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Communication Assignment
1a. Answer the following questions:
i) What is the role of great leaders in a company?
Great leaders promote harmony and teamwork, help achieve organizational goals, write constructive messages, gather and share information, make informed decisions, use technology for communication, and appreciate their employees’ contributions.
ii) What does the writer mean by “--- they are also adept at reading nonverbal cues.”
This means that effective leaders are skilled at understanding body language, facial expressions, and other non-verbal signals, which helps them better understand others’ emotions and responses.
iii) How do managers communicate with their clients and customers in today’s world?
Managers use emails, social media, collaborative tools like Skype and Google Docs, WhatsApp messages, business blogs, podcasts, and online platforms to communicate and collaborate in real-time with clients and customers.
iv) Discuss what managers should not do while communicating and why.
Managers should avoid delayed feedback, rude or impersonal language, and using fewer personal pronouns. These practices can make communication seem discourteous and reduce employee motivation and engagement.
v) Give an appropriate title to the passage and give reasons for your choice.
Title: “The Importance of Effective Workplace Communication”
Reason: The passage focuses on how communication impacts leadership, teamwork, employee motivation, and modern tools for professional interaction.
1b. Vocabulary: Pick out words with similar meanings:
i) crucial  – critical
ii) skillful – adept
iii) pleasant behaviour which brings about good-will – amicability
iv) to a great extent  – exponentially
v) local context  – indigenous surroundings
vi) informal  – colloquial
1c. Personal View on Communication at the Workplace:
I’ve learned that communication is not just about passing information, but about building relationships, motivating others, and achieving common goals. Good leaders listen well, give timely feedback, and use the right tone and words. In my opinion, clear, positive, and honest communication can boost employee morale and productivity. Technology plays a key role, but human touch—like appreciation and empathy—makes all the difference.
2. Short Notes (Any Two):
i) Importance of Small Talk in Business
Small talk helps build rapport, ease tension, and establish trust in professional settings. It’s often the foundation for deeper business relationships. Talking about neutral topics like weather or weekend plans can lead to more effective collaboration later. For example, during meetings or business lunches, small talk can break the ice and create a friendly atmosphere.
ii) Job Profile of My Father
My father is a senior civil engineer. His responsibilities include supervising construction projects, ensuring safety standards, managing project budgets, and coordinating with architects and contractors. He also handles client meetings and prepares reports. His job requires both technical expertise and leadership skills.
3a. Company Profile: Use Present Perfect or Past Simple (10 marks)
[bookmark: _GoBack]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.
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 toothpaste, rinses and toothbrushes.

3b. Make Questions (5 marks)
i) When did you join the company?
– I joined the company six years ago.
ii) What was your position when you joined?
– 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. Comparative/Superlative Adjectives (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 Job Transfer (20 marks)
Subject: I have moved to a new city!
Dear Deepak ,
I hope you are doing well. I wanted to tell you that I have moved to a new city because of my job transfer. I now live in Berlin. It is a very nice city with clean streets, good public transport, and many interesting places to visit.
Life here is different from my old city. It is more modern and international. The weather is cooler, and there are many museums, parks, and cafes. I am enjoying the new environment.
I would be very happy if you and your family come to visit me. We can go out and explore the city together. There are many famous places like the Brandenburg Gate and Berlin Wall Memorial.
My new job is also exciting. I now work as a Hotel Manager. I manage the staff, help guests, and make sure everything in the hotel runs smoothly. It is a little difficult, but I am learning a lot and enjoying my work.
Please write back soon. I miss you and hope to see you here one day!
Best wishes,
Ajay Kumar


5. Dialogue: Friends Discussing Career Plans (20 marks)
Amit: Hey Rohan, what are you planning to do after graduation?
Rohan: I’ve been thinking of going into software development. What about you?
Amit: That’s great! I’m considering something in digital marketing.
Rohan: Interesting! Why marketing?
Amit: I enjoy creating content and understanding consumer behavior.
Rohan: Makes sense. I’ve always loved coding and building apps.
Amit: Are you planning to do a master’s degree?
Rohan: Maybe after gaining some work experience. You?
Amit: Same here. I want to explore real-world work first.
Rohan: Do you have any companies in mind?
Amit: I’m looking at startups and mid-sized firms initially.
Rohan: I’m aiming for companies like Infosys or TCS.
Amit: Good choice! They offer excellent training.
Rohan: Exactly. What about your dream job?
Amit: Working as a brand strategist at a global firm.
Rohan: That’s ambitious! I want to create my own tech startup one day.
Amit: Wow, that’s exciting! I’ll help you with marketing.
Rohan: Perfect team! Let’s start planning early.
Amit: Definitely. We should work on our skills too.
Rohan: Agreed. Let’s attend a few workshops together.
Amit: Done! Let’s aim high and support each other.
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