{ Communication Skills

_I. SHORT ANSwER TYPE QUESTIONS

Q!: FI”" are the important element of cycle of
communication? [R.T.U. 2018/

Ans. Seven major elements of communication process are:
(1) sender, (2) ideas, (3) encoding, (4) communication channel,
(5) receiver, (6) decoding, and (7) feedback. o

i . -
Q.2 Write the advantages of written communication.

[R.T.U. 2018/

Ans. Advantages of Written Communication :
i.  -Easy to preserve

il. Easy presentation of complex matter

ii.  Permanent record

iv. - Prevention of wastage of time and money

v. Accurate presentation
vi.  Use as a reference
vii.  Delegation of authority

vii.  Longevity

Effective communication
Maintaining image

Proper information

Xii.  Lessdistortion possibility

xiii.  No opportunity to misinterpret
xiv.  Controlling tool

xv.  Easy to verify

35 ;Wlmt are the various media of communication?

: [R.T.U. 2018/

l Communication Media ]

— —J1 —_—
Verbal ' v Non-Verbal \/

Fadal Expression

Ans.v

T

:_."1| Body Language !

Personal Appearance

Define Communication.

Ans. Communication : Communication is a systemati

process in which people interact through symbols for creatig
and interpreting meanings. ’

Ans. Effective communication forms the basis of busines

the employees regarding the topic, its implementation, its merit:
its demerits, etc. Effective communication becomes criticz
for execution and control of a planned activity.

Q.6 What is meant by interpersonal communication?

%
Ans. Interpersonal communication is a face-to-fac
communication between two people. It includes most of th

informal and formal exchanges that we engage in throughot
the day.

%

Q.7 What do you understand by group communication;

Ans. Group communication occurs essentially between thre
ormore people who see themselves as belonging to, or bein
identified with, a group.

Group communication can
by which three or more mem
verbal and nonverbal mess
one another.

be defined as rhe proces
bers of a group exchang
ages in an attempt to influenc

Q.8 What are the different ways according to Shaw i,
which a group can be defined?

Ans. There are six ways in which a grbup can be defined :

L. Perceptions : Do members make an impressio
on other members? ‘

2. Motivation : 1s membership in the grou

rewarding?

3. Goals : Do group members work together for
purpose? '

4.

Organization ; Does
specialized role like
on?

each member have
moderator, note-taker and s

i N\l
planning. Planning requires extensive communication amon
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2: Clarity, compl and conc : Message
should be brief, concise and complete in every respect.
The clarity and completeness of the message should
not be compromised with for achieving brevity. Excess
talk may lead to confusion and misunderstanding
whereas little talk may lead to incomplete
understanding.

Q.19 Name the main tools of written media.

Ans. The main tools of written media are :
1.  Memory
2. Power of observation and study
. Imaginative power
Ability of writing
5. Ability of thinking
Ability of collecting and analyzing the information
Units of language like words, phrases, sentences, etc.

[

~
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Q.20 Give any mwo benefits of active listening.

Ans.l. It helps people in spotting flaws in their own
reasoning when they hear it plaved back without

critcism.

[&]

Active listening allows us to understand the other's
view, which in many cases helps us to discover the
flaws in our own position.

Q.21 What do you understand by chronemics?

Ans. Chronemics refers to the study of cultural
understandines of time. Time can be viewed as an entity which
can be sav mawu.n.w:... wasted or eamed. Chronemics is R._uﬁa
with the study of how people communicate through Em,__' use
of ume. yr.nm,_.&:m to Lesikar. “In order to m._qm meaning to
time, we must perceive it, filter it and symbolize aboutit....
Probably few of us would disagree that we have meaning
for time.” All human beings are concerned mw..ocﬂ their use of
time. In organizational scenario. H.:.na. is money and
organizations are generally very ume conscious.

11, Lonc ANSWER TYPE QUESTIONS

\Discuss in detail the barriers o communication and
pmunications.
[R.T.U. 2018/

kow to overcome the barriers to con

(¢ Skills)

Ans. 1. Physical Barriers : A communication is a two-way
process, distance between the sender and the receiver of the
message is an important barrier to communication. Noise and
environmental factors also block communication.

2. Personal Barriers : Personal factors like difference in
judgment, social values, inferiority complex, bias, attitude,
pressure of time, inability to communicate. etc. widen the
psychological distance between the communicator and the
communicate. Credibility gap i.c.. inconsistency between what
one says and what one does, also, acts as a barrier to
communication.

3. Semantic or Language Barriers : Semantic is the
science of meaning. The same words and symbols carry
different meanings to different people. Difficulties in
communication arise when the sender and the receiver of
the message use words or symbols in different senses. The
meaning intended by the sender may be quite different from
the meaning followed by the receiver. People interpret the
message in terms of their own behaviour and experience.
Sometimes, the language used by the sender may not at all
be followed by the receiver.

4. Status Barriers (Superior-Subordinate Relationship) :
Status or position in the hierarchy of an organization is one of
the fundamental barriers that obstructs free flow of
information. A superior may give only selected information
to his subordinates so as to maintain status differences.
Subordinates, usually, tend to convey only those things which
the superiors would appreciate.

This creates distortion in upward communication. Such

selective communication is also known as filtering. Sometimes.
"the superior feels that he cannot fully admit to his m:gamzmﬁm
those problems, conditions or results which may affect
adversely on his ability and judgment To do so woulc
undermine his position as a superior being in the forma
organization.” This causes distortion in downwarc¢
communication. A subordinate may also feel reluctant tc
report his shortcomings or may not mnmw n_plmnmm_o_._ or
instructions which are subject to different interpretations for
fear of loss of prestige in the eyes of the superior.
5. Organizational Structure Barriers : mw._.nn,i:
communication largely depends upon sound organizationa
structure. If the structure is complex involving several _mv,wn
of management, the breakdown or distortion in communicatiol
wall arise. It is an established fact that every layer cuts off:
bit of information. In the words of W.C. Bennis
“Communication gets distorted particularly as it goes up the
hierarchy.”

Moreover. information travelling through forma
structure introduces rigidity and causes-delay because of lon;

lines of communication. Similarly, lack of instructions fo

Doua.._:annaaa Skills)

further conveying information to the subordinates and heavy
pressure of work at certain levels of authority also act as
barriers to effective communication.

6. Barriers Due to Inadequate Attention : Inadequate
attention to the message makes communication less effective
and the message is likely to be misunderstood. Inattention
may arise because of over business of the communicate or
because of the message being contrary to his expectations
and beliefs. The simple failure to read notices, minutes and
repods is also a common feature.

., Whatever be the reason, communication remains only
a one-way process and there is no understanding of the
message, if the receiver pays little attention to the message.
In the words of Joscph Dooher. "Listening is the most
neglected skill of communication.” "half listening is like racing
your engine withthe gears in neutral. You use gasoline but
you get nowhere.” -

7. Premature Evaluation : Some people have the tendency
to form a judgment before listening to the entire message.
This is known as premature evaluation. As discussed in the
previous point, "half-listening is like racing your engine with
the gears in neutral. You use gasoline but you get nowhere."
Premature evaluation distorts understanding and acts as a
barrier to effective communication.

8. Emotional Attitude : Barriers may also arise due to
emotional attitude because when emotions are strong, it is
difficult to know the frame of mind of other persod or group.
Emotional attitudes of both, the communicator as well as the
communicate, obstruct free flow of transmission and
understanding of messages.

9. Resistance to Change : It is a general tendency of human
beings to stick to old and customary patterns of life. They
may resist change to maintain status quo. Thus, when new
ideas are being communicated to introduce a change, it is
likely to be overlooked or even opposed. This resistance to

change creates an important obstacle to effective
lommunication.

0. Barriers Due to Lack'of Mutual Trust :
Communication means sharing of ideas in common. "When
¢ communicate, we are trying to establish a commonness.”
Thus, one will freely transfer information and understanding
vith another only when there is mutual trust between the
wo. When there is a lack of mutual trust between the
”oas._c_.;nuauq and the communicate, the message is not
ollowed. Credibility gaps, i.e., inconsistency in saying and
foing, also causes lack of mutual trust which acts as a basic
‘bstacle to effective communication.

L. Other Barriers : There may be many other barriers,
uch as un-clarified assumptions, lack of ability to

—{CS5 )
communicate, mirage of too much knowledge of closed minds,
communication overload, shortage of time, etc., which cause
distortion or obstruction in the free flow of communication
and thus make it ineffective. Failure to retain or store
information for future use becomes a barrier to
communication when the information is needed in future.

=
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Ans. Definition : The Non-Verbal Communication is the
process of conveying meaning without the use of words either
written or spoken. In other words, any communication made
between two or more persons through the use of facial
expressions, hand movements, body language, postures, and
gestures is called as non-verbal communication.

The Non-Verbal Communication, unlike the verbal
communication, helps in establishing and maintaining the
interpersonal reflationships while the verbals only help in
communicating the external events. People use non-verbals
1o express emotions and interpersonal attitudes, conduct rituals
such as greetings and bring forward one’s personality.

The non-verbal communication in the form of signals,
expressions add meaning over the verbals and help people to
communicate more efficiently. It supplements whatever is
said in words, such as people nod to acknowledge and move
their hands to give directions.

- The non-verbal communication defines the distance
between the communicators and helps them to exchange their
emotional state of mind. Also, it regulates the flow of
communication, for example, an individual can give signalsto

convey that he had finished speaking or else he wants to
speak.

IRT.U. 2018/

@bnqﬁ:.b ualities of good communication.
/R.T.U. 2018, 2015}

Ans. Some of the basic qualities of good communication are
discussed below.

1. Clarity : It refers to both clarity of thought and
clarity of expression. Communication process
begins with the generation of idea or thought in the

+ mind of the communicator. Clarity of thought means
that the communicator must be clear in his mind
about :

(i) What to say (message)
(i) Why to say (objective)

(iii) To whom to say (receiver)
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(iv) When 1o say (timing)
{v) How to say (medium)

Afier the communicator is clear in his thought he must
eXpryss it in a clear and understandable language. This refers
to the clarity of expression and requires proper encoding of
the message on the part of the communicator. Foilowing skills
can be employed for bringing the clarity in expression :

(1) Use of simple, appropriate and understandable

words

(i) Use of familiar verbal and nonverbal symbols
() Use of adequate noise-free medium

(iv) Avoidance of technical jargons which are not
commonly in use

(v) Avoidance of all words having double meaning
(v1) Avoidance of all ambiguities

2. Completeness : Every communication should be
complete in all respect and must provide the
optimum details. Incomplete or inadequate
information may leave the receiver guessing for
the actual intent of the message. This may create
misunderstanding and delay in response. Thus,
adequare information should be provided for getting
the desired response. For example, when the
management instructs employees to manufacture,
they must specify the exact size, quantity. cost
quality. etc. of the product. [f any assumptions
10 be made on the part of the listener, these sho
also be mentioned. For ensuring the completeness
of the message. we must comply with the questions-
What, When, Where. Why 2nd Who. For example,
if the management announces a meeting they must
specify - What is to be discussed in the meeting,
When the meeting is to be held, Where the mesting
is to be held, Why it is being held and Who is to
attend the meeting. We should remember that only
a complete message in all respect generates the
desired response.

g5
A

3. Conciseness : In the above point. we mentioned

that mcssage should be complete in all respect.
However, it should also not provide extra or
irrelevant information. Only relevant information
should be’'provided because irrelevant information
man confuse the receiver. Also, conciseness saves
:_.3.n. of both sender and receiver. Also, conciseness

allows the sender (and the receiver t00) to focus

——{ Communication Skills
on the intent of the message. Conciseness alsc

makes the message more presentable and gracious
More words confuse the receiver, mask the
essence of the message. tire the receiver, creat
monotony and boredom, disturb the structure of the
message and consume time. Message should by
wellstructured. organized and free from any
irrelevant data. Also, big sentences and wordy
expressions should be avoided. For example, “often’
is preferable to “in majority of the cases™. Similarly
“we welcome you™ is preferable to “we extend ow
warm welcome and greetings to you™. An effective
message is short, to the point and well-structured

Correctness : Majority of the conflicts in moden
world occur due to transmission of wrong o
incorrect information. We must check the messag
for its accuracy and authenticity before responding
to 1t. Incorrect information may lead to conflict
and misunderstandings. For example, if incorrec
information is conveyed to management by the
employees, then decision based on such informatio:
may cause trouble. Also, transmission of incorrec
information may result in loss of reputation anc
credibility. It can also affect relations with others
We should always provide facts and othe
information after proper examination. Time plays:
critical role in this context. For example, suppos:
management asks an employee to submit a repor
on “Current usage of bathing soaps of differen
brands” within a week. Employee collects th
relevant information but due to some delay submit
the report after two months. The decision taken b;
management on the basis of such report may g
wrong because the current trends would hav
changed in the meantime. Therefore, tim
constraint should always be kept in mind w
providing the facts. Delayed and outdated message
should be avoided.

Consideration : To communicate effectively, on
must have the ability to see and think from th
listener's point of view. The communicator shoul
be able to understand the position of the listene:
He should use a humane approach and must car
for the emotions and sentiments of the listener. H
should focus on the needs of the listener. For this
however. he must first understand and study th
profile of the listener. Only then he'll be m.v_m t
keep the listener interested in his message. Listene

ﬂ.\ ication Skills }-
will never show interest in your message unless he
feels there is something in it for him. Thus, we must

understand the listencr first to be understood.

2

Courtesy : Communication is always facilitated by

a humble and polite approach. A smile before

beginning the conversation facilitates and smoothens

the communication process. Communicator must
always show a friendly and helpful behavior towards
the listener. This will also encourage the listener to
show politeness. Show respect to get respect. For

; ensuring courtesy, following points should be kept

in mind.

() Thank generously : After conveying the
message thank the listener for his ime and
patience. Also. if the listener does a favor to
you, appreciate it and thank him for his
kindness.

(i) Use empathy : To analyze whether your
message can hurt the feelings and emotions of
the listener, ask yourselfhow you would feel if
you were (o recerve the _.—._ﬂmwmwv-ﬂ.

(ii) Apologize modestly : Mistakes are common
and inevitable. If vou commit a mistake during
communication, accept it and apologize
immediately in a polite manner.

(V) Avoid negative and irritating words : Words
and phrases which annoy the listener or reflect
negativity should be avoided. You made me do
this, you left me no option, you ignored me, you
doomed me, etc. are examples of such words
and phrases.

—

(V) Respond prompily : When someone sends you

message via written media such as letters,

mails, etc., respond promptly. If you need time
to respond, acknow ledge the reception of the
message.

7. Attentiveness : The communicator and the receiver
must pay attention during the transmission of the
message. Attentiveness on the part of the
communicator ensures that all the relevant
information is included in clear, concise and correct
manner. Attentiveness on the part of the receiver
ensures that all the information if fully understood
and nothing has been missed. Lack of attention can
result in misunderstandings, confusion,
miscommunication, inefliciency, delayed response,
etc. Attentiveness is more demanded on the part
of the listener as he is the one who has to decode
the message, understand it and respond accordingly.

Cs.7

That’s why active listening on the part of the

receiver is considered crucial for the effectiveness

of the communication.

Objectivity : A biased message serves no purpose.

Communicator should be fully impartial while

sending the message. Personal beliefs, emotions,

attitudes, etc. should not be allowed to distort the
message. Communicator should communicate the
message. even the unpleasant one, in such a way
that the feelings of the receiver are not hurt.

Similarly, receiver should also be fully impartial while

receiving the message. He should not allow his

personal beliefs and prejudices to distort his
understanding and interpretation of the message.

Being unbiased demands self-control.

9. Careful body language usage : Body language
and facial expression says the unsaid. They reinforce
what we say in words. They are crucial in face-to-
face encounters. Proper posture, vibrant and
posilive expressions, correct eye-contact, smiling
face, etc. can make the communication more
effective and interesting. :

10.Feedback : Feedback is crucial to communication.
The process of communication is incomplete without
feedback. Feedback helps the sender to analyze
the understanding of his message by the receiver.
Feedback should be constructively used for planning
and executing further communication. When
automatic feedback is not available, the sender
should ask questions, request replies and must
encourage the receiver for providing feedback.

11.Novise-free : Noise can be anything which disturbs
the flow of communication. Effective
communication is always free from all sorts of noise.
The noise is generally caused by machines,
communication devices, environment, transmission
lines, ete.

oe

Q.4 Describe the communication cycle. Distinguish
between formal and informal channels of
communication. RT.U. 2017)

Ans. Communication Cycle : According to C. G. Brown,
“Communication has been defined as the transfer of
information from one person to another, whether or not it
elicits confidence or becomes an exchange or interchange.
But the information transferred must be understandable to
the receiver.”

The difference between formal and informal
communication is —




I. SHORT ANSWER TYPE QUESTIONS

ﬁ p an by linking words? Give examples.
Q.1 Wt do you me _;: g it el

Ans. Linkimg words are terminology used that assist in making
your sentence or paragraph “flow” (otherwise known as
“combine ideas together” or LINK ideas together - hence
the term “linking™ words!) and also help you improve your
fluency in English.

Here is an Example that Incorporates Linking Words :

I bought take-away@gz@e 13 was very huﬂn‘g*ry

Q.2 Do as directed : se—
(a) Change into Passive voice :
‘ (l'j They will have completed the project before
the deadline.,
(i) Was he reading a book?
“({ii) The child can throw the stone.
(iv) Bring the answer sheet.
. (6) Change into indirect speech :
(i) - Madhuri says, “I am not Seeling well
today.” z
‘(i) The teacher said to the Students, “Go and
stand there.”
(iiz‘) He said, “I’ve been waiting for ages.”
(iv) Mother said to the child, “What do you

want?”
(c) Insert suitable modals :
(i) Mrs. Becky is amazing, she ............ speak
. Seven languages including Japanese,
(Ability)
(i) You......... not lose any more weight. You
are alre.ndy slim. (Necessity)
(iiij) Mr. Bob .......... 1. sell his farm house.
(Remote possibility)
(iv) Cars .......... not be parked in front of the

. 8ate. (Prohibition)

(d) Complete the conditional sentences by inserting
snitable verps :

(i) I b (earn) a lot of money if I get that
Joo. :

(i) If Maria ........... (work) hard she would
have been top in her class.

(i) Would you mindg /i P .(open) the
window?

P —

(iv) Thesalad............ (taste) better if you add,
some garlic. [R.TU. 201

Ans.(a) (i) The project will have been completed beto
the deadline.
(i) Was a book being read by him?
(i) Thestone can be thrown by the child.
(iv) Let the answer sheet be brought.
(b) (1) Madhurisays that she is not feeling well today

(i) The teacher ordered the students to go an
stand there.

He said that he had been waiting for ages.
Mother asked the child what he wanted.
can ’ .

need

(iii) might

(iv) must

(i) shallearn

(i) had worked

(iii) opened

(iv) would taste

Q.3 Give a definition of Nouns.

(iii)

(iv)
(c) ()

(i)

(d)

[RTU. 2017f
Ans. Noun : Noun isthe name of any person, place or thing.
Forexample : Reena, Taj Mahal, Mumbai, Gold, Iron, etc.

Q.4 Give two examples of direct speech. IRTU, 2017}

Ans. Aman said, “I came first”.
Amit said, “I love to play cricket”,
Q.5 What are Modal Verbs? [R.TU. 2017]
Ans.; Modal Verb : A Modal Verb is a verb that is used
before ordinary verb to express meanings such as ability,’
permission, possibility, necessity, certainty or advice. They
are often included in the group of auxiliaries and are called
Modal Auxiliaries, '

Q.6 Change the following sentences into passive voice:

/R.T.U. Dec. 2016}
(i) Ram killed Ravan.
(ii) Do not beat the child.
(i) I know the manager of this bank.
(iv) People speak English all over the world.
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3 {Curriculam Vitae (CV)

Mq“:_m:_za Vitae is a Latin word. It means putting i

er i i i

W mn_“mo:ms_. details of your education, achievements
emic and nonacademic and personal details

Importance of CV

Wh / i
E:omW”“MM.ﬁR applying for a job you need to have
= to suit the job require
- ‘ments of
U_.-“Hmn:ﬁ employer. The background of nznﬂqwzo:n
ki w%ﬂ: are applying should be well researched m_“
. _owru_.., m‘wn a thorough knowledge as to what the firm
= o_.n_m or in you. <.o_.=. education and skills should
e a._ar“m”._“._ﬁm._ﬂ the job requirement. A wel)-written
e first i i
i i Impression on the prospective
Contents of a CV
) : As alre i i
vo.E R e ady said, the CV contains
points will be helpful in w

General Information:

* Name a

*  Sumame
. Local address
*  E-Mail address /

*  Phone number

-

Resume

A resume is a document used b
their background and skillset
for a variety of reasons but
“no_.__._ﬁ_ow.anz_. A typical resu
o.ﬁ:C.cv experience and education.

= : on. The re i
maaﬂ_wu“.n owr.:n first _F.:_.m_ along with a nocwwﬁﬂ _m
imes job application details, that a uoﬁ::M.

y individuals to present
s. A resume can be used
most often 10 secure new
me contains a summary of

S RS )

u-3

COMPOSITION w

nab_cu er encounters regarding the job seeker and i
typically used to screen applicants, ofien _m.__o:ﬁn M / .E
Interview, when seeking employment. The . is
comparable to a Curriculum \/‘_Eo (CV iyt

countries, although r substantially shorter han
S, resume 1s s i
a CV. G

) in many

Difference between CV and Resum
€
CV is written when

Itis -

mrm:wu M_m_“_a:”“” _Envc.: unum_n::n achievements and

Like. you muwa En: ;:n in a job your profile changes.

_uwc_:m:o: ) Xperience in a particular field, you get
- have gained some extra skill, changed <om_”ﬁ

job, etc. The docu
ment w , R
details alongw here you mention all

applying for a job for the first time.

i ¢ = these
il u“_wn:_a -.5:::..4_ information (personal
Resume. A xn» m_.:._.n a:..._:r_nmzcu& is called a
. sume becomes im
apply for s X portant whe
awv Y cq.,u different job regardless of you : :. you
repertoire. Ir experience

Business corres ndence T S
PO forms an integral part of

everyda i i i

-,oaw:w:.waanm::mm with clients and customers. Th

<w__._.o_._m_:n of the letter, the style of arrangement w.w:._a

nano::k.zmm_”m_”w:n:? the manner of composition g

el 1er the nature of response received _r,
g is therefore the most crucj g

organization, e

etc.
tter
pect in every

Business Letter Fornmat

The formatting of a letter and the s
depends on the writer. Most co e o
style of writing. Broadly ol
seven components,

-
tyle presented truly
panies follow their O.L_
speaking a business letter has

*  Theheading

* Theinside address

Lo m el B NS

e

(cs.32 -

 (comunication Skills

e

will be helpful in your job hunt. Inthe ensuing paragraph:

«  Attention line

«  The greeting you will learn how to writean impressive covering lette
i , - and get a good first impression.

. e body . .

. 01 Paragraph is a group of sentences that introduces

. The complimentary close
. I'he signature line

Job Application Writing
the methods of resume-

As we have scen above above.
amary of the candidate’s

es the brief sum
job experiences, strengths, etc,
under Job Application
purpose of obtaining

writing, that de
bio-data, academics
applying for the job. This alt comes
writing. These are written for the
a job. This consists oi two paits
(i) Covering Letter

(1) Resume/Curriculum Vitae

a matter of fact. The language
oon as you complete your
or job opportunities. For
f great importlance Itis
CV every time you have

The tone of the letier is
used is direct and clear. As s
studies, you need to look outt
this, a well-designed CV is ©
very essential to upgrade your

completed a new course of acquired a new skill, which
\
T Previous YEARS. QUESTIONS - _

%1, SHorT ANsWER TYPE QUESTIONS.

presents and develops one main idea about the topic. 1

- can be divided into three major parts :
Paragraph ;{lz_..n.m...nn:.,:d
« The Topic Sentence
Introductory part telling what paragraph is about
«  TheSupporting Detail
Support the topic sentence with facts, id
« The Concluding Sentence
Concludes the paragraph by strengthenin,
1 Reports are ‘well-structured documents, that preser
information about a study that you have done; or the
could be messages of information or proposal that yo
want to communicate. In other words, you tell wha
where, when, why and how something has happened (
what, where, when, why and how it should happe
(proposal). Reports can be scientific or technica
Reports can be one page long or several vmmﬂt—

eas, elcC.

g the main ide

ess letters.

Q.2 Mention various {ypes of busin
[R.T.U. 201

mw._\m..:.:_:. various types of reports. [R.T.U. 2018]
\

Ans. Types of Reports :

Reports are either oral or written Oral report is a face
to face communication. Hence, it lacks validity and
always an element of exaggeration or
ed in the nature of this report. For
a factory at the end of the day gives
or issues of concern if

authenticity. There s
misinterpretation involy
example, a supervisor in
‘a report of the day’'s production output
any, to his boss. There is no record of the statements given
by both the sides. One has to rely on one’s memory.
|. Progress reports
2. Laboratory reports
3. Inspection reports
4. Inventory reports
5. Annual confidential reports of employees (C.R.)

6. Newspaper / Magazine reports

Ans. Types of Business Letters

1. Sales Letters : Typical sales letters start off with a ve
strong statement to capture the interest of the reader. Sin
the purpose is to get the reader to do something, these lette
include strong calls to action, detail the benefit to the read
of taking the action and include information to help the read
10 act, such as including a telephone number or website lin
9. Order Letters : Order letters are sent by consumers
. businesses to a mariufacturer, retailer or wholesaler to ord
goods or services. These letters must contain specil
information such as model number, name of the product, t
quantity desired and expected price. Payment is sometim
included with the letter.

3. Complaint Letters : The words and tone you choose
use in a letter complaining to a business may be the decidi
factor on whether your complaint is satisfied. Be direct t
tactful and always use a professional tone if you want 1

company to listen to you.




wat is meant by curriculam vitue (CV)?

—

Ans. Curriculum Vitae (CV) is a Latin word. It means putting
in order important details of your education, achievements |
both academic and nonacademic and personal details.

Q.6 Write a short note on-:'mportmzce of CV.

Ans. Whenever you are applying for a job you need to have
tailor-made CV to suit the job requirements of your
prospective employer. The background of the firm to which
you are applying should be well researched so that you have
a thorough knowledge as to what the firm is looking for in
you. Your education and skills should more or less match the
jobrequirement. A weli-written CV makes the first impression
on the prospective employers.

J

:E.'? ﬁfhat is the difference between CV and resume?

e ——

Ans. Difference between CV and Resume

* CViswritten when applying for a job for the first time.
- It is a summary of your academic achievements and skills.
' After you land up in a job your profile changes. Like, you
gain experience in a particular field, you get promotion, have
gained some extra skill, changed your job, etc. The
document where you mention all these details alongwith
the primary information (personal details and academic
qualifications) is called a Resume. A Resume becomes
important when you apply for a different job regardless of
your experience or repertoire.

—————————re e —————— e SO

Q.8 Name some soft skills that you can write in your CV
or resume. |
e ——
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Ans.(b)

K. Manuraman,
Manager,

Delta Technologies,
VT Road,
Bengaluru-530068
Date: 27 October 2018

Peter Thomas,
Chief Purchasing Officer,
Good Electrical Company,
Jaipur-302019

Dear Mr. Thomas,

Thank you for reaching out to us. We have received the
packages and we apologize for the inconvenience caused.
Please note that the packages will be replaced in the next 7
working days.
Since you have been a valued customer, we will also be
sending a gift voucher which can be used for future
purchases.
Once again, please accept our sincerest apology for any
trouble that this may have caused you. We highly appreciate
Your feedback since this will help us to serve our customers
better in the future. We hope for the opportunity to serve you

again in the future and we thank you for your continued
support.

Thank you

K. Manuraman
Manager,
Delta Technologies

.2 Describe format of project report. IR.T.U. 2018}

Ans. Format of Project Report :

APPENDIX 1

TITLE OF PROJECT

<Font Size 18><1.5 line spacing>

INTERNSHIP PROJECT REPORT

<Font Size 14>

%

by
<Font Size [4><Italic>

NAME OF THE CANDIDATE(S)
(Roll Number(s): __ )

<Font Size 16>

Department of
Indian Institute of Space Science and
Technology
Thiruvananthapuram
Month & Year
<Font Size 14>

APPENDIX 2

BONAFIDE CERTIFICATE -

<Font Style Times New Roman —size -16>

This is to certify that this project report
entitled “.........TITLE OF THE
PROJECT.................” submitted to Indian
Institute of Space Science and Technology,
Thiruvananthapuram, is a bonafide record of
work done by “.............NAME OF THE
STUDENT.............” under my supervision
from “...starting date..” to “ ...ending
date..” E

<<Signature of the Supervisor>>
<<Name and Designation>>

<<Countersignature>>
<<Name>>
<<Designation, eg. Head of Dep. / Divisional Head)
<<Name of Department/ Division and Centre>>

Place .
Date

(Com ion Skills J= —
APPENDIX 3

Declaration by Author(s)

<Font Style Times New Roman —size -16>

This is to declare that this report has been
written by me/us. No part of the report is
plagiarized from other sources. All information
included. from other sources have been duly
acknowledged. I/We aver that if any part of the
report is found to be plagiarized, I/we are shall
take full responsibility for it.

<<Signature of author>>
<<Name of Author>>
<<Rollnumber:  >>

<<Signature of author>>
<<Name of Author>>
_<<Rellnumber:___ >>

Place
Date

APPENDIX 4
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gw Write a report
[R.T.U. 2017)
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organization. Broadly speaking they can be de

phase-wise or

oftime. They co
<) Name of the work or project
(b) Total work to be ¢«
(c) Date

cted

(d)  Work completed to date
(e) Work to be completed
(f) Possible date of completion

(g) Remarks

(h) Signature of the person submitting the report
2. Laboratory reports

As students of science and engineering, you have to
perform a number of experiments in the laboratory. You have
to select the right equipment, arrange it appropriately, observe
and record the processes, reactions and readings in a correct
manner. Th
The observat
experime
Without t

—(Communication Skills)

Every organization whether it be an office, institution or
an industrial organization has to take stock of equipment,
onery, ctc. either at regular intervals or before
end of the annual calendar. The person inspecting then
enters the find in a prescribed form.

4. Inventory reports

5. Annual confidential reports of employees (C.R.)

All the organizations make a periodic evaluation of the
performance and general behaviour of their employees. These
assessments form the basis for increment, promotion, transfer,
etc. The required information is given in a proforma and the
person reporting has to tick a particular item and the level of
efficiency graded as-Excellent, Good, Average, Below
Average. The judging parameters include-appearance,
character, motivation, relationships, output, expression
(written/oral) and special achievements. There is a separate
column for remarks.

6. Newspaper / Magazine reports

The most commonly viewed form of report is in
newspapers and magazines. These reports are written to
provide information about an event which has occurred or
will be occurring in near future. The information 1s presented

cause of accident is bad condition and narr e of the
road. The government should implement speed limit rules on
such narrow roads and all people also obey the rules to stop
such horrible death,

Q.4 What should be kept in mind while writing the
objective of a resume?

——
Ans. The objective that you write in your resume tells the
recruiter what you are looking for. Be concise when writing
out your objective and let it reflect your intent and suitability
to the vacancy. Resume building requires that you spend time
reflecting on your career objectives, convert it into appropriate
words and write it in a way that makes your suitability to the
vacancy obviousat first gl The main guideline for writing
an objective is to honest with yourself and the recruiter.
1. Career objective : Are you carrying out a resume
building exercise to get yourself into a specific job?
If the company has specified the role for which
there is a vacancy, you can write your objective as
_“Sales Manager in the FMCG sector”. You may
want to highlight your experience, alter the sentence
by adding “Sales Manager with 5 years experience

Q.5 S¢
en
=

‘written. Oral report is a face

in the FMCG sector”. Consider “Sales Manager | 4.4 if
! Hence, it lacks validity and (a) Heading

with a degree in sales management from — and 5 a hixtii

in the following way :

a element of exaggeration or (b) Experiment Number (a) Heading years in the mz.nm man-om..mwvd: want to Em_..:m_._" comper

olved in the nature of this report. For (¢) Date (b) Date your qualifications un.n to its _.n_n<w=.wu :w thejob. | ofen
atthe end of the day gives _ . X ) Mk 2 4 An alternative method in resume building is to focus | enhanc

3 gﬁﬁgmgownbnong if (d); Statement ofobjects (c)Information regarding cvent such as date of on the qualities and experience you bring with you. | hierarc

o record of the statements given (¢) Apparatus used eroumence; place, etc. Are you a good team leader or highly target | proble:

J ...@_aw”.a_w on one's memory. (f) Method or Procedure followed (d) Name of the reporting person (optional) oriented? Focus on your strength and verbalize your | have tc
: o (g) Observations objective. You could say, “Sales Manager with 2 | treated

written to give information on long-

Wwork. for example, take fhe Project of
“Ha layout of a residentia colony.
work, ﬂoncmﬂa Spent, available
oo or 3._.5.& IS necessary for (he
 1C B_s account of how much work has
ow much is still left 1o be accomplished

“axing a research project, has to submit
r d-n.n___n m_dnam..nwono_.aamziw these
regulations established in an

(h) Conclusions

(i) Precautions

() Signature

3. Inspection reports

There are two types of inspection reports :

(a) The inspection of a machine or equipment to check
the functioning, repairs/replacement required are the

concern of this report. This is done either as a routine
or upon the receipt of a complaint.

(b

In order to maintain quality of products, the quality
control section or department in a company inspects
the various products manufactured there. This is done
to ensure that the products fulfil the specifications

laid down.

Report : A terrible car accident - driver killed
Hyderabad, January 20,2017

A Car accident occurred in front of Roshan function Hall,
Hyderabad on Monday, January 15 2015 at 4.00 pm. The
road was very crowded and people were rushing after office
and college hours. At that time a car was coming from the
eastern side at a normal speed. A truck suddenly came from
the opposite direction at a high speed. Being afraid of the
danger, the driver of car instantly wheeled the car to the
roadside to avoid collision and lost the control and hit an
clectric pole. passers-by rushed to the same spot. A boy beside
the pole was seriously injured.

The driver of the car was dead on the spot. However, the
truck driver fled from that place. The boy was taken to
nearby hospital. The police came after some time. The main

background of consistently high performance and
sound team leadership skills”. This highlights your
personal attributes that allow you to perform
‘effectively.

2. Experience ev__nn_?m:._ Are you a secretary with
more than 15 years experience trying to carry out
aresume building? You must be adept at managing
confidential papers, utilizing discretion, excellent
language skills, capable of drafting communications
independently and a number of other strengths.
What are the main strengths you would like to
highlight and what types of jobs would you like to
apply for? Can you take on the responsibility of an
administration executive apart from carrying out
the job of a secretary? Put this down on your
resume by considering options like “Secretary with
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Previous YEARS QUESTIONS "

1. SHorRT Answer TYPe QUESTIONS

Q. ere did the lady want to have luncheon? What
ind of a restaurant was it? IR.T.U. 2018}
OR

Why did he decide to invite the lady for luncheon?
Where did he invite her? What kind of the
reslaurant was it? [R.T.U. 2017

(b) Answer the following questions :

How did the author of the story “The Luncheon”
use to make money twenty years ago? Where

did he live?

[RT.U. 2017}

Ans.(a) The probable reason of inviting the lady for the
luncheon was that, firstly, the lady was the admirer of
the author and secondly, he was flattered by the attention of

F._ 1. H,

Skills o

the lady. The author was too young and naine to refuse a
lady.

The author invited the at the Foyot’s, which was one
of the most expensive restaurants in France.
Ans.(b) The author of the story “The Luncheon” used to
make money by writing books twenty years ago. He was

.ving in a tiny apartment in the Latin quarter, over looking a
cemetery.

s —— — ——— |

Q.2 Who wrote the short story “The Night Train” and

“ The Luncheon”? [RTU. 2017
——
Ans. The short story “The Night Train at Deoli” is written by

Ruskin Bond and “The Luncheon” is written by William
Somerset Maugham.

Q.3 “But I was flattered, and I was too young to have
learned to say no to a woman.” Explain these lines
Jrom Maugham's story "The Luncheon".
Maugham @} werit "The Luncheon” & wmzq
37 SRwal I = Few) [R.TU. 2014, 13]

Ans. The author was not a rich man and the lady wanted to
meet at Foyot’s, an expensive restaurant, for luncheon.
The line represents the author’s excuse for not saying
no to the lady. Firstly, he was flattered by the notice he
received from the lady. And, secondly, the idea of having
lunch with a young woman excited him and thus he
agreed to meet her out of curiosity.
oa® % oI aret 7ET o SN Afen Foyor's # R
arEdht o, St 5 &u B Iy 7@ wEm Y o1 | 78 dfe
e B 7 T G B AGE B 67 B qawdh 3 G
U, 7€ Al W 99D Ay Ry 77 e | g en 3w
TERT, TW 9] @ WY &9 w4 @ RO 3 9@ Jenfte
Y 341 3l Fwferg a8 forerien Ia¥ fem @ frg daw
& T

e ————

Q.4 Why did the lady cofrespond with the author for
the first time?

AR VFA IR FEE ¥ TR 7wl #7

_J

Ans. The lady had read a book by the author and in order to
express her liking for the book she had written a letter
to him. The author thanked her for that.

Ans.

ol
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comphiments he receved trom the lady And, secondly
he was not much tamuhar with the company ofa \\Ulll';ll
wnd thus, the cunosity of meeting an unknown lady got
better of him o

Fad v R w38 o st AR Foyors & M
aredl o ot B T= & AU 0F B ¥ a1 98 ofdm
HRET @) & WM B @ dGE S @ &) @) &) waE
TES 4% AR g Iad v By qv e @ g ar e
AV T AR & 9 e oRfie Adl er ik 3aRIY vE
S aften & fa @Y Rraren 99 w adl @ 7F )

A7 Why did ]
Q v did the author agree to give a luncheon to the

lady at such an expensive restaurant?

JGT 3 v @ 9EN WO ¥ ARa & &9 o @
v @i dur @ 2

Ans,

4 T
& 7T A ‘Tﬁ; L2l

The author’s earmings were not very high therefore
hosting a luncheon for the lady at Fovot's, an L"cp(:II“-I'\':
restaurant at'which French senators ate \\.a:; be ;.)nd
!u_s means. But, the author was flattered by the -meitin
of a lady and he had not learnt to rcllusc‘a wulrmn ”"
thought that he had eighty francs and cstistmtcd‘th.'ll :
simple luncheon would not cost him more than ﬁﬁ" "
francs and he would have enough money lcf‘ll\\'ilh IL'c“
for the rest of the month if he did not |l“l\'€.‘ coffe “”“
the next two weeks, ‘ s
:z-n of';;w;: TEa SN Td) of gy ow wken @

aval's 5 2 ]

2 gwa? .er:r\f.'\#; éﬁ"# i m i
o mm&@rz das AR g aad
7 RY v e & qu e st g anf) @ ) sifva
o711 3% G 5 3we g o)

BT & IR S F ¥ 0% emR am o1 @ ges
oy : \“
m«r«m,:ﬂm.wmﬁxmpm @ fay

cufes 7 B 3w 4 2 s
2 1 HAIE G Bt §17 A FAD Fv

Il. Long Answer Type QuesTions

———

Give an account of
Maugham's story

. .1};\ ) irony
’0 pUse of irony and humour in 'The Luncheon',

JRT.U. 2018/
OR

“ safire and irony in Somerser
The Luncheon,

[R-TU. Dec. 2016]

(cs.62)

-, )
\Ccummunleadon Skills

wtsre wrgw @ werh “The Luncheon” ¥ @73 1
fasa &1 Rawwr g1

OR
Locate instances of irony in the story.

Fer) § fAgaw @) vemat @ @ Fml

The author has defily brought out the satire in the story
from the beginning to the end. The first instance of
satire is when the author, without knowing the lady,
accepts her suggestion of offering her a lunch at the
most expensive restaurant of Paris, 'Foyot'. The author
here admits that he could not say no to the proposal
due to his naivety. Driven by flattery and knowing that
*Foyot' is beyond his budget, he made all the possible
caleulations of going along on lunch with the lady. The
author was, however, firstly taken aback by the
appearance of the lady, and then by the orders that
she made on the name of lunch, like salmon, asparagus,
champagne, caviar, etc. The instance when he avoided
ordering anything for him in the restaurant is also a
satire on his monetary constraints.
#cm#argaé-?agm‘éﬁrﬂaﬁgm#amaas
iy a7 AT vt & | @ @1 WA JETERT a4 4
&} e & a9 aaw, fen & JURFE 81 g7t 9P
WWWW%W@WF@DH’W%
gera @) WER &Y @ ]
mmwmﬂmméﬁmmﬁm
ﬁv@wﬁmﬁvymﬁmaﬁmmr

Wﬁwﬁmgﬁ‘%yﬂrmmﬁﬁ
ﬁ,asadw@wamm?ﬁ%ﬁqﬁma%mmw

1D |

[

maawazﬁazsamwﬁmﬂ.c‘ﬁm#ﬂh

We@mﬁwgmﬁmﬁléragmw
amamm@mmmﬁmaﬁ

a%"!n‘lﬁ?ﬁmsﬂﬂm?f

There were many instances of the irony in the story.
Firstly, the lady said that she never eat anything for
lunch and then ordered a salmon. Secondly, she said
hing at a time and
ensive dishes along with salmon.
hat much for lunch,

that she never eat more than one t

then ordered many exp
Thirdly, while she herself eating t

advised author not to take heavy junch who simply
she advised authorto

ordered amutton chop. Fourthly,

rﬁﬁ?mmﬁmaﬁﬁ’mﬁm?mm

have only one thing in lunch like her while she was
having many things for the lunch. Fifthly, she ate 2
peach saying that her stomach is still empty-because
she just took a snack and also said to author that his
stomach must be full with that mutton chop so hecan'
eat any of those.

7Erf 4 AT & ¥ S o | wAw 9w, A ¢
#71 g 9 4 o) 7o 7é o ok A w@ deT
s o) &1 g, G v 5 aw e 7w awm A
& arer Aol et e ofie A AT @ A agA § T
qaar s et & 1 e, s 7w gE @9 @ [ g
frs ardt 8, mwgﬂﬁéﬁlﬁimﬁdﬂmw
R Ry ves 7 dfq Aarn e | e, 98 duE B
g 3 ae @1 ave v A @t @ e & 8, oaR
asgzwgavﬂmf#u#mmmm“wm
g oE o @ o & B g 4z onft o arch & w
g Rret e o @ offe e oY 7w ot wEdh B A
SwaT ¥z He 1T @ Y T &Y g 78 oy 7 @
Ha |

Q.2 In the story “The Luncheon i how  far do you agre:

that the writer has taken his revenge of the lady
for her misbehavior? Throw some light on th
writer's life and character. [R.T.U. Dec. 2016
et “The Luncheon” ¥, my fba wwwm ¥R
g 3 AT § 9w gEfaE o7 W o &
aue & i vd afew o s vl

- OR
«But I have had my revenge at last.” What wa:
the author’s subtle revenge in the end in the stor)
‘The Luncheon'? [R.TU. 2013
s 49 s wwen @ far zwrft ‘Tin
Luncheon® @ dia ¥ Saw 1 e w1 417
==

Ans. The author felt happy and justified to say so becaus:

the lady in question was a dual faced personality. Sht
ordered and ate many expensive dishes at an expensivi
restaurant, when the author met her for a luncheo
twenty years agd. The irony was she kept on saying a
luncheon that she did not eat much at lunch and neve
ate more than one thing at a time, but on the contrar;
ordered many expensive dishes which in the end lel
author with no money for the whole month. Also, sh
kept on advising the author not to take heavy meal
for lunch. When the author saw that the lady had gaines
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with empty pockets and the whole

him. The author had his revenge
oticed that the lady

out of the restaurant
~ month lying ahcad of
after twenty years when he n

weighed twenty one stone.
mwmﬁmaﬁwwwﬁﬂmﬁrm

Foyof%ﬁwwmmw,ﬁfﬂﬁﬂﬁmﬁaﬁ
#ﬂwmwmm‘}wmﬁwwﬁﬁ}ﬁmw
aﬁmﬁwma%fﬁvmgmanragqﬁmm
sm#gﬁﬁquv%gwwmm&ym e
%mfﬁw&ﬂwm‘ﬁmﬁmaﬁﬁ!ﬁ?
ftav B |

qaTER Z e @7 T @ T AT @ S9N A
§w1ﬁaﬁwwm&ﬁmﬁ#maﬁa&
s 4t 78 oft ailv aga ar ot
ﬁﬁﬁwnﬁm#mgﬁﬁm%wéﬂ#@qﬁ
S, frg wq @ 1 a9 T ) S 98 HE 1 A
@ 3 affY Qorad HaT forw | JUN 39 gAvIEE § & fa5
qum,mﬁmﬁmﬁﬂm]ﬁmaﬁ;
fgdg wfeen, v @ U HE 2 I 47 Hard <& iR
@ F gTe ot vE SR oEe Syl ardrd sl &@E
Y 3 araef TET | AfReT Wifecd, ol FIe B §T B
@ aile @t @) [ TR T @T, @Al ARy 3 gar
@ ol & sk, cr@e B! Bl TR GrAT @ | 747
B! 28l |

o B s 4 BT Ve B T8, SH F WE Y ®, o7
3 ¥ oreufes e ST &) SrEd B 9 S 3% B 27
% Y 4 51 @ fory gl 871 78 & | a7 @relt @9 Yo
W a1Ev ol ok g7 7EY pft By o ford 9w
F1 o1 | fog i af wearq oid e 7 99 Afen @)
gg AT ol ¥ET < al T4 9ga WAy gai |

Discuss the th
/ v eme of the shorr st o
” Luncheon.”" “~~————m" L, e

&g Ber Nl "The Luncheon” 3 97 av waf 33,
OR
Comment on the theme of the story ‘Luncheon.’

"Luncheon" e & fdva gv Rupft &3
[R.TU. 2016)

Ans.

‘The Luncheon’ centers on the irony created by
deceptive appearance which can hide the reality of an
individual. The author is misguided by the attentjon given

_ to him by a lady who posed as an admirer of his writings.

He had the image of a graceful young lady in his mind
and he was flattered by her attention but the stranger
turns out to be a woman in her forties who had a habit
of forcing her wishes upon others. This false image that
he had created led him to agree to take the lady to one
of the fanciest and most expensive restaurants of Paris
which was beyond his means. .
The lady imposed her wishes and ordered the most
expensive dishes on the menu one after the other while
the author wondered at her modesty. She repeatec
several times that she had only one thing for lunch bu!
ordered various items. Her extravagancy emptied the
pocket of the author who felt cheated. This is the centra
idea and the irony is that the author was unable tc
express his helplessness. '

"The Luncheon' HTHE Bid ZT70 g 7 QST v Pi%c
2 o) 5 v afdd @) arafie Bia B gu Gl 81 aEa

. v AfReT G G B THS S@T I FAAG 851 Iard! &

ZRT Ry 77 AT ¥ TARIE 8 T | 98 ¥ 77 7 0P G
ST ke 2 o1 forg o7 it 99 a9 ufy Y Y
7 @ ¥l o7 A & FAI UF S IF P e
Fraeh o) o $eBTC g1 O 99 @ JTed oft | 394
EIRT 97E TS I7 Teia B3 39 Fieen @1 URE @ P 5
& 7B ol TR e ¥ o WA @ g ol sl i
ol & S0 &FaT & qEY AT/ '

ﬁmmmm%‘mﬁw#wﬁwﬁ
999 FE o HUErd) & SR od|e 96@ 79 U
et sl & | 98 B¢ IR qigvrl @ & a8 &9 d dac
v & oo @rclt & ST 950 & 9FHarT FUard) 8 | I9E
T FraF P A @Il HY oot & O F 9T 34T
P! 3 W AEYH PN & | IE PR 397 & 3N QLT
78 & & e gt arard @) &wd wed & arawef o

Q.5 At the end of the story 'Luncheon’ how does th

- author feel?

FEA ‘Luncheon' & 3id § ct@s Sw7 9egqw oear &
; [R.T.U. 2015

%

Ans.

?t 1t.hf: end of the story Luncheon, the author has .
eeling of complacency. When the author first met th

lady, twenty years ago at a restaurant in Paris, he wa

young, poor and gullible. The anxi i
; ety of meeting a:
unknown lady, who he thought would be aftracfivc

.made him say yes to her. The lady turned out to b

middle aged and an imposing one, rather than attractiv
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Il. Lonc Answer Tyre QUESTIONS

Y1

Write the summary of the story "How Much Land
Does a Man Need?" by Leo Tolstoy.  [R.T.U. 2018)

Leo Tolstoy a1 #faa @&l ""How Much Land Does
a Man Need?" &1 wwra faféae |
OR

How does greed depict one’s life and how can we

relate this story fo the present times?

cirerd [ ave vw @ @ oftas @ fafia over & vg

&9 g @ | g6 sErHl @ $9 awy wifva s

aad & 7 [R.T.U. Jun. 2016]
OR

What is the aim or objective of the short story “How
much Land Does a Man Need?” by Leo Tolstoy?

[R.T.U. 2017)

e S ——————— —

Ans. The story describes how a peasant under greed

destroyed his life. The main protagonist of the story
Pahom was never satisfied with the amount of land he
had and constantly wanted more. In present scenario,
one can easily relate to this story. People today are
busy earning money and rarely have time to enjoy their
lives. There is a great deal of difference between
‘want” and ‘nced’, but many people lack the wisdom
to differentiate between them. Tolstoy paints a clear
picture which shows materialism does not lead to
happiness but only causes greed and suffering. Most
people are not satisfied with what they have and
constantly crave for more money, more comfort, more
gold etc. They work hard to buy these comforts but
end up losing their health and happiness. Like Pahom,
people today end up wasting their youth in chasing all
materialistic comforts and seldom enjoy their
achievements. They may be able to create great
empires or wealth but this greed kil.ls them in the efnd.
When they are dead, despite all their wealth, they just

need six feet of land.
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77 e guid & f& [&¥ FBR UP
mmwmélmmwmmm

. : o
ol @ T S T e G s e
oo 4 e 8 o a1 o 4 o0

:ﬁwﬁﬁmma@wmﬂmh

{ Communication Skills)
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Q.2 Critically analyze Leo Tolstoy's story, “How Much

Land Does a Man Need?” [R.T.U. Dec. 2016]

ferar etervera @1 @t “How Much Land Does a
Man Need?” @1 fAdu=mwe f[Reeqor @i

OR

How does Tolstoy portray the element of greed and
ambition in man in the story ‘How Much Land Does
a Man Need?’

‘How much land does a man need?’ @& ¥ Sfawerq
7 999G B o 09 wEerwiar @) 3 9er R
faar &2 [R.T.U. 2013/

%

Ans. This excellent short story is actually a record ‘o_fthe

long and slow descent of Pahom into absolute greed
and selfishness as his insatiable thirst for ever-greater
quantities of land indicates. Perhaps the first place
where these “bad qualities” are clearly shown is when
Pahom has his first patch of land but quickly turns out

o treat the peasants who don’t have any land in

precisely the same way that he himself was treated by
landowners when he trespassed in the land of
landowners.

Pahom very quickly then tums into the kind of character
that he himself deplored as he begins to persecute the
peasants and fine them. At each stage, Pahom gains
more land, only to find that after a while this amount
of land will never be enough for him and he dreams of
acquiring more, until finally, at the end of the story, it is
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B 139 ag 3w gray &) das
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Q.13 Why couldn’t narrator bring himself to break
journey at Deoli?
Fus vl g ) doefl ov e @ S8 v
w17

Ans. The narrator couldn’t bring himself to break journey

at Deoli and spend a day there becadse he was afraid
to do so. He was afraid of discovering what really
happened to the girl. And that would spoil his game
He preferred hoping, dreaming and wasting for her
rather than making a move to find the truth

S 7y @ SR S arar ) ac g wfa wE
ver o R ) far urm | g g9 aa B 3w gan o

areaT & 9w dea) &1 a1 B3N | I AT q@HY §Y F
we S @ qor 9nftg v deyr Swra gl FH )

- oy 3
wrifaga &1/

11. Lonc AnswerR Type QUESTIONS

2;1 :.Girr brief description of the station and the girl
- selling baskets at the Deoli station in the story 'The
Night Train at Deoli Station', [R.T.U. 2018]
"The Night Train at Deoli Station’ war A smd g

émame’rmﬁs}:ﬁﬁg?a&'ﬂﬁmmhﬁm
&g

o one ever got down or got into the train from there.

Ans. N 0 g
anted to visit and author pitied it

It was a place that nobody W
for its insignificance.
The young girl aut
Deoli station. She was ¢
possessed a graceful gaita
the author's attention She h

and dark and expressive eycs.
The narrator met the airl at station where she was

appearance and troubled eyes attracted
ased a basket from her when insisted
t each other for quite some time

hor met was selling cane baskets at
ertainly not clothed ornately but
nd a dignified look that captivated
ad a pale skin, shiny black hair

selling baskets. Her
the author, he also purch
upon. Both of them looked a

G
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Q.2 Quiline the important incidents of “The Nigl
[R.T.U. 201

==

Train".

Ans. In this short storv Ruskin Bond narrates his experient
during one of his train journeys to Dehra as an eightee
year-old. He tells us that he used to spend his vacation evel
summer in his grandmother’s place in Dehra and had to pa
a small lonely station, Deoli amidst the jungle on the wa
The main incidents of the story are -

The author happens to see a girl selling baskets on t
platform. She appeared to be poor, but her eyes attracted tl
author. The girl offers to sell baskets to him. He initial
refuses to buy and later when she insists, happens to buy o1
with a little hesitation. Both of them just look at each oth
for quite some time, just as it strikes a chord of affectic
between them. The meeting helps to break the monotony «
his journey and brings in a sense of attachment ar
responsibility towards the girl.

The second time he sees her, both of them feel pleas:
to see each other, a smile on their faces reinforcing it, it seen
like a meeting of old friends. Silence reigns and speaks mo
than words. He feels like taking her with him but does not«
so. He tells her that he needs to go to Qelhi and she repli
saying she need not go anywhere.

The next summer, soon after his college term finishe
he rushes to go to Dehra, eager to meet the girl, h
grandmother being an excuse. This time she is not to be se:
at the Deoli station though he waits for a long time. Tk
deeply disappoints him and a sense of foreboding overcom

him. On his way back to Delhi, he again waits anxiously
see her, but it ends in vain. On enquiry, he comes to knc
that the girl has stopped coming, and nobody knows abo

so as to strike a chord of mutual affection.

. invariably leave the station, He decides that once he would

her whereabouts. Once again, he has to run for the train and

break the journey there, spend a day in the town, make
enquiries and find the girl who had stolen his heart.

The following year in summer, he again walks up and
down the platform hoping to see the girl, but somehow, cannot
bring himself to break the journey to look for her. He seems
to be afraid of discovering about her, dreading about anything
unfortunate that could have befallen her and wants to retain
his sweet memories of her. He prefers to keep hoping and
dreaming, waiting for the girl. :

The protagonist is engulfed by unreasoning
Sfondness for the girl he met and he does not want
to imperil his dreams by secking reality. Discuss.

w96 dSal @ A HERU @ wE W 9w T
foree a8 A o a1 9§ arvaredl TEeY AT
WY @) avare @ BT GEHn o1 AEe]

- ==

Ans. The Night Train at Deoli is a story of juvenilely
extravagant passion exhibiting unbridled obligation of
the narrator endowed with great sensitivity and
feelings.
Love is a Jabyrinth and deeper than oceans.
Infatuation, on the other hand, lacks depth and is
based on appearance and selfish desires. True love
is knowing the other person’s soul and is based on
commitment, understanding and compassion.
In the story, the narrator recounts his teenage
experience during one of his train journeys to Dehra
her grandmother’s place and a small lonely station,
Deoli amidst the jungle on the way.
Juvenile love is based on appearance; it is easily visible
when the narrator expresses his feelings for the girl
at first sight. Fondness isa kind of feeling of affection
or love. In the story, thvf narrator’s fondness for the
girl was unreasonable. Gencrally, fondness drives a
man to be gradually desperate for the thing's person
he is fond of. But here narrator’s fondness for the
girl is somewhat imaginative. The narrator is unwilling
to discover what has happened to the girl. He does
not want to proceed with an enquiry into the cause
of absence of the girl but instead he decides against
going into the village adjoining the station to know.
the truth. It may look like infatuation, yet the
narrator’s feelings comes out as selfish desire as he

. wants to live with his imagination only. He is afraid

of facing the reality.

Q.3

(=] |
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@‘he poem "No Men are Foreign' is the best

example of universal brotherhood. Discuss.

—

_—&—._.. frA T . - pnd V “"_‘- r-_.‘-! 7:_ B N 5
@iaar "INo Men are Foreign' \IdHTHEG HIEER &7

waW JEaY GRIEVUT 2/ 'af Hi [R.T.U. 2018]
OR '

A:m(vzé_tl:e poent "No Men Are Foreign" by James
Kirkup.

ORI vy @1 fdar "No Men are Foreign" &1
favarsor Fifore | [R.T.U. Dec. 2016}

‘OR

Give a critical analysis of "No Men Are Foreign"
by James Kirkup.

W=7 fdvady ! Ffdar "No Men are Foreign" &1

favcraor @ifory |
| OR
Attempt a summary of James Kirkup’s ‘No Men

are Foreign.’
o= fdweg @1 @fddar "No Men are Foreign" &1
arvier fafdg | [R.T.U. Jan. 2016]

- — - e —
B

Ans.. The‘poem "No Men Are Foreign" by James Kirkup
- states that no man is foreign or strange and we should
not regard anyone as foreign or strange. The poem
revolves around the idea that all men are equal. Though

they are separated by boundaries, there is no difference . -

between men of different nations. The difference is
only within a man's heart. It is a universal appeal f9r
biotherhood. The differences among them pertain
merely to colour, dress and food habits which are n?t
of much significance. Humanity all over th? world is
alike. If man is destroying another nation, he 1s actually
destroying himself and the entire humanity. Tht? peolrls
of different countries may differ in complexion afl




clothing but their mental, physical and emotional
experiences are the same. The poet makes an effort
to wipe away the hatred among people of the world

and highlights the futility of war and weapons that only
add pollution to "innocence." '

T fdvey @1 Hfaar "No Men Are Foreign” &gl & &
PIE 4 gy RN a1 srodt TEF e ailv & el @)
A< 7 st 41 AT Ry | SR s e 3 T
R goeht 8 Ry it wg a7 & | @l 98 e g
&1 THVG PaT TG B Rer & v & 78 wigER 7 v
RS srfie & | 998 g & gade B W Qe
Wwwmwgmwmﬂﬂﬁﬁlgﬁw
R A AT O S A 2 AR A TR U @) T
@Y YE & O 98 aeaq 4 g7 a1 SN G At @) e
mm?/%@ww@'a%aw%weﬁvmaﬁwﬁ
W & dlldd 97 AT, ARG SR aaares s
FAR G981 &) 1 o & e & &Y ave B Tova )
e &1 % gare &var & 3k g #) Frefear v @i
T 8 S P HGATa” B 95T B &)
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Q.2 What is the central message of “No men are

Foreign?”

No men are Foreign" &1 y5@ w39 71 87

" [RT.U. 2015/

OR _
Comment on the theme of the poem ‘No Men are
Foreign.’ [R.T.U. 2?[6]

P11 'No men are Foreign' # fvgaxg # fd=m
FMorer '
| OR

‘What message James Kirkup works to convey in
his poem “No Men are Foreign”?

Ans.

FRAGT "No Men Are Foreign" & wreys ¥
T 3 I TR &7
OR

What is the central theme of the pa
are Foreign" by James Kirkup.

James Kirkup @t 313 "No Men are
D= g wg @2

The central message of the poem is 4
sense of community and brotherhood. I
wars are waged against one another, th

that the common nature and bonds we 4
-preclude any external identification.

all breathe, feel pain and experience the
in different ways is of critical importa
seeks to broaden the emotional frames
that division on grounds of nation or ide
embraced. The central message. is
transcendent ideas of understanding e
are brought out to the reader who mig
that fosters division and hatred. Kirk
idealized vision of the global commun
aspirations.
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Ans. In these lines the poet Kipling affirms the importance
of a strong work ethics. Time is unforgiving and is
impatient and relentless. A moment spent in lethargy
makes us regretful in the days to come. We should
make use of every moment in our life 1o attain our
goals. All the sixty seconds in a minute should be putto
worthy use. Constant and diligent Jabour is the sterling
virtue of a genuine man. Praise of a strong work ethic
is echoed throughout the poem, as is a warning against
wleness
ﬁvﬁw:?#a@%vmﬁmﬁ%a%waﬁgﬁa
e &) T fed @) ) awa S HeR a qerd £
?f:“ﬂﬁ?ﬁfmtrvﬂﬁmmmﬁ?f?ﬁ?ﬁmwmﬁcﬂ
Feer AT & &) EE R 3 &% UE BT ST S @)
TRy @ [y &v wifey | e 3 geaal el e Have
= Sunt g @ v B ey eve aifey | Avay @
Wawwﬁﬁ?mﬁﬁa%méﬁgm?;mm
A 2 e @ [ G @l 4 & R arere @ RS
@ AqrEl &1

il. Lonc AnNsWER TYPE QUESTIONS

@ What is the purpose of the poent ' F'? What are

= (he essentials of manhood discussed in the pocm
'[F' by Kipling?
'U'aﬁmmmmﬁ?mﬁﬂmﬂﬁaﬁﬁm
"If" % Manhood (Fgwre) @ 57 smavgeans @ aaf
ol id JR.T.U. 2018/

OR
Analyze the poem "If" as an inspirational poem.
ofaer "I 2% SrvireraE FAA @ 79 3 e S
[R.T.U. 2013]

———

Ans. The poem "If" written by Rudyard Kipling is one of the
most knowledgeable poetry, filled with wise and clever
solutions to many of life's difficulties. This poem
appoints a variety of commonsensical advice that is
still applicable today. In the first stanza, the reader

immediately {eels a sense of inspiration from the poem |'

because it advises you to have self-respect and self-
confidence in every bad situation. If you can keep
your head when all about you are losing theirs and
blaming it on you; the author enforces a positive
attitude when faced with disapproval or indifference.
One of the easiest and most common mistake a person

—{Communication _Skills)

can display is blaming someone else for their own fault.
Kipling is basically trying to imply that you should not
blame others for your own mistakes and to take
responsibility of your actions. If you can trust yourself
when all men doubt you, but make allowance for
their doubting too; in this second sentence, it resembles
ones values. Everyone around has an opinion of their
own but maintaining your values and beliefs is important
when it comes to decision making. Lies and rumors
come and go affecting everyone but keeping your head
held high makes you the bigger and wiser person. And
yet don't look too good, nor talk too wise; means
that appearances does not mean everything and you
should not talk too wisc and pander te affection. The
second stanza starts off with a talk about reality.
Dreaming and fantasizing is great, however don't let
dreams get out of hand and control your life. The line,
If you can meet with Triumph and Disaster and treat
those two imposters just the same; demonstrates the
advantage of failure. Nothing is perfect and you're
bound to make mistakes but learning from these
mistakes leads to success. The fifth line of the second
stanza advises the importance of honesty in life. The
last two lines state if you can watch everything you've
lived for disappear; you have the power to climb back
up. As the poem progresses through the third stanza, it
identifies the significance of one's identity. Ifyou can
make one heap of all your winnings and risk it on
one turn of pitch-and-toss, and lose, and start again
at your beginnings displays the profound dignity of
defeat. As the latter stanza approaches, it was identified
that this poem is between a father and a son. The
content in the last stanza, it states that you should noi
allow success and greed overrule your life. One shoulc
never lose touch of kindness and compassionate
empathy towards others. Achieving your goals in lift
isn't as pleasant without the support of family anc
friends. Kipling's final statements representet
endurance, maturity and self control.

weare frufem grar i Rl i ¢ g4 & rak
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@ P A qdl & | "If you can keep your head when a
about you are losing theirs and blaming it on you", &&

[ Communication Skills }—
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Q.2 List the qualities which accerding to the poet in the

_—M
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winnings and risk it on one turn of pitch-and-tass, and
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poem ‘If’ transforms a boy into a man.
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(R.T.U. Dec. 2018)

Ans.




WHERE THE MIND

1s Witnout FEAR 3

— by Rabindranath Tagore

Asout THE POEM

Tagore was saddened by the miserable lives of his
countrymen under the British rule and the state India
was in for her struggle for independence.

In this poem, Tagore shows his love for his country
gnd prays to God to help them attain freedom from all
physical and mental bonds. Tagore envisions India as
a country where the people live without any kind of
fear or oppression and hold their head high with dignity,
pride and self-reliance. He also says that knowledge
should be attained without any restriction. There should

be no discrimination based on caste, creed, race or
religion. India must reach towards its goal of attaining
freedom and being an ideal nation. The world should
not be broken into various communities but should unite
as one global village. The countrymen musi possess
noble thoughts and do away with all the superstitious
beliefs that defy logic and reason.

Tagore prays to God secking his support and guidance
for his countrymen. He asks God to awaken them into
this heaven-like place of an independent nation.

VocasuLany

Fragments : a small part broken off or
separated from something
(V@ BieT geT o 41 févil @
37T g3 HIT

Striving :  make great efforts to achieve
or obtain something
(=t = 31 O @ A e
# fory v 717 arcufies gare)

Stretches : extend one’s body or a part of
it in order to reach something
(et & e ar aw@ 9 @t
FB 9 & fay wery

I. SHorT Answer TYPE QUESTIONS

|
| 9 } 'Write the central idea of the Poem 'Where the Mind

is without fear' by Rabindranath Tagore.
— —— [R.TU. 2018/

Perfection : Asgoodas itis possible to be

(foram wwfd= & Ge ares

Bl
Stream : Asmall, narrow river
(v BI), Yo )
Dreary : depressingly dull and bleak
(RRremarTas W ¥ e s v
Awake ¢ Wake from sleep

(e & S

Previous YEARS QUESTIONS

e = ST EE 2 T =P P P el

R ————

OR
De.scrr'be the main idea of the poem “Where the
Mind is without Fear”? [RTU. 2017)

Ans. In this poem, Tagore shows his love for his country and

prays to God to help them attain freedom from all physical

and mental bonds, Tagore envisions [ndia as a count
fhe people live without any kind of fenr of W i
hold their head high with dignity, pride and sel e

also says that knowledge should be ottalned wi
restriction. There should be no diserimination based o
creed, race or religion, Indin must reach towards |5 g
attaining freedom and being an deal natlon. The world
not be broken into various communities but shoul
one global village, The countrymen miist poss
thoughts and do away with all the superstitious be

defy logic and reason. .

Q.2 Explain what does the poet mean by
knowledge is free"? 'L
#f? w1 ‘Where knowledge is free’

ns. The poet wants to say that, in his country
should have the freedom 1o aequire knwlldﬂh wit
restriction, The restrictions imposed on the

knowledge include the prejudices based on wealth,
religion. Further, the British imposed restrictions on

mﬁmmlmmM#WMWﬂ..
mmmmmmmm:mﬂ
mo g 4 o, oy vd ol @

areqany oA & fovan av wftvarer oAl

Q.3 What does the poet mean by ‘ll_u i
high'?
off @7 ‘The head Is held high® & @1

Ans. The ‘head is held high" refers o ha ing
The head is bowed down bocluuﬂf x|
oppression of the Indian by the British.
held high with pride and dignity.
The head is held high' ®1 ATT
f wreelya) e wiver g

What does the poet mean by

fear’? b
@1 ‘Mind Is without frar’ ®

|t means that one shoul
oppression or compulsion, T
from fear inculcated



