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Q. Describe the various features of paralinguistic’s (voice dynamics) and Kinesics (body language) related to presentation strategies.							(10x1)


Ans. In order to control the audience, the speaker has to adopt certain strategies, primary among them is the use of language. The speaker should speak a language which is close to the participants. The speaker should speak a language which is close to the participants. Clearity is the key-word in oral presentation. Below are given few important points which a presenter should keep in mind:
i. Pronunciation- Words should be pronounced clearly, with proper stress and intonation. Mispronunciation sometimes, leads to confusion and spoils all presentation howsoever well planned it is.
ii. Voice Modulation- 
· Voice should be vibrant and well- modulated.
· Pauses should be at the right place.
· Rate of delivery should be normal. Since too slow or too fast delivery spoils the entire presentation.
       iii	      Nasalization of the voice should be avoided.
There are two modes of communication- Verbal and Non-verbal. Whenever we communicate through non-verbal means of communication, Kinesics i.e. the body movements or body language plays a vital role. For self control, the speaker should pay attention to some of the following things-
i. Maintain proper eye-contact: If the presenter looks at the audience for a long period of time, it shows the level of his interest and he takes the audience in his confidence.
ii. Facial Expressions: Face is the mirror of mind. It reflects what is going on in mind.
iii. Gestures: The movements of the body are gestures. Gestures should be coordinated with the intensity of speech. It clarifies your ideas.
iv. Postures: It generally refers to the way we hold ourselves when we stand, sit, or walk.
v. Physical appearances: The presenter should put on simple and sober dress. The speaker should consider how he will look in relation to what he is going to talk and how he wants to be seen.
					Or

Q. How can we attain coherence and unity in the paragraph? Discuss. 			

Ans. In a technical writing, every sentence should logically follow from the one preceding. Loosely hanging fragments, squinting, words and clauses, and dangling modifiers should be linked to the one that goes before and it will help to make a single whole.
	There are four significant devices which may help to attain coherence namely:
1. Pronouns: - A pronoun is used as a substitute for a noun which is its antecedents. This helps in maintaining continuity of thought. For example, 'he', 'she', 'we', 'it', who', 'where' etc are all pronouns.
1. Repetition: Repetition of certain words also gives coherence to a paragraph while using repetition the writer must be very careful because too much repletion may lead to monotony.
1.  Synonyms: - Synonyms are used in place of certain words, already used and have similar meaning. This includes variety and thus helps the writer to avoid monotony.
1. Connectives: - The use of connectives is another device which lends coherence to paragraph. Those connectives which comes at the beginning of a sentence, link it to the sentence, that come before the connectives such as 'and, but, so, therefore, or, thus, hence etc.
In order to attain unity in a paragraph, the paragraph must follow any of the orders of paragraph writing. The paragraph can be in the following order:
1. Inductive Order
1. Deductive Order 
1. Chronological (Time) Order
1. Spatial (Space) Order
1. Linear Order 
1. Expository Order
1. Interrupted Order
Inductive Order: - in this method an author moves from particular statements to the general statement. The paragraph that begins with certain information concludes with a topic sentence, often known as conclusion is known as Inductive order.
Deductive Method: - The most popular method used by the writers is the deductive order. It is the opposite order of Inductive method. In the deductive method, we have a conclusion reached by reasoning from general laws to a particular case. The topic sentence is usually the first sentence in the paragraph. Starting with some general statements, the author finally tries to deduce the conclusion logically. This gives the paragraph a direct, straight forward style which most report readers prefer.
Chronological Method: - This method is the natural order of narration in which one event leads to another. This method is used to document time or the steps in an institution.
Spatial Method: - If a technocrat is writing to describe the parts of a machine or a plot of ground, he/she will like to organize the thought spatially. This method or order of place involves the process of dividing a subject or topic based on how they are arranged in space.
Linear Method: - Linear logical order refers to a systematic order as a line one idea logically leads another idea in a natural way. This order refers systematic order as a line. Unlike circular pattern, linear logical pattern involves in presenting ideas in a progressive way where sentences are connected to. 
Expository Order: - Some ideas cannot be given facts or data to prove it. It can only be explained with some definition and views. This type exposure of thought is to be said in the expository order.
Interrupted Method: - Sometimes even an interruption serves the purpose well, in this order the author starts the paragraph with some irrelevant ideas meanwhile he/she gets one main idea and starts discussing about that. The interrupted method is not a popular method with the technical writer wherever the writer gives a break to the line of ideas to produce the designed effect.   


Q. Explain barriers to communication and gateways to overcome it. 		(10x1)

Ans. Barriers are called as hindrance or obstacle in the free flow of communication. These can be because of several causes. The classification of barriers according to the process of message formation and delivery, are as follows:
1. Intrapersonal Barrier
2. Interpersonal Barrier
3. Organizational Barrier  

1. Intrapersonal Barrier: - Individuals differ from each other because of their inbuilt capabilities like, experience, education, value and personality.
	Certain causes are responsible for the individual's inbuilt barriers. They are: -
a. Wrong assumptions
      b. Varied perceptions
      c. Differing background
      d. Wrong inferences 
      e. Impervious categories 
      f. Categorical thinking

Wrong Assumption: - These are generally made because the sender or the receiver does not have adequate knowledge about each other's background or entertains certain false notion, which are fixed in their mind.
Varied Perceptions: - It occurs with the individuals who perceives situation in different ways. It happens only when a narrow perspective of the issue is used in communication.
Differing Background: - It occurs when the communication takes place between the speakers of different backgrounds with listener of different backgrounds. Backgrounds differ in education, culture, language etc.
Wrong Inferences: - The inference in fact and confusion because of difference between what actually exists and what had assumed to exit. This is wrong inference.
Impervious Categories: - When Individuals react positively to information only if it is in consonance with our own views and attitudes. Conversely, when individuals information that does not conform to our personal views, habits and attitudes or appears unfavorable to them, they tend to react negatively or even disbelieve. This is impervious categories.
Categorical Thinking: - When individuals react like pansophists (Known it all); they refuse to accept any further information which they feel that the information is known to them.

2. Interpersonal Barrier: -Intrapersonal barriers stem from an individual's attitude or habits, whereas Interpersonal Barriers occur due to the inappropriate transaction of words between two or more people.
Common Reasons for Interpersonal Barriers: -
a. Incongruity of verbal and non-verbal messages.
b. Emotional outburst 
c. Cultural variance 
d. Communication selectivity 
e. Limited vocabulary 
f. Poor listening skill
g. Noise in the channel 

Incongruity of verbal and non-verbal messages: - When non-verbal cues do not match with verbal message, then barriers in communication takes place. Non-verbal cues provide a deeper insight into sender's message. For example: - Action speaks louder than words
Emotional Outburst: - A moderate level of emotional involvement intensifies, communication, making it more personal. Excessive emotional involvement can be an obstacle in communication. Positive emotions like happiness and excitement also interfere in communication, but to a lesser extent than negative feelings.
Limited Vocabulary: - An inadequate, improper vocabulary can be a major hindrance in communication. A good vocabulary is of no use unless the communicator knows how to use it.
Communication Selectivity: - When the receiver pay attention only to a part of the message, a barrier is created and it is known as communication selectivity. In such a situation, the sender is not at fault. It is receiver's fault. 
Cultural Variance: - Cultural variance can be in the form of laws, customs and business practices in the area or management and companies. It is one of the predominant factors in communication failure.
Poor Listening: - A common obstacle to communication is poor listening habits. Listening requires careful attention and accurate decoding of the signals received from the speaker. Various distractions that hinder listening can be emotional disturbances, indifference, aggressiveness and wandering attention. It acts as a barrier when an individual is so engrossed in his/her own thoughts and worries the he/she is unable to concentrate on the listening.
Noise in the Channel: - Noise interferes greatly in the transmission of signals. Noise is any unwanted signals which acts as a hindrance in the free flow of communication. Technical noise can be in the form of disturbances in the telephone wires/lines, illegible writing, dim typescripts etc.

3. Organisational Barrier: - Communication barriers are not limited to an individual or two people but it exist in entire organization. Irrespective of size, all organizations have communication complexity of this protocol usually cause communication barriers.
In an organization, a rigid, hierarchical structure usually restricts the flow of communication because of numerous transfer points which result to distort, delay or lose of message.
            The main organizational barriers are enumerated below: 

I. Too Many Transfer Station: - The reasons for filtering or distorting the message, having too many transfer stations is always a deterrent to effective communications.
II. Fear of Superiors: - In rigidly structured organisations, fear or awe of the superiors stops the people to communication frequently by which communication does not flow freely.
III. Negative Tendencies: - Communication barriers occur in an organisation due to confusion of idea between members and non-members of a group. These groups may be formal or informal and generally consists of people who shares values, attitudes, opinions, beliefs and behaviours.
IV. Use of Inappropriate Media: - The common media used in an organisation are graphs, charts, telephones etc, while choosing the medium, we should consider time, cost, type of message and intended audiences. If there is no balance between the factors of medium, it leads to barrier.
V. Information Overloaded: - The availability of huge amounts of data which the receiver is unable to handle effectively is known as information overloaded. It is one of the major problems faced in the organisations today.

GATEWAYS OF EFFECTIVE COMMUNICATION:      (OVERCOME BARRIERS)
Effectiveness of the communication largely depends on the reciprocal understanding; mutual exchange of ideas, facts, and information for it is not one-sided game or the exclusive affair of the transmitter of the message. The characteristics of a good communication system are as follows:
(i) Two-Way Process: In communication, two parties are involved, namely, the sender or transmitter, and the receiver. The effectiveness of the communication depends on both the transmitter and the receiver, a joint role in making it perfect. A good communication system should be like a two-way-traffic to transfer knowledge, information, message etc.

ii) Mutual Trust: For a good communication system mutual understanding between the transmitter and the receiver of the message is very important. 
Existence of healthy interpersonal relationship between the upper level employees and the subordinates is also an indicator of a good system of communication. 
iii) Clarity of Message: Clarity is a very important for the free of communication. The information must be as clear as possible. No ambiguity should creep into it. The message should be encoded in direct and simple language so that the receiver is able to understand it without much difficulty.
iv) Timely Message: Considerable attention should be given to the timeliness of communication. Delayed information is worse than none at all. Thus the information must reach on time.

v) Feedback: Communication cannot attain its goal unless the feedback is given. Through feedback system only can understand the impact of the delivered message. 



Or
Q. Explain the summary of the following:						
a) “Humanistic and Scientific approaches to human activity” written by Moody E. Prior.

Ans: 
Summary: The humanistic and scientific approaches differ from each other. The effect of scientific ordering to human activity is to produce detachment from the individual experiences. The effect of humanistic on the other hand is to encourage involvement. The incident of March 1951 illustrates it. The prediction of National Safety Council of America that one millionth traffic fatality since the first recorded automobile death in 1899 would occur on December 22, 1951. The public response to this tragedy was lost where people were busy in counting the dead bodies on the high ways and paying tribute to human genius for accurate measurement. Literature on the contrary is always concerned with the uniqueness of human experience. Though, like science, it has the capacity to formulate new concepts which gives us new outlook. Good works of literature involve us and rouse the feelings such as pity, fear, sorrow, pleasure and so on. 
It is true that art and science contribute in shaping the attitudes of those who remain in touch with them a long period of time. The humanities and science do well their respective field. Science only can adopt the methodological products to reach to some scientific generalization. Likewise, only humanities can provide us human means of attaining human goals. 

And
b) “Mother of Sciences” by A.J. Bham

Ans: 
Summary: The theme of the essay “ The Mother of The Sciences” has the various functions of philosophy. Philosophy functions as a comprehensive science in three ways. Firstly, it criticizes the sciences, secondly synthesis the sciences and finally is the mother of sciences. 
Philosophy, a science of sciences, aims at knowing the whole and reaching to some general conclusion. Initially there was no difference between philosophy and science. Gradually the particular sciences were born. Among the first were, Mechanics, Mathematics and Astronomy. Among the latest were Psychology and Sociology. The work of philosophy will never be over. It will serve three main functions; Firstly to give birth, secondly to set quarrels among the sciences and finally to harmonise the particular sciences. 


Q. Describe Structure of Business report?					(10x1)

Ans. Structure of a report: A formal report can be divided into three major parts as Front Matter, Main body, and Back Matter. The following components are present in almost all large reports: 

	0. Cover Page
0. Title Page
0. Preface 
0. Acknowledgement
0. Table of Contents
0. Abstract and Summary
 
0. Introduction
	This is the Front Matter of the report

	0. Description
0. Conclusion
0. Recommendations

	This is the Main Body of the report

	0. Appendix
0. List of Reference
0. Bibliography
0. Glossary
0. Index
	This is the Back Matter of the report 



Cover Page:
A report is always included in a folder or bound between covers. Cover page is needed for a long report. The cover page of the report protects the main text safe. The cover page must be striking the reader. It protects the report from damages.
Title Page: The title page includes the name of the report, the name of writer/writers, the name of the organization and the date. Authors can include those who made a major, direct contribution to the report or study. Minor contributors can be mentioned in the Acknowledgements section. 
Preface: The preface repeats some of the information given in the forwarding letter. It also presents the report to the reader and is a part of a report.
Acknowledgements: It is a thanksgiving to the persons who helped the author in the way of completion of his/her task. 
Table of Contents: A table of contents is required only when the report is a long one, and the reader of the report might need this help to locate the particular parts of the report. In a short report a table of contents would appear to be quite unnecessary. The table of contents is a list of the headings and sub-headings into which the text of the report has been divided. It should be clearly printed on a page leaving enough margins on all sides. The page numbers should be precisely printed against all the points. 
Abstract or Summary: While a short report does not have any requirement of a summary or abstract, a longer report must have its abstract or summary, or both, so that the authorities, who have not sufficient time to go through the entire report, can gather the necessary information from its abstract or summary. An abstract is shorter and a more condensed gist of the text than the summary. However, both of them i.e. abstract and summary should contain the essential information. The main difference between the abstract and summary should contain the essential information. 
Introduction: The Introduction is a very important part of any report. Introduction introduces the report to the reader of the report. An introduction is important because the person reading the report might not be acquainted with the problem. 
Discussion or Description: This is a major part of main body of the report. The report writer describes the work that has been performed and discusses the problem in detail. This section of the report is likely to be divided into several sub-sections, particularly in case of a long report. 
Conclusions and Recommendations: Reports typically describe some findings which have been derived from observation, experiment, calculation, etc. Conclusions are written to conclude a discussion. In a report, conclusions utter the results of all the details, facts or arguments. 
Recommendations: 
Recommendations are the clear suggestions to solve or to improve the condition. Sometimes the report writer may think it worthwhile to ask for another survey, or further study, of the same issue. In some cases, report conclusion and recommendations is one and the same thing, and then, there is no need to give recommendations separately. 
Appendix: An appendix should be used to contain detailed material that is not essential to, but supports the information contained in the body of the report. However, it does not mean that an appendix is a receptacle for unimportant or unnecessary material. It can contain supporting data, detailed explanations of methodologies or procedures, derivation of formulas etc. It also contains the information which could not be included in the main text for some reason or the other.
[bookmark: refs]List of References: When the writer uses material from other reports or books, he/she must properly acknowledge it, by citing the report or book in a list of references, and referring to the list at the places in the text where the material is used. If he/she fails to acknowledge the work of others, you can be accused of plagiarism. 
Bibliography:  A Bibliography is a listing of books or reports that contain similar or otherwise pertinent material that may prove useful to the reader for the further and detailed study of the content. While a list of references contains the specific information about a particular part that has been taken from some other source, a bibliography contains the names which should be, or have been generally studied on the subject. For example:
Dr Swatantra, Srivastava Ashutosh., Remedial English Language. 1st ed. 
New Delhi: S.Chand & Company, 2009.

Glossary: A glossary is a list of the words which might be unfamiliar or difficult to the reader and hence needed for explanation. The technical terms which are likely to misguide the reader can be included into the glossary. If there are not many words or terms of that kind, the footnotes can serve the purpose. A glossary is not necessary when the person to whom the report is being presented is well acquainted with that field of knowledge.
Index: An index is the name of topics and sub topics of the report. An index is given only at the end of a long report. An index is more helpful than a table of contents to the reader. It guides the readers directly to the spot where they can find a particular piece of information. By this the reader can get the topic at once. The index is always prepared by arranging the topics, sub-topics, terms, and names etc. in alphabetical order.
Or

Q. Describe any five types of business letters?					
Ans: Business letters are written according to the need in the field of business. There are various types of business letters, the main five types of business letters are as follows: 
Sales letter: Sales letter are written to draw attention of the customers towards the sale of a product or a service. It should be persuasive and action oriented. Sales letter has two functions. The first to introduce your company and your products and the second is to direct the customers towards your product. Effective sales letters generally have four objectives:-
GATE :   G- Gaining Attention and Desire in them
A- Arousing Interest and Desire in them
T- Tactfully Convince the Reader
E- Ensuring Action through Motivation

Credit Letter: A letter of credit is a document issued by your creditor. It acts as an irrevocable guarantee of payment to a beneficiary. This means that if you do not perform your obligations, your bank pays. The letter of credit can also be the source of repayment of the transaction meaning that the exporter will get paid with the redemption of the letter of credit. 
Types of Credit Letter:  i. Request of Credit
			  ii. Enquiry about the status
			 iii. Response to status Enquiry
			  iv. Letter Getting Credits
			   v. Letter Refusing Credits
Letter of Enquiry:- In a business a lot of information is gathered from many different organizations. Information is requested through letter of enquiry. There are two types of enquiries-
a. Solicited Enquiry- Enquiry made in response to the advertisement of the seller is known as solicited inquiry.
b. Unsolicited Enquiry- Enquiry made by the buyer at his own accord is known as unsolicited enquiry.
Order Letter:- To run the business smoothly, many things are required and so to arrange those things, letter of order are written. In this letter, request is made fir dispatch and delivery of goods against payment or on credit.
Claim Letter:- Claim letters are those letter which bring the mistakes to the knowledge of those who must own the responsibility for them.





 
