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Learning Objectives
After studying this chapter, students will be able to:
® Learn about the elements of a communication cycle.

® Know more about active listening.
@ Know more about interview skills.
L ]
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Learn more about the various parts of speech.
Know more about the various types of sentences. -
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COMMUNICATION
fommunication is the process of transferring information from one place to anothers It may be vocal
(using voice), written (using printed or digital media such as booksy magazines, websites or emails)
visual (using logos, maps, charts or graphs) or non-verbal (using body language, gestures and tone and
pitch of voice). In practice, it is often a combination of several of these. Speaking, listening, reading,
and writing are the parts of communication, which help us understand others. Speaking more than one

language can help a person communicate well with people around the world.

s

The various elements of a communication cycle are:
® Sender: the person beginning the communication
® Message: the information that the sender wants to convey ]
® Channel: the means by which the information ( COMMUN'CAT|0N

is sent

* Receiver: the person to whom the message : PROCES S

; is sent : .
* Feedback: the receiver’s acknowledgement LENCODIG g MESSAGE [ DECODING g RECEIVEF
- and response to the message . -

Feedback is important in communication as «

it helps in knowing whether the receiver has FE EDBACK

understood the message or not. i

ACTIVE LISTENING

“Active listening’ means fully concentrating on what is being said rather than just passively ‘hearing’ mi

message of the speaker. Active listening involves listening with all senses. Active listening is an art 1

comprises both a desire to comprehend and offer support and empathy to the speaker. Active lxgtenlr;gf

not only means focusing fully on the speaker but also actively showing verbal and non-verbal SIg"®

listening. It helps us build connections, trust and li‘elp‘ to identify problems and solve them.
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Effective communication involves skills that can be utilised o send messages that are clear, concise and accurate.
e A clear.statement conveys the exact message that you are trying to convey to the other person.
e A concise statement is appropriately brief or to the point.
* An accurate statement is factual, i.e. its correctness can be verified.

Effective commul_nca.tlon s!cills help us to communicate the message correctly, precisely and completely.
Lack of communication skills can result in confusion, frustration, wasted effort and missed opportunities.

Every eﬁ”ec.tive conversation starts with listening. It is important to learn to give undivided attention to
a person with whom a conversation is taking place.
The various factors that affect active listening are as follows:

e wmet: Maintaining €ye contact with the person you are talking to sends a signal to the speaker
“Yes, I am talking to you or listening to you”. Avoiding eye contact could mean that you do not
want to listen to the person talking to you.
* Gestures: These indicate to the speaker if you are listening or not. Keep your hands and feet still
while talking to someone. TR '
e Avoiding distractions: You must physically remove the distractions in order to listen attentively.
or example, reducing the volume of the ringtone of your mobile phone or switching it off while
attending a meeting or listening to someone will avoid distraction.
¢ Giving feedback: Feedback can be positive or negative, but in both cases, one needs to be polite so
that the person to whom the feedback is being given is not hurt or offended.

STAGES OF ACTIVE LISTENING
The five stages of active listening are as follows:
~ 1% Re(;eiving:\ involves listening attentively.
* 2. Understanding: It is an informed agreement about something or someone.
35?Reme'mbering: It refers to the retrieval or recall of some information from the past.
4. Evaluating: It is about judging the value, quantity, importance and amount of something or someone.
5. Responding: It is about saying or doing something as a response to something that has been said or done.

How to Ensure Active Listening?
You can remember the acronym ‘RESPECT’ to ensure active listening.

R-Remove distractions that may hamper listening. For example, reducing the volume of television, radio
or mobile phone while talking to a person.

E—E)fé:%géntact refers to looking at the speaker while listening.

S—Show that you are listening attentively to the speaker through gestures.

P-Pay attention and focus on what the speaker is saying.

E-Empathise and feel the emotions of the speaker. Empathy_ is the ability to .share someone’s feelings
or experiences by i agining what it would be like to be in that person’s situation.

C—Clarify doubts. Ask questions to clarify doubts.
T-Tune yourself to the timing of the speaker, i.e. wait for the speaker to finish and then respond.

Overcoming Barriers to Active Listening
e Do not let emotions take over your mind. Keep away phones and digital devices.

misinterpretations and distractions.
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e Create a conducivehgnv'rronment to avoid
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id developing biases and be objective in your approach when interacting with others,

Avo
. aking and then respond.

« Allow the other person to finish spe

INTERVIEW SKILLS

The interview is a conversation that. has

The interview is a face-to-face meeting an .
;\ocording to Gary Dessler, “Interview is a se_lectigp p‘r,ocedure designed to predict future job Perfony,
based on applicants’ oral responses to oral inquiries. | | "
The interview is a conversation in which you and an employer exchange information. Your goal |,
elf as the best candidate for the position and also to learn more about the POsifioy
to determine whether both are well suited for you and your caree, g{:

e ability to connect the role requirements with your €Xperien,

does this give the hiring manager a chance to get to know y,,
a of an interview. '

a purpose and is directed towards its object by the intery
d discussion between two or more people for a specifi. puu:a.-.,

e

present yours - be:
the interviewer’s organization
An important interview skill is th

professional or personal. Not only :
also allows you to become more comfortable with the ide

PARTS OF SPEECH

There are eight parts of speech in the traditional English language: noun, pronoui, verb, adjective, agye;
preposition, conjunction, and interjection. Now, ‘determiner’ is also considered a part of speech. Article; ,
an and the and every, this, those, many, etc. are considered as determiners. The part of speech indicy,
how the word functions in meaning as well as grammatically within the sentence. Parts of speech 4
categories of words that perform similar grammatical roles in phrase and sentence structures.

i DOs ' DON'Ts

Do sit up straight.

Don’t play with your

Don’t cross your arms.

/8

Don’t ask about

o T This may make yo i i : : ! money.
So you're alert and you Sit 'confrdently, no one [[hair. This suggests .
raring to go on the day. seem guarded. likes bad posture! nervousness and ntil you ’EEt an @
. maybe offer, don’t
@ even even
_ e immaturity. mention
- the word
\ J . salary. J
B ==Y
Do make eye contact. |[ Don’t be too intense. o Don’t be unprepare d.j i
This will suggest Eye contact is good, questions. 7 A lack of research This is your chance t
openness and but not when it’s Being 9 will o
trustworthiness. held for too long! idulsitve siiggest ;
' shows you're you're 9
interested in not really M
the role. J interested.
o i _haum
QRAplicNlp: Don’t tell lies. X r Do relax. r O arciress.
E

Send a short thank
you email reiterating.

your
real s coherent
interest in b kills, ® ntly!
the role. " .
el Ml
ones! J
s " L L

for your

You want to be hired

i

asier said than done,
but will help you talk

There’s a time and a
place for casual!
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9 PARTS OF SPEECH
O

PRONOUN
It refers to the word that
is used instead of a noun
in a sentence.
E.g. he, |, its, me, she, that,
this, those, etc.

It refers to the
used before a ne

CONJUNCTION

It refers to the word that
connects words, phrases or

cl uses in a sentence.
T }' a il —--bﬂ, m I"I
Eg. and or, so, aﬁ:er since,

befare, either, neither, etc. S
arwd wirl m m

that is

which particular noun !
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PUNCTUATION MARKS

Full Stop () Examples l
It fn et This is not water.
e at the end of the sentence. T
e after abbreviations. e
o after short forms. £ P Pt
e after initials.
Qm;sﬁ-on h::rk 2 Examples
t is used: :
t is your name?
e after a direct question. Wha : Y“
She said, “Where are you going?

e after an interrogative sentence.

Exclamation Mark (!)
Example

It is used: R
e tO express anger, SOITOW, joy OF SUIpTiSe. What a p !

Comma (,)
It is used:

e for short breaks and pauses.
e between clauses or phrases.

to separate related ideas.
for separating date and month from tpe .

e for a break between parts of a sentence. e to separate a direct quote.

e for avoiding repetition of words. e to separate words of address in a sentepe

e to separate adjectives when both the adjectives modify the same noun in an equal manner
Examples

Ram has dogs, cats, cows and horses in his farm.
Elections will be held in Bihar, Maharashtra and Odisha.
You must not be late, or you will miss the train.
“Come here I'm waiting,” said Lata.
Because I like you, I will help you.
My son is a doctor and my daughter, an artist.
10 June, 2014
20-B, Jain Nagar,
This is a heavy, bulky box.

Semicolon (3)

It is used to separate clauses in a sentence.
Example

He is a man of repute; he is respected by everyone,
Apostrophe (’)
It is used:
* to indicate possession.

® in case of singular nouns ending with -g

"

* when plural nouns end in -s.
e Indicate omission of a letter in 2 word
6



Examples
Rajiv’s book, Rama’s purse
a girls’ hostel, students’ common room
Dinesh’s book, Charles’s pen
Do not — don’t
is not — isn’t
Inverted Commas (* )
They are used:
® to enclose the exact words of a speaker, or a writer.
Example
She said, “I am going to the mall to make some purchases.”

WRITING SKILLS
Sentences

A sentence is a group of words, which together expresses a complete thought. A sentence is formed
by puiting together a group of words in sequence. A sentence, typically, contains a subject and a verb,
conveying a statement, question, exclamation, or command.

There are three kinds of sentences according to structure: simple, compound, and complex.

Simple Sentence

A simple sentence contains only one independent clause and has no dependent clauses. It has a subject
and a finite verb. An independent clause is also a simple sentence that can remain a complete thought
by itself and typically use only coordinating conjunctions to connect the subject to the direct object.

Read the following sentences:
(a) I love my country.
(b) Steve goes to school and studies every day.

(c) John and Mark play cricket.
These all are simple sentences. Note that sentence (b) contains compound verbs and sentence (c) contains
compound subjects. So, simple sentences may contain compound verbs and subjects.

Compound Sentence
A compound sentence has two independent clauses that are connected with a coordinating conjunction.

In these sentences, we have two coinplete thoughts that are joined with the conjunctions for, and, nor,
but, or, yet, and so.
Read the following sentences:

(a) I found a dollar on the street, so I went to the candy store.

(b) She loves to eat chocolate ice cream, but it makes her tummy hurt.

(c) The teacher had a conversation with the student’s parents, yet he didn’t improve his behaviour in class.

Complex Sentence
A complex sentence is made up of one independent and one or more dependent clauses. These clauses
are joined by either a relative pronoun such as who, whom and that or a subordinating conjunction such

as although, after, when, since and because.,
CH,



Read the following sentences:
(a) I returned my courier after
(b) John is studying hard because he has an exta w
(c) He is the owner of the mall who wants tha

: fault.
oticed the
LB m tomorrow.

Phrases
Take from Active Grammar-6, P-57, 58

Kinds of Sentences based on Meaning

ive, i ative, imperative, and ¢, .,
Th four kinds of sentences according to structure: declarative, INteITOg; , lmpera CXC!d;%
ere are four

Declérative Sentences

Declarative sentences are used to convey informat
are also called assertive sentences.

ion or to make statements and end in a Period, 1,

Read the following sentences:

(a) They like playing soccer. (b) He did not apologize for his conduc

Interrogative Sentences

Interrogative sentences are used to ask questions and end with a question mark.

Read the following sentences:
(a) Is it raining? (b) Do you want salsa dip or cheese dip?

(c) Why are you bored?
Imperative Sentences

Imperative sentences also end with a period but give a command, request or advice instead of conveying
information. Even though the word ‘you’ may not appear in the sentence, it is always the understood subject
Read the following sentences:

(a) Wash the puppy’s food and water bowls. (command)
(b) Please, give me a glass of water. (request)
(c) Brush your teeth twice a day. (advice)

Exclamatory Sentences

Read the following sentences:

(@) T can’t wait to g€t my new puppy on Saturday! (b

) Hurrah! [ haye
%arts of a sentence g0t my puppy.

2very sentence can be broken ino two '
partS. The iec i [’ / ;
tructural parts of any complete sentence, : subject gnd the predicate make up the two basi

ubject :
he subject of a sentence is the

. Person, place, animal . ;
he subject represents what or whom thp Abfor thing that performs the actions in the sentenc®

i , \ € sentence i L
e modifying words phrasl:s al:)(;u::-l % Stmple subject usually contains a 10
3 s allses_ '
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Predicate

The pvedica‘te in a sentence tells about the subject (what action is being performed by the subject). The
simple predicate contains a verb and other clements.

The subject of a complete sentence is who or what the sentence is about, and the predicate tells about
that subject.
Example: The pretty girl (subject)/was wearing a blue frock (predicate).

B N renditg el e
Iistemm not only sans focusing fully on the speake
of listening It helps us build connections, trust, and

face-to-face meetmg and dismsston between two or

eech indicates how the word functlons in meani _
ence is a group of words whnch together expre €5

BE= KEY TERMS i}

1. ‘Active listening’ means fully concentra’qng on what is being sald rather tha ust passwely ‘heanng the message
of the speaker.- -~ ‘ \
2. The interview is a face-to-face meeting and discussion between two or more people for a specific purpose.

3. Parts of speech are categories of words that perform similar grammatical roles in phrase and sentence structures.
4. A sentence is a group of words, which together expresses a complete thought.

QQO..C..0.0........O..........0..‘...‘.....!.......l......ce

A. Multiple Choice Questions
1. How many stages of active !iste;\)i,r?xist?
iv

(a) One (b)Five (c) Two (d) Six
2. The is a face-to-face meeting and discussion between two or more people for a specific purpose
(a) intervi (b) message (d) object (d) None of these
3. Which of the following behaviours are part of active listening?
( ain eye contact (b) nodding and making eye contact
(c) asking for clarification L}yall of these
4. When you're actively listening, you should look 2
(a) at the ground '@%f’fﬁe speaker (c) out the window (d) at a page of notes

C



reading, and writing are thepartsof __________ which help us to unde

i "Stang ,
(b) Active listening (c) Interview (d) None ., 0ot

. Speaking, listening, "
5 p of ”’Im.._(l

(a) Communication

i ?
6. What is a sentence
(a) A group of ideas that form a complete paragraph

(b)Agroup of words that communicates a co.mplete thc:ught
[c) A set of rules that we must follow to wrm? correc:sy
(d) A set of words that contains basic punctuation mar

7. What are the characteristics of an ideal message?

. e (b) Concise (c) Accurate W" Of thes,
i ing i ive listening? :
8. Which of the following is not a stage of active : |
(a) Receiving (b) Understanding (ck))aﬁ-respondlng (d) Evaluating
9. Exclamatory sentences end with a/an mark. .
{a) €xclamation (b) full stop (c) question mark (d) comma

10. Which of the following can be a barrier to active listening? .
(b) Not maintaining eye contact with the ¢

(a) Noisy environment Peake
(c) Not being attentive (d) AlL6f these .
T g R T TR R T R PR .,

9. (a0 (d)

B. Answer the Following
1. Define
(a) Active Listening (b) Interview (c) Sentence (d) Phrase
2. Write a few dos and dont’s of appearing in interviews.
3. Describe the different types of sentences based on the structure.
4. How can we ensure active listening?

C. Activity Zone

1. Let’s do an activity where the teacher starts a story with a beginning phrase, and then each child in the classroom

add's one word to the story in turn. Students must be active participants and follow the story closely so that when
their time comes to add a sentence, the story will make sense.

fun activity : . :
activity is great for helping kids understand different facial expressions, signals

ommunicati
8 il ;i::r;g Thesiare the non-verbal| Communication cues that complement verbal
your kid, each card depicting a particylar emotion or feeling, like anget

’ | .

communication, Hand out
sadness, boredom, fati
he is likely to experien

D. Group Discussion

e vl e e
R



