
 

 

PART-A 

Employability Skills 

Chapter 1 

 

 It’s a process of transferring or sharing of information between two or 

more people 

 It’s a two way process of reaching mutual understanding 

 

 An effective communication is a communication between two or more 

people where the internal message is successfully delivered, received 

and understood 

 



 

 It’s a meaningful process that involves sender and a receiver 

 A message should be clear 

 Listening to others is a very important aspect of effective 

communication 

 It’s a process in which there is an input and output 

 



 Effective communication is essential in every sphere of life, be it 

personal, professional, social 

 It includes all the aspects of visual, auditory and body language to 

offend to the listen 

 

 It encourages active participation in group discussions and cohesive 

teamwork 

 It helps in building relationship with others 

 Effective communication saves time and reduce stress and anxiety levels 

 It boosters success in professional and personal life 

 

The essential elements of the communication process are:- 

 Information to be conveyed

 Formation Of the message

 One who receives the message

 One who sends the message

 Medium

 Interpretation of the message

 Response 



 

 

 

These are the physical conditions that affect 

the communication process 

The factors like distance, noise and distraction 

cause unnecessary disruption in the communication process 



Some of the individual barriers are as follows- 

1. Attitudinal 

2. Linguistic Ability 

3. Inattention 

4. Emotional State 

 

1. Draw a diagram of the communication cycle and explain it? 

2. What are the various barriers to effective communication and then 

compact on the communication cycle? 

3. Explain some of the individual barriers of communication? 

4. What are the features of effective communication? 

5. What is the importance of communication skills? 

 

 

 

 

 

 

 



CHAPTER 2  
 

Various Methods of Communication  
 
Methods of Communication  
There are three basic methods of Communication: -  
1. Verbal  
2. Non-verbal  
3. visual  
 

Verbal Communication  
Verbal Communication involves the use of words in delivering the intended  
message. There are two primary forms verbal communication: -  
• Oral Communication  
• Written communication  
 

Oral Communication  
The process of expressing information or ideas through spoken words is 
known as  
oral communication.  
The factors that determine the effectiveness of an oral Communication are: -  

➢ Peace  

➢ Clarity in Pronunciation  

➢ Volume pitch  

➢ Choice of words  

➢ Lengthy Communication  
 

Advantages of oral communication  

➢ It is interpersonal and helps in building relationships.  

➢ It encourages involvement in team work and decision-making process.  

➢ Oral message provide prompt feedback.  
 

Disadvantages of oral communication  

➢ This form of communication is not suitable for lengthy message.  

➢ It has no legal validity.  
 
 
 



Written Communication  
It involves sending messages in the form of written works to convey 
information.  
 

Advantages of written Communication  

➢ Written content has legal validity.  

➢ It is a suitable mode of Communication for lengthy message.  
 

Disadvantages of written communication  

➢ Written communication may involve postage cost.  

➢ Written communication requires time for drifting the message.  
 

Non-Verbal Communication  
Non-verbal communication means communicating without the use of words,  
oral or written.  
The different elements Communication are:  

➢ Facial Expression  

➢ Gestures  

➢ Voice  

➢ Body language  

➢ Eye Gaze  

➢ Physical Contact  

➢ Dress and Appearance 
  
Advantages of Nonverbal Communication  

➢ Non-verbal communication Complements a verbal message.  

➢ Physical gestures greatly help handicapped people, especially deaf people.  
 

Disadvantages of Nonverbal communication  

➢ It is difficult to analyse a non-verbal message, thus leaving a greater 
possibility  
of distortion of information.  
 

Visual Communication  
Any verbal or nonverbal communication utilising the sense of sight is known  
as visual communication. 
 
 Advantages of Visual Communication  



➢ Use of visual aids makes Complex data easy to comprehend.  

➢ Visual aids make the Communication more interesting.  
 

 

Disadvantages of visual communication  

➢ Sometimes visual presentation of information becomes complex.  

➢ Sometimes visual techniques take much time to communicate.  
 

Homework (To be done in notebooks)  
 

Answer the following questions: -  
 

1. What are the common body language errors that one should avoid while  
communicating?  
2. Explain the three methods of communication.  
3. How Non-verbal communication may help or disrupt a communication 
cycle?  
4. What is Visual communication? Write its advantages and disadvantages.  
5. Differentiate between oral and written communication. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
CHAPTER 3  
 

Perspective in Communication  
 
Perspective in Communication  
Perspective is an individual's point of view through which we interpret and  
understand every communication and event happening around us.  
 

Factors affecting perspectives in Communication:  
 

Visual Perspective:  
Our brain processes the information seen through the eyes and interpret it. 
Visual  
perspective refers to our tendency to focus only on the parts of a scenario that 
we are  
most inclined to notice.  
 

Language:  
Perspectives play a role in the interpretation of words as well some words can 
have  
very different meaning depending how we interpret them. 
  
Past Experiences:  
We enter a situation or communication with certain expectations of what will 
happen  
and behave accordingly. These are based on the filters or perspectives that we 
have  
developed due to our past experiences.  
 

Attitude:  
Attitude is a mindset that decides how an individual perceives an idea or a 
situation  
and responds to it. 
  
Prejudice:  



Prejudice is an idea or opinion that is not based on fact, logic on experience.  
Prejudice is considered as a negative attitude. 
 
 Environment:  
All of us Communicate differently in different environments.  
 

 

 

 

Feelings:  
There are two ways in which your feelings can influence your communication 
with another person: -  
• The first one refers to the way how you feel specifically an on a specific day. 
If  
you are feeling well you will communicate as usual!  
• The second aspect related to feelings refers to how you feel about a specific  
person. 
  
Beliefs:  
Our beliefs form a various cycle. Our unique perspectives with which we 
interpret  
any message or event, stems from our belief system. Beliefs shape our 
behaviour  
which in turn affects our communication style. Our Communication style 
elicits  
responses from others and determines the result of an interaction, and the 
reactions  
further reinforce our beliefs.  

Homework (To be done in notebook)  
 

Answer the Following questions: -  
 

1. Explain term perspective in communication  
2. List the factors affecting perspectives in communication.  
3. Discuss a few examples to show an expression can be misinterpreted based 
on  
one's perspectives in communication.  
4. Discuss how your past experiences in the classroom have affected your  
communication.  
5. How does the environment affect communication? Give an example. 



 

 

CHAPTER 4  

 

Basic Writing Skills  
 
Written Communication is the most effective mode of communication.  
 

7 C’s of Communication 
  
There are seven elements of communication which are popularly known as the 7 C’s 
of communications.  
 

1. Clear: - The message should not be vague or confusing.  
 

2. Correct: - The message should be free of any grammatical and spelling mistakes.  
 

3. Complete: - The message should be complete i.e. it must include all the required  
information.  
 

4. Concrete: - The content should be supported by facts and figures.  
 

5. Concise: - The message should be precise and to the point.  
 

6. Consideration: - The sender must take into consideration the receiver’s opinions,  
knowledge, mindset, background, etc. to communicate effectively.  
 

7. Courteous: - The sender must consider feelings and viewpoints to the receiver 
while drafting the message. 
  

Writing Skills: -  
 

To improve our writing skills, we will study about the basic components of English  
grammar and how they should be used effectively.  
 

1. PHRASES  
 



When we communicate with each other, we express our thoughts and ideas through 
words.  
A group of words that make complete sense is called a sentence.  
A phrase is a group of words that form a unit within a sentence but is incomplete  
independently. A phrase lacks both the subject and the object.  
Example: -  
Girl in the brown hat. (Phrase)  
The girl in the brown hat looked confused. (Sentence)  
➢ The phrase in the above example makes complete sense when it is a part of the  
sentence.  
 
 

Types of Phrases  
 

There are different kinds of phrases: -  
 

 

a) A noun phrase acts like a noun in a sentence.  
Example: He was looking at the painting of a sailing boat. (noun phrase – sailing  
boat)  
b) A verb phrase is a group of main verbs and helping verb within a sentence.  
Example: She had been living in London. (verb phrase – had been living)  
c) An adjective phrase is built around an adjective and consists of adjectives or 
articles.  
Example: He has led a very interesting life. (adjective – interesting, describes the  
object – life)  
d) An adverbial phrase is built around an adverb by adding words before or after 
it.  
Example: The economy recovered very slowly. (adverbial phrase – very slowly)  
e) A preposition phrase always begins with a preposition and is followed by a 
noun.  
Example: I long to live near the sea. (prepositional phrase – near, noun – sea)  
 

2. SENTENCES  
 

A group of words that makes complete sense is called a sentence. A sentence must 
contain a  
subject and a predicate.  
Example:  
= Colour blue is my. (make no sense, therefore it is not a sentence)  
= My favourite colour is blue. (make sense, therefore it is a sentence) 
  
Kinds of Sentences  



 

There are four kinds of sentences:  
1) Assertive or declarative sentence (a sentence)  
2) Imperative sentence (a command)  
3) Interrogative sentence (a question)  
4) Exclamatory sentence (an exclamation)  
 

(1) An Assertive sentence is a sentence that states a fact. Such a sentence is a 
simple  
statement that indicates, asserts or declares something.  
Example:  
• Jane is a student. She lives in a big city.  
• I saw my friend in the market.  
(2) An Imperative sentence is a sentence which gives a command, makes a request, 
or  
express a wish. This type of sentence may end with a full stop or an exclamation  
mark.  
Example:  
• Go to your room. (an order)  
• Please lend me your book. (a request)  
• Have a good time at the picnic! (a wish)  
(3) An Exclamatory sentence is a sentence that express sudden and strong 
feelings, such  
as surprise, wonder, pity, sympathy, happiness or gratitude.  
Example:  
• What a shame!  
• Bravo! Well done!  
(4) An Interrogative sentence is a sentence that asks a question.  
Example:  
• What is your name?  
• Where do you live?  
Parts of Sentence Every complete sentence contains two parts: a subject and a 
predicate.  
A subject is a word or a group of words which conveys the name of persons or 
things  
about whom or which we are speaking.  
A predicate, on the other hand is the part of a sentence which contains a verb and  
states something about the subject.  
Example:  
● The book fell of the table.  
✔ In this sentence, ‘The book’ is the subject and ‘fell of the table’ is the  
predicate.  



● Down went the ship.  
✔ In this sentence, ‘the ship’ is the subject and ‘went down’ is the  
predicate.  
Rules for writing a sentence: -  

Use short sentences.  
Limit sentences content.  
Economise on words.  
Arrange the sentences in a proper sequence  
Design sentences to emphasise the topic 

.  
PARTS OF SPEECH  
 

Parts of Speech  
 

Nouns  
Pronouns  
Verbs  
Adverbs  
Adjectives  
Interjections  
Prepositions  
Conjunctions 
 

Noun  
Refers to a word that is used to name a person, a thing, an animal, a place or an idea.  
Example: - Mohit, London, Tables, Hope.  
• Ram uses a blue pen to write letters.  
 

Adjective  
Refers to a word that describes, modifies or gives more information about a noun or 
a pronoun.  
Example: - Cold, Happy, Young, Two, Fun  
• The little girl has a pink hat.  
 

Adverb  
 

Refers to a word that modifies the meaning of a verb, an adjective or another 
adverb,  
expressing manner place, time or degree.  
Example: - Slowly, very slowly, well, too.  
• Yesterday, I ate my lunch quickly.  
 

Conjunctions  



 

Refers to a word that joins two words, ideas, or phrases together and shows how 
they are  
connected.  
Example: - and, or, but, because, until, if.  
• I was feeling hot and tired but I still finished my work.  
Pronoun  
Refers to a word used in place of a noun or a noun phrase to avoid repetition.  
Example: - I, you, it, we, us, them, those, he, she, her, him.  
• I want her to dance with me.  
Verb  
Refers to a word that shows an action or a state of being. It can show what someone 
is doing  
or did.  
Example: - go, speaking, lived, been, is  
• Listen to the word and then repeat it.  
 

Preposition  
 

Refers to a word that shows the relationship of a noun, noun phrase, or pronoun to 
another  
word.  
Example: - at, on, in from, with, about.  
• I left my keys on the table for you. Interjection  
Refers to a word or phrase that express a strong emotion. They are usually followed 
by an exclamation sign ‘!’.  
Example: - ouch! Hey! Now! Oh! Ugh!  
 

ARTICLES  
 

An article is a word used to modify a noun, which is a person, place, object, or idea. 
There  
are two different types of articles: -  
• Indefinite Article  
• Definite Article  
Indefinite articles – A and AN  
‘A’ and ‘An’ are the two forms of the indefinite article. As a determiner, these articles 
are  
used before singular countable nouns (SCN).  
Rules for using the indefinite article (a/an)  
‘a’ is used:  
• Before a singular, countable noun when it is mentioned for the first time.  



Example: I saw a lion in the zoo today.  
• Before a singular countable noun or adjective beginning with a constant sound.  
Example: I saw a mouse.  
• To express quantity.  
Example: a lot of.  
• In certain exclamatory expression.  
Example: what a beautiful shot!  
‘an’ is used:  
‘an’ performs the same function as ‘a’ but ‘an’ is used before singular countable 
nouns  
which begin with a vowel sound (a, e, i, o, u).  
Example: He ate an apple  
Difference between ‘A’ and ‘An’  

✔ Use ‘a’ when the next word starts with a constant sound.  
Example: - a book, a car, a dog, a frog.  

✔ Use ‘an’ when the next word starts with a vowel sound.  
Example: - an apple, an egg, an insect, an orange.  
• The initial sound is important, not the spelling. Definite article – The  
The definite articles, ‘the’ can be used with both countable nouns – singular as well 
as plural  
and uncountable nouns. Its main use is to specify a person, place, or thing. It is used 
when  
the noun that follows is already known.  
Example:  
There is a duster on my desk. Get me the duster.  
Do not use ‘the’ before: abstract nouns, plural nouns, proper nouns, names of  
materials, meals, colours, names of games, when used in general sense.  
We do not use ‘the’ with some expressions, such as: all day, all night, by train, by air.  
Paragraph writing  
In the English language, the fundamentals unit of composition is a paragraph. A 
paragraph  
consists of several sentences that are grouped together and discuss one main 
subject. Thus, a paragraph is essentially a collection of sentences that all relate to 
one central topic.  
 

How to Write a Good Paragraph  
 

Listed below are some of the sections you must take care of when writing a 
paragraph.  
• Topic of paragraph  
• Introduction / Topic sentence  
• Support / Explanation  



• Conclusion  
• Proofread  
 

Rules for writing a Paragraph  
 

• Give the paragraph unity  
• Keep the paragraph short  
• Make use of topic sentences  
• Leave out necessary details  
• Give the paragraph movement  
• End the paragraph with a concluding sentence.  
 

A paragraph is usually judged on the following criteria:  
 

1. Introduction (Including Title).  
2. Support / Explanation  
This is further divided into :  
• Context  
• Expression (fluency, grammar and spelling)  
• Sequencing  
 

HOMEWORK (TO BE DONE IN NOTEBOOK) 

Answer the following questions: - 

1. List the seven elements of effective communication. 

2. What kind of sentence ask question? 

3. What are the different kinds of phrases? 

4. List some of the important elements that make written content effective. 

5. How to write a good paragraph? 

 

 

 

 

 



 

 

 

 

 


