
CLASS – 10 INFORMATION TECHNOLOGY (CODE-402) 

PART – A 

CHAPTER 1 – COMMUNICATION SKILLS 

Answer the following questions : 

1. Define Verbal Communication? 

When people typically define verbal communication, they tend to refer to spoken language. 

However, verbal communication refers to any exchange that uses words to communicate 

information. In this way, writing is also a form of verbal communication. Both writing and 

speaking rely on the speaker, and the listener has the same understanding of what words and 

sounds mean. 

Verbal communication requires that the speaker and the listener both speak the same language. 

However, even within the same language, there are opportunities for errors. Slang or dialect that 

ascribes different meanings to words can be confusing. Additionally, not sharing a vocabulary 

can make it difficult for people to understand one another through verbal communication. 

Since communication is the act of passing information between individuals, the act of 

transmitting the information and the act of receiving it are of equal importance. Verbal 

communication delivered in speech is also accompanied by nonverbal communication. Written 

verbal communication has nonverbal cues on which to rely, so clarity is even more important in 

this case. Tone and intention must be clear in the words. 

2. Give two examples of non-verbal communication? 

 Avoid slouching. Sit with your back straight up against the chair or lean 
slightly forward to convey engagement.  

 Steer clear of smiles or laughter when messages are serious. 
 Display some animation with your hands and facial expressions to project 

a dynamic presence. (But avoid talking with your hands excessively, which 
can appear unprofessional and unpolished.)  

 Don’t bring your phone, a drink, or anything else that could distract you 
during an interview or meeting. 

 Eliminate fidgeting and shaking of limbs. 
 Establish frequent but not continuous or piercing eye contact with 

interviewers. 
 Focus on the conversation. 
 In a group interview, shift eye contact to the various speakers. 
 Introduce yourself with a smile and a firm handshake. Be sure that your 

palms are dry. 
 Keep your hands away from your face and hair. 
 Listen carefully, and do not interrupt. 



 Maintain open arms—folded arms can convey defensiveness. 
 Modulate your vocal tone to express excitement and punctuate key points. 
 Nod to demonstrate understanding. 
 Observe the reaction of others to your statements. 
 Read the nonverbal signals of others. Provide clarification if they look 

confused, and wrap up if they have heard enough. 
 Refrain from forced laughter in response to humor. 
 Avoid looking at the clock, your phone, or displaying any other signs of 

disinterest. 
 Respect the amount of personal space preferred by your communication 

partners. 
 Rotate eye contact with various speakers in group interviewing or 

networking situations. 
 Shake hands firmly without excessive force. 
 Show that you’re interested in what the interviewer is telling you. 
 Smile to indicate that you are amused or pleased with the conversation. 
 Stay calm even when you’re nervous. 
 Steer clear of monotone delivery. 
 Wait until the person is done talking to respond. 

3. What are the disadvantages of visual communication? 

 



4. What are the components of communication cycle? 

 

 

5. What do you understand by descriptive feedback? 

 

6. What do you mean by communication barriers?  

 



7. Explain Environment based barrier with example? 

 

8. What do you mean by 7Cs of effective communication? 

 



 

 

9. How do you keep your message concise? 

 

10. What are the eight parts of speech? 

 



 

11. Explain parts of sentences? 

 


