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BLI1-225 Communication Skills
TMA-1
Assignment No. |

Coverage: Course Code: BLI-225
Course: (Communication Skills) Assignment Code: AST-1/TMA-1/2014-15
Unit: 1-17 Total Marks: 70

All guestions are compulsory.

1

Read the following passage carefully and answer the following questions.

A simple definition of ‘ethic’ would be a set of moral principles. The word derives from
the Greek concept of ‘ethos’, which means ‘the characteristic spirit or attitudes of a
community, people or system’. Work ethics would thus mean morality at work.

Work ethics is a universal norm which makes us feel personally accountable and
responsible for the work that we do. Basically, work ethics is usually associated with
people who work hard and do a good job.

We can summarize the characteristics of work ethics under three major heads -
interpersonal skills, initiative, and being dependable.

Interpersonal skills include our habits, attitudes, manners, appearance, and behaviour we
use around other people. This affects how we get along with other people. Our
interpersonal skills begin to develop early in our lives. Our family, friends and our
observation of our immediate world influence our attitudes and interpersonal skills.
Television and movies also have a role to play in shaping our interpersonal skills. Some
of the interpersonal skills are also inherited as our appearance and our personalities are
largely influenced by our genes.

In order to improve our interpersonal skills we need to know how people look at us. We
may have habits or actions that we are unaware of and which may affect our
interpersonal skills. Once we become aware of them, we can make a conscious effort to
change and this would positively influence our relationship with people.

As adults we have the responsibility of improving our own interpersonal skills because
these greatly influence our opportunities and success. This is because people make
judgments about one another based on their relationships and interpersonal skills.

Initiative is a very important characteristic in modern times. Direct supervision is often

not a feature of the modern workplace. Without initiative, we may delay things and miss
opportunities which can cause problems for us. And if our performance is poor, we may
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lose our job and may not get another chance to prove our worth. This is most important
for those who work out of a home office or have a small business. If they do not
exercise initiative, there is no one to check it. This will lead to losses or reduced success.

Drive and effort are both components of initiative. Even if we are gifted, unless we work
harder, longer and more efficiently than others we will never be the best. The amount of
drive and effort we put forth in any of our professional or even leisure activities like
sports would make the difference between average performance and high performance.
In order to excel we need to have the right attitude, skill and the initiative to perform
better than the others or better than before.

Being dependable is a highly valued quality in the modern workplace. This concept
includes honesty, reliability, and being on time. People who are not dependable can
cause extra expenditure, emergencies and wastage of time and resources. Sometimes
lack of dependability can have serious consequences like losses of different kinds, even
loss of life.

When asked to list the most important skills and characteristics they look for while
hiring new employees, many employers have listed good communication skills, positive
attitude, and the ability to be dependable, punctual, and responsible. In addition to these
characteristics we also need some personal characteristics which include dressing
properly, being polite, and displaying self-confidence.

How would you describe ‘work ethics’? 2

Which kind of worker would you say has good work ethics? 2
Which are the three major characteristics of work ethics? 3
How can we improve our interpersonal skills? 2

Give a title to the passage. 1

Given below are some good work habits of some people. Match them with the words in
the box. 5

hard work and effort punctuality and regularity
good organizational skills suitable appearance good interpersonal skills
Initiative dependable

Zajano gets on well with the others in her office.

You can give Tamanna any work and can rest assure that it will be done.

Yanpo always comes on time. She is never missing from office.

Lata is excellent at pulling elements together in an orderly functional and structural
manner.

We all like the way Tasneem carries herself and interacts with the people. She surely
makes an impression.
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Imagine you are the head of the Information Centre. A new recruit has joined your centre.

Introduce the person to the others and welcome the new recruit. Your speech should help the

new person feed comfortable and reassured in the new workplace. Here are some hints: 10

e Greetings and expressing why you are gathered there.

e New recruit’s name and previous experience/qualification.

e A few words in appreciation of the new recruit saying how valuable s/he will be to the
centre.

e Putting the recruit under someone’s charge and explaining briefly his/her job
responsibilities.

e Offering to be available and ready to help in case of need.

Write a letter introducing the new knowledge centre opened in the city. 10
e  The services it will offer.

. The infrastructure it will provide.

. The training programmes on e-services.

Write a paragraph in about 250 words on any one of the following: 10

i Your dream job

il Is this an age of excessive technology? Do you agree or disagree? Give reasons for
your point of view.

iii Someone you know who holds a very important job

iv. Anideal library

You are Divya/Vishwas. You have just completed your Bachelor’s Degree in Library and
Information Science. You have seen an advertisement for the post of Professional
Assistant in a library. Include your CV and application letter. Write details of the
specialized training programmes that you have participated in. 10

Fill in the blanks using the correct form of the verb given in brackets: 10

In modern times Abraham Lincoln ....................... (stand, stands) as the model of a
compassionate statesman. He ....................... (showed, shown) this quality not only in
striving for the emancipation of the American Blacks but in the dignity with which
he..ooooviiiii, (conducts, conducted) the American civil war. Lincoln

....................... ((did not, does not) fancy himself as a liberator. He
....................... (has thought, thought) it would be better for all if emancipation was a
gradual process ..............oeiinn (spread, has spread) over many years. He
....................... (proposed, was proposing) compensation for slave owners in US
bands/grants for the rehabilitations of blacks. But fate ....................... (was, is) to
deem otherwise. The haste with which the South....................... (wants, wanted) to

16



break away from the Union with the North, ....................... (compel, compelled) him
to move faster than he did.

8  Write short notes on any one of the following. 5
i Writing a portfolio
11Writing a proposal
iii  Conducting a meaningful survey
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Title 1

INTRODUCTION TO NUCLEAR SCIENCE

Jeff C. Bryan

Second edition

Boca Raton, FL.
Taylor & Francis Group
2013

OTHER INFORMATION

CALL NO. 539.7 BRY
ACC. NO. 345252

PAGES xviii, 402 pages
SIZE 25 cm
ISBN 9781439898925
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Title 2
TEACHING OF SOCIAL SCIENCE MATERIAL IN THE ELEMENTARY SCHOOL

Robert S. Fox
Ronald Lippitt
John E. Lohman
Marie Basalone

Ann Arbor
University of Michigan
1964

OTHER INFORMATION
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First Author J. Bower-Brown

Second Author | B. Gunter

Third Author | C. Carman

Periodical Aslib Proceedings
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Type of Publication |Print
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