux of visual communication strategies is o
and provide decumentation. In the workplace
fruitful. To caprure people’s avention one <an

capture the attention of an au
especially online, these
use signs, webpages, ill
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o Visual communication strategies can he ¢
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yicqure exchange visual communication strategy _ (1. . . .

i BY — This is 4 functional, ground
U can express their desies by
adules with cognitive ’

preaking visual communication serategy in which a pers
Jsing A picture. Lhis strategy is used with children and

i . impairment
m-.]: ]“-Hw them communicate ,*i.'u[j'{_'.g:g‘qj'“lljrr P

Communicating with images — This visual communication strategy is dependent on

paintings. The type of painting could be either cave paintings or pictograms
Cave paintings are the oldest form of communication that were drawn or engraved
into cave walls and ceilings. Those painti ngs represent the arr,

culture and lifestyle of
the time.

. Pictograms are images used by the people of the past as a means of communicating
with others.

MuvripLeE~cHOICE QUESTIONS

oose the correct answer from the options given.

The two types of written communication are

3. graphics and pictures b. handwritten and printed documents
. symbols and charts d. cave paintings and pictograms
Body language is a type of

a. verbal communication b. intrapersonal communication

. psychological communication d. non-verbal communication

It has been observed that in intrapersonal communication we use
a. first person pronouns only b. second person pronouns only
¢. third person pronouns only d. first and second person pronouns

Group discussion is a useful way of
d. ensuring one-way communication i 2
¢. solving problems and resolving conflicts  d. delaying o

b. imposing rules and regulations

Two types of barriers to communication are
a. physical and external
€. external and experimental

b. internal and exten
d. Flhysiulﬂngitﬂlﬁ




speaking Skills

Speaking is the expression of ideas, information, emotions and feelings _Liuruugh vocal SOUnd;
Many parts of our body like lungs, vocal tract, vocal chords, tongue, lips, teeth, hard pal,;,
soft plate and nose play an imporrant role in making sounds that '.irc.fven'['-lﬂﬂ}' th.*dll-lﬁa!:d;u
produce speech, These organs are also referred to as articularors. f\rflf"131f’ﬁ are divided 1ngg
two categories — active and passive articulators. The tongue and the lower ]I.PS B
active articulators. The rest are passive. The active articulators move relative 1o passive opes
which remain still, to produce speech.

Speech can be of various kinds — fully inreractive, partially interactive or non-interactive,
Dialogues, conversations and discussions are examples of fully interactive speaking situarions
whereas mnnr::lugur.:s are non-interactive. A presentation, an the other hand, can be partially
interactive if the presenter wishes it to be, Ler us consider a few of these ﬁ}mking SCenarios in
detail in order to determine how they can be made more effective.

DiaLocur IS

The term “dialogue’ comes from the Greck word dialogos. It is the combination of two rosts
~ dia means ‘through’ and fogas means ‘speech’ or ‘reason’. A written or spoken medium
of communication between two or more people is known as a dialogue. It is a lirerary and
theatrical medium of exchanging conversation. The use of dialogue as a genre was found in
ancient works of Middle East and Asia, Plato is the first person to use the term in his works.
The systematic use of dialogue as an independent literary form was founded by Plaro on the
basis of mime. The mime form of dialogue was simplified and turned into pure argumentative
conversation by Plato. His sincere efforts had made dialogue a major literary genre in ancient
times. The present form of dialogue is the contribution of thinkers like Mikhail Bakehin
{Russian philosopher, literary critic, semiotician and schalar), Martin Buber (Austrian-bom
Israeli-Jewish philosopher best known for his philosophy of dialopue) and David Bohm
{(American theoretical physicist) and educarors like Paulo Freire (Brazilian educaror) and
Rameon Flecha {Professor of sociology at the U niversity of Barcelona),

Let us brictly consider the following four types of dialogue here:
*  Classroom dialogue *  Strucrured dialogue

» Egalirarian dialogue *  Dialogical leadership

@
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yfferent YPES of classroom dialogues are:

Question and answer
» Think / pair / share
»  Small group discussion
v [nformal debarte
« lormal debate
v Presentation

* Ol examination
tgalitarian dialogue

:..I';H.L.ﬂ biva ms b o T

T epinanan type of dialogue the eonversation de
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"otwates individuals roicr
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epends on the validity of reasoning and not
power of the people engaged in the dialogue. Egalstanaﬂdmicgm
b v create meaning collectively and thus generates solidariry among them,
e .Fugm: I bas:g-d on the recognition of people’s cultural intelligence and Fespect
e 1;1 o> from an egalitarian standpoint. In other words, it stems from a belief that each

1 Mas something to share, something different and equally important. Therefore, the

“x]f ]"i.t"'_m‘i‘}' of voices engaged in egalitarian dialogue, the better the knowledge that
il I; ogically constructed. In this sense, dialogic learning is oriented towards equality of

. Ila stating that true equality includes the right to live in a different way. We find the
1 vpe of dialogue in social sciences. The first person to use it was Ramon Flecha.

Muctureg dialogue
Al

- ;;"‘Ilr'"“'fﬂ Lliiilil.“:lglt{' is a disciplined form of dialogue in which participants agree to follow
.|I:5':~.'.'|]1.- IF:E[H!."_"W-Hrk or a Fal:i]itatl}l' ﬂnah!ﬁ a gmtlp o ﬂddrﬂﬂ cﬂmp]tﬂ_!ihﬂ}fﬂd Prﬂb.rq!lﬂj
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chrough dialogue. 1t is aften used by proups o
contribution of two leading [n'tmtml.itilu.u. Alece : e
awo leading developers of this form of dialogue. he jopment. The application of sty *
efforts and to address challenges in community develop ICtupg
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Dialogical leadership
According to Karl-Martin Dierz (expert in classical philologys {‘e::‘t” !aﬂﬁmﬂf and philospp,
Co-founder Friedrich von Hardenberg [nstitute for .L'-']m“al . iences) ?:1! : [homas Krack;
(Co-founder Friedrich von Hardenberg [nstitute ﬁrl'l 'L'ultl!rilll Sanm}i' di UE":.&J _lﬁ-a_‘fitﬁh'lpis
an effective form of organisational management. Pl; chalugr_ie is dl{fﬁ;’f:‘; ;mn aldjsmssmn whers
people tend to hold on to their differences of opinion and in !?u:l: cht: them. In contrast, wh,
vou have a dialogue, you explore the uncerrainties and questions that o one hasﬂ AnSWers 1o, [,
this way you begin to think rogether — not simply report out old _d"“"’é'rh“- In dialogue; peqy),
learn to use the energy of their differences to enhance their collective WISE_lﬂH‘l- Hence dialogic
leadership is preferred in modern workplaces as an effective means of organisational management,

MoNOLOGUE ISR

Monologue means a long speech presented by a single character in a play; sometimes ;
soliloquy: in order to convey mental thoughts aloud in front of others, It originated from the
Greek root word monologos. Mones means ‘alone’ and logos means ‘speech’. The translarion of
the Greek root is ‘speaking alone’. In the world of dramatic media like plays and films and
non-dramatic media like poetry, monologue is a familiar device. In ancient Greek thearre,

three types of monologue were used:
Linking monologue — Monologue used to point out the passage of significant amount of
time between scenes ) i

Entrance monologue — Monologue used by the actors on entering the stage

*» Exit monologue — Monologues used by actors at the end of the play

In the theatres of Remaissance, actors used monologues to highlight charee “The actor of
postmodern theatre use monologue to focus on the difference berween txtﬂnai \ - act _,_-.E:.—;,,..
internal workings of mind. At present five types of enRlo nal actill;

’ Intenrf:r monologue — It is used by a dramarist to exhibit the thoughts pﬂﬁl
the minds of protagonists, L
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ErFECTIVE COMMUNICATION AND MISCOMMUNICATION —
atipn is commun ication which has IhEL power 0 produce th,
required in the given situation desired by the :inmmun'rcamrﬁ dlr"e’ﬂlve:;_l, I“"?r ”‘I?Iflplgl 'Mttn“.t
aesotiation by a salesperson results in the desired ﬂ.lt of product or service, it s i )
| | io where effective communicatior led to a desired ﬂutr:ﬂme_-ﬂcne:allm
ange ideas, information, t]‘t{}ughm, emotions, E:E]ing& e :
11 is considered successful if the recipient of the iﬁfﬂmaﬂ ':,5
g of the communicated information clearly and - umn
rersation berween two persons as an mmpft

Fffective o Qe

be a auvmﬂﬁﬂ SCETIAT
people communicate to exch
and concepts. 1he communication
can understand the intended meanin
i¢ as desired. Take for example, the following com
of effective communication.

Ram: Will you help me to €ross the road? I am feeling uneasy-

Raja: Yes. I will help you.

The above example proves that the recipient understood what Ram has communicared,

Sometimes the person who receives information can't understand the intended meaning
of the communicated information. This type of unsuccessful communication is known 2
miscommunication. It is the result of misunderstanding and failure to realise the intended

meaning of the information. Here is an example:

Ashraf: Can you help me reboot the computer, please?
Naveen: Sorry? Reboot?

Here the recipient cant understand the intended meaning of Ashraf’s request as he does not
understand the meaning of the technical phrase “reboot” which means ‘[0 restart a compuer.
This leads to miscommunication. s

INTERVIEW IS

a face-to-face communicarion berween an interviewer and an interviewee
s are asked by the interviewer and answers are given by the interviewee:
i hnologies have helped interview processes evolve over time. The
lable ro modern-day interviewers are: i

nYersation

OnVErsation
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(hoose the correct answer from the options given,

:, Which of the following is the most comprehensive definition of *

speaking™?
2. expression of ideas through vocal sounds
0. expression of information through vocal sounds

¢. expression of ideas, information, emations and feelings through vocal sounds
0. expression of emotions and feelings through vo

cal sounds
2. Who founded the systematic use of dialogue as an independent literary form?
2. Mikhail Bakthin b. Paulo Freire
. Martin Buber d. Piatq
3. Dramatic monologue is a speech made by a ﬁthe-ﬁctinnaL character in order to reveal an
apect of his own character in front of the
4. speakers b. listeners
C. readers d. writers
Ufline group discussion takes place among the '“'-‘.f"hE'E.'fPT'“' JEoER
4. Without using the Internet b. without IR e
€. without using speech d. without using a microp
tHfective communication has the power of producing
: : b. required effect
9. required effort I schiovemerit
L. vequired capacity




eading and Understang; 3

g E

.nd understanding. Without undftstandfng__

| ' een reading
Jose relation berween reading : s ,
os¢  core skill plays an important part even in;lg

here 15 ac \ o
i S Im"‘“'”'mtl'”ﬂ]':'ﬂ d magazines and books, students read geg,
2 3 n Pe srill read magas o
age of advanced rechnology. People stl .ad official communication material . g
4t the workplace you might be required [0 : s e
: : oot coles will involve the reading ol technical manuglg
letters, emails, notices etc. Some job role: . .u.m
research articles erc. “fﬂ‘:r

manuals, process descriptions,

For reading to be effective, one needs to not ml[}r read the gl'!,.'{:]:'l m;te;m.l but 3}3{} cnmpmh;m
it in the intended way. The result of not being L rmfl: n?tmcmnﬂ_“.
manual, for instance, may prove disastrous So, one needs to use technigues that can mal,

rmd'mg successhul,
Here are some useful rechniques for effective reading:

¢ Reading purposefully: A reader must identify the purpose of their reading. Dnc;du,
is clarity on the ohjectives of reading, the reader can EPPma-Ch the textin a way that wil
help fulfil the purpose.

* Skimming: Skimming is a type of fast reading where you look through a texe qui k
get the gist. Skimming helps the reader get a general understanding of the main
We do this by reading headings, looking at picrures, graphs, tables and key pz
For example, we may just skim the newspaper in the morning to get the most
news of the day as we do not have the time to read all of it in detail. Skt:n;m}jg-\ 3
the memory of the reader, sets their direction of thinking and helps form an ov
of the material. SRl

* Scanning: Scanning isa reading technique in which we focus on the minute det

a text, unlike skimming where we only aim at a general idea c-fwh;-u“ I:l'.t-E:*

instance, we might skim a railway time table to find out the arrival or ¢

of a particular train. In scanning, we are !:}:lking for specific details T .'"

are often scanned for specific derails, like for | e o)
5, like for instanc h ical spec

: v the tec
particular producr, Rk e

* Highlighting and note-taking: Hi ghlighting with » pe

hr]pa readers 1o think and for

n and raking nores w il

1 their own opinions on 4 text

* Thinking with the help of .
P of mental ) - PR .
IEXL, ]1.::['!;:-_.-, the reader to tih:nr.n_.hv Images: |"1:|r;|nll'|g images in the Il"lil'bd:_. !

n * read) tal i
d the r:_-.a-:lmg material in a berter way.

iz
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wauIng and Undarst&nding @
Repetition of main points in texes
eliiions 188
Reft

3 technique gl aids undursmnding by
eamient.

tion: 131.1}11{*1' attention '&I‘ld mﬂiﬁlltratmn
pcentration: . :
i Thev will be able to derive the Tlght
g : .
. oadine material.

<an help a regde
tion and dray a

AGADING COMPREHENSION \ g

i process of reading, undersranding, and then
smprehension. A large mcabular}',
: -k-‘:.qinn,_'h can increase the com

informa

Sxplaining 4
efficiency in read
prehension
efully and try 1o ger a general ideq of
sitions based on the passage, if

Piece of 2 geyt 15 called
ing, intﬂgmring ideas, thinking and
Power of a reader. Readers need o fead 2 passage

the subject it deals with. Then they must ansyer
required,

Reading comprehension passag

¢s form a significan: part of several com
where learners reading skills

Petitive examinarions
e assessed. The difficulty level and nature of the reading
aaierial is determined on the basis of the coyyse in which the candidate is seeking admission
ReADING STRATEGIES \T

power of understanding, it is fiecessary for us to adopr 2
&Y. Here are 3 few useful

Strategies that can be used:
Uose feading

| - - : i
i ._.|||: (K] !E'Lll-'.llng m
4 tloge r:::ldir'tg, [t is
“LEan i-:'m Ty :ii.ff{_'l"&l'l.'l'
Vi 1

ing marerial like individual words
Ly !-:]lu[';;1 th'ﬂiq reacli

which a reader reads 4 TeXt in an attentive and disciplined way is known
a fundamental serar

MMary and Paraphrasing

]
e

: '-"IHm:ar;r and puraphrasing are reépresentation of
I."'El'|

he W0 Words without changing the meaning of the
" Cenp| idea of the passage. Paraphrasing is the tran
' juotations from the gl

the main poines of 2 passage in a
given passage. Summary highlights
slation or rewriting of the passage
ven passage. A summary is selective and the length of
d be one third of the

M:Lku notes in Your own words
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s Write a rough draft of the |1;L|':||‘||11':I51* .
of the original to make sure j; j;

g Ol se with that
+  Compare the length of the paraphrase

shorter

. s and phrases
+  Llse quotation marks to denote borrowed word F

s Credit the nri;z,iual

: ; re to compare the length of
The same points can be used to write @ summary. Make su P gth of the

s i » <horter than the original,
summary to the original. A summary needs to be sh

Analysis and interpretation

components in order to study a ::nmph:x Concepy
or theory. This method can be applied to analyse a text Iinguistim%]y IF‘” studying prosody,
alliteration, thyme, figurative language and other parts of a poem. lhlxs method i also be
applied to contexts like history, geography, biclogy; psychology, sociology, etc. This method

is useful in analysing sounds and their meaning, theory, \'-'E'Idﬁ‘r SenEAGe CONSIRIEND N dun
word combinations. Analysis has been applied in the world of Science, Business, Compute

Science, Fconomics, Engineering and Marhemartics.

.-’ma!}rsi::. Means hrr::iki.ng down a text into

Interpretation indicates the act of explaining, translating, mframing_and mnsrru::‘_ting one’s
own understanding of a concept or theory. This method is used in the following felds:
Business Management and Finance, Marketing, Psychology, Adult Education, Tourism

Planning, Media Planning and Adverrising,

At work, employees in certain job roles are expected to analyse and interpret data. There
may be graphs and charts to analyse and explain; schedules and time tables to read and
figure our; statistical data to be analysed and interpreted in words. Hence it helps to equip
oneself with the skill the above rasks require, You can practice this skill by trying to analyse
pictograms, bar graphs, pie charts, statistical tables et cetera used to represent information
in the media like newspapers and magazines. You should be able 1o analyse and describe

trends in data, for txﬂmpk, the voting patterns in elections, rising and fa.lling pﬂplﬂaril:_‘,' of
television programmes, rise and fall of inflation rates etc.

Translation

In literature, translation means the conversion of a text from one language to another. Itis the

medium of communication in which the meanin g of a tex is adjusted to meet the linguistic
requirements and limitarions of the targer language. The tone and intent of the original
text are conveyed while keeping an eye on the regional and cultural differences b&meclf the
language of the original and the language of the translation. At the time of translation, the
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Unit 4: Re
has to at umes change the original order and
= !J_'_:'ilf hh y - 4 .
HE L of the tareet language. For example, passive vq

ading and Understanding g
the it

. sometimes translators have to borrow from the lag
fElat ;-I?":"'-:'I i

: guage of the original text,
t found in the targer language. This helps enrich the target |3 uage. Fo, s
ri|_i,|. are not 1. a 7 = B-b! . ng ’ I Exmpitl
e English translation of Wycliffe Bible pointed oug the weaknesses of English prose

According ro literary th

read is called a rext. The study of literary texes and

STy, any written material that can be
knowledge.

textual analysis helps to increase lierary

KNOWLEDGE TEXTS ﬁ

h:um'n-d;u is defined as the ‘understrandlng of a subject or information thar you get by
“iperience or study, either known by o

: ne person or by people generally’, Texts thar aim to
inform and provide knowledge are kno

wledge texts. There are three types of knowledge rexts:

' Analytical tegps - Analy

tical texts have written
drEumentariy

€ points of view regarding the rex

lextbooks ~ Texts in printed formar which are prescribed in the syllabi by universities or
whools for their studenes

FESPONSES to questions or topics as well as

€3 b&ing studied.

Elect TONIC texts —

Texts in digital form readable on
electromnic devices

the screen of a compurer or other

Note: :\Cuwadag,rs both literary and knuwl&dge text can exist in the electronic form.

MuLtieLE~cHoICE QUESTIONS

Choose the correct answer from th

e options given.
1.

Thera is 3 close relation between

3. Reading and Writing b. Reading and UndE;::ndel
. i
C. Reading and Listening d. Reading and Spea
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is-a fundamental strategy €m ployed for cri

EI . e u
3. Comprehiension b. Translation
d. Close reading

¢. Highlighting
3. In which reading technigue does the reader look for specific informatic na;-
b, note-making A

a. skimming
¢. scanning 4. rone of the above:

4. n which reading technique

a, skimming b. note- mahng
¢. scanning d. none of the above B
5. Which of the following statements is true? "’T'

4. A summary is of the same length as the original text.

b, A summary is shorter than the priginal text. pll
¢. A paraphrase is shorter than the original text.
d. A paraphrase is longer than the original text.
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g skills play-an important role in o A3 Writing is gpe of
i, Good writing skills help us to

Put our ideas and thoughgs clearly and eqs
d present them in a planned, Precise and direct manner, Wrirren, COmMmunication alss has

21 significance in official matters NOLiCes, circulars, bulletins, mails, reporrs, erc :

as letters,

movide 4 written record of 3] communication. Wrirgen documents are 4l legally accepred
<widence in courts of Law. Hence, they CAITY greater significance than spoken words,

2 the academic sphere, >tTong writing skills are
sowledee and beliefs into convincing arguments and g ey
iell-construcred writing, In order o acquire pood writing skills, a command OVEr grammar,
Punctuation and spelling is essengial The author can capture the mind of the reader
e help of proper and meaningf i
MANAIN 3 record of all thay

T oy
L™

i0-accese Manner.

an asse

in this module we will look
il Cademic ae well a¢
ey :-:r'uing.

at four kinds of writing skills which

an prove useful to you in
professional life dncumfming.

TEpOIt Writing, note-making and

Documenmong e ————

Cumeny i

A paper or se
L1 -:]HEI

Cial ype’. I'Jncum&n
NG offer g Written
b Li'l'll..'.i]E‘L' A%

t of Papers with written
tlation is important from
record of official communic

legal records, minimise the
inication)

or printed information, especially
an organisarional point of view as
ation; they are permanent, easy (o
possibility of r'!]'[IS-E-I.'“I!'r':IIH1II1j1.'.‘-I:'l’IFi!|n l;ur:ifji-it?
or coverage. Moreover, the digiral ".;:,.gf z::a
consumers, vendors and partners. Wrirren

LT by heavily
i Pkl ¢ : 15 fEanisatons rely _

i‘l]-“ ll!ll.:l'.l.‘ll.r IL"; l"lﬂ,]h‘-.-.;q.j'“] ; l' '|.|'.".'|.]' ;‘““.I concise: {} g“
IENTS 1o n.'q‘.tluiu“ -|h{.'“. dav-tn

SER Commy and allow wide access
W l:u.-:.]:m:nxc:s communicate with
5y SLII U o
Y dacyn

Fide |”| Med he

-day business. |
1 5
Id brings the following advantags
l. | . B . . : : : : r r:
e Hten stmmunication in the modern-day wo
.| BANISAting g, 'lhc}.’

£
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« create a permanent record
» define the brand
+ establish professional relationships, and

e offer case of dissemination of information.

. . : icat ed to i
I arder to be effective in our official written communication, We ne be conscioys that

writing is a deliberate activity thar requires ad::q’.fEIE planning i“;‘j Sfr'sf':'“ﬂuz {"Igfmiu_aﬂ{,n
of thoughts on paper. The following are the steps In the proces ol Crfing s maintining
official documents: drafting, revising, formatting, revicwing, Spprovilig, submitting/
circulating, reposting, tracking and maintaining records for future reference and use,

REPORT WRITING N

A report is a piece of writing that presents information in a clear and cogent manner. Tr has
a specific purpose and a well-defined structure. There are three kiflds of reports — business
reports, official reports and academic reports. For all the three kinds of reports you have
to plan in advance. While planning a report, keep in mind the purpose of the repart, the
audience it is intended for and your relationship with the audience.

Writing different types of reports

Let us now look at the purpose and key fearures of different types of reports, their structure
and how to write them effectively.

Business report: A business report is a type of document in which you analyse a situation
(either a real situation or a case ﬁmd}f] and appi}r business theories o pr-m:lu::e a range of
suggestions or recommendations for improvement of a service or product, possibility of
launching a new product, solving 4 business related problem etc. It is often written when
a decision is required o be taken and some research is required to base the decision on.
A business report presents the authors findings on a particular issue or problem and then
recommends a course of action for the organisation to take. A good report is one in which the
author has convincingly interpreted histher hndings. It ensures that readers understand the
basis on which conclusions are drawn as well as the rarionale behind the recommendations.

A business report has a certain structure. Fn]lc:—wing are the parts of a business report:
- f:u!.rcring letter
* Introduction

* Tite page



| :'n."

| sion
L I'\.|'|-\. :
mmendations
kpooit
e Taos and discussion
ML LSy

sl RCES
'lﬁ" ;,-;l'!L-L

icial report: The second kind of report
sic

'ePort. The charae
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thev should foeus sharply on the ares 7 cover and shoyld be wri
L way that the content is easjly comprehensible ro busy
o them in 2 hurry,

is the official

POTLS,

- A report of
26 kind should be Written ar the end of the research and should conty; i
{uestions rega rding the Project such as:

Vhat is the résearch question?

What is the S¢ope of the

Project?
Whar are

the dims and

Hol %
academic report:
litle Page
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s+ Reterences

+  Appendices
55 report, but the conteng of

NSCCHE +f a busine
The Structure oF sn acadaimie report is similar ro that «

each structural part will be different.

NOTE-MAKING M =

Note-taking / -making is a very important writing ski!L A lot of people hi"’:‘: w0 take notes
regularly. For example, students take notes when they listen to class lectures: ﬂm}r'ai.m make
' crivities. Personal secreearies take noges

when they are instructed by their bosses o prepare synopses of large matters for presentarion
to their bosses. Reporters take notes when they hear public speeches or take interviews.

Uses of note-taking / -making

Note-making is a useful skill. Making notes about what we must do or “Things-to-do” help in
organising a day’s work. Notes help to:

Break down chunks of matter into smaller units

Use your own words and phrases for units. This will help you pm&phri&t academic

resources and save you from charges of plagiarism.

*  Organise information better
*  Recall important details
« Identify connections between ideas

*  Develop a future course of action

Strategies for note-taking / -making

The objective of taking notes from a talk / speech o making notes from a written / printed
mind that notes are not verbatim copies of the orj ginal Soticcs You have ;u.anal}".ﬁ the matte att

and categorise the information provided in the source intelligendly. Use your own wordsa
- Use your own words £

phrases to condense informarion and put it i
It in words whi
ich you can remember.

Methods of note-taking / -making

Notes can be made in two ways, Leg s take a ¢
Tl LWOse

look at btk these methods.
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the order of Inportance

L ]

The diagrammatic method: Diagrams such ae mind maps,

tree diagrams and flow charts can
dso be used to make and take notes,

the even;
Cultural Secretary
(Overall event Organiser)
Treasurer
{BudgEﬁng and ==z
Nancial management)
—— |
= ==

Team Leader -

Team leader - Team Leader - Stage Management

Cultura| Events Competitions and Food Stalls

nteers
"-I'ulunteers Volunteers W'Eﬂtuke g
|
(Wil eport to the (Will support zial_:,l! and catering
team leader on the team tegder SrraEments)
Mattere related tg in cund}ift‘lﬂg
Cultural ey ents) competitions)
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S
LETTER WRITING M

. ) e hods of comminjoas

Advancement in information rechnology has influenced U.“_T H:ﬂ.- . T Nicatiny
drastically, Now we write lerters in the virtual space. ﬁl ¢|u{:|*:1-i F;::rﬂ;;z“sh}? h;‘s' takep
the p!:a-;;: of older forms of long handwritten l::m*rz;. lIuw;} ]L,_jﬂnﬂ undmi b:& h&r F’f?m
died out, Organisations and governments olten require that ; uFll.llt fealin Physically
dummclm‘dT There are moments when you """“}ﬂd p-rr:h:r bt Tk B3 10 your bey;
friend in a physical manner so that they can 1MAGINE yous preseRces Al et person

letters of the ph}"ﬁim] kind are still very relevant,

Formal and informal letters

As i¢ evident front the discussion above, there are two kinds of 1?“;” —alfﬂrma] I:lttl's_.and
infarmal lerters. Formal letters are written for official purposes and informal letters are Written

to family and friends.

Components of a formal letter: The components of a formal lerter are:

1. Senders address

Darte
Name and/or position of the person the letter is addressed to

[ ]

Salurtation

Subject Line

Body of the letter
Complimentary close

2 e SR T e

Signature

MName

b

Business letters: A business letter is a formal lerter, or ar least it was written in such a
manner before we started becoming more dependent on virtual communication. The
increasing volume of business communication and the dvi] abilicy of different sibuieaf

digital communication have made business letters less formal today. However, a busines
letter, if well drafted, creates an effective impression on the client

Cover letters: Scon you will need ro make job applications to start FOUE Eatees You have
to prepare a résumé | bio-dara as parc of your application. You would need to write a co¥ef
letver with your résumé when you apply for 4 job. A cover letter is also a formmal letl:;‘:r II:EH"-'F

4 l-'?_'_jst aof your quz]iﬁmric_lnﬁ and experience so that the rl:fipient fets an initial idea ﬁf‘rﬂﬂ-!'
suitability for the job before perusing the derailed résume
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MULTIFLE-EHEIEE Quemnns

gse the correct answer from the options given.

al for effectiye writing?
Unctuation

Which of the following is essents
i knowledge of drammar and p
& logical thinking ang Critical

draft angd Fevise
analysis d. all of the above
Organisatione INsist on written documents a¢ they:
8 3 permanent records, b. make it ©asy to disseminate nformation
& 28 accaptapla ip Courts of lay, d. all of the above
A gooq "eport is one §

onvi ncingly = M
tamgued i favour gf 4 decisign b. covereq Up Important information
Presented Numerical dats d. interpreted their findings
and diagrammatit T8 methods of
port Writing b. fote-making
letter Writing Isi
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