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16.1 Introduction - Ry _ = ‘

skills are the property of a human being which he/she gains practically in this real world. Soft skills
are the keystones to success. Soft skill is something which teaches you to behave and present your
self somewhere. It is an etiquette which is needed in an office environment to work and behave as
well as team work. This includes number of entities as to know and learn which are Labour laws, Self

Management System, Time Management, Ethics & Values, Team Building and Personality
. development. :
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16.1.1 Importance of Soft skill - Hite Reer &1 7ET

- Soft skills play very significant role in our day to day life. By using soft skill you can easily handle
interpersonal relations behaviour. You can take appropriate decisions and communicate anything
effectively. The most important soft skill are given below:
dive Ree TR R & haw # aga meawt wftwr frd #) <ive Rear &1 e axa omd
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* Communication skills - FRIf Sy Rbed '

* Body language and Decisions Making - af€l &7 3R faofg &=

* Self Motivation and Leadership Skills - ¥e® #ifedes 3R e Reew -

* Team-Working Skills - €% afdT Raew - _

* (Creativity and Problem Solving Skills - ¥e=TeTad AR AT B AT D DI

* Time Management and ability to work under Pressure - ¥ YU 3R T4 H B B D) &HAT

16.2 Introductibn to Communication Skill

PP Rea 1@ Rad

' Communication Skills is a king of Soft Skills. Communication word is derived from the Latin word

communis which means common or “to share”, that is sharing of ideas, T
feelings and emotions. d *

FRFY TR AfeT TR communis
hare’, sifd A, sramRl ik T RER B wEr o=@

| ¥R gerer <t Rt @1 W 2
W forar mar & R aref & common T 7LOS
f exchanging information, ideas, or thoughts, feeling and emotions
A person having effective communication skill can get

Communijcation is a process © *
. thr‘mgh speech, signals, writing or behavior.
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o Empathy: The ability to understand and share the feelings of others.

I T B AT Y wwEr ok wren B 4 e |

o Confidence: The ability to communicate with assertiveness and self-assurance.

aﬁqﬁmmﬁﬂﬁmﬂaﬁvm—aﬂﬂaﬁﬁ%wuﬁmmﬁaﬁml

o  Clarity: The ability to express ideas and thoughts in a clear and concise manner..

mwﬁﬁv%ﬁﬁwmmmﬁmmﬁml

e Feedback: The ability to provide constructive feedback to others and to receive feedback

effectively.
PISAP: TN BN XTATd Bedd Y= e ol ) Y & Bredd w Heet A e |
16.2.1 Types of communication - GaR # APRT

I
Communication is the act of transmitting Information, ideas and Attitudes from one person to
another. Thus the communication takes place among individuals, belonging to various categories and
backgrounds, they put into operation various types of communication.

IR U6 @fh § TR AR 76 Feen] gerg ok geer @ sRd o @ B ¥ §9 SR HaR
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1. Verbal Communication 6. Informal Communication
2.Non-Verbal Communication ' 7. Internal Communication
3.Visual Communication 8. External Communication

4. Audito-Visual Communication 8. Intrapersonal Communication
5.Formal Communication : 9. Interpersonal Communication

1. Verbal communication - #ifa® HaR .

Verbal communication refers to the form of communication in wh:ch message is transmltted

verbally, communication is done by word, speak and piece of writing.

There are two types of Verbal communication Oral and Wiitten

communication.
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. In oral communication, spoken words are used. It includes face to face conversation, video,
radio, television, video calling, s speech, Talking on a phone, and Classroom teaching, business
’ ’

discussion, and public speeches etc.
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= Written Communication : In written communica

) -‘1
communicate. The example of written O * r’-r
communication are written message, message

written on soc:a] media, message written and s o
spape -
transmitted via email, letter, report, memo, Books and newspap

tion, written signs or symbols are useq
’
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Factors of Effective Verbal communication: - mrdl #ifas €ar T PRP:

ok Qe & i
» Speak with confidence and think before you speak. - - s & wrer At Tl i

CISICE
* Be clear and concise and be a good listener. - ¥ ailk dftve <@ Gﬂ? TP AN i m |
* Think about the perspective of your audience - 4T sreaii 'cﬁ qﬁﬂﬂ"” @ AR

2. Non-verbal communication - iR—a\Ra® ;W

Non-verbal communication is the transmission of messages or signals through a non-verba|

platform such as eye
contact, . facial expressions,
gestures, posture, and the
distance  between two
individuals.

RESIIECED SINS hEd
R—AIEs el & AREH
| <Y AT GHal DT FART ©
SR & i ¥ 69U, AR B
91, BEWE, M, 3R OAT
afwdl & 9= o Q|

Importance of Non Verbal
communication - X #ifEs
HOR &1 A5

In communication, it is.

observed that most of the communication is done using body movements (face, arms, movements
etc.) and voice control (voice, tone, pauses, etc.). Here we w111 dlscussmg about the types of Non

Verbal communication.

R #, ﬁmw%%mmwﬁvaﬁﬂﬁr(ﬁﬂmwm)ammﬁm

Type What it implies -

communication effectively?

WER ® gwE T
a“»ﬁﬁ?'

Facial

This expression shows the feelings of
Expression

j * Keep your face relaxed
a person. For example, when we are :

I IR B R W@
happy, we express it through a smile " A N
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or when we are sad we show a gloomy
face.

TE Wd @R W el B cwia 8
SETEY & o, W9 g gy e § o e
™ JEH B A N @ oYy &

EEW g B E ) '8N U 9 vew
feam €

« Try to match your expression with |
what you are saying

AT O BE IS & IUD W AT YEENE
F1 B F BT T B

« If you agree with something, you may
nod while listening, which indicates

that it has your assent.

ame oy e 9 ¥ @edd g, @ 3
¥ wHa R fEen @@ 8, St gufar 8
fo5 291 oMU el e TS 8

Posture

re¢ iy

This is the positions of the body that
show our confidence and feelings. For
example, straight body posture is seen
as confidence. Holding your head may
be taken as tiredness.

TE IWR 3 Rofy & o R sreafasar
AR gt & R €| SewRwr &
forg W R ger B A &
wY H @ AT v AT AR ogwmer
UFH B w9 ¥ forar o wahar ¥

Keep your upper body relaxed and,
shoulders straight.

A wud R B RitE iR @ul B
e W !

« Sit straight, rest hands: and feet in
relaxed position. | '
& d5 g, s &R R B IRE P
Rerfyy # v -

« Keep hands by your sides while
standing.

@ B wHg BRI B 9e §

Gestures or
Body Language

4%1‘5‘5

It describe movements of parts of the
body, especially hands or head, to
express an idea or meaning. This
includes waving, pointing and using
our hands - when speaking. For
example, raising a hand may mean
asking a question. Biting nails show
nervousness.

T8 e R @ o @ A @ fy
¥R & o, iy wo & e A AR B
@i B qU IR 8| FEH SRR
SuanT BT Wit &1 SeeRw @ fag,
2197 IBT T ok 8 W € b g we

e Avoid pointing at people with your
finger. |

AT ST F AR B IR TR B W

CE

« Instead of keeping your hands in

pocket while talking, try to Keep your
hands on the sides.

91 PRI THY AT BRI BT O A @ D
g AOH BRI B HIES H TEH @l
 Bend your head a little while talking

or listening to show that you are paying
attention.

IE feam & fon fs s w2 @ & 9|

qET | ARG T HENTES T 1. B AT G T AT R AT For o |
Touch You communicate ‘a great deal through | « Shake hands firmly
our touch, such as shaking hands and _
:;atting on the back. For example, a firm QUSSP RERIN
handshake shows. confidence. Sports | . aysid other touch
gestures, such as
coaches pat on the back of the players to | g oins your  hair, scratching your
encourage the players. nose, tugging on your clothes, etc,
g A e % A ¥ HEG;'? ﬁ during formal communication.
wufda @d €, HRRERIEL | sitrarfRe w . A
T A 0 A i M I W i v it 9
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TS TSI el § | Wat WiEd
Reenfedl @ e oM @ fog S@
IS JqUemm § |

The space between two persons while
communicating, generally depends on
| the intimacy or closeness between

‘| them.

WAR BRa 999 ] @fedl & d w9,
AW AR W IFD 9 JfaRar a1 e
W R i )

Maintain proper space’ depending
the relationship, which could be fq
or informal or the closeness with ¢
person with whom you are talking,

et & amR W SR wWE a9 &
draRE @ eFaRe T S9 afy
e Fydedr @ 9edl 8 e
T P W@ B |

Eye Contact

- 5.4
3 p
- 4 fﬂ\

At the time of communication,
Maintaining an eye contact with the
person you are talking indicates
interest, whereas, looking away can
make the other person feel ignored.

TaR & 99, R afth ¥ o 9| )
B 8, SHG 9T A F IS g0 G
Y B W B, AP [ @ F W
R P SR A & T ¢ |

Look at the person who is speaking

W1 diet @1 ® 99 <l

« Keep a relaxed, pleasant look
ARTRE, @& TARAT T

« Break the look every few seconds

qE PN R Y Hbe H I |

Paralanguage

il hitlrey
st hyrad

QUSSR | o g 1l

13

Paralanguage is the tone of our voice,
speed and volume that makes a
difference in the meaning of the

& show excitement or nervousness.
ISpeaking too slow - may show
seriousness, sadness or making a point.

W B, O §OR & A H IR Far ¥ |
9gd O9 dled W Sl A1 gavTEe
Rearé & wadt 31 T S TR e

RGN, SR AT Dlg 910 el B qdd
T gl B

communication. Speakmg too fast may

| » Maintain a moderate rate (speed)

e Use a proper tone and volume whi
speaking

aﬁaﬁwweﬁ‘mwaﬂ?qﬁr
UG P

talking
I B DI TP W ) (Tf) g |

3. Visual Communication - 3% ¥R

This is communication through visual aids like drawings, placards, presentations, and illustration:
etc. or we can say that Visual communication is the act of using photographs, videos, art, drawing
sketches, charts and graphs to convey information. Visuals are often used as an aid durin
presentations to provide helpful context alongside written and/or verbal communication. Sin¢

people have different learning styles, visual commumcatlon might be more helpful for some t
consume ideas and information.
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16.4.1

Charac_teristics of Good and Effective Listener
MG WP ——

speaking and listening are both, inse
always requires a listener and , spe

of thought to the speaker’s ideag bei
exercises to go off t

parable part of a meaningful communication. Communication
aker. Good and effective listener tries to give maximum amount
Ng communicated, leaving a minimum amount of time for mental
rack. And you can sort out various problems at office and home. A good listener:

m%ﬁmﬁﬁ%ﬁw%%@%aﬁv$mmﬂwmmwm'ﬁ
aaeadan |m@;mmm$ﬁmﬁﬂﬁws®mﬁmwmﬁmma
R ARG I AT BH AT BT BT it # fafr=1 wwamsit @1
iyl 21 3R amy 3w iR =R " LiE
1. Is attentive - Good listener must
avoid any kind of distraction.

AN W — I S By
Hed ¥ 9941 Tfv,

pay attention to the key points. He should be alert. He should
T fIgelt w e A WY | S wae e @iy | 9w e ff ave @

Do not assume - Good listener does not ignore the information he considers is unnecessary. He
should always summarize the speaker’s ideas so that there is no misunderstanding of thoughts of
speakers. He avoids premature judgements about the speakers message.

ﬂtﬂ'mﬁfa@mﬁiﬂwwwwﬂ,ﬁﬁaﬂmﬁmzwsﬁwa?ma%
ﬁaﬁﬁﬂﬁqﬁwmﬂﬁqmﬁsm$ﬁmﬁ$aﬁﬁmﬂﬂﬁm?ﬁlﬁm$m
@ TR A W W gEe Fofa oF & g 2 i

3. Listen for feelings and facts- Good listener deliberately listens for the feelings of the speaker. He
concentrates totally on the facts. He evaluates the facts objectively. His listening is sympathetic,
active and alert. He keenly observes the gestures, facial expression and body language of the
speaker. In short, a good listener should be projective (i.e. one who tries to understand the views
of the speaker) and empathic (i.e. one who concentrates not only on the surface meaning of the
message but tries to probe the feelings and emotions of the speaker). '

AraRl SR qedi B G — ST ST SIFEER a1 B AEs S G ¥ 1 9% 99 e @l w
BT TR §| 98 Tl G FIEE FeAdT FAT | I AN GEPage], v ik W g
2| 98 a7 B A, TR D A IR ARG W H A Y J@d E | T A, @ o s a
ﬁi@iﬂa‘cr(aahmﬁaw%ﬁmﬁiﬁrﬂﬂﬁﬂﬁ$‘§l?im§)mm3ﬁ?ww(szaﬁatﬂ‘rﬁ
BqE ey B §ad Y W S B HN § Aed AN T TGRSR AR @ wim vy @
. DI HIAT B) |

indly and generously - A good listener makes deliberat
§ the other speakers kin ; iberate
4 C‘(:)fncent:l't:lt‘_avgI:i chance to other speakers also to express their thoughts and views. He tries to
efforts to gi ery speaker. He evaluates the speaker’s ’ldeas In spare time. He focuses on the
leartn f:orgltlfvs;)éaker,s message and not on the speaker’s personality and looks.
content of the

mem%ﬁaﬁ—wmmmmmaﬁwﬁ

mﬁﬁﬂwﬁgﬁmﬁﬁﬁméﬁﬁmmmmﬁlﬁﬂmﬁmﬁﬁm
mgmm@@@ﬁmﬁﬁﬂﬁﬁwﬁmﬁlﬁmmﬁm$mq?wrﬂa‘aﬁa
DAT & | dE€ ﬁ‘@ﬁ{
a1 & 4 f awr @ o 9 et )
_ % gl listener tries to take benefit from the opportunities arising, He asks
5. Opportunizes - A 80

“What's in it for me?”

: SAT @1 AR BRAT B | T8 qOA ] g WX fyw amy &0
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SN ' i r makes delibe
4. Concentrate on the other speakers kindly and generously- A good l;‘stened i
efforts to give a chance to other speakers also to express thei‘r thoug ts.»an e foc'uses "
learn from every speaker. He evaluates the speaker’s ideas in spare, time.
content of the speaker’s message and not on the spea ‘
mmmmmmmmﬁ~wmmmﬁw§
mﬁawaﬁ?quﬂwmﬁaﬂ%aﬂqﬁwﬁ%ﬁmmmmﬁ‘mm
m%t%aﬁwﬁw%ﬁmﬁmmwﬁlﬁwﬁmﬁmﬁm
el & A 5 oo @ afva ok Rama wy

5. Opportunizes- A good listener tries to take. benefit from the opportunities arising. He as
“What's in it for me?” |

SR A T ST AT ST Ak STt ¥ A SoRY 7 AT W & | 78 oo & g A for e 87
16.13  Writing Skill - ore= $Yiet | ‘ |

Writing skills encompass various elements that contribute to effective writteh communication. L
explore some key components and strategies for improving your writing skills:

S Free § Rt R i B § o sdl e waR ¥ e e ¥ | 39T e S
F AER T B AT FO WG TP IR o B war o ‘ |
1. Grammar and Spelling - =TT 3R wfeT iR i _
* Grammar: Understand and apply correct sentence s_trucfure, verb tenses,rand punctuation.
RO Tl 9 R, har w1d ok fiRm e &1 w93t ok o # |
= Spelling: Pay attention to accurate spelling to convey professionalism and attention to detail.
RAfT aeaidear R oo ) «F 39 & for 9de Wit ) s 3
2. Vocabulary- ¥re@eln: ‘ ; _
. Expand your vocabulary by reading extensively. '
¥ TM W IgaR A9l TEEel & AR d
= Use varied words to express ideas clearly and precise;ly.
faarl @1 W IR @F w9 9 @ B b fag Aty w= @ st w5y
3. Sentence Construction - 3149 fa#for:

* Craft well-structured sentences. - 3/ TRE ¥ WaaS qray 19 |
* Vary sentence lengths and styles for readability,
eI 3 foe arey ) daré sl deh # g wy)
4. Research and Accuracy - 3I6uH alv & @ar
* Gather relevant information before writing.
fora & weat wrifras sl g o |

Fact-check and ensure accuracy in your content,
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WA= B AR oo el § wéiwar iR By
5. Clarity and Conciseness:- wear sl wirear:
" Beclearand concise in your writing. - 3 S@ T afte viftrer |
* Avoid unnecessary jargon or complexity. - 3FTTF T AT wifeera § a3 |

6. Organization - "o
Plan your content logically.
SRR Ilhwn Mfdhs HY A g917 |
Use headings, subheadings, and paragraphs effectively. 4
WY, Sueidet siik Sxmirm) I @ R SuanT oy
16.14 Model Questions and Answer
Multiple choice Questions - wResy g
a. The major obstacle to effective d.  Using technical jargon whenever
communication in multiculture possible to demonstrate expertise.
environment is -fadrrsar weffa & @ forp o &
TEDD JEATRT ¥ e war e : WA B A e B S
CICI 1 BT
a. The use of multiple language - 3. For effective communication, which of
TSI 16T &7 gy - : these commandments should one not
b. Similar value systems - B follow?
| qoq wonferdi : W AR P R 5 A e oars @
c.  Cultural differences in non-verbal ITerT & B AfRe?
communication - a. Objective of communication
IR—ARes HaR ¥ wiphs SN HOR &7 99y
d. Consistent communication styles - b. Inadequate medium - 3/9gia Fegm
AR AR dforit . c.  Clarity- wear

2. The sender’s responsibility in the Adequate medium - wafw egH

communication process includes: 4. Put the following listening techniques to _
TR AFHar § de @ ReeR A uifta & form an effective listening process:

a. Interrupting the receiver to clarify TH i g @ ufhwr e @ Q
misunderstandings immediately - mﬁ[“"%%'ﬁa“ g B THAa! ST Sw
TeaBERE B gRd [ P @ e : E' h ,

; ; ing the speaker
Rfrax @1 §g 9 A1 ncouraging
b. Ensuring the message is clear, 2, Proyldlng feefjback
: h 3. Paying attention
complete, and understood by tﬁ; 4. Summarizing the message
sty e e T a. 3124 b 1,3.2,4
- ¢ 42,13 d 2,4,3.1

|HAT ST¢ |

c. Avoiding feedback from the 5. Identify the skills promoted by

ensure message communication from the following:

. : .
::::gl:ft; -0 Hey @ s ﬁmfaf;ig A HUN ERT WO e
gt wvd @ fog srwdl 9 UEH WY |

ufaftear | 49| 1. Reading and listening.
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10.

qeH 3R G|
2. Listening and helping.
GAT iR WEE HAT |
3. Helping and speaking.
HEE HXAT AR A

4.  Speaking and writing

qre 3R for
Choose the correct option: - W&l R&eq g+

a. land2only b. 2and3only
c. land4only d 3and4only

Which one of the following makes
communication ineffective?

frafafed § Q T WIR BY T TR 82

a. Ambiguity b. Brevity
RS fererar

c. Clarity -d.- Sincerity
el ey

Which of these is based of effective
listening?

T ¥ BN T SEUT ) e 27

a. Note taking - e a1

b. Notice writing - ifew agH

c.  Letter writing - 73 org+

d. Predicting - wfasgarefy
The __ in the usage of words may be a
severe barrier to effective communication.
TR $ I H —— W HEAR @ fow
& THR a7 8 wahd g :
a. disturbance - 3rnf
b. discrimination - ¥e¥9d
c. disorder - fd&R
d. distortion - fawgor

Dialogic listening is also knownas __.
A A0 B ... B A N T AT Y

a. therapeutic - fafeciara

b. appreciative - GE11

c. relational - RewrTa ’
d. evaluative - J&TH HIGTAT

Which is done when you need to continue
learning and studying to develop your
thinking skills? o

A 9B JH WY B B Aefia vy
% fay dre R o W vy @
EEEA BN B, O B D awNe e

11.

12,

13.

14.

15.

~ what is being said.
& SquT HT 3f 8, S Per o V&

e 37

il.4
a.  Professional b.  extensijye
reading -
c.  action d.

Intensiye

The most essentfal part of the ___ proce
is thinking of converting to __ what o
hears. b

..... o ufivar &1 waw awas R oy
%:mm?%w.wﬁqﬁaﬁama%m
|

a. hearing, interpreting- AT, AT Fvey
b. speaking, meaning - aerr, a7ef

c. reading, understanding- g1, {wg)
d. listening, meaning - =1, ajef |

‘Listening is the active process of
and responding to symbolic activity,
AT ... D Ahhg ufkar & &R
Tfafafr o wfifdar < 8

a. Receiving 9r<i &1

b. Interpreting -&=&T HIAT
“c. Attending - €I 3T

d. All of these |#1

__ listening is listening in order
evaluate and judge, forming opinion abo

IR ¥ qoiea R fofy s @ v
@ forg gom |

a. Comprehensive b. Discriminativ
- - fawgE - faes
c. Critical -7k - d. Active - Gf&g

Components of corporate culture includ

PhiRe Wl & wewt ¥ wiw L 2|

Vision and values - gftz 3fR 7=
Practices and people - 7oy iR @M
Narrative and place - &2 3R I

All of these — SwRIgg i

Commitment, competence and consisten

are three distinct characteristics tha
resultin

oo op

a, Culture
building
€.  Organizational d.

b. Values

Attitudes
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16.

17.

18.

19.

20.

Socialization

Organizational culture Is a pattern of
shared norms, rules, __, and bellefs that

guldes the attitudes and behaviors of Its
employees.

a. Values » .

Depreciates
¢. lrrelevances o,

None of these
Soft skills contrast to

— » Which are
generally easily ' quantifiable and
measurable.

a.  Personal skills- wiva R
b.  Professional skills - Wevmd Ree

¢.  Communication skills -

Rea
d.  Hard skills - &2 Roa

In _ Compelling business communication
utilizes brief and clear dialect that gets the
point crosswise over totally and in a way
that energizes productive activity.
W BT ST R smr @ & am @ g
WE W AN W Aw N ww oD R
SRS FAGFAY B Hiewre o 3

a. Clear - b. Communication
c. Concise d. None of the above

Communication is a non-stop __.

WOR & AF—2I ... 2

a. Paper ' b. Program
c. Process d. | Plan

The phrase __is often used to describe the
skills which characterize relationships
with other people, or which are about
how you approach life and work.

W Wl 3 favear qar € a1 S 39 AN
£ 5 o i ok P B BN T
Hard skills

Communication skills

a.

b.  Soft skills

C

d. Presentation skills

ERY RERIE

. 23.

21.

22,

24,

25.

The essential feature/features of an email
as communication medlum Is/are:

WR wem B W # BN afed
e / v 8/ 8:
a. Automatic filing

wraifera wrgferm

b. Facllity to send copies of message

daw B wfai S A gfaen
¢. Automatic retrieval - @anfera gwifia
d. All of these- ¥ ¥f1

Communication with oneself is called _
wd B 9 HAOR B ... FE A g

a. Interpersonal- b. Intrapersonal
c. Impersonal - d. Formal-
gt rrafRes
___means communication without words.
e BT I B YRS B AT AR
a. Object communication
Sedvg WaR
b. Written communication
fofaa ¥R
¢. Oral communication -
Hifee dar
d.. Non-verbal communication
A—g9d HOR

The word communication is derived from
communis (Latin word) which means:

WaR W sRgfa (Qfe we) & forar mar @
forerar anf &

a. Common b. community
B

C. . message d.  oralspeech

IHRA W

Reading is an art to bring in knowledge. It
basically .,

AT T WG T B (S ol ¥ | T€ qH
Y H........ BT ¥

€
} o

Encodes

a.

b.  Translates ‘,,
c.  Decodes .
d. None of these
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Each Statement Below Is Either True Or False - g ‘%75’:‘3 Ll ﬂ'@f € a1 e

26.

27-

28.

29.

30.

31.

SE.

33.

34.

35.

36.

3.

38.

39.

40.

.Evaluative listening refers to a type of listening where the listener listens critically to the

Non-Verbal communication means communication without words.

A Tde SRfeTE o A @ vl & REr WA

Having a face-to-face conversation with your friend is an example of Interpersong]
communication.

maﬁwﬁmm—mmﬁmmmﬁwwwm%l

Behavioral skills are the skills you use to successfully interact with others in the workplace,
wﬁmﬁﬁm%ﬁwwﬁnmaﬁmﬁwﬁ#mmﬂﬁmmﬁaﬁ%fm
W B

Grapevine is a type of informal communication.
AT IRTARE HOR T U6 THR 8 |

Letter, e-mail telephone are example of Mode of communication.

TF, TS CAIDH HRIABIE AS B T © |

Our dress code is an example of non-Verbal cdmmunication. :
AN 9 B 119 9dal WaR $T (b SR B |

Llstenmg is not so important that many top employers: provnde listening skills training for
their employees.

Tﬁmﬂmﬂﬂ%ﬁsﬁsﬁﬁﬁmmmﬁﬁﬁgﬁﬁﬁaﬁwammmam
Predicting is the technique to forecast what the speaker will say.
wﬁmﬁmwwﬁnmwwﬁaﬁaﬁm%i

A successful manager should be a trained hstener

TS Thel YEHG B U WA S €9 anigy )

Note taking is based on effective listening. While note takmg, llstener has to concentrate on
contents of the speech ;

e S FHE M@ O AR 2 | Aed o 9y, aﬁmaﬁﬁaﬁmwmﬁmﬁmﬁmﬂ

In evaluative listening, the llstener evaluates the contents in terms of accuracy, objectivity
and adequacy of the message.

TS Sa #, afmv’émaﬁ'ﬂaw ﬁ'fmmaﬂ?w’rfamﬁwffmmwm%\
Evaluation should be avoided while note taking.
Hre o |HG Yedied ¥ q91, 91ey |

During empathetic listening the listener puts himself in the position of the speaker.

WWmﬂmm@aﬁmﬁﬁaﬁﬁmﬁi

message and directly evaluates and interprets it.
TAEAHG VT UF YHR & 490 $1 Hehia oxl 8 Wel siar 6w oy mikar ¥ goar & &

Evaluative listening is also known as critical listening, judgmental listening or interpretive
listening.

HEIEATHE Aav] & ATAGAIcHs Savl, Aviarcid s/qul a1 eyRanerd stavy @ wa 3 W) oran o 2
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41.

42.

43.

45.

49,

50.

When the listener expresses

gratitude or pleasure for the speech, it is called appreciative
listening,. Listeners applaud th

e speaker,

W*ﬂmﬁ?a?mmmmﬂmmaﬂmhhwmﬁummmalmm :
P AVTET IR ¥ | ;

Musical listening is a type of listening,
WA G & THR B1 syaoy &

Hearing means perceiving with ears,

ga#asrmi%aﬂ-ﬁﬁmml A

L

Listening means to respond to advice of request. g &1 3ref & WA AT IR BT wEE 7|

Company culture has minimal im
performance.

ﬂ@%wwmwwmmemmmmﬂﬁm
I .

Corporate culture refers to the values, beliefs, and behaviors that determine how a company’s
employees and Management interact, perform, and handle business transactions. '
FiRe WP O 5 A, R ol R W 2, o 7w PR ool & 5 o B award
mmﬁ?ﬁmw&mmﬁﬁmmgsﬁvwﬁamﬂaﬁﬁwm '

The person who transmits the message is called sender.
W IR B A @ B Weew BT T g
Organizational cultures influence how employees behave in an organization.

WWWWaﬁmﬁﬁm%ﬁsmﬁﬂﬁﬂﬁmﬁﬁwmﬁﬁl

Interpersonal communication is any message exchanged between two or more people.

Wmﬁmﬁﬁmmﬁﬁaﬁamﬁ?mﬁmaﬁwaﬁéﬁwm

Compensatio: structures are considered to be a primary dimension of organizational culture.
GO IR BT HTSAHTD WP BT Ty S /7 ey 2|

pact on strategy execution and is unrelated to business

"2-b 4-2 5-¢ 6-a

R R s oy s
did s B L e

J L T TR e T T
43-T 44T 45-F 46T 47-T a4g.1 49-T  50.F
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