F.Y.B.SC. SEM II

PROFFESSIONAL SKILL DEVELOPMENT

ASSIGNMENT 1

1. Explain upward and downward internal communication.

2. What are the benefits of effective communication in one’s career?

-----------------------------------------------------------------------------------------------
ASSIGNMENT 2

1. Explain in brief the seven C’s of effective communication with one example.

-----------------------------------------------------------------------------------------------
ASSIGNMENT 3

1. What are memorandums?

2. Write a memo to be given to an accounts clerk in your office for coming late to the office and remaining absent without prior intimation.

----------------------------------------------------------------------------------------------
ASSIGNMENT 4

1. Explain briefly the different steps of effective oral presentations.

2. Explain briefly ‘extemporaneous’, ‘reading’, ‘impromptu’ as different  

     ways of delivering the oral message.

3. Explain ‘posture’ and ‘facial expression’ as strategies for an effective 

    Non - verbal delivery.

4. What are the strategies for improving listening skills?

-----------------------------------------------------------------------------------------------
ASSIGMENT 5

1. Explain the different formative stages of a group.

2. Describe any one method of solving problems in the meeting.

3. Explain any two steps for beginning problem-solving meeting.

-----------------------------------------------------------------------------------------------

ASSIGNMENT 6

1. Describe ‘process’ and ‘policy’ as purpose of informative and persuasive speaking.

2. Explain briefly any two types of persuasive speaking.

-----------------------------------------------------------------------------------------------

ASSINGMENT 7

1. What is dyadic communication? What is the functional relationship?

2. What procedures should the interviewer follow during the interview?

-----------------------------------------------------------------------------------------------
ASSIGNMENT 8

1. What will be the consequences of adopting one of the tentative solutions?

2. Will any of the solutions introduce new dangers or new problems?

-----------------------------------------------------------------------------------------------
ASSIGNMENT 9

1. Explain how the interviewee will prepare for negotiating the job offer.

2. Discuss the different issues involved in the negotiating the job offer.

-----------------------------------------------------------------------------------------------
 ASSIGNMENT 10

1. What are short reports?

2. Explain briefly the different steps of presentation of long reports.

-----------------------------------------------------------------------------------------------

