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As we stand at the cusp of a rapidly evolving global landscape, the need for effective communication skills is being
felt all the more intensely than ever before. It is in view of this that the third edition of our book Communication
Skills has been designed to meet the variegated needs of the learner. Containing exhaustive content with multiple
examples, illustrations, practice tests, and exercises, the book aims at empowering learners and equipping them
with an ability to use English in their oral and written communication with confidence, clarity, and accuracy.
Written with a precise understanding of the challenges that learners encounter, as for many of them, English is
mostly the second or the third language in our coun try; the book endeavours to help our graduating youth navigate
successfully the demanding needs and complex intricacies of modern professional life.

Written in consonance with the New Education Policy (NEP), and the latest syllabi prescribed in universities
across the country, the book attempts to cover the entire gamut of communication in English—its shades, shapes,
colours, and nuances. Though primarily meant to be a textbook for the undergraduate students of engineering, arts,
science, and commerce, the book will also serve as a reference guide for engineers, managers, scientists, teachers,
trainees, administrative officers, and other professionals who need to use English as a tool for communicating with
others in a professional environment.

Highlights from the Third Edition

Learning Outcomes

Learning Outcomes at the beginning
of each chapter are meant to help the
learner anticipate the content and

its application in real-life situations.
Some chapters also open on an
interesting vignette, anecdote, or
quotation which further sets the tone
for the chapter.

Leaming Qutcomes

After reading this chapter. you will be able to:
* undersland the importance of communication in professional world

familiarize yourself with the features of sticcessful professional communication

identify the key funclions of communication in professional organizations

getacquainted with different types, firmn, and flow of communication in an organization
understand and overcome barriers ty wlfevtive communication
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New Chapter

The chapter on Common Errors and

New Chapter

The chapter on Intercultural
Communication and Global
Readiness is meant to help the
young learners navigate the diverse
cultural contexts with sensitivity
and professional acumen. In the
second edition, the topic had been
broached, whereas this edition
provides deeper understanding of
cultural nuances and intends to
foster in the learner the requisite
intercultural competence with
more examples and exercises.

Grammatical Inconsistencies in English
equips learners with an ability to
identify and rectify errors. Drawing
the reader’s attention to the common
errors in English and suggesting their
appropriate alternatives, the chapter

Common Errors
and Grammatical
Inconsistencies in English

1t would face is to find a replacement for

[challenges] that the L

*  One of the major

helps the learner brush-up their
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New Chapter

Competence in English, not possible
without accuracy in how we speak
and write, not only enhances one’s

employability across various sectors, but

English Grammar 10
and Usage for
Competitive Exams

also serves as a prerequisite for numerous
competitive exams, such as PTE, [ELTS,
TOEFL, SAT, CAT, GRE, NDA, CDS,
Bank Probationary Officers’ Exam,
Railway Board Examination, UPSC, and
SSC. Therefore, this chapter has been
specifically designed (o help students
develop a solid grasp of English language,
and answer correctly the types of questions
on spotting errors, sentence correction,
sentence completion, jumbled paragraph,
and fill-in the blanks, that are generally
asked in competitive exams.

10.1

1o (Line of iy Triend will b Juining the pacly by late evening, Mo Fror
A
2 Labways find thiestmosphore i the smarkets oF QI BT s b el ot vibsint than New Delli,
A 1
3. A Lssouled b Kisown Uit yom weee in this Tongital, L I Bave colive eardior,

4. Lhave lold you abiout the problems: now its L ot deelde low (o died 1oy,

Each of the sentences in the exercise that follow have heen marked and undevlined in
different parts as A, B, €
answer, In cave there jg

and D one of which contoing an cevor, Mark that vt s your
o ereor inany of the parts, mark E as Your answer:

B C D I
B C I

A (1] C n

A 1] { 4]

PastIX WrmnG Skius FOR PROFESSIONAL ADVANCEMENT

Nature and Style of !
Effective Professional 25)

Writing

New Chapter

This chapter on Nature and Style of
Professional Writing is meant to help the
learner develop a clear, concise, objective,
direct, and precise style. The examples
and exercises are meant to help young

lo the Toct they are in fhe st semester and
are about fo complats fheir deyive. Sirire
the increased fee Is nol likaly to hit Hine Ath

Year of study

graduates inculcate features of effective
writing style so as to help them compose

basic understanding of grammatical
norms, conventions, and collocations;
provides them with ample practice
opportunities; and cultivates in them
an awareness to avoid common
pitfalls while speaking and writing in
English.

the present Unit Chief.
None of the-brother [brothers) know how to run the business

None of the issue [isstees] raised by the production unit were worth paying attention lo
Either of the bank efficiel [officials] needs to be there.

New Chapter

pockel for a long time, thay seem o be leasl

cancermed about thin issue. Further, nearly Kourty
half ef the studants are gotling schalarships 2h0%
e this univarsitg which combortably sats
off the impact of the o hiks for tham. T
highest level of response from Ihe fourth
year students brings 1o the fore their concern Third
about the fee like. It also sublly reflects 19.1%

heir dissatisfaction at not getiing placed al
a higher package. Il may be recalled here
that the pay packages offered Io our students
by the racruiling compenies have anly been

5.8%

Flg. 25.2 Distribution of the year of study of the 1espondents

professional documents, such as business
reports, emails, letters, proposals,
company blogs, and research articles
effectively.

Part Il EncusH FoR COMPETITIVE EXAMS

Vocabulary for 9
Competitive Exams

9.5 In the following sentences, choose the word from the options to substitute the given
words and phrases:

The new chapter on Vocabulary for |
Competitive Exams underscores its

critical role in professional success.

This chapter recognizes the pivotal role
that vocabulary plays in competitive

exams and offers conceptual clarity

New Chapter
Tik_’: newly added chapter on Professional Professional
Communication Through Social Media Communication 28

explores the evolyin ¢ landscape of digital
fommunication in professional settings.

through Social Media

It delves into strategies for crafling

1. A person who eats too much
(a) teetotaller (b} glutton
2, Anoutdated machinery
(a) ancient (b) pre-historic

(a) epidemic (b) pandemic

4. Aspeech act performed by the character when alone on stage
(a) epilogue

(b) prologue

(c) ambivalent

(¢) antediluvian
3. A disease that affects a large number of people in a specific area, not found in other places

(¢} monologue

(@ omnipotent and practical guidance through
exercises and explanatory answers on
different aspects of vocabulary, such

as synonyms, antonyms, one-word
substitution, words often confused, 1
analogies, sentence completion, phrasa
verbs, and idiomatic expressions.

(d) obsolete
(d) omnivorous

(d) soliloquy

lfe

“lhical

ctive messages for variegated social
Media platforms while maintaining a
Professional tone, and leveraging social
medin for networking and branding
PUrposes. The chapter also addresses
Considerations, privacy concerns,
ad best practices for engaging with
colleagues and clients online.

lfferent

Far imitanice, an NGO working in the direction of sopping food wastnge i wedtdingy and fucidl functivns
amit achlive their objective by spreading awiiteness abat dunsting the leftover foad rather than heowiog it in
e duntbin, witly the help of samie social media pintforimy sueh as Whats App, Yeu'Tube. fiistgran, ¥ and 50 on
Shinilaly o jpnistiong werking un the revival of sope tanguage imperilod o beconie obsolete under the duress
of other domimant lngusges dround,
within the masses theongh iy of the socidl media platforme. Avallibiliny ol mliple apps operated thiougl
soclal mesdla channels faclllate easy dissemisation of mressope

Q 28.1 FACTORS THAT MAKE SOCIAL MEDIA SO POPULAR

Hacked by digital comnwmication, sieial media s Prerssily e easfest and aquickest mediim to reach out 1o the vas
expanse of humanity across the dlobe. Uning its sltiple platfors, praple ol every countey, comminity, caste,
creed, and culture can connet 1o whoever thiy winh to and moet anywhiore (5 the world withul wakting any of
thelr time on pravelling or much of heir ey i reaching ot toother

cant elfectively seck effortn and suppart from the votaries of thay languags

at i lighteninge

ace and elicits voper
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Q WISEWELL QUIPS

Warm, Persuasive, and User-Friendly Style

= 1think you ks,
# trrralend - thind she did et

Expanded through insightful analysis and interspersed with real-life

amples, this book offers to the learner an immersive experience into e i . o . s ks o o T
g o i sions. and chiseled pl ; () Wisewell Quips TN, AN e\ eeowimolenc e lor
lhc Ch("ce 0‘ apl \-’()Lﬂbulary, ll\lﬂl!u.t] exprcsm(:lls. ARE UL P HaseS —= 1 2 (hﬂl.r" oy rl'}'""““' (Vmuﬁ. ule,fmku} { Aresciloent? R, e sat ey, and indolent means.
5 2. H 5 7 B . —— sk nge st ety msodent, S\ b, v 4 Wit =2 4 |
needed in the diversely distinct communicative tasks. Delving into the Carrying on from the earlier (CGimgin N R G --'-“\i,"'i‘” L,'j,‘l,‘,‘;‘:“,::;,;,;,":) ~"‘.H\*““s:ﬂ#.---
] ) ) 1 H e N & . i, i oG
intricacies of compelling reports, persuasive sales letters, captivating editions, the interesting pair of Nre<ry . (

2 . e
speeches, coherent paragraphs. engaging book, film, and match reviews,

and dynamic Just a Minutes (JAMs), each chapter I‘I.l.('?lii’.'ulnllsl'f tiissEFls ic
unique requirements and distinct styles needed for effective communication
in variegated contexts. From the structured precision demanded by

essays to the artful persuasion required in group discussions and job
interviews; and from the captivating style of debates to the spontaneity of
conversations, this book equips you with the competence to excel in each

of your communicative endeavours, With a perfect blend of th.em'y and its
application in real-life scenarios, this comprehensive resource will empower
you to master communication in di fferent aspects of your personal, social,

Mr Wisewell and Madcap will
continue to entertain as well

as help us notice and avoid
common errors in English through
their humorous and interesting
conversations.

Beginning is a Battle Half Won!

[ o =

—1 Practice Tests

and professional life ensuring that your message resonates powerfully with [__‘} PRACTICE TEST
your audience. =/ Since language and communication
th s verb combinations i . . X . A
6.1 Chf)ose. ¢ correct e ions in the following sentences: skills can only be acqulred by using
- - S — — 1. Ttis obvious that everything is/are fine. h l . d
N SRR sﬁm_- oF*_' — L “murpw'_ lp 1 2. The majority of professionals in our country is/are well-trained. the concepts earnt in our everyday
. n: " Y e ‘ I 3. Either James or his brothers has/have written the mail. listening, speaking’ reading and
4. The jury has/have decided to hear the case at an early date. s .
Date: May 30, 292" 1 ) | ! 5. That they are fools is/are known fo everyone. ertlng tasks, the book pr0v1des ample
:ror: D-:hkauszlzbl::;c;;::;:,lo.::;ub,:;‘:::,::;enh Sam Ies | 6. Alotof Indians have/has raised the issue of colowr discrimination. amount of practice through multiple
fo: Firoj Ahama s g } . fth rts i th consideration. ; P I :
bt Com ok of Arihd Kl Sl o] o e o Wi Projoct P . II 7ol ebon s s wonth copsidermtion_ | exercises within the chapter in the
X.D:..pm. o thiy mpeart b 8 botmally cominand Aniani Kumarl Singh b hes akesotional cobibulian ! |- At the core of the book lies the belief form of Practice Tests.
e v — ' o that besides the concept clarity, the book
iy University Of Liberal Arts = .
i Chandigorh | should help students understand its
10 June, 2024 practical application. Therefore, the book

The Dean - Administration

beral Arts Chandigarh provides a number of worked-out samples
Universily of Liberal Arts Chandigarl

of documents written by professionals
on everyday basis. Hence, samples of
_ reports, proposals, résumés, memos, and
le | letters help the learner prepare all such |

E} EXERCISES

Concept Review Questions

Subject: Request lor approval of ravel expenses for the UGC maijor research projecl

| Exercises

Dear Sir 1. ‘What do you mean by group discussion (GD)? Why is a GD so iniportant for university students and

prulessionals?
2. What are the major tliffervnces between a debate and a GD? Also discuss the different types of GDs that

__Mis o infoin yu Moo the ek Tnim Pissentaion o our UGC Mojor Raxsarch Frojed aplled. “Traniloring . Different kinds of review questions,

r-‘l.- = Apex Build:s, Delhi = b clart such as concept review questions are used in the selection grucedure.
i ith clarit . 1 . . Discuss the personality traits of participants that are evaluated i !
l Progress Report . professmnal documents wit Y and critical thlnkmg questlons, 3 ss the personal l.ty. raits of pzu' lclpant.ﬂ al a.r? cvar ua.ted ina GD, o
Date: . 4. What'da you mean by gitwup dynamics? While participating in a GD, what aspects of group dynamics will

accuracy, and precision.

you ks in mind? Diseuss in detail,
5. What are the different leadership styles that may emerge during a GD? Discuss in detail.

enumerated at the end of the

Name of the work or project N =]

od — - — L e - . ",
T;;lolkwork kla :;c':lfv;pl: = o c.hapter, aim at tebtlng readers on 6. Read and prepare arguments for the following topics:
v, N — Tl their comprehensive understanding (a) There s no right or wrong in life.
w.b' ’ cofmp . = - — - of the topic (b) Peace cannot be attained through violent means.
Possible dale for comple L piC. (£} Children of inday are not the same as those of yestiryears,
._ 1 I
Sir, | have eaten your Recammuamon

saft! How can | betray

lllustrations, Images, and Sketches

The illustrations, images, and sketches
interspersed in the chapters render the book
livelier and the task of reading interesting.
Besides adding a dash of humour, they also
highlight some common mistakes made
while speaking in English.

A prviater wndenstmiding of mtercultoral diffunences ctiguette. prodocol,  cameunicotion
E_‘_I'ﬂ'lﬂtr* el Erainintins conveyid tigough thi vieb i and mmaerbal cues ermploved bn vital
Tll FEPIN e ready for the rapidly dhanging dynamiis of thie professional warkd
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o by > opte )
i o apben, Mexible, alaptive, apd reapectiil to other cultures in onder to be intercnituratly
Al pist and compenony;

LR by rat
| Do of §

| skills, cecoive anel exilicil ihinkifiy skills i need o be deviloped, in the
g o sl froiiing,

TP Ot e L e
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Wt il

s e and erltleal thinking ekl une needs o address the mes and
W inesh penipoctive i with propaet diadys of Ui paress srmd cons of (e prosallidye
UL bgaaiing ther fnaneial or admininizativie corstraints of thie onearnizition |

Recapitulation

The recapitulation at the end of each
chapter revisits all the important
points discussed in the chapter
making way for a quick revision
before exams.
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Other Salient Features

In addition to the highlighted features in the previous pages, this edition of the book also offers:
v’ practice oriented and user-friendly content

figures, tables, graphs, and questionnaires for effective elucidation

warm and interactive style

examples from real-life scenario

extended exercises, and

ASRNIENENEN

cloze tests
v note and notebook icons, magnifying glass icon, sidebars, and catchy pointers to draw the reader’s attention

to ensure regular engagement of the reader and improve their overall learning experience with the book. Our
emphasis on conceptual clarity as well as practical application of the concepts learnt combined with an engaging
style, makes way for effortless learning for our students. Further, it ensures that learners not only grasp foundational
principles but also cultivate the requisite competence to make the best of this book as a useful learning resource.

Supplementary Digital Support
The following Online Resources are available to support the faculty and students using this text.
e PowerPoint Slides highlight important pointers in the book
o Flashcard Glossary includes assessment and exercises for practice
e Videos on group discussions, job interviews, professional presentations, consonants, and vowels
e Audio clips related to effective conversations and phonetics
e Additional Reading Material for additional knowledge and information such as:
= Art of Negotiation
= Sample Business Report
= Research Paper Writing
s Technical Proposals
w Itinerary Writing
= Inter-office Memorandum (Memo)
= Circulars
= Advertising
« Notice, Agenda, and Minute

o
<2’/ Note The Additional Reading Material too emphasizes the value of developing effective professional
communication skills that are critical while envisioning a successful career

W elcome to the third edition - let’s make the best use of this book by going through the content conscientiously
and attempting the exercises and practice material with avid interest and passionate involvement so that this edition
of the book helps you translate your dreams into reality.

As always, we would be delighted to receive your queries, comments, observations, suggestions, and feedback
on this edition of our book so as to help us live up to your expectations in future too.

Look forward to receiving your valuable feedback at drarorasanjay@gmail.com.

Sanjay Kumar
Pushp Lata
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FuNDAMENTALS OF COMMUNICATION

PART |

Communication: ]
An Overview

Learning Outcomes

After reading this chapter, you will be able to:

o understand the importance of communication in professional world

o familiarize yourself with the features of successful professional communication

o identify the key functions of communication in professional organizations

e getacquainted with different types, forms, and flow of communication in an organization
understand and overcome barriers to effective communication

Effective Communication is Vital to Professional Fortunes

Tasty Buds, Greater Kailash, New Delhi is a famous fast-food chain. Since the opening of its first outlet in Delhi
three years back, five more outlets of Tasty Buds have come up in other parts of the city. Customers walking in at
a Tnsty Buds outlet are received with a smile, entertained courteously, and explained the highlights of different
food items listed in an aesthetically designed menu. Those who visit Tasty Buds appreciate the prompt services
and suave manners of the attending staff. ‘Everyone around seemed so much willing to serve you,” was how
Mr Parsanna, who recently visited Tasty Buds, quipped. On the other hand, Hot & Sweet, another restaurant
that opened almost four years back and operates in the same locality, is struggling hopelessly. Customers often
complain about the indifferent attitude of waiters. ‘They have named it Hot & Sweet, but nobody is sweet there,
and nothing is served hot; waiters keep you waiting before paying you any attention and when they do, they
speak to you as though they were the bosses around! You feel so unwelcomed there,’ said Mrs Suhasini Roy,
who recently dined at Hot & Sweet,

What do you think is the fate of these two food outlets? Would both these eateries grow equally in terms of success

and popularity? We seriously doubt it because Tasty Buds is likely to grow with passage of time, while Hot & Sweet

s¢ems to e on its way out.

The casein d: W : L -
' ecase in discussion highlights the deterministic power of communication in the professional world. In an age

where one ; . : ,
Th has to either communicate of collapse, communication holds the key to the growth of an organization,

Nesystem that faj : fecti . |
ystem that fails to recognize the need for an effective communication, struggles to sustain itsell’in the long run.
Lets learn why it is sa,




