

Student Name: Asha Rani 
Student ID: DE240018

ASSIGNMENT:BUSINESS COMMUNICATION



1. Read the following passage carefully and answer the questions given below it.
i) What is the role of great leaders in a company? (2 marks)
Answer:
Great leaders in a company play a vital role in ensuring the success of teams and overall organizational goals. They not only communicate effectively but also foster collaboration and harmony among employees. Through their communication skills, they guide, motivate, and help the team stay focused on achieving productivity and company objectives.
ii) What does the writer mean by “they are also adept at reading nonverbal cues”? (2 marks)
Answer:
This means that effective leaders are not only good at speaking but also skilled at understanding body language, facial expressions, and other nonverbal signs. These cues help leaders to better interpret the emotions and reactions of others, which is essential for strong interpersonal communication.
iii) How do managers communicate with their clients and customers in today’s world? (2 marks)
Answer:
Today’s managers use modern tools like social media networks, emails, WhatsApp messages, blogs, podcasts, and online collaborative tools such as Skype and Google Docs to communicate. These platforms help them to stay connected in real-time with clients and customers globally, share ideas, and promote their services or products effectively.
iv) Discuss what managers should not do while communicating and why. (2 marks)
Answer:
Managers should avoid delayed feedback, rude or stiff communication, and impersonal tone. Using fewer personal pronouns and not showing empathy can make the message sound offensive. These behaviors damage trust and morale. Instead, using a polite, personal, and prompt communication style encourages stronger relationships within the team.
v) Give an appropriate title to the passage and give reasons for your choice. (2 marks)
Answer:
Title: “Effective Communication: The Key to Modern Leadership”
Reason: This title suits the passage because it focuses on how communication is essential for leadership and management. The passage explains various methods, strategies, and tools leaders use today to be more effective in their roles.
b) Pick out words from the passage which mean the same as the following: (6 marks)
i) Crucial – Critical
ii) Skilful – Adept
iii) Pleasant behaviour which brings about goodwill – Amicability
iv) To a great extent – Exponentially
v) Local context – Indigenous surroundings
vi) Informal – Colloquial

c) What have you learnt from the above passage about communication at the workplace? Give your personal views. (4 marks)
Answer:
From this passage, I’ve learned that communication is not just about speaking—it’s about listening, understanding, and expressing ideas clearly. At the workplace, good communication builds trust, improves teamwork, and increases productivity. Personally, I believe that using polite, honest, and personal communication can help strengthen bonds between colleagues and make the work environment more supportive and friendly.

2. Write short notes on any two of the following. Give examples: (20 marks)
i) Importance of Small Talk in Business
Answer:
Small talk may seem trivial, but it plays a big role in business relationships. It breaks the ice, builds trust, and helps create a friendly atmosphere before formal discussions. For example, talking about the weather or recent news can ease tension in meetings and create rapport with clients. In many cultures, small talk is a vital part of relationship building before any business decision is made.
ii) Job Profile of My Father
Answer:
My father works as a Senior Project Engineer in a construction company. His main responsibilities include planning, supervising construction activities, ensuring safety standards are followed, and managing deadlines. He also collaborates with architects and laborers to ensure smooth operations. Over the years, he has led several major infrastructure projects in urban and rural areas, contributing significantly to community development.
3a. Complete the company profile with correct tenses: (10 marks)
William Colgate founded the Colgate Company in 1806 as a starch, soap, and candle business in New York City. For the first one hundred years, the company did all its business in the United States. However, in the early 1900s, the company began an aggressive expansion programme that led to the establishment of Colgate operations in countries throughout Europe, Latin America, and the Far East. Recently it has set up operations in Turkey, Pakistan, Saudi Arabia, Eastern Europe, and China. Colgate-Palmolive has become a truly global consumer products company, worth $6.6 billion and selling in more than 160 countries.
In the area of Oral Care, Colgate-Palmolive is the world leader in toothpaste. Since 1980, the company has increased its share of this market by more than 12% to over 40% today. Oral care revenues have grown significantly in recent years, and in 1991, they exceeded $1.3 billion. As a result of the company’s heavy investment in research and technology, it has developed many successful toothpastes, rinses, and toothbrushes.

3b. Write questions for the answers given below: (5 marks)
i) When did you join the company?
I joined the company six years ago.
ii) What was your position in the company?
I was an office assistant.
iii) Which department did you work in?
I worked in After-sales.
iv) How long did you work in that department?
I worked in that department for 18 months.
v) Where was your office located?
It was just 6 kms from my home.

3c. Complete the sentences with correct comparative or superlative form: (5 marks)
i) IBM is one of the biggest computer companies in America.
ii) A notebook computer is more expensive than a desktop one.
iii) I think a desktop computer is better than a notebook.
iv) In my opinion, telephone is the most important piece of office equipment.
v) The fastest way to contact a client is by phone.

4. Email: Informing Friend about New City and Job Transfer (20 marks)
Subject: Exciting News – I’ve Moved to a New City! 
Hi,
I hope you’re doing great! I just wanted to share that I’ve recently moved to Bangalore for a new job posting. It’s a vibrant and lively city with amazing weather, green parks, and an energetic IT crowd.
Compared to my previous city, Bangalore is much more fast-paced and tech-driven. The food is amazing, and public transport is fairly convenient. I miss our chai sessions, but the vibe here is something fresh and exciting.
I would love for you and your family to come visit me soon! We can explore the city together—maybe go café hopping or visit nearby hill stations. You’ll really enjoy the cultural mix and youthful energy here.
As for work, I’ve joined a multinational company as a Business Analyst, and my role involves working with data, handling presentations, and collaborating with different departments. It’s a big step up from my last position, and I’m learning a lot every day.
Take care and let’s catch up soon!
Warm wishes,
Asha.

5. Dialogue Between Two Friends About Career Choices
Riya: Hey Aanya! Have you thought about what you want to do after graduation?
Aanya: Hi! Yes, I’ve been thinking a lot. I’m leaning toward becoming a graphic designer. I love being creative.
Riya: That sounds so fun! I can totally see you doing that. I’m thinking about going into marketing—maybe digital marketing.
Aanya: Nice choice! Marketing is such a dynamic field. Are you planning to specialize in anything?
Riya: Probably social media or content strategy. What about you? Will you freelance or work for a company?
Aanya: I might start with a design agency to learn the ropes, and later start my own studio.
Riya: That’s ambitious! Do you think your college prepared you well for it?
Aanya: Yes, especially the design workshops and internships. How about your course?
Riya: The marketing simulations and presentations really helped me build confidence.
Aanya: That’s great! Do you plan to work in India or abroad?
Riya: Abroad, hopefully! Maybe in Germany or Canada.
Aanya: Awesome! I’m still exploring where I’d like to be.
Riya: Whatever it is, I know we’ll both do great. Let’s support each other’s journey.
Aanya: Of course! Here’s to a bright future and dream careers!

