
Part A: Employability Skills 

Chapter 1: Communication Skills – I 
 

Communication Cycle 
 What is Communication? 

 It is the process of exchanging thoughts, information, messages, or feelings between people through 

speech, writing, signals, or behavior. 

 Importance of Communication Skills: 

 Improves understanding. 

 Builds trust and relationships. 

 Increases productivity. 

 Reduces errors and conflicts. 

 Elements of Communication Cycle: 

1. Sender: The originator of the message. 

2. Idea: The subject or content to be communicated. 

3. Encoding: Converting the idea into symbols or language. 

4. Channel: The medium used to send the message (e.g., phone, email). 

5. Receiver: The person who gets the message. 

6. Decoding: Interpreting or understanding the message. 

7. Feedback: The response from the receiver back to the sender. 

 

 7 Cs of Effective Communication  
1. Clarity – Use clear and easily understandable language. 

2. Conciseness – Keep the message brief and to the point. 

3. Correctness – Ensure the message is grammatically and factually accurate. 

4. Completeness – Include all necessary information. 

5. Concreteness – Use specific facts and figures, not vague statements. 

6. Courtesy – Be polite and respectful in tone. 

7. Consideration – Keep the audience’s needs and perspective in mi 

What is Perspective in Communication? 
 Perspective refers to how people view and interpret messages, based on their background, culture, and 

experiences. 

 Factors Affecting Perspectives: 

1. Visual Perception: 

o People see things differently based on focus, environment, and personal interpretation. 

2. Language: 

o Use of unfamiliar or complex language can confuse the receiver. 

3. Past Experience: 

o Previous encounters influence how we perceive messages. 

4. Prejudices: 

o Biases or stereotypes can block clear understanding. 

5. Feelings: 

o Anger, fear, or excitement may distort message interpretation. 

6. Environment: 

o Noisy, crowded, or stressful environments can affect communication. 

 Importance: 

 Understanding others' perspectives helps in avoiding conflicts and building effective communication. 

  

 

 



Methods of Communication 
 1. Verbal Communication: 

 Definition: Use of words to share information. 

 Types: 

o Oral: Face-to-face conversation, phone calls, meetings, speeches. 

o Written: Letters, emails, reports, memos. 

 Advantages: 

o Immediate feedback (especially in oral). 

o Useful for detailed information. 

 Disadvantages: 

o Misunderstandings due to poor vocabulary or tone. 

o Requires good language skills. 

 2. Non-verbal Communication: 

 Definition: Communication without words. 

 Forms: 

o Body language: Gestures, posture, facial expressions. 

o Eye contact: Indicates attention and confidence. 

o Tone of voice: Reflects emotions. 

 Advantages: 

o Supports verbal communication. 

o Conveys emotions effectively. 

 Disadvantages: 

o Can be misinterpreted easily. 

o Varies by culture. 

 3. Visual Communication: 

 Definition: Communication through visual aids. 

 Examples: Graphs, charts, maps, signs, symbols, presentations. 

 Advantages: 

o Easy to understand complex data. 

o Attracts attention and is memorable. 

 Disadvantages: 

o Needs supporting verbal explanation. 

o Can be misunderstood if not clear. 

 3 P's of Public Speaking  
1. Prepare – Research and organize your content thoroughly before speaking. 

2. Practice – Rehearse multiple times to build confidence and fluency. 

3. Perform – Deliver your speech confidently with proper voice, posture, and engagement. 

 

 

Basic Writing Skills 
Using Capitalization and Punctuation 

Capitalization Rules: 

1. Start every sentence with a capital letter. 
Example: She is going to the market. 

2. Capitalize proper nouns (names of people, places, days, months, etc.). 
Example: India, John, Monday, December 

3. Use capitals for the word "I". 
Example: My friend and I are going to school. 

4. Capitalize titles of books, movies, etc. (important words only). 
Example: The Jungle Book, Harry Potter and the Sorcerer’s Stone* 



5. Capitalize greetings and closings in letters. 
Example: Dear Sir, Yours faithfully 

 

Punctuation Marks and Their Uses: 

1. Full Stop (.) – Ends a sentence. 

Example: She likes to read. 

2. Comma (,) – Separates items in a list or clauses. 

Example: I bought apples, bananas, and grapes. 

3. Question Mark (?) – Ends a direct question. 

Example: Are you coming with us? 

4. Exclamation Mark (!) – Shows strong emotion or surprise. 

Example: What a beautiful painting! 

5. Apostrophe (‟) – Shows possession or contraction. 

Example: Rahul’s book, don’t (do not) 

6. Quotation Marks (“ ”) – Enclose direct speech or quotes. 

Example: She said, “I love painting.” 

7. Colon (:) – Introduces a list or explanation. 

Example: Bring the following: pen, notebook, and ruler. 

8. Semicolon (;) – Connects closely related independent clauses. 

Example: I finished my work; now I can relax. 

  

1. Phrases: 

 Group of words that work as a single part of speech but do not form a complete sentence. 

 Example: In the morning, with a smile, to the market. 

 2. Types of Sentences: 

1. Declarative – Gives information. (e.g., I am a student.) 

2. Interrogative – Asks a question. (e.g., Are you coming?) 

3. Imperative – Gives a command. (e.g., Sit down.) 

4. Exclamatory – Shows strong feelings. (e.g., What a surprise!) 

 3. Parts of a Sentence: 

 Subject: Who or what the sentence is about. 

 Predicate: What is being said about the subject. 

 Example: The dog (subject) is barking loudly (predicate). 

 4. Parts of Speech: 

1. Noun: Name of person, place, thing. (e.g., Rahul, school) 

2. Pronoun: Replaces a noun. (e.g., he, she) 

3. Verb: Action word. (e.g., run, eat) 

4. Adjective: Describes a noun. (e.g., tall, blue) 

5. Adverb: Describes a verb. (e.g., quickly, very) 

6. Preposition: Shows relation. (e.g., in, on) 

7. Conjunction: Connects words. (e.g., and, but) 

8. Interjection: Shows sudden emotion. (e.g., Wow!, Oh no!) 

 5. Articles: 

 „A‟: Used before consonant sounds (e.g., a cat). 

 „An‟: Used before vowel sounds (e.g., an apple). 

 „The‟: Used for specific nouns (e.g., the sun). 

 6. Paragraph Writing: 

 Structure: 

o Introduction: Topic sentence. 

o Body: Supporting details or examples. 

o Conclusion: Summary or final thought. 

 Tips: 



o Keep ideas clear and related. 

o Use proper grammar and punctuation. 

o Maintain flow with transition words (firstly, then, finally). 

 


