4.1  ENGLISH AND  PROFESSIONAL COMMUNICATION SKILL – II
UNIT- I
Introduction to Communication  
1.1 Meaning and Importance :- The word communication originates from the Latin word ‘Communis’ which means common Thus ,Communication stands for sharing of ideas in common. 

Definition :-  “Communication is an interchange of thoughts, Opinions, information through signs, verbal, writing.”

Importance of Communication :- The Following factors make communication indispensable in the world of business. 
(1) Growth :- The head office of a large corporate maintains a thorough and up -to -date knowledge of its various branch offices. It leads to the growth and smooth running of the entire business.
(2) Co-ordination :- Communication helps to co-ordination different departments in an organization. If these departments don’t communicate with one another as well as the management, the organization will fail to achieve its goals.
(3) Competitiveness :- In this competitive world, companies keep competing with one another through advertisements and other activities to maintain market that firms which communication better sell better. All this involves communication at every step.  
(4) Harmony :- Trade unions believe in bargaining with the management and insist on the protection of the right and dignity of the workers. Without proper communication between the two, no harmony can exist in the organization.
(5) Understanding and Co-operating :-It there is good communication between the management and employees, it will bring an atmosphere of mutual trust and confidence. 


1.2 Process of Communication :- “Communication in its simplest form is conveying of information from one person to another.”

Diagram of Process of Communication 
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Sender 						(Person)

Encoding 					(Word, gestures symbols)

Message					(Information)

Channel					(Body language, face to face, T.V., mobile )

Decoding					(Process of understanding the meaning)

Receiver					(Person)

Feedback 					(Response & Reaction)   

Process of Communication :- Communication a process whereby information is encoded, channeled and sent by a sender to a receiver via a medium, the recovers then decodes the message and gives the senders a feedback. So communication process has following element.
1) Sender :- Sender is the person who sends the message. He is the source and initiates the process of communication. Sender may be a speaker a written or an actor.
2) Message :- Message is what is conveyed by the sender. It consists of words fact, ideas, opinions etc. It is the subject matter of communication.
3) Encoding :- It is the use of appropriate verbal and non-verbal language for transmitting the message, which is understand by both the parties.
4) Channel :- It is the medium or route through which the message is passed from the sender to receiver. It may be face to face talk, telephone radio, T.V. etc.
5) Receiver :- Receiver is the person or group who is supposed to receive the message. He may be a lasher, a reader or an observer.
6) Decoding :- It means leans lasting the encoded message into words for the purpose of understanding .
7) Feedback :- It refers to reaction reply, response which the receiver send to acknowledge his understanding of the message, when the sender receiver the feedback. The process of communication is said to be complete.
1.3 Various means of communication :- There are many we communication, both verbally and nonverbally. Here are some of the most common:

Verbal Communication :- uses spoken words to convey a message. This can be done be person, over the phone, or through video chat. Verbal communication is often the most effective way to build rapport and share complex ideas. 

Nonverbal Communication :- Uses body language, facial expressions, and other visual cues to convey a message. Nonverbal communication can be just as important as verbal communication, as can be help to clarify or contradict the spoken word.

Written Communication :- Uses written words to convey a message. This can be done in letters, emails, text messages, or social media posts. Written communication can be a good way to share information with a large audience, but it can also be more impersonal than verbal communication.

Visual communication :- uses images and symbols to convey a message. This can be done in pictures, infographics, videos, or presentations. visual communication can be a powerful way to capture attention and communication complex ideas quickly and easily. 

Listening :- Is the process of actively paying attention to what someone is saying. It is an essential part of communication, as it allows us to understand the other person’s message.

The best way to communicate depends on the situation. For example, if you need to have a conversation about a sensitive topic, it is best to do so in person. If you need to share information with a large audience, written communication or visual communication may be more effective. 
Merits and Limitations of Various means of communication 
The way we communication has exploded in options, each with its own strengths and weaknesses. Here’s a breakdowns of some common methods:
Face-to-Face Communication: 
Merits: Rich communication with tone, body language, and immediate feedback. Builds rapport and trust.
Limitation: Time-consuming, requires physical presence, can be influenced by emotions. 
Phone Calls: 
Merits: Faster than face-to face for long distance, allows for tone and immediate feedback. 
Limitations: lacks body language cues, can be distracting in noisy environments.
Text- Based communication (Email,SMS,Msessaging Apps): 
Merits: Asynchronous (can be read/responded to later), convenient, good for quick update and record-keeping.
Limitations: can be misinterpreted due to lack of tone, phone to misunderstanding, not ideal for complex discussions. 
Social Media:
Merits: Broad reach, allows for sharing information and ideas with large audiences, fosters connections with like-minded people.
Limitations: Information overload, potential for misinformation and negativity, privacy concerns.
Video Conferencing: 
Merits: Combines benefits of face-to face with convenience of remote communication, allows for presentations and screen sharing. 
Limitations: Requires good internet connection, technical difficulties can arise, less personal than in-person meetings.
Choosing the Right Tool:
The best communication method depended on the situation. Here are some things to consider:
· Urgency of the message: Need a quick answer? Call or text. Complex discussion? Face-to face or video chat might be better.
· Nature of the message: Sharing sensitive information? A phone call or email might be preferable to a text.
· Audience: Reaching a large group? Social media could be a good option.
· Context: Formal presentation? Video conferencing is appropriate. Casual update? A text might suffice. 
 By understanding the merits and limitations of different communication methods, you can choose the one that best suits your needs and ensures a clear and effective exchange of information.
Communication Through the Internet
Communication through the internet refers to the exchange of information and ideas between people using online platform and tools. This has revolutionized the way we connect, offering a vast array of possibilities.
Merits of Internet Communication: 
· Speed and Reach :  Information travels instantly across the globe, allowing for real-time communication and connection with anyone with an internet connection.
· Accessibility and Convenience : Communication can happen anytime, anywhere, from any device with internet access. This flexibility is a major advantage.
· Cost – Effectiveness : Compared to traditional methods like phone calls or physical mail, internet communication is often much cheaper, especially for long distances.
· Rich Media: The internet allows for the exchange of various media formats like text ,images, videos, and audio files, enhancing communication and understanding.
· Global community : Social media platforms and online communicate connect people with shared internet, fostering collaboration and knowledge exchange. 
· Information Access: the internet provides a vast amount of information at our fingertips, allowing for research, learning, and staying informed.


Limitations of Internet Communication:
· Security and privacy concerns: Sharing information online carries risks like hacking, data breaches, and privacy violations.
· Digital Divide : Not everyone has access to the internet or the necessary devices, creating a gap in communication opportunities. 
· Misinformation and bias : The internet is rife with inaccurate information, fake news, and biased content, making it crucial to critically evaluate online sources.
· Lack of Non-Verbal Cues : Text- based communication often lacks the richness of tone, body language, and facial expression, leading to misunderstandings.
· Addiction and Social Isolation : Excessive internet use can lead to social isolation and addiction, impacting real-world relationships. 
· Technical Issues : Technical problems like slow internet connections, software glitches, and power outages can disrupt communication.
Overall, internet communication offers incredible benefits for connecting, sharing, and accessing information. However, it’s important to be aware of its limitations and use it responsibly to ensure a healthy and effective communication experience.   
Computer – Aided Communication :- The communication which is done through the use of computer and internet is called computer aided communication because of the advent of computer and internet, the world has become a global village. 
Merits :-
1) Fastest mean of communication:- It is the fastest mean of communication with the help of internet we can get any information in the blink of an eye. 
2)  Has conquered the barrier of space :- Provided that there is networking facility, one can send messages to anyone in the words. 
3) Storage of record :- The storage of record can be done on the CD, pen drive etc. It is easy to retrieve also. The bulk can be compressed so it is easy to storage.
4) Video Conferencing :- It has made video conferencing possible, cutting down travelling expenses and wastage of time on commuting.
Demerits :-  
1) No legal validity :- Computer documents are not recognized as legal documents in court of low become there is a fear of record being tampered.
2) Problem of virus :- Virus is the become of computer it enters the system and corrupts the files resulting in the loss of valuable record. 
3) Leakage of information :- As computer is easy to access there is a fear of leakage of information. This could be accidental or done on purpose.
4) Requires a lot of infrastructure :- It requires basic infrastructure which can prove to be quite expensive. Some places do not have these facilities.
Short  Question
Q1 . Write  the meaning of Communication. 
Q2. Define verbal Communication.
Q3. Write the example of non verbal Communication .
Q4. Write any on limitation of non verbal.
Q5. Body language, face expression are______ Communication .
Long Question
 Q6. Describe the importance of Communication .
Q7. Explain the process of Communication. 
Q8. Explain the various means Communication.
Q9. Write any for merits of through Internet.


















UNIT – ll
Professional Writing 
2.1 Correspondence: Enquiry Letters 
Enquire Letters :- A letter of enquiry is written to secure information about goods or services. In this one states the purpose and ask for the price list, quotation, simple, etc. it is a letter from a buyer to a seller.
MDAV College 
            				 Ambala City
            				Ph. No._____ Fax No.____ 

Reference no._______
Date: 12th April, 2023
Global World Electronics 
Near Rai Market
Ambala cantt

Subject : Enquire Regarding Computers.

Dear Sir,

We wish to buy HP computer (desktop)  to set up Digital Library in our college .Kindly send catalogue of HP computer for your consideration. 
	We hope to receive an early reply.

	Thanking  you

Sincerely 
Name & Signature
Librarian 



Write a letter to place an order of books for college library.  
            				 MDAV College 
            				 Ambala City
            				Ph. No._____ Fax No.____ 

Reference no._______
Date: 12th April, 2023

Sharma Brothers 
Stationers & Booksellers 
Sirki Bazar, Bathinda (Punjab) 

Subject:  Placing Order For Books.

Dear Sir,
	
We would like to place an Oder of books as per quotations sent by you wide letter no. 120 date 26th April 2023. The details are as under 15 days.

	Sr. No.
	Title
	Author
	No. of copies
	
	

	1
	Reference Service
	Krishan kumar
	05
	
	

	2
	Library Cataloguing
	S M Tripathi
	05
	
	

	3
	Library Classification
	B K Sharma
	05
	
	



 		Kindly acknowledge the receipt of this letter
Thanking  you


Sincerely 
Name & Signature
Librarian 
 
 



 
	


The Principal 
	KCGPW.
	Ambala City,

Date: 11 march,2024

To 
The Manager
Gee Gee Company 
Ambala City,

Subject: Complaint Regarding faulty computer in digital Library.

I am writing to request a replacement computer for the digital library. The computer is not working properly.i.e. slow performance, Hardware main function show error.
This main function computer is hindering the library’s ability to provide better service to users. Users are unable to access online resources, research database.
A Well functioning computer is essential for the smooth operations of the digital library.
Thank you for your time and attention to this matter.

Sincerely 
Name & Signature
Librarian 


2.2 Report Writing : Progress: Formal and Informal

Report Writing:-  A report is a document that presents information in an organized format for a specific audience and        purpose. 

Need of Report Writing:

· The progress of any business/project can be monitored with the help of daily, periodic or annual reports.
· It becomes a permanent sources for future reference as and when required.
· A large number of important decisions in business, industry, factory or government sector are taken on the basis of information presented in reports.
· It helps an executive to perform his function of planning and evaluating men and material resources efficiently.
· It helps the researchers to analyses the progress of any project and write reports such a project reports, laboratory reports, Survey reports.
Types of Reports 
1) Formal : The formal repot is the collection and interpretation of data and information. It is often a written account of a major project. The formal report is complex and used at an official level. It can be categorized as:
· Informational reports
· Analytical reports
· Recommendation reports

2) Informal : The informal report functions to inform, analyze and recommend. It usually takes the from of a memo, latter or a very short international documents like a monthly financial repot, monthly activities report, research and development report etc.
There are many embodiments of the informal report: 
1. Progress report
2. Sales activity report 
3. Personnel evaluation 
4. Financial report
5. Feasibility report
6. Literature review
7. Credit report 



2.4 Agenda 
Agenda consists three documents.
1. Forwarding letter 
2. Agenda proper 
3. Explanatory notes 
1.forwarding letter:- A forwarding letter in which the members are informed regarding the time and date and venue of the next meeting of the committee. Through this letter they are requested to attend the said meeting specimen of forwarding letter.
                                 CENTRAL PUBLIC LIBRARY, DELHI
No. …………                                                                             Dated…………….
To
Shree A.B. Singh
3456,Street A,
Chandani chowk,
Delhi. 
SUB:-  AGENDA FOR THE MEETING OF THE LIBRARY COMMITTEE OF THE CENTRAL PUBLIC LIBRARY, DELHI, TO BE HELD AT 4 P.M. ON 15TH DEC 2023, IN THE TOWN HALL, DELHI.
Dear sir, 
I am glad to inform you that the next meeting of the library committee of the central public library, Delhi will be held at 4 P.M. on 15th Dec 2023, in the committee room on the first floor of the town hall, Delhi. The agenda of the meeting, along with the explanatory notes on each item, is sent herewith. You are cordially invited to attend the said meeting.
                                                    Kindly acknowledge the receipt of this letter.
Your faithfully,
(SIGNATURE)
Secretary, library committee.
2.)Agenda proper:- Agenda proper is the second document of agenda. It consists of the items which are to be discussed in the meeting. The items are noted down in seriatum in brief, precise and clear words. The items should be written in the form of proposals.
A specimen agenda is given below:-
1) Minutes of the last meeting (Appendix ’A’)
2) Report of the librarian for the previous month (Appendix ‘B’)
3) To consider the proposal to raise the rate of overdue change from 3Rs to 6Rs per day per book retured after due date.
3.) Explainatory Notes:- While sending an agenda for a committee meeting, care should be taken to supply the members all the reduisite information about the items on the agenda so that the decisions are arrived at expeditiously and properly. In this way, undue and unnecessary discussions can be avoided. This can be ensured if explanatory notes on each item are attached with the agenda paper.
ITEM NO. 1.  A copy of the minutes of the last meeting is attached as per Appendix ‘A’.
ITEM NO. 2.  A  copy of the librarian’s report to attached as per Appendix ‘B’.
ITEM NO. 3.  It has been reported to the librarian that the readers did not return the books in time. The librarian considers that the rate of overdue charge be raised from 3Rs to 6Rs, so that meet of the readers will return the books in time.
· Purpose of minutes of meeting:- The purpose of meeting minutes is to document the key discussions, decisions and action items that occur during a meeting. They serve as an official record of what took place, help participants stay accountable for their responsibilities, and provide a reference for those who were not present at the meeting. Meeting minutes also aid in tracking progress and ensuring that follow-up tasks are completed. 


 2.5 PRESS RELEASE :-  A Press Release is an official statement that an organization issues to the news media call it a press release.
Characteristics of a good Press Release  
1. It should be newsworthy.
2. It should be factually true
3. It should be brief and precise.
4. It should be drafted in a simple language and conversational style.
5. It is suitable for publication.
6. Who, What, When, Where, Why.
Specimen Press Releases 
A press release regarding an important appointment.
Covering letter
A-One Press
Parel, Mumbai
February 15,20…

The Chief Reporter
The Economic Times
Mumbai

Dear Sir

Subject: Press Release

I am enclosing a press release relating to the appointment of Sh. Raj kumar as our Vice-Chairman. I hope it will be accommodated in your weekly column ‘Executive Diary’. Sh. Raj Kumar photograph is also enclosed.
Kumars photograph is also enclosed.

Yours Sincerely
For A-One Press
S. Parmeswaran 
Public Relations Officer

Encl :
a. Press release
b. Sh. Raj Kumar’s Photograph. 

Press Release
Sh. Raj Kumar, the new Vice-Chairman of A-One Press,
NAMBIAR LIMITED

Dr. P.N. Reddy, Personnel Director REDDY, CHETTY, NAMBIAR LIMITED has been elevated to the position of Vice-Chairman of the company. A chemical technologist, Dr. Reddy has been with the company since 1980. He is the president of the Indian Institute of personnel Management and Executive Member of the western regional committee of the employers’ Federation of India and alternate member of the its central committee.
Raj Kumar is a multi-dimensional personality gifted with visionary power as well as dynamism. His elevation to the haloed position of the Vice-Chairman is bound to take the company to new heights.
2.6 Corrigendum writing :- Corrigendum is correction made to a previously published article.
 Corrigendum is very common in Published journals.
Corrigendum Must
Reference the original article and specific nature of the error, its effects.

.    2.8 Use of Internet and E-Mails 

Use of internet 

Communication :- The internet revolutionized communication, allowing us to connect with anyone across the globe through email, messaging apps, and video calls.

Information :- The internet provides access to a vast ocean of information. You can research any topic, answer questions, and learn new things with just a few clicks. 
Education :-  Online courses, educational websites, and video tutorials offer a flexible and accessible way to learn new skills or complete degrees. 
Shopping :- From groceries to clothes to electronics, you can purchase almost anything online with the convenience of home delivery.
Banking :- Manage your finances online with features like bill payments, funds transfers, and mobile banking apps.
Social Media :- Connect with friends and family share updates, and discover new communities through social media platforms.
Business :- Businesses use the internet to market their products, sell online, and communicate with customers.
Government :- Many government services now available online, allowing artisans to renew passports, file taxes, and access other resources. 
Cloud storage :- Securely store your files, photos, and documents online for easy access from any device.  
USES OF E-MAIL 
E-mail stands for electronically  
1. For communication like sending and receiving messages and letters.

2. For information sharing and documents sharing.
3. Record keeping.
4. For communicate with team members and share files.
5. Professional communicational.
6. New letter and marketing.
7. Personal communication with friends and family.
8. Reminders and notes.
9. Secure communication.
10. Many websites and applications require an email id to sign up to for there services. 

2.3 CIRCULAR:- Circulars are regarded the most common form of Inter-departmental communication, used to inform the group of employees. They are infect letters or notices usually addressed to number of employees in an organization. Circulars are required for:
· Change in office working hours
· Revision of pay scales of employees
· Change of rules etc.    
Objectives:-
a. To obtain publicity for a camping.
b. To make the readers interested in their contents.
c. To impress the readers with facts and information about the firm or company its policy and the events.
d. To gain the confidence of the reader. 


Draft an office circular informing the employees about the change in office timings.

 (
Date June 10, 2023
Circular No. 135/2023
Subject:
 Change in office timings 
Ministry of Education 
Deptt
., State Government of Haryana has suggested vide its notification No    B-16, dated May 31 that office timings of all the schools will be as follows:- 
7.30 AM to 1.30 PM (
Summers
)
9.00 AM to 3.30PM (
Winters
) 
Employees are expected to strictly adhere these offices hours. 
Mohan 
Lal
 
Director
Higher Education 
Deptt
.
Haryana
  
)












Draft a circular about Library committee meeting of the staff of KCGPW Ambala City.
 (
Date: Sep 3, 2023
Circular No. 630/7/2023
This is to inform that the Library committee meeting of the staff of this college will be held at 10am on Monday on 10
th
 Sep, 2023. Attendance to this meeting is compulsory for all the employees. The venue of the meeting will be conference Hall of the college.
Dr. Manish 
Garg
Principal  
) 







· Official Note :- An official notes are used for concise, targeted communication with in an organization. They address specific situations or provide instruction to a particular individual, department.
Structure of a Format
Letterhead : Identifies the issuing department 
Date :		 ___________
To : 		Recipient’s name
From :		Sender’s name
Subject : 	Content of the note
Body:		The main message, clear & Concise 
Closing:		A Polite closing such as sincerely or “Regards”
Signature:	Sender’s  Signature  

Features of official note 
1. Formal Tone
2. Conciseness
3. May Include a specific request
4. Targeted Audience 

Difference between official note and circular.
Circulars aim for broader communication with in the organization while official notes target a specific audience. 

· Memos :- Memorandum, popularly known as ‘Memo’, is a message in the same business organization. it runs in the same department or business organization for communication. Memorandum is not supposed to be sent outside the organization.
Purpose :- 
i. It is used to remind the employees of a department of various issues and tasks.
ii. It is used to seek clarification or explanation on various matters of dereliction of duty or conduct.
iii. It is used to send instructions to the staff in the written form.
iv. It is used to confirm information which is received or given on the telephone.
v. It used to take suggestions and ides of various employees on various issues.
vi. It is also used to tell the staff various changes made or to be made within the organization.
Different Memorandum & Letter 
The format of memo is not the like that a letter. As it us sent to the employees within a department/office or organization, it bears the names of persons who send the ones who receive memorandums. 
· It is mandatory to use the word ‘From’ and ‘To’.
· There is no need to mention: Dear sir/Respected sir/Rev. sir/Respected Madam etc.
· It is again mandatory for one who writes/draft it to put date and write it in a direct manner. It should be as brief and concise as possible.
      As the information can be personal in terms of warning or alarming the employees in case of the most prominent discrepancies on their part, the tone should be information, but not too informal that the receiver shows an attitude of laxity or derelictions having considered it be to be a personal message. It must have clarity and follow the code of conduct as far as language of the memorandum is concerned. Courtesy should not be avoided, no matter how strict the sender appears to be.  
Good Features of  Memorandum & Letter 
It should be clear and complete.
It should be brief in size.
It is useful for future references.
It is in expensive and saves time.


A memorandum warning an employee for his being habitually late. 
 (
M D H LIMITED, NAGPUR
Public Relations
To
:     
Amit
 
Basu
From
     :     S.K. Seth
Date
      :     April 26, 2023
Subject
 :
     Coming late to the office  
Punctuality and courtesy brighten the image of an organization and earn valuable goodwill. Non-punctuality is a blot both on the individual and the organization.
Your attendance record shows that during the week ending 25 April, you were late for the office by more than half an hour on three different occasions. This is a serious matter.
Yours in an important sear.
 This casual attitude of yours often throws all public dealing out of gear and even causes embarrassing situations.
I am also pained to point out that many oral warnings to you have utterly unheeded. I hope that you will be punctual in future and not force me to take any strict disciplinary action against you.
Copies to:
Vivek
 
Thakur
 (P.O.)
Akhil
 Kumar (F.O.) 
)  



                                                                








Short Question 

Q1. It is okay to call people at odd hours  True/False
Q2. You should talk on the phone to a professional contact while you are eating or chewing something  True/False
Q3. Never call any person at odd hour True/False

Long Question

Q4. Write an enquiry letter regarding computer.
Q5. Write a letter for placing order for books .
Q6. Write a complaint letter regarding faulty computer in Digital library.
Q7. Differenciate  between formal and informal Report.
Q8. Define Agenda and its components.
Q9. Describe press relase.
Q10. Write any  five uses of E-mail.
Q11. Define Circular and write its objectives.
Q12. Differenciate  between offical note and Circular.
Q13.Describe minutes of meeting.
Q14. Define memo and write its purpose.    


















UNIT – III
Handling Office Correspondence 

3.1 Meaning and importance of correspondence
Correspondence broadly refers to the exchange of information between two or more parties. This exchange can happen through various channels, both traditional and modern, including :

Letters: Formal written communication on paper.
Memos: Internal communication within organizations.
Emails: Most common form of digital communication.
Text Messages: Short, informal messages for quick updates. 
  


3.2 Incoming correspondence procedures 
      1. Recording and Opening-Emails/letter
      2. Date & Stamping /Diary Number 
      3. Entry incoming correspondence registers
      4. Receiving the Email concern  department 
      5. Keeping Track/Send Response
Incoming Correspondence in Library:
1 Letter from users :-  Letters 
·  Notices for Library services
· Inter Library loan
· Reservation of Books 
· Application from users 
2.  Letters from publishers :-
· Receipt of books 
· Payments of books
· Reminder letter
· Subscription of periodicals
3. Library Authority :-
· Letter regarding complaints, suggestion , Notices ,Letter regarding Library grant
· Guidelines and policy change letter 
4.   Library committee & staff
· Forwarding for committee meeting
· Suggestion Letter 
· Feedback Letter

 

      

3.2 Outgoing correspondence procedures
 Select Format 
· Type the letter check & correct the letter
· Approval from Principal or Authority
· Send the letter/send E-mail
· Attachment of file with E-mail
· Sending the E-mail/Letter
· Record –Keeping 

Outgoing correspondence Letters:-
1. Letter for users- Notices ,Over due-Books,Return of Books
2. Letter For publishers- Quotation letter ,Placing order for books and supply order for  other material, Letter for subscription of periodicals ,Non receipt issue letter for periodical ,Reminder letters ,cancellation of an placing order.
3. Letter for Library authority- Letter regarding complaints ,improvement ,requirements .
4.  Letter for Library committee and staff, Library staff meeting notice /Letters , requirement letter ,Library Maintances, cleaning & dusting  , binding other activities of Library


3.4 Ordinary post, Registered post, Parcel, Registered Parcel, Speed post, Courier, Air-mail and E-mail etc.

· Ordinary post :- Ordinary post also referred to as regular mail. It is the most basic and affordable mailing service offered by postal service around the world.
It is the cheapest way to send letters and documents . An envelope, a stamp and a mail box for send the post are required. Delivery time can vary depending on the distance.
Ordinary post is suitable for non-critical items because. It have minimal security. For important documents we require a higher level of security like registered post.   

· Registered post :- It is a may of sending things by post that you pay extra for. It the letter or package is lost the post office will make a payment to you.

· Parcel :- Parcel post is a postal service for mail that is two heavy for normal post. It is usually slower than letter post. The development of the parcel post is closely connected with the development of railway network. Which enabled parcels to be carried in bulk, to a regular schedule and at economic prices.

·  Registered Parcel :- Any parcel found in the letter box is treated and charged as registered parcel.

· Speed post :- Speed post the market leader in the domestic express industry, provides express and time-bound delivery of letters and parcels weighing up to 35kg in India. It is an affordable service and delivers across the country.

· Courier :- A courier service is a service that allows someone to send a parcel or consignment from one location to another. They can be booked and paid for online sender have the option to have their parcels collected at a location of their choice.

· Air-mail :- Air-mail is a mail transport services in which t least one side of journey is done by air. Air-mail items arrive more quickly than surface mail and usually cost more to send. Air-mail may be the only option for sending mail overseas.

Short Questions 

Q1. Define Library Correspondence. 
Q2. E-mail stands for__________
Q3. Which is the fastest and safe  service  ____________


Long Questions

Q2. Write the Meaning and importance of Correspondence.
Q3. Differentiate between Incoming  and Outgoing  Correspondence.
Q4. Describe the ordinary post , Registered Parcel and Registered Parcel.
Q5. Describe the Speed post, Courier and Airmail`








UNIT – IV

Employable Skills

4.1 Presentation Skills: How to prepare and deliver a good presentation
Presentation :- Presentation is a process of presenting or exhibiting a piece of information/topic to the audience. The whole process needs par-planning and organization. It is usually performed in a formal environment. 
Advantages of good Presentation skills :-  A good presentation helps in:
1. Bringing excellent marks in projects, reports, seminars, etc.
2. It helps in obtaining a dream job and in cracking interviews. 
3. Bringing better chances of promotion and recognition between two persons of same education and qualification.
4. It helps in leaving a better impression on the audience or listeners.
5. Improves confidence.
6. It is essential for getting a well-paid job in the company.

Disadvantages of Poor Presentation skills :-  Poor presentation skill bring:
1. Curtailment in the chances of promotions and other recognitions in professional life.
2. Fewer marks for the students.
3. Diminishes confidence.
4. Fails to crack a rewarding business. 
5. Diminishes the professional image of a person.

Features of a good presentation :-  Following are the various features of a good presentation:

1. Relevancy of subject matter :- The subject matter should be relevant, appropriate and according to the requirements of the set objective.

2. Clarity of Expression :- The presenter should be clear and effective in expression. He/she should take care of pronunciation, subject- matter to be presented, diction, accent and vocabulary in corporate.
3. Brevity :- The presentation should be brief. It should not be too long otherwise the audience may lose interest
4. Proper Organization :- From the introduction to the conclusion, the presentation must be in sequence and must be properly organized. A logical and well-knitted sequence is essential delivery of the presentation.
5. Technical Knowledge :- While delivering a presentation through slide-show, laptop or projectors, etc., the presenter should be familiar with the use of the above – mentioned devices.

Essentials of an effective presentations  :- A presentation usually depends upon four P’s : 
	
1. PLAN :- To plan efficiently is the most essential component of a presentation that helps to achieve the desired objectives. It involves the setting of objectives and decides the strategy to be executed or action to be taken. In simple words, it bridges the gap between dream and destination. 
2. PREPARE :- To prepare is another vital component of a presentation. It involves accumulation or gathering of data based on planning. The next step is to prepare a framework for the desired object. 
3. PRACTICE :_ Practice make a man perfect. In Hindi also, it has been said: 
Even though a person is not a good speaker but through regular practice he/she can achieve perfection. Practice can create the difference between poor, mediocre, good, great and magnificent. It is relevant to do constant practice to achieve mastery over a skill.

4. PERFORM :-  To perform is the final outcome of presentation. It is also known as the execution of the desire/objective. It is the accomplishment of a given task. The performance in the presentation may be in oral, written, typed, printed or in the from of slides, etc. 

 
  

		

	
  

4.2 Telephone Etiquettes :- In present times, most of our conversations interaction and discussion with other take place over phone. Telephone is the most commonly used tool of communication.
Most people believe that they can talk naturally well on the telephone but it is a fallacy. As the communication depends only on the spoken words and the quality of the voice, misunderstandings are quite frequent.

· Tips to maintain proper telephone etiquette :

1. Indentify yourself immediately to your listener. For e.g. one can say “Hello? I am Swati Khanna. May I speak to Mr. Deepak Malhotra?” 

2. The Same level of courtesy is to be maintained while receiving a call even from an unknown person one should speak politely such as “Hello? May I know who is calling?” or “Hello? How can I help you?”

3. Another practice that counts as bad etiquette is the habit of putting people on hold while one talks to other. This have made the call.

4. Avoid promising a callback in case it is not possible.

5. End the call on a pleasant note normally a pleasantry such as “Thanks for calling….,” “Feel free to call me if you need anything else” etc. puts the other person at ease.  

4.3 Tips for developing of employable skills
Here are  10 tips to help you develop strong employability skills:
1)  Communication : This is key  in any workplace. You need to be able to express  yourself clearly  and concisely, both verbally and in writing. This includes active listening skills to  understand what others are saying.
2) Collaboration: The ability to work effectively with others is essential. This means being able to compromise, delegate tasks, and give and receive feedback.
3) Problem-solving: Employers value those who can think critically and creatively to find solutions to problems.
4)  Time Management: Being able to prioritize tasks and meet deadlines is essential in any job.
5) Adaptability : The ability to learn new things and adjust to change is important in today’s fast-paced workplace.
6) Initiative : Take ownership of your work and don’t be afraid to take on new challenges.
7) Lifelong learning :The willingness to continue learning and developing you skills is important  for career advancement.
8) Digital literacy : In today’s world, it’s important to be familiar with a variety of digital  tools and  technologies. This could include things like social media, project management software, and presentation software.
9) Stress management : The ability to manage stress in a healthy way is important for overall well-being and job  performance.
10) Professionalism: This means dressing and acting appropriately for the workplace ,and being respectful of colleagues and clients

4.4 Resume Writing: Definition
A Resume is a detailed factual and persuasive summary of a job applicant’s Education ,Employment background ,job qualification and a few family details.
4.5 , kinds of Resume
1. Chronological resume: A resume in which , each  section lists the presented items in chronological order or by reverse  date, date is known as Chronological resume .
2. Functional Resume : The resume which tend to highlight skill and their application relating to the job description vs. where and when you were previously employed doing the same type of job for which you are applying are known as functional resume. 
3. Combination Resume: It is a combination of chronological and Functional. It is used when you are perfect fit for the job. You want to display your skills as well as provide the information your recruiter wants to know about your previous job track.
4. Targeted Resume: The resume that is customized to specifically highlight the experience and skill you have that are relevant to the job you are applying for, is known as a targeted resume.
5. Creative/Nontraditional Resume : A nontraditional resume is a special type of your resume that may include photos, graphics, images, graphs, and other visuals, It might be on online resume, or a physical resume with infographics.It could also be a video or a resume on a social networking website.

 
Difference between the types of Resumes:







	Resume type
	Description 
	When to use 
	Key section

	Chronological
	Highlights     your career path 
	When you’re applying for jobs via an applicant  tracking system (ATS) or showing career growth
	Work       experience, education, certifications

	Functional
	Emphasizes   your skills 
	When you’re changing careers and applying directly through a recruiter or hiring manger
	Skill,   brief         work history ,education, certifications

	Combination
	Combined emphasis on career path and skills 
	When it’s important to show skills as well as career progression
	 Skill,                   work experience,
Education,
certifications






 
4.6  as distinguished from Bio-data and Curriculum Vitae and preparing a Resume for Job/Internship

JOB  APPLICATION FOR THE POST ASSISTANT OF LIBRARIAN
#312, Village: Dhanora
  Ambala cantt
Ishaan_p072@gmail.com
13 Dec 2023
The principal
K.C.G.P.W
Ambala city

SUB:- Job application for the post of assistant librarian
Respected sir,
                       I am writing to express my strong interest in the position of assistant librarian at K.C.G.P.W library as advertised. As I appear to be a perfect match for this post.
                        My educational background includes i.e. B.Lib SC, M.Lib SC, from KUK, Where developed a deep appreciation for library science & research methods. During my studies, I gained practical experience in the university library, like organizing materials & supporting library programs, library software, classification & cataloguing skills, reference service.
 I am eagerly applying for the vacancy. Thank you for considering my application please find my resume attached for your reference.     
Sincerely
Isha pangar
98172*****

RESUME
NAME :- ISHU
CONTACT NO. :- 946645*****
E MAIL ID:- Ishaan_p072@gmail.com
CAREER OBJECTIVE 
To work in library organization towards the user’s services.
ACADEMIC QUALIFICATION
10th from Haryana state board [98.5%]
12th from Haryana state board [91.8%] 
TECHNICAL QUALIFICATION
Diploma in library and information science from kalpana chawla govt. polytechnic for women, ambala city[2020-2023].
COMPUTER SKILLS
· Basic knowledge of computer.
· Basic knowledge of Microsoft office.
PERSONAL QUALIFICATION
Good communication skill, attentive.
TRAINING EXPERIENCE
6 month in library of govt. PG College ambala cantt.
HOBBIES
Reading, Travelling, writing.
PERSONAL DETAILES 
Date of birth:- 20 Aug 2002
Father’s Name:- Sh. Darshan lal
Nationality:- Indian
Material status:- Single
Language:- Hindi, English, Sanskrit
Sex:- female
Permanent address:- #312 village Dhanora ambala cantt.

DECLARATION:-
I hereby declare that above information is correct to the best of my knowledge.
  Name & signature  


Definitation  of  RESUME
 Resume is a factual as well as a persuasive summary of a person’s education, employment background, job qualification and other relevant personal details. It  is a structure, written document. All job advertisements ask for the resume of the applicant.
                     A resume is a from of advertising. The purpose of the resume is to kindle the employer’s interest and generate an interview.





CHARACTERSTICE OF RESUME 
1. Use good quality paper.
2. Use a visually appealing but easy to read fond.
3. Break up text by using headings.
4. Underline or highlight the key points.
5. Check your grammar, spelling and punctuation.
6. Use a simple and direct writing style.
7. Try to write a one-page resume.
8. Use short, crisp phrases starting with action verbs.
9. Your resume should present a realisti picture of your skills and achievements.

JOB APPLICATION LETTER:-
The job application or the employment application is the letter which is written to seek and interview.

FULL FORM OF CV:- Curriculum vitae.
Meaning of CV:- Curriculum vitae means ‘ Course of life’.

Meaning of Resume:- Resume is summary of person’s education and employment background.
Bio Data:-Biodata  is a short form of “ Biographical data ‘’ ,and an outdated term for CV and resume  for job application.



         Differences Between Biodata, CV,and Resume 
Although these three documents can used for job application, still there are differences which must be known to avoid using the wrong documents:

1. Detailedness:- 
· No page limitations for a CV, it should be written as detailed as possible.
· A resume’s information includes relevant information but not as detailed as a CV,
· A work biodata is more simplified compared to both of the above.
2. Length:- 
· A CV has no limitations to the length. It is usually made 4 to 5 pages long .
· A resume can only be 1 or 2 pages max.
· A work biodata is limited 1 page at most

3. Content:-
· CV and resume have similar contents contents where they both have the name, objectives, work experience, skills, and education.
·  Biodata is different as it has more focus on personal information.
4. Order of listing :-
· In a CV and a resume, the order of listing can be three types- reverse chronological, functional, and combinational CV formats.
· When writing a Work biodata, incorporate the information chronologically starting from your profile, personal information, work experience, skills, then education.
5. Purpose/uses:-
· A CV can be used for job and academic applications,both.
· A resume is widely used for job applications.
· A biodata is sometimes used for marriage purposrs but it can also be used as job application document.
DEFINITION OF MEMORANDUM :- It is a document used for internal communication with in an organization (college) its purpose is to convey important information, announcements, messages, updates to be specific group of people/staff with in the same organization(college).
 Memo are brief, formatted with heading, clear.

SITUATION IN WHICH MEMOS MAY BE WRITE:-
1. A memo can be written to issue instructions to the staff.
2. It can be used to communicate policy changes to the staff.
3. It should be written to give or seek suggestions.
4. It is written to request, help or to seek information.
5. A memo is written to confirm a decision done the telephone.
6. It can be used to seek explanation on some mother of conduct. A memo can be filed future reference.

 
4.5 Persuasive Presentations using multi-media aids. 

              Multimedia aids are any combination of media that can be used to communicate information, This can include text, images, audio, video, animation and interactivity, Multimedia aids are used in a variety of applications including education training , business, marketing ,and  entertainment.
· Images ( Photos, Charts, Graphs, Illustrations.) 
· Audio ( Music, Sound effects,)
· Video ( Chips, demonstration, anomations.)


Benefits of using multimedia aids :-
       
· Increased engagement: to hold the attention of learners.
· Multimedia aids can help to clarify complex concepts/Topics.
· Increase efficiency
· More memorable learning 
· Increase understanding
· Multimedia aids can be a powerful tool for presentation.

Short Questions
	
	Q1. Define Telephone Etiquettes.
	Q2.Write the meaning of employable skill.
	Q3.Define Resume.
	Q4. CV stands for ____________
	Q5. Define Biodate.
	Q6.write the example of multimedia aids .

	Long Questions

	Q7. Define Presentation?   How to deliver a good Presentation.
	Q8. Write any five advantages of good Presentation skills.
	Q9. Write the features of a good Presentation.
	Q10.Writ any four essentials of an effective Presentation.
	Q11. Write the tips to maintain 	proper telephone etiquettes.
              Q 12. Explain the tips for developing the employable skills.
             Q 13. Explain the types of Resume.
	
UNIT – V 
Government Correspondence 

5.1 General Govt. Letters
There are  two main types of documents that might be referred to as “ General  Govt. Letters” or 
“Government Orders and Letters”:
1) Notifications and policy Directives : These are official communication from a government agency that inform the public or  relevant entities about new rules, regulations, policies, or programs. They can cover a wide range of topics, such as employments regulations, tax changes, or benefit programs. These are often referred to as “Government orders”(GO) and may have a specific GO number and date for reference.
2) Internal Government Memorandums: These are communication within a government department  or agency, used to convey information’s, instructions, or decisions between different offices or personnel, They may not be  Publicly available.

5.2 Demi Official Letters
A ‘demi official letter :- It is a letter or communication that is semi –formal in nature. It is often used in government office or business contexts and falls between formal & informal communication. It is more formal than casual emails but less formal than casual emails Demi official letter used for conveying important information , requests in a respectful and some what formal  manner.   
· Less common term.
· May imply a slightly higher level of formality than “semi-official”.
· Can be used in situations where the writer wants to convey more authority or seriousness.

.
DEFINITION OF MEMO:- It is a document used for internal communication with in an organization (college) its purpose is to convey important information, announcements, messages, updates to be specific group of people/staff with in the same organization(college).
 Memo are brief, formatted with heading, clear.

SITUATION IN WHICH MEMOS MAY BE WRITE:-
1. A memo can be written to issue instructions to the staff.
2. It can be used to communicate policy changes to the staff.
3. It should be written to give or seek suggestions.
4. It is written to request, help or to seek information.
5. A memo is written to confirm a decision done the telephone.
6. It can be used to seek explanation on some mother of conduct. A memo can be filed future reference.




FORMAT OF A MEMO

	                                                 K.C.G.P.W Ambala City
                                            Inter- office Memarondum-1


Date:-…………………………
No. :- ………………………..
To :- …………………………
From:- ……………………….
Sub :- ………………………….
(1)……………………………….
……………………………………..
(2)…………………………………
………………………………………
(3)………………………………….
………………………………………
Copies to
                 ………………………….
                 …………………………..
Signature



    Advantages of a memo:- 
1. It is very brief:- A memo includes nothings but the message in its simplest and brief from. It does not contain any details of the subject.
2. It is conversant:- A memo contains the details of the addresses, the sender, the subject and the date. It also contains humbers. The message can be written or typed.
3. It can be useful for future reference:- A memo can be destroyed after reading it. Can be filed or stared on computer disc for future reference.
4. It is inexpensive:- It is written inside the organization. No expensive stationery is used for it. It can be very cheap on a computer monitor.
5. It saved time:- A memo can save time in giving a message thus avoiding unnecessary delay.
6. It is clear, concise and courteous:- A memo is clear in meaning and object. It is also very concise and courteous 

 Questions
	
Q1. Define Government Letters.
Q2. Describe Demi Official Letters.
Q3. Define Memorandum, Write any advantages of Memo.

   













