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Class:  XI 

 

 

 

Topic:  Unit-1: (Employability Skills)       

 
 

Subject: Information Technology (802) 

 

Communication is the ‘sharing’ of information between two or more individuals or within the group 
to reach a common understanding. The word ‘communication’ comes from the Latin word 
commūnicāre, meaning ‘to share’.  
 

 

 

 
 

 

 

 

Importance of Communication:  

Your ability to communicate clearly and share thoughts, feelings and ideas will help you in all your relations 

with other people.  

Communication skills are needed to: 

Inform – for example, communicating the time of a meeting.  

Influence – for example, negotiating with a shopkeeper to reduce the price.  

Express feelings – for example, to say or show that you are excited about your success or about a given task.  

 

 

Factor   
How the factor can become a barrier Language    

Visual Perception: Judging people or situations by how they look. For example, a man wearing torn clothes 

is poor. 

   

Past Experience : Letting our earlier experience stop us from understanding or communicating clearly. For 

example, “This shopkeeper cheated me last time. Let me be careful.”   

Prejudice : Fixed ideas, such as thinking “No one in my class listens to me” may stop a student from 
communicating openly in the class.  

  

Feelings : Our feelings and emotions, such as lack of interest or not trusting the other person affect 

communication. For example, “I am sad. Let me not talk.”  
  

Environment : Noise or disturbance in the surroundings may make communication difficult. For example, 

speaking while walking on road.  

  

Personal factors : Your own feelings, habits and ways of thinking (for example, fear, low confidence) may 

make communication difficult.  

  

Culture : Signs which have a different meaning in different cultures, such as showing a thumb may mean 

‘good job’ for some people but may be insulting to others  
 

Effective Communication 
Effective communication can happen if we follow the basic principles of professional communication skills. 

These can be abbreviated as 7 Cs, i.e., clear, concise, concrete, correct, coherent, complete and courteous. 

 

Verbal communication is the sharing of information using words.  

Type of Verbal Communication        
Oral or Spoken Communication: Communication which involves talking Face-to-face conversation:  

When you can see the listener.  

For example, group discussion, talking to family members at home, public speeches, etc.   



 

 

Written Communication: Communication which involves written or typed words. Writing on paper: 

letters, notes, etc.  

 

Advantages of Verbal Communication 
It is easy and quick. You can say what you want and get a quick response. It is an easier form of 

communication when you have to exchange ideas.  

 

Disadvantages of Verbal Communication  
Since verbal communication depends on words, sometimes the meanings become confusing and difficult to 

understand if the right words are not used.  

Public Speaking  

Speaking in front of a large group makes most people nervous.  

 

3Ps of Public Speaking:  
Prepare: Think about your topic Think about what your listeners need to know about the topic Think about 

the best way to make your listeners understand your topic Write what you plan to say.  

Practice: Practice by yourself first. Talk in front of a mirror Talk in front of your family and friends and ask 

them what they think Speak clearly, loudly and at the right speed (not very fast nor very slow). 

Perform: Take a few deep breaths if you are feeling nervous Think about what you have prepared and start 

speaking confidently.   

 

Non-verbal communication is the message we send to others without using any words  

 

Types of Non-verbal Communication 
Facial Expression:  Our expressions show our feelings: Happiness, sadness, anger, surprise, fear, etc.  

Smile when you meet someone, Keep your face relaxed, Match your expressions with what you are saying  

Posture: Postures are positions of the body. They show our confidence and feelings.  

Keep upper body relaxed and, shoulders straight, Sit straight, rest hands and feet in relaxed position, Keep 

hands by your sides while standing. 

Gestures or Body Language:  Gestures describe movements of parts of the body, especially hands or head, 

to express an idea or meaning. This includes waving, pointing and using our hands when speaking.  

Avoid pointing at people with your finger, Bend your head a little while talking or listening to show that you 

are paying attention  

 

Touch: We communicate a great deal through our touch, such as shaking hands and patting on the back.   

Shake hands firmly, Avoid other touch gestures during formal communication  

Space: Space is the physical distance maintained between two people. It is important to maintain a proper 

distance when speaking with someone.   

Maintain proper space depending on the relationship, which could be formal or informal as the closeness 

with the person with whom you are talking.  

Eye Contact: The way we look at someone can communicate things, such as interest or anger. Eye contact is 

when two people are looking directly into one another’s eyes. It shows that we are paying attention to the 
person. Looking away can make the other person feel ignored.  

Look at the person who is speaking, Keep a relaxed, pleasant look, Break the look every few seconds  

Paralanguage: Paralanguage means how we speak. The tone of our voice, speed and volume can make a 

difference in the meaning we want to show. Speaking too fast may show happiness, excitement or 

nervousness. Speaking too slow may show seriousness or sadness.  

Use a proper tone and volume while speaking, Maintain a moderate rate(speed) of talking 

 

Visual Communication  
Another important method of communication is visual communication, which involves sending and 

understanding messages only through images or pictures. 

Visual Communication: Exchanging Information through Images 

 
Pronunciation is the way you say a word or a language is spoken.  

To communicate well when you speak, you need to know how to pronounce words correctly. 



 

 

Speaking properly  
A common mistake that people make is when they are not able to pronounce words. Therefore, it is 

important to clearly and correctly pronounce the words.  

Phonetics  
Phonetics is the study of the sounds that we make when we speak. How do we pronounce words? We use 

sounds to speak. Every word is made up of one or more sounds.  

Types of Sounds  
All English words are made of three basic types of sounds 

 

Vowels:  
The English alphabet has 5 vowels (a, e, i, o and u) but 12 vowel sounds. This means most vowels can be 

pronounced in different ways. We make a vowel sound when we read a vowel in a word.   

Diphthongs (combination sound of two vowels)   
We make a diphthong sound when we combine two vowels. Diphthongs start as one vowel sound and go to 

another.  

The sound ou in the word ‘house’ is a diphthong or a combination.   

 

Consonants :  
A consonant sound is any sound that is neither a vowel nor a diphthong sound. 

 

Assertive Communication: Is a healthier communication style. It involves  expressing your views without 

disrespecting others or yourself,  respecting others, communicating your opinion and wishes clearly, being 

open to other’s points of view, and finding a balance between your needs and other’s needs.  
 

Practicing Assertive Communication: Seven actions become more assertive in your communication.  

 

Be confident: When someone walks into a room smartly and with confidence, he or she gets the attention of 

others easily.  

  

Speak slowly and clearly: Talking too fast will not give people the time to listen and understand you. If 

someone is accusing you wrongly or shouting and behaving aggressively, stay calm and reply slowly and 

firmly. 

 
Dress correctly: People make judgments based on how we look. Dress neatly, smartly and correctly 

according to the place and occasion  

  

Be honest: Being honest builds trust and results in open communication  

  

Don’t be aggressive: Getting angry, shouting, using bad language and pushing is not assertive 

communication 

 

Speak up: Express your thoughts, ideas and opinions without worrying about other people’s reactions  
   

Learn to say ‘NO’  
If you do not feel right doing something, then do not do it. It is okay to refuse. 

 

One of the important ways of being assertive is learning to say ‘no’ without upsetting others.  
 

How to Say ‘No’? 
Remember the vowels AEIOU? You can follow the steps for saying ‘No’ politely by using the AEIOU 
model. 

A - Ask questions  

Ask questions to find how important a task is before saying no. 

 

E- Engage by using polite statements  

If you are sure that you need to say ‘no’ to the request, you must refuse politely  



 

  

I- Include a reason for saying no. Two points to remember when you are refusing someone’s request:  
Give an explanation of your feelings. Give an explanation of your reasons   

    

O- Offer other options  

You may — Suggest a different time, Suggest a different place, Direct them to someone else who can help 

immediately  

  

U- Thank the person  

Thank the people for understanding your situation 

 

Connecting Words (Conjunctions):  are used to connect two sentences.  

AND  ‘And’ is used to connect two words or sentences of equal importance   

‘No, my brother won’t be able to come. No, I won’t be able to come’ can be written as ‘No, my brother and I 
won’t be able to come.’  
  

BUT  ‘But’ is used to join two sentences that suggest different ideas   

‘I would love to come to your party. I can’t come because of other plans’ can be written as ‘I would love to 
come to your party, but I can’t come because of other plans.’   

OR  ‘Or’ is used when we need to show a choice between two words or sentences   

‘No, you can go with Dia. No, you can go with Ali.’ can be written as ‘No, you can go with Dia or Ali.’  
  

SO/ AS/ BECAUSE  ‘So’, ‘As’, and ‘Because’ are used to join two sentences, when one sentence acts as 
a reason for the second sentence   

‘I have a meeting. I can’t come.’ can be written as ‘I have a meeting, so I can’t come.’   

 

A sentence is a  group of words that communicate a complete thought (for example, Raju goes to school).  

 

Punctuation  
Punctuation is a set of marks, such as the full stop, comma, Question Mark, Exclamation, Mark, Apostrophe 

which help us separate parts of a sentence and explain its meaning.  

 

Basic Parts of Speech  
Noun : Nouns are words that refer to a person, place, thing or idea. These are ‘naming words’. 
Pronoun : A pronoun is a word used in place of a noun   

Adjectives : Adjectives are words that describe other words   

Verbs : Verbs are words that show action   

Adverbs : Adverbs are words that add meaning to verbs, adjectives, or other adverbs. They answer the  

                  questions — How? How often? When? and Where? 

 

Types of Objects: 
The object in a sentence can be either direct or indirect. Direct objects are the ones directly ‘acted on’ by the 
action word (verb). A direct object answers the question ‘what?’ . An indirect object answers questions, 

such as ‘to whom’ and ‘for whom’. 
 

Types of Sentences  
 

  

 

 

 

 

 

 

Statement or Declarative Sentence:  

It provides information or states a fact. It always ends with a ‘full-stop’ (‘.’).   



 

I go to school.   

Question or Interrogative Sentence:  

This type of sentence asks a question. It always ends with a question mark (‘?’).   

Did you go to school?   

Emotion/Reaction or Exclamatory Sentence:  
Expresses a strong emotion, such as joy, sadness, fear or wonder. It always ends with an exclamation 

mark (‘!’). Oh, it’s so cold!   

Order or  

Imperative Sentence   

These sentences show an order, command, request, or advice. It can end with a full stop or an 

exclamation mark (‘.’ or ‘!’). Complete your project.   

 

Paragraph: A group of sentences forms a paragraph. While writing a paragraph, make sure the 

sentences  have a common idea. When you want to write about a different idea, make a new paragraph. 

   

There are two methods of greetings  

Formal greetings are used if you do not know the person. It is used to greet a senior, elderly people or 

people with whom we have formal relations like teachers or customers.  

Informal greetings are used when you talk to friends, family or know the person very well.  

 

A question is a sentence, phrase, or word that either asks for information or is used to test someone’s 
knowledge.  

What are the Two Main Types of Questions?  
There are two basic types of questions: close-ended questions and open-ended questions. 

Questions that can be answered with a ‘yes’ or a ‘no’ are called close-ended questions. That is because 

the answer options are limited or closed. For example, when we ask: ‘Are you hungry?’, the answer 
could be either ‘Yes’ or ‘No’.  
Sometimes, when we ask a question, we expect an answer with more details. For example when we ask: 

“What would you like to eat?”, the answer could be: “I would like to eat an apple.” These are called 
open-ended questions because their answer options are not limited or closed.   

 

A habit is a practice that we follow, especially one that is very hard to stop or give up. For example, 

getting up at a particular time is a habit.  

 

A routine is a regular, ordered way of doing activities at a fixed time. 

 

Asking for Directions 

 

 

 

 

 
 

 

 

Note: ‘Content developed/prepared absolutely from home. 


