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Vv Rule-
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Answer in 30 Seconds

Make notes from Explanation
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Communication Skills:

Communication is a two-way exchange of information, i.e., giving and receiving. Speaking and writing to someone are
examples of giving information. Reading and listening to someone are examples of receiving information.

Listening: It is an essential skill that facilitates the acquiring of all other skills. It is the process of making meaning out of the
spoken language. It involves receiving the sounds of the language, processing sounds into words, assigning meaning to the
words and interpreting the speaker’s message.

Speaking: It is a more complex skill than listening. It involves an awareness of the grammatical, lexical and cultural features of
a language, an awareness of where, when, why, how and what to speak and the correct pronunciation and the ability to
produce understandable language.

Reading: It is considered as the gateway to knowledge. One's reading ability decides his/her academic success. It involves
understanding the meaning of content, vocabulary, structures, concepts and relationships of ideas. It is the process of looking
at written or printed symbols and translating them into appropriate sound components.

Writing: It is a conscious, deliberate and planned activity. It refers to the writer’s linguistic ability in making use of the
mechanics of writing. The use of writing skill depends on the mental ability and language proficiency of the writer. It involves
some sub-skills such as mechanics, word selection, organization, syntax, grammar, content, purpose and the writing process.

Hence, it can be concluded that the skills promoted by communication are listening, speaking, reading and writing.
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The key to effective listening by FeqT A ol TR gHTdY 9T o
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Importance of active learning:

* The importance of active listening also branches into
social-emotional development.

* Active listening promotes mindful thinking, which can
reduce anxiety and depression in students.

* |t can also help students build relationships because as
they engage themselves in conversation, their peers are

\/ye likely to view them as open and interested.
d

finally, practicing active listening can promote
empathy—a skill that can enrich a student’s life both in
and outside of the classroom.
Important Points
On average, people listen at about 25% of their potential.
And in the classroom, teachers often understand that
listening is an important skill to have but rarely teach it.

Active listening is easiest when there are fewer distractions.

Active listening is a particular communication technique
that requires the listener to provide feedback on what he
or she hears to the speaker, by way of restating or
paraphrasing what they have heard in their own words.
Active learning promotesempathy in the students which
help them to enrich their life in and outside the classroom.

Hence, option (3) is correct

Wﬁ%

naﬁmng—q'

% T HGUT T Agcd AN S -HTdATCHS [aHra H oY

QME3T & derg |
\/%TJM q gl feArE

AT I Jerarcdr g, Sl SEr H
Rrar 3 3rawTE FY FH T ThaT L
.wmﬁmaﬂlﬁﬁaﬁﬂqqcmachm%ﬁﬁ?é@
S8 3 ST H Holdel §ld &, 3eTeh AT GaRT 3o¢ Gol
3R T & &9 & S@eT Fr 37T THGAT 21T £
o 3R 37 &, GishT &7 @ Golol & Jerar
& GHdrg - UchﬁﬂT?ﬁ%lTvrTrﬁ$&:lT$3ﬂT3-ﬁTWEﬂFﬁ
o1d|s Teh BT o SideT I HCY F FohdT g |
ﬁwaﬁwmﬁrmww&wzs%m%lﬁhmﬂﬁr
;WBT?TW%%HddI umﬂ%’;}gﬁﬁ%ﬁ%@lﬁo—ﬂ
NI & ol oI & | e AT 89T B1eY WX ATHT TefeTT
A & | & Emw%&ﬁwaﬁm%ﬁaﬁs
%rmﬂmaﬁm&uwaﬁr%%qswwwmcmaﬂ
HeAdT &, 38 W afafean yere R, Y 3egler e areay
W%Iaﬁwﬁmm#maﬁmm%‘:sﬁﬁ
mﬂTa:s%aTsﬂTammsfmaﬁmﬁramﬁﬁm
AT &
Id: Aweq (3) ad &




o D
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1. ‘They’” messages 2. EH G
2. ‘We’ messages 3. '3 HeQr
3. ‘You’ messages 4. & FGear
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The im nt communication styles are:
Assertive

Passive ./

Passive-Aggressive /

A) Assertive Communication:

Assertiveness means expressing your point of view in a way that is clear and direct, while still respecting others.
Communicating in an assertive manner can help you to: minimize conflict. control anger

The most effective and healthiest form of communication is the assertive style.

It’s how we naturally express ourselves when our self-esteem is intact, giving us the confidence to communicate without
games and manipulation. It focuses on an individual rather than a group.

Characteristics of assertive behavior include expressing your feelings, needs, ideas, and rights in ways that don't violate the
rights of others. Assertive behavior is usually honest, direct, expressive, spontaneous, and self-enhancing.

When we are being assertive, we work hard to create mutually satisfying solutions.

We communicate our needs clearly and forthrightly.

We care about the relationship and strive for a win/win situation.

We know our limits and refuse to be pushed beyond them just because someone else wants or needs something from us.
Surprisingly, assertive style is the least used style by most people.
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CQ-ua,Iities of an effective communicatorB

Qbservance: A person must possess sharp observing skills to gain more and more knowledge and information.
Clarity and Brevity: The message must be drafted in simple words, and it should be clear and precise to create the desired

Oimpact over the receiver.

istening and Understanding: The most crucial skill in a person is he must be a good, alert, and patient listener. He must be
able to understand and interpret the message well.

Emotional Intelligence: A person must be emotionally aware and the ability to influence others from within.
Eel

e f-Effica_c_y_: Also, he/she must have faith in himself and his capabilities to achieve the objectives of communication.
f-Confidence: Being one of the essential communication skills, confidence enhances the worthiness of the message being
elivered.
\Respectfulness: Delivering a message with courtesy and respecting the values, believes, opinions, and ideas of the receiver
the essence of effective communication.
\)Z;\-Verbal Communication: To connect with the receiver in a better way, the sender must involve non-verbal means of
communication too. These include body language, gestures, facial expressions, eye contact, postures, etc.
Selection of the Right Medium: Choice of the correct medium for communication is also a skill. It is necessary to select an
appropriate medium according to the situation, priority of the message, the receiver’s point of view, etc.
Providing Feedback: Effective communication is always a two-way process. A person must take as well as give feedback to

bring forward the other person’s perspective too. | \ v B\
_//.
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What are the most prominent elements in the management 5 Q‘Tg\:rﬁa; wg;”;r pu '{-i'd R & TTeT H
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A. Sidetracking oppositional views U, %Cr&ﬁ G E”ﬂ El'ﬂ' C'\‘{ICI"’O'II*{ cI')‘{d‘ll

o kl/ B. & HTHRI3T I T
. Structuring work roles ;ﬂ- 3—ﬁTg9,|>|| H{W

C. Commanding over colleagues and students ﬁ' quRI Eﬁf Q:rﬁl?r T@-

STeT o goa IR EFGERG]
D. Keep others informed / é— Nl ? i

E. Guiding others wherever p(‘)S/S'be/
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The management of communication in an
T AT TEATT A GIR FT T educational institution:
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. Guiding others wherever possible
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© i.“ Y Y Agcd A [ AT ?Elﬁ'?ﬁl' = T T Ic\li dd S Inform others about any important matter
o IR & ToIT 31T STHT31T bl &hel AT GHTCT R Gar

Diminished or eliminated other obstacles to

o TATFdITd AJHET ol Agcd ¢ ‘ o v/ communication
Sﬂﬁ'ﬂ', a"r, ?fl', 3R é’ T 10 gEAT A AR & / Give importance to the individual differences
el i Pricch deal F TR AT E Therefore, B, D, and E are correct about prominent

elements in the management of communication in
an educational institution
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Effective Communication

It is the mechanism to ultimately impact the audience and establish a healthy relationship.
It is done through a wide array of networking channels for professional and personal use to build a relationship that requires
understanding.

Some requirements for making effective communication are:

Understand the need and requirement: One should understand the context and the target audience first and then tailor the
communication in order to aptly appeal to the audience's conscience through proper choice of medium and selection of
words in the communication process.

Listening- The concern of others must be taken care of and addressed to ensure a smooth communication flow. Listening will
make understanding clear when we pay attention to other's viewpoints and respond as per the situation.

Knowing the audience: Effective communication depends on mutual understanding which is fostered through understanding
between the speaker and the audience. By assessing the background of our target audience our message can be refined and
in accordance with the intellectual ability of the audience.

Thus the competence of an effective communicator can be judged on the basis of meeting the needs of the target audience



Which of the following are the most important factors in d% el {-i'CI K gfr ﬁmﬁ'@ﬁ' JET @' Eﬁo_-r

successful communication ? C .
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(i) Empathy @ \/(|/) Wgﬂﬁ
\\/X@ HTcH-SIEEhd]
(ii) Self-awareness

) AART

(iii) Memory V) HhIcHh -\’:ﬂ?al-

iv) Positive thinkin . .. . . .
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1. iandiiare correct, while iii and iv are incorrect 2.1, 11, 1 ;lﬁ %-, gidon IV dleld %-

2. i, ii, iii are correct, Wh\i|€/il is incorrect 30000 v ;lﬁ' %— <

3. i, 1i, iii, iv are correct - Elﬁ " ﬁ . ﬁ . ﬁ .. .

4. iii and iv are correct, while i and ii are incorrect 4.1 v %-' | Il 9Teld %
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effectiveness of communication in classroom T gHTaLNeTdT T Tl dTcHS dlie &
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1. Teaching aids used by the teacher while 1. ER-_cIﬁEhTUT P GHIT 8T GANI
making presentation Wﬁﬁlﬁmﬁmw

2. Teaching style prefewhe teacher \/f TdgR Hd THYT e CEIRY qdc ol
while transacting SATeT arelT 718707 rell

3. Academic intelligence and personality 3. fereTan &l @Tﬁfﬁaaaf%r T gTFdca
characteristics of the teacher ICHEGIY

4. Subject knowledge of the teacher 4. 1Tk T [AvT AT
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Given below are two statements- one is labelled as Assertion S el e RT I %:_ T FI ATRFUT (A) 3R
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In the light of the above two statements choose the correct

sa;lyrom the options given below. sRIFT & FUFT & 3T I =T o 370 e S 3

Both A and R are true and R is the correct explanation of A. q STIX enl <ol %_Ii AT | £
2. Both A and R are true but R is NOT the correct explanation 1/A 3R R &l T & 3R R, A ST Hel SATET

of A %-I . .
3. Aistrue, but Ris false. 2. A IR aﬁﬁw%ﬁ% R, A ﬁ'\‘:lﬁ' cYTed]
4. Ais false, but Ris true. o_-l'eﬁ' %'
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Effective communication in fareToT A THTA IR AT

teaching does not require- TR dl ﬁ g
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4. Students involvement 4 o @r HATINE
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