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SEC-Al
COMMUNICATION SKILL

Objectives:

To understand the basic elements of Communication
To acquire Listening Skills

To acquire Speaking Skills

To acquire Reading and Writing Skills

Unit: 1 = Introduction to Communication
e Meaning, Nature and types of communication
e Principles of communication

e Process of communication: Sender, encoding, recipient, decoding
and feedback

e Barriers of effective communication

Unit: 2 = Listening Skills
e Principles of listening skills
e Types of listeners
e Barriers to listening

Unit: 3 = Speaking Skills
e Verbal and non-verbal communication
e Public speaking: Extempore
e Group discussion

Unit: 4 = Reading and Writing Skills
e Previewing, skimming, and scamming

e Development of skills for correct pronunciation, reading and
comprehension

e Sentence formation and punctuation
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EDUCATION — GENERAL

Paper : SEC-A-1

(Communication SKkill)

Full Marks : 80

Candidates are required to give their answers in their own words

as far as practicable.
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The figures in the margin indicate full marks.

Answer any ten questions : 2x10
(a) Write any two principles of communication process.
(b) Write two uses of silent reading.

(c) What are the components of communication process?
(d) Write two principles of listening skill.

(e) What is meant by verbal communication?

(f) What is group discussion?

(g) Write two characteristics of writing skills.

(h) What is extempore?

(i) What is meant by previewing?

() What is sentence formation?

(k) What is scanning?

Answer any four questions : 5%x4
(a) Discuss various types of communication.

(b) Discuss the various steps of Reading.

(c) Write about development of correct pronunciation skills.

(d) Explain the needs of writing skills.

(e) Discuss the various types of listener.

Answer any four questions : 10x4
(a) Write about the various barriers of effective communication.

(b) Discuss in detail the communication process.

(c) Discuss the barriers of listening.

(d) Discuss the characteristics of reading.

(e) Discuss the various types of group discussion.




