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From the Authors’ Desk

 

As we standat the cuspofa rapidly evolvingglobal landscape, the needfor effective communicationskills is being
felt all the more intensely than ever before.It is in view ofthis that thethird edition of our book Communication
Skills has been designed to meetthe variegated needs ofthe learner. Containing exhaustive content with multiple
examples,illustrations, practice tests, and exercises, the book aims at empowering learners and equipping them
with anability to use English in their oral and written communication with confidence, clarity, and accuracy.
Written with a precise understanding ofthe challenges that learners encounter, as for manyof them, English is
mostly the secondorthe third language in our country; the book endeavours to help our graduating youth navigate
successfully the demanding needs and complexintricacies ofmodern professionallife.

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. Thoughprimarily meantto be a textbookfor the undergraduate studentsofengineering,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 Outcomesat the beginning

of each chapter are meantto help the

learner anticipate the content and

its application in real-life situations.

Somechapters also open on an

interesting vignette, anecdote, or

quotation which further sets the tone
for the chapter.

 

Learning Outcomes

  

After readingthis chapter, you will be able to:
°

 

understand the importance of communicationin professional world
familiarize

 

yourself with the features of successful professional communication
identifythe keyfunctions of communication in professional organizations
get acquainted with different types, forma, and flowof communication in an organizationunderstand and overcomebarriers ta elfiee
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Intercultural 2

Communication and
Global Readiness
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Fig. 2.2. Iceberg Model of Culture

New Chapter

The chapter on Common Errors and

New Chapter

The chapter on Intercultural

Communication and Global

Readiness is meantto help the

young learners navigate the diverse

cultural contexts with sensitivity

and professional acumen.In the

secondedition, the topic had been

broached, whereasthis 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

equipslearners 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

CommonErrors
and Grammatical
Inconsistencies in English
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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
also serves as a prerequisite for numerous
competitive exams, such as PTE, IELTS,

TOEFL, SAT, CAT, GRE, NDA, CDS,
Bank Probationary Officers’ Exam,

Railway Board Examination, UPSC, and
SSC. Therefore, this chapter has been
specifically designed to help students

developa solid grasp of English language,
and answercorrectly the types of questions

on spotting errors, sentence correction,
sentence completion, jumbled paragraph,
andfill-in the blanks, that are generally

asked in competitive exams.

 

 

   

   

English Grammar 10.
and Usagefor
Competitive Exams   

 

 

 

  

Kachofthe sentences in the exercise that fallow have heen marked and underlined indifferent parts as A, B,C, and Done ofwhich contiing an eeror, Mark that part ws youranswer, In cave there is no error in thy af the parts, mark Eas your Answer:

   
     

   10.1

1, Ebe-of my: friend willIntjoining thepaclyby late. evening, Ne Herat
A B c dD B

2 Lalwayi-findtheatmosphere inthemarkets of Old Delhito hwmuch mote-viboint than New Pell,A 8 c 0
3. AW Lavoe hivknown that youwereinthe honpitil, Luaulil biave cote cariioe,

A i c i
4 Lhave told vouabout the problem: new.its.upte.yon toudecideNow to dort taut,

A Nt c D

     
          

 

         

 

     
Nature andStyle of
Effective Professional
Writing

lo the Toet they are in the last semester and

LL) GWeae

y

lea zor avorsctrNIMeet i

New Chapter

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

25)

 
helps the learner brush-up their

basic understanding of grammatical

norms, conventions, and collocations;

provides them with ample practice

opportunities; and cultivates in them

an awarenessto avoid common

pitfalls while speaking and writing in

English.

 

Oneofthe major challenge [challenges] that the management would faceis to find a replacementfor
the present Unit Chief.

Noneofthe-brether [brothers] know howto run the business

Noneoftheissue [issttes] raised by the production unit were worth paying attention lo

Eitherof the bank efficial [officials] needsto be there,

   

  

 

 

Part Ill ~ENGusH For Competitive EXAMS

Vocabulary for
Competitive Exams

New Chapter

The new chapter on Vocabularyfor

9 Competitive Exams underscoresits
critical role in professional success.

This chapter recognizes the pivotalrole
 
9.5 In the following sentences, choose the word from the optionsto substitute the given

wordsandphrases:

1, Aperson who eats too much

(a) teetotaller (b) glutton

2, An outdated machinery

(a) ancient (b) pre-historic

3. Adisease thataffects a large numberofpeoplein a specific area, not foundin other places
(c) endemic(a) epidemic (b) pandemic

4. Aspecchact performed by the character when alone on stage

(a) epilogue {b) prologue

 

(ec) ambivalent

(ce) antediluvian

(c} monologue

that vocabularyplays in competitive

examsand offers conceptual clarity

and practical guidance through

exercises and explanatory answers on
different aspects of vocabulary, such

as synonyms, antonyms, one-word
substitution, words often confused,

phrasal

(d) omnipotent

(d) obsolete

(d) omnivorous

(d)_ soliloquy

analogies, sentence completion,

verbs, and idiomatic expressions.

            

  

 

 

Iheir dissatisfaction at not getting placed al
a higher package. I may be recalled here
that the pay packagesoffered to ourstudents
by the recruiting compemies have anly been

New Chapter
The newly addedchapter on Professional
Communication Through Sacial Media

explores the evolving landscape of digital
Communication in professionalsettings.

are about fo complats their deyree. Since Yearofstudy
the increased fee | nol likely to. hit thale Fah
pockelfor a long time, they seamia be lecal ars
cancersed about thin issue. Further: nearly youn
hall of the students ere: gotting scholarships shor
Irom the University which comfortably sats
off the impact of the feo hike for them, The
highest level of response from the fourth
yearstudents bringsto the fore their concern Third
abou! the fee hike. It also subtly reflects 19.1%

 

writing style so as to help them compose
professional documents, such as business
reports, emails, letters, proposals,
companyblogs, and researcharticles
effectively.

Fig. 25.2 Distributionofthe year of studyofthe respondents

  

  

  

 

Professional
Communication 28
through Social Media

 

 

It delves into strategies for crafting
effective messages for variegated social

media platforms while maintaining aProfessional lone, and leveraging social
Media for networking and branding

et 4.aThschapter also addresses
Considerations, privacy concerns,

and best practices for engaging with

colleagues and clients online.

  

lifferent

 

  

) 28.1 FACTORS THAT MAKE SOCIAL MEDIA SO POPULAR
Hacked by digital communication, social media is Powibly the castes and quickest mediumto reach aut to the wasteupanse a humanity across the Blobe. Uniug its siuttiple platforms, people of every country, caninmtilty, caste,creed, and culture can connect te whoever they winh tod moet anywhore in the work! without wasting any oftheirtim.cn travelling or much uf their money i reaching aut toothers

For instance, an NGO Workinp in the sinection of sopping food wastagein weddingy and twcial functionscmachieve their objective hy spreading awareness about donating the leftaver food rather than throwing it inthe dustbin, withthe help al sone social media platforms suchas WhatsApp, YouTube. liyetapsram, X and anonSitnilaclys an orjuniation working an the revival of cone language imperiledto become obyolute under the duressof other dominant languages sround, cunt effectively seek efforts anc suppert fromthe votaries of thot languagewithin the masses through any of the socidl media platform Availability ef mulliple apps aperabed throughsuclal media channels facilitite. easy dissemteationof meaaay

   
     
     

      
     
       
      

cata lightening pace and elicits cover      
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C) wisEweLt quipsWarm,Persuasive, and User-Friendly Style
 

on Think you Aiea
/* tererelent thivt she did nest“,

Expandedthrough insightful analysis and interspersed with real-life

  

examples, this book olfers to the learner an immersive experience into y «) —~ . . - _— suninetused tp monet Ya
tinue che Ler intl ————— ———.

choice of cabulary, nuanced expressions, and chiseled phrases ioral wd Wisewell Quips Tin meanio Very Mostentsaethe choice of apt vocabulary, XPTess ’ t ¢ = at (397that ast nigh you (vee stletuuted ) (stent? Se, snes sen end indolent means3 “ Fciete a Pal tap Z . . . . . . oe voc np atid avy frilly imeodenits rane Taian wee Sea
neededin the diversely distinct communicative tasks. Delving into the Carrying on from theearlier (aime ie SESE Neel didacdesis ~ hey Sugg

fleroken Up to teu) \ \[ SS ahovanggss “| (

 

aahintricacies of compelling reports, persuasive salesletters, captivating

speeches, coherent paragraphs, engaging book, film, and match reviews,

and dynamic Just a Minutes (JAMs), each chapter meticulously dissects the

unique requirements anddistinct styles needed foreffective communication

in variegated contexts, Fromthe structured precision demanded by

essays to the artful persuasion required in groupdiscussions and job

editions, the interesting pair of

MrWisewell and Madcapwill

continue to entertain as well
as help us notice and avoid

commonerrorsin English through

their humorousandinteresting

ae
  

     we  
        

 

interviews; and fromthe captivating style of debates to the spontaneity of conyexsali@na

conversations, this book equips you with the competenceto excel in each _#* ThaP'S f

of your communicative endeavours, With a perfect blend oftheory andits eaa7eeGood

applicationin real-life scenarios, this comprehensive resource will empower

youto master communicationindifferent aspects ofyourpersonal, social, —_ 7 oo
—= Practice Tests

andprofessionallife ensuring that your message resonates powerfully with

your audience. Ey PRACTICE TEST
Since language and communication

6.1 Choose the correct subject—verb combinationsin ithe following sentences:
skills can only be acquired by using

   

  
 

  

 

   
  

   

    
   

  

 

 

 

 

  

 

 

= ——— ——————————— — 1. Tt is obvious that everything is/are fine. :
n SS<<—TechnologyondResearch, Timorpur lp 2. The majority of professionals in our country is/are well-trained. the concepts learnt in our everyday

| Inter-office Memorandum | | 3. eithel James or his brothers has/have writen the mail. listening, speaking, reading and

| Date: Moy 30, 2024 4, The jury has/have decidedto hear the case at an early date. tae .

From: OP. Kaushik Unit Chief, Women Development Centre | 5. Thatthey are fools is/are known to everyone. writing tasks, the book provides ample

To: Fro} abanicd Abbas, Director, Research Programs Samples 6. Alot of Indians ihave/;has raised the issue of colour discrimination. amount of practice through multiple

Subject: Commendation of Anjani Kumari Singh regarding her performance on Women Davelopment Project ? Noneofthe reports are/is worth consideration. exercises within the chapter in the
(WOF) ; ief

Thepurpote of thly reportlets formally command Anin) Kumi) Siayh the hae pie'exsticnerl ecinielbullety | he At the core of the booki thea k form of Practice Tests.

a University Of Uberal Arte that besides the conceptclarity,t 1e boo

Chandigarh should help students understandits

eee practical application. Therefore, the book
The Dean - Administration d- 1 “rovides a numberofworked-out samples “
University of Liberal Arts Chandigarh P . . Pp EXERCISES

i of documents written by professionals
Subject: Request lor approval of travel expenses for lhe UGC major research projec! d b is H 1 f E . Concept Review Questions — ——— —

i on everyday basis. Hence, samples 0 xer ==
DeorSir yaay Is. ré 7 P d ercises 1, What do you mean by group discussion (GD)? Whyis a GD so importantforuniversity students and

__ Ws so infordh you thalthe MidTarmPresentationofoucUGCMajorRuweorchFpjectenhtled, “Tranthorming|. reports, proposals, resumes, memos, an Differentkinds ofreview questions protessionals?
—= —— es \p rner prepare all such . _ 2, Whatare the major tlifferenees between a debate and a GD?Alsodiscuss thedifferent types of GDs thati Apex Builders, Delhi 4 letters help the lea Pp P " such as concept review questions are usedin theselection pruceslure. ”

Progress Report professional documents with clarity, andcritical thinking questions 3. Discuss the personality traits of participants that are evaluated in a GD.
Date: Tl | accuracy, and precision. 8 q > 4. Whatde you mean hysy'aup dynamics? While participating in a GD, what aspectsofgroup dynamics will

Nameofthe work or project = =o ? enumerated at the end of the you keep in mind? Disunsa in detail.

Total work to be compleied a — ‘ a 5. Whatarethedifferent leadership styles that may emerge during a GD? Discussin detail.
Work completed till date —— = ——— chapter, aim at testing readers on 6. Read andprepare argumentsforthe following topics:

Work to be completed = a eeee | their comprehensive understanding (a) There is no right or wronginlife.
Possible date for completion | : (b) Peace cannotbe attained through violent means.

of the topic. {c)__ Children of tovay are not the sameas thoseof yesleryearn,  

   

  

  

  

 

  
  

Sir, | have eaten your

salt! How can | betrayIllustrations, Images, and Sketches

Theillustrations, images, and sketches
interspersed in the chapters render the book
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Other Salient Features

In additionto the highlighted featuresin the previouspages,this edition of the bookalso offers:

Y practice oriented and user-friendly content

figures,tables, graphs, and questionnairesfor effective elucidation

warm and interactive style

examplesfrom real-life scenario

extended exercises, and
S
L
L

L
AN

cloze tests

VY note and notebookicons, magnifyingglassicon,sidebars, and catchy pointers to draw thereader's attention

to ensure regular engagementof the reader and improvetheir overall learning experience with the book. Our

emphasis on conceptualclarity as well as practical application of the concepts learnt combined with an engaging

style, makes wayforeffortless learning for our students. Further, it ensures that learners not only grasp foundational

principles butalso cultivate the requisite competence to makethebest of this book as a useful learning resource.

Supplementary Digital Support
The following Online Resourcesare available to support the faculty and students usingthistext.

e PowerPointSlides highlight importantpointers in the book

e Flashcard Glossary includes assessment andexercises for practice

¢ Videos on groupdiscussions, job interviews, professional presentations, consonants, and vowels

e Audio clipsrelated to effective conversations and phonetics

¢ Additional Reading Material for additional knowledge and information suchas:

» Art of Negotiation

« Sample Business Report

» Research Paper Writing

« ‘Technical Proposals

« Itinerary Writing

«  Inter-office Memorandum (Memo)

» Circulars

» Advertising

« Notice, Agenda, and Minute

<2} Note The Additional Reading Material too emphasizes the value of developing effective professional

communication skills that are critical while envisioning a successful career

Welcometo the third edition - \et’s makethe best use ofthis book by going throughthe contentconscientiously

and attempting the exercises and practice material with avid interest and passionate involvementso that this edition

of the book helpsyoutranslate your dreamsintoreality.

Asalways, we would be delighted to receive your queries, comments, observations, suggestions, and feedback

on this edition of our book so asto help uslive 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 COMMUNICATIONaN

 

Communication: ]

An Overview

 

 

Learning Outcomes

 

After reading this chapter, you will be able to:

e understand the importance of communication in professional world

e familiarize yourself with the features of successful professional communication

e identify the key functions of communication in professional organizations
e get acquainted with different types, forms, and flow of communication in an organization

understand and overcomebarriers to effective communication

 

Effective Communication is Vital to Professional Fortunes

Tasty Buds, Greater Kailash, New Delhi is a famousfast-food chain. Since the openingofits first outlet in Delhi
three years back,five more outlets of Tasty Buds have comeupin otherparts of the city. Customers walking in at
a Tasty Buds outlet are received with a smile, entertained courteously, and explained the highlights ofdifferent
food itemslisted in an aesthetically designed menu. Those whovisit Tasty Buds appreciate the promptservices
and suave mannersof the attending staff. ‘Everyone around seemed so muchwilling to serve you,’ was how
MrParsanna, whorecently visited Tasty Buds, quipped. On the other hand, Hot & Sweet, another restaurant

that opened almost four years back and operates in the samelocality, is struggling hopelessly. Customersoften
complain about the indifferent attitudeof waiters. ‘They have named it Hot & Sweet, but nobody is sweetthere,
and nothing is served hot; waiters keep you waiting before paying you anyattention and when they do, they
speak to youas thoughthey were the bosses around! You feel so unwelcomedthere,’ said Mrs Suhasini Roy,
whorecently dined at Hot & Sieet,

Whatdo you think is the fate of these two food outlets? Would both theseeateries grow equally in terms ofsuccessan popularity? We seriously doubt it because Tasty Budsis likely to grow with passageoftime, while Hot & Sweet
Seems to'heon its way out.

The case in dj i alii ae ;Sitters aes in discussion highlights the deterministic power of communicationin the professional world. In an age
Thesystema to either communicate or collapse, communication holds the key to the growth of an organization.

: hat fails to recognize the needfor an effective communication, struggles to sustainitself in the long run.
Let's learn whyit is so,  
 


