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UNIT-1 COMMUNICATION SKILLS

Exercise-1 (2.5 Marks)

Conversation inside the Train

Mr. X: Will this train go to Ghaziabad?

T.T.E: Ghaziabad! Don’t you know it’s a Superfast train?

Mr. X: But that man at the ticket window told me to board this train!
T.T.E: Never mind! Now take it easy! It happens!

Mr. X: I'll complain against that man!

T.T.E: Please don’t get agitated! You seem to be an educated person!
Mr. X: | can’t even get down as the train has already started!

T.T.E: | told you, take it easy! You can get down at Aligarh, the next halt of the
train! From there, you may catch the other train back to Ghaziabad!
Mr. X: Oh! | shall be wasting my time and money both!

T.T.E: There you can see, Ghaziabad has come and it will not stop at all!
Mr. X: | wish it stops for a second!

T.T.E: Even if it stops you can’t get down! It’s illegal!

Mr. X: But what is this?

T.T.E: Perhaps it is a crossing of the trains!

Mr. X: There it has stopped! | must be going!

T.T.E: I warn you! You can’t get down!

Mr. X: Sorry! | have to go, bye bye!

T.T.E: I warn you once again! What you are doing is not permitted under the
rules!

A. Answer the following questions:
1. Is the passenger educated?

2. What is the reason for the passenger to be unhappy?







8. Why does the train halt?




e Conquer

Exercise-3 Use the following words in sentences of your own, in order to bring out

their meanings: (2.5 marks)

e Authorise




e Reception

Exercise-4 Fill in the correct prepositions in the following: (2.5 marks)
the affairs others.

1. Do not meddle

2. You should be honest
3. | took exception

your dealings others.

the remarks made the speaker.

4. He complained

the Principal the peon.

5. The book differs

that size.




UNIT-2 EMOTIONAL SKILLS

Exercise-5 Read the following situations and Write about your feelings at that

moment. (3 Marks)

a) Imagine that you are in a canteen. Your class teacher comes to the

canteen to have a cup of tea with his colleague. You greet your teacher
with a smile and say “Good morning sir/madam.” Your class teacher

does not look at you or respond to your greeting.

b) Imagine that you are working part-time at a Restaurant as a Server.
When you approach a table or two in your restaurant, you notice one of
the customers ordering rapidly often looking his watch. He seems to be

in a hurry.




c) When you are asking your teacher, “How was your festival celebrations?

He / She replied, “OK,” with a strange look.




Exercise 6: Imagine a situation, a group of people or a person keep on mocking

and making fun of you without any reason, how would you overcome such a

situation? (2 marks)




Exercise 7 Imagine a person is begging in front of you, he looks good but too dirty,

what will you do? You can select any one of the options given below and explain

the reason. (3 marks)
a) | will give him 10 rupees
b) | will give him 1 rupee
c) | will buy tea for him
d) | will speak with him and ask his need
e) | will buy food for him
f) 1 will feel sorry for him
g) | will try to understand him and show empathy to him

h) | will move away from that place




Exercise-8 Positive Affirmations (2 marks)
Positive affirmations are a great way to feel good about yourself and your

life.

Complete the sentences below and then read them.

1. | feel very happy when |
2. Everyone thinks | am good at
3. | feel proud that | know how to

.l always smile when




UNIT-3 FUNCTIONAL SKILLS

Exercise 9: Imagine a situation where you are going to college by vehicle.

Suddenly, in middle of nowhere your vehicle tire is punctured; you do have tools

for repairing it. Write down the steps to repair the puncture with a real-time

photograph. (2.5 marks)




Exercise-10 Create a Pamphlet for your Course / Business / Entrepreneurship and

paste it. (2.5 marks)




Exercise-11 Paste a photograph that should have hidden meanings and explain in

your own words. (2.5 marks)







Exercise-12 You can do any of the social activities alone or in a group and take a

photo and paste it here. Example:- Plant tree sampling. (2.5 marks)




UNIT-4 INTERPERSONAL SKILLS

Exercise-13 Prepare a business proposal to start your own company. (2.5 marks)




Exercise-14 Imagine that there is an unfortunate reduction of five thousand from

your bank account. Draft a complaint letter regarding this to the bank manager.

(2.5 marks)




Exercise-15: Take a photo of your best talent and paste it. (2.5 marks)




Exercise-16: If you are an Education Minister of India, what changes would you

bring in? (2.5 marks)




UNIT-5 PERSONALITY SKILLS

Exercise-17 Personal Qualities

Jane worked as an administrative assistant for five years. She then stayed at home
to be with her children for a couple of years. She would like to apply for an
administrative assistant position at the band. Jane’s Personal Profile She dresses
neatly and is always well presented. She is friendly, helpful and courteous to both
customers and other employees. She can use a range of computer applications
such as word processing, email and the Internet. She can type reports and
maintain files. She has good telephone skills and is reliable with messages and

other communication. She is very organized and careful with her work.

What skills and personal qualities should Jane put in her resume? (2 marks)

Skills Personal Qualities




Your Name:

Your Personal Profile

What skills and personal qualities should you put in your resume? (2 marks)

Skills Personal Qualities

Exercise-18: Feeling Good About Yourself (2 Marks)

Feeling good about yourself and your positive attributes is a great way to be

positive at work.
Your Turn!
Write down five of your strengths, for example: friendly, happy, generous, etc.

1.




5.

Write down the five greatest achievements in your life so far

1.




Exercise 19:Write down five things you can do to make yourself feel better, like

calling a friend, going for a walk, having a bath, etc. (2 marks)

Exercise 20: Make sentence to expression your emotion better to the following

phrases. (2 marks)

1. Flying high:

2. Pumped up:

3. Fool’s paradise:

4. Be down in dumps:




