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0% detected as AI
The percentage indicates the combined amount of likely AI-generated text as 
well as likely AI-generated text that was also likely AI-paraphrased.

Caution: Review required.

It is essential to understand the limitations of AI detection before making decisions 
about a student’s work. We encourage you to learn more about Turnitin’s AI detection 
capabilities before using the tool.

Detection Groups

0 AI-generated only 0%
Likely AI-generated text from a large-language model.

0 AI-generated text that was AI-paraphrased 0%
Likely AI-generated text that was likely revised using an AI-paraphrase tool 
or word spinner.

Disclaimer
Our AI writing assessment is designed to help educators identify text that might be prepared by a generative AI tool. Our AI writing assessment may not always be accurate (i.e., our AI models 
may produce either false positive results or false negative results), so it should not be used as the sole basis for adverse actions against a student. It takes further scrutiny and human 
judgment in conjunction with an organization's application of its specific academic policies to determine whether any academic misconduct has occurred.

Frequently Asked Questions

How should I interpret Turnitin's AI writing percentage and false positives?
The percentage shown in the AI writing report is the amount of qualifying text within the submission that Turnitin’s AI writing 
detection model determines was either likely AI-generated text from a large-language model or likely AI-generated text that was 
likely revised using an AI paraphrase tool or word spinner.
 
False positives (incorrectly flagging human-written text as AI-generated) are a possibility in AI models.
 
AI detection scores under 20%, which we do not surface in new reports, have a higher likelihood of false positives. To reduce the 
likelihood of misinterpretation, no score or highlights are attributed and are indicated with an asterisk in the report (*%).
 
The AI writing percentage should not be the sole basis to determine whether misconduct has occurred. The reviewer/instructor 
should use the percentage as a means to start a formative conversation with their student and/or use it to examine the submitted 
assignment in accordance with their school's policies.

What does 'qualifying text' mean?
Our model only processes qualifying text in the form of long-form writing. Long-form writing means individual sentences contained in paragraphs that make up a 
longer piece of written work, such as an essay, a dissertation, or an article, etc. Qualifying text that has been determined to be likely AI-generated will be 
highlighted in cyan in the submission, and likely AI-generated and then likely AI-paraphrased will be highlighted purple.
 
Non-qualifying text, such as bullet points, annotated bibliographies, etc., will not be processed and can create disparity between the submission highlights and the 
percentage shown.
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Unit 1: CommunicaƟon: Your ‘Key to Success’! 

 

Learning ObjecƟves 

1. Understand the principles, types, and barriers of effecƟve communicaƟon in personal 
and professional contexts. 

2. DifferenƟate between verbal, non-verbal, and visual modes of communicaƟon, 
including their impact. 

3. Apply the 7 C’s of communicaƟon to enhance clarity and effecƟveness in message 
delivery. 

4. Develop speaking skills including pronunciaƟon, tone modulaƟon, storytelling, and 
public speaking. 

5. Improve listening and reading strategies for beƩer comprehension and criƟcal analysis. 

6. Master business wriƟng formats such as emails, leƩers, resumes, and cover leƩers. 

7. Build a professional digital presence through LinkedIn, social media branding, and 
virtual communicaƟon. 

 

Content 

1.1 DefiniƟon, Principles & PracƟces of CommunicaƟon 

1.2 Types of CommunicaƟon 

1.3 Barriers to CommunicaƟon 

1.4 Verbal and Non-verbal CommunicaƟon 

1.5 The 7 C’s of CommunicaƟon 

1.6 Summary 

1.7 Key Terms 

1.8 DescripƟve QuesƟons 

1.9 References 

1.10 Case Study 
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1.0 Introductory Caselet 

"The NexoraTech MiscommunicaƟon" 

NexoraTech was a fast-scaling IT startup and they were about to launch their very first 
internaƟonal project with a client located in Germany. The team in India laboured to freeze 
deliverables, an exhausƟve update on the account was mailed across. But the client reacted 
with bewilderment and worried that things were taking too long, and the Ɵmetable wasn’t 
clear. 

AŌer examining the situaƟon, NexoraTech's leadership found that it was full of buzzwords 
and jargons; It was not structured properly and didn't tell at all who did what when. Worse, 
the difference in Ɵme zones had not been taken into account for during follow-ups. The 
German company felt the communicaƟon had been a bit sƟff, while NexoraTech was too 
informal in general. 

In response to the miscommunicaƟon, the PM arranged a video call. But then even during 
the call, poor arƟculaƟon and overlapping discussions among officials as well as an absence 
of a clear agenda created more confusion. And the client started doubƟng a bout of 
NexoraTech's professionalism. 

Recognizing the harm, NexoraTech put a stop to the project and started overhauling their 
internal and external communicaƟon. They put their team through cross cultural 
communicaƟon, how to write clearly in business terms and how to present professionally. The 
trust was rebuilt slowly, through well-structured updates, improved listening and pracƟcal 
feedback loops: relaƟonship ‘debt’ had been paid off as the project delivered. 

CriƟcal Thinking Prompt 

What were the communicaƟon breakdowns that caused things to iniƟally fall apart at 
NexoraTech, and how could this have been avoided? Examine the significance of clarity, tone 
and cross-cultural awareness in business wriƟng. 

 

1.1 DefiniƟon, Principles & PracƟces of CommunicaƟon 

IntroducƟon CommunicaƟon is an essenƟal human acƟvity through which individuals 
exchanging informaƟon, ideas, feelings and messages. It's at the core of excelling in work and 
personal relaƟonships; it is fundamental for relaƟonship and comprehension. Through a focus 
on the definiƟon, principles and applicaƟons of communicaƟon we learn how messages are 
created, shared and interpreted; and how such communicaƟons further relaƟonships, decide 
and succeed. 

 

1.1.1 DefiniƟon of CommunicaƟon 
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CommunicaƟon refers to a process by which individuals and socieƟes send, receive, interpret 
and understand messages in different ways. It may be oral or nonverbal, wriƩen or visual, and 
may take place in personal, group, organizaƟonal or mass communicaƟon situaƟons. It’s 
important for speaking our minds, for mending fences and geƫng others to work with us. 

Basic DefiniƟon: 

The term "communicaƟon" also denotes the specific process by which informaƟon is 
exchanged between individuals, a popular sense in which this arƟcle will use the term. This 
mediaƟon can be verbal, non-verbal, wriƩen, visual formal or informal. 

Core Components of CommunicaƟon: 

The sender is the origin, or source, of a message that contains the idea or feeling to be 
communicated. The message passes the channel, through which it is communicated to the 
receiver who deciphers and responds to it. The communicaƟon is always in some kind of 
environment, and all disturbances which make the communicaƟon less effecƟve are referred 
to as noise. 

Types of CommunicaƟon: 

In verbal communicaƟon, words are used to deliver a message in the form of speech. But 
nonverbal refers to body language, or gestures and facial expressions. ApplicaƟon of visual 
communicaƟon are sign, symbols, graph and chart while the exercises in digital such as E-mail 
(Email), social network or chat applicaƟons. 

Models of CommunicaƟon: 

This linear model is a one-way process where messages flow in one direcƟon, just like a news 
broadcast. This interacƟve model incorporates feedback from addressee, as found in 
everyday conversaƟons. The model is transacƟonal; CommunicaƟon cannot be considered a 
one-way process in discussion of teams and meeƟngs. 

Nature of CommunicaƟon: 

CommunicaƟon cycles through with no defined beginning or end. It's situaƟonal, dependent 
on the Ɵme and place the individuals are in and their relaƟonship to one another. It is also 
systemaƟc, as it follows convenƟonal paƩerns and rules, and has purpose or goal direcƟon 
(such as to inform/educate/persuade/express/instruct). 

AccepƟng communicaƟon as a process as also a skill is crucial for effecƟve interacƟon. 
Proficiency in its features allows people to express meaning effecƟvely, interpret 
appropriately and negoƟate language successfully across different situaƟons. 
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1.1.2 Importance of CommunicaƟon in Personal & Professional Life 

In a day-to-day life, communicaƟon is essenƟal to operaƟng efficiently. Its significance has 
two main dimensions: personal life and professional life. 

In Personal Life 

• Expression of EmoƟons and Thoughts: 

• Enables to express inner feelings, thoughts & emoƟons on their beliefs and experiences. 

• Plays a crucial role in promoƟng emoƟonal wellness by enabling people to be heard, 
validated and understood. 

• Contributes to empathy by assisƟng other people in reflecƟng about and responding to 
emoƟonal cues. 

• Building and Maintaining RelaƟonships: 

Healthy communicaƟon habits build trust, respect and comprehension when relaƟng to 
family, friends and the community. 

• Honest communicaƟon goes a long way in solving misunderstandings and conflicts, avoiding 
feelings of resentment or alienaƟon. 

• RelaƟonal dynamics are even more empowered by non-verbal communicaƟon like tone of 
voice and body language. 

• Decision-Making and Problem-Solving: 

• Enables meaningful comparison of opƟons by providing a forum for people to voice 
quesƟons and hear different points of view. 

• Promotes discussion among groups, which can result in beƩer-informed and less extreme 
decisions. 

• The clearness in the communicaƟon needs to be that intenƟons, expectaƟons and reasons 
are not misinterpreted by other addressees. 

• Personal Development: 

• Develops self-awareness by arƟculaƟng and reflecƟng upon experiences and values, both 
verbally and in wriƟng. 

• Develops confidence in expressing their views asserƟvely under diverse situaƟons. 

• Enhances communicaƟon skills, such as listening and empathy, by pracƟcing regular 
dialogue. 

• Fosters criƟcal thinking by posing quesƟons, discussing and being open to feedback. 
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In Professional Life 

• Leadership and Teamwork: 

• Good leaders use communicaƟon to sell vision, delegate responsibility and inspire groups 
toward common goals. 

• Teams are most producƟve when there are open communicaƟons channels to clarify 
everyone’s roles, avoid misunderstandings, and promote collaboraƟon. 

• AcƟve listening and effecƟve feedback are essenƟal to keep morale up in project teams. 

• OrganizaƟonal Success: 

• Internal communicaƟon departments, teams and individuals work towards the coordinaƟon 
and efficiency of operaƟons and the need for operaƟonal coherence within organizaƟons_* * 
Scroll to boƩom Internal communicaƟons. 

• Timely and consistent outward communicaƟon with clients, stakeholders and the public will 
enhance the company image, reputaƟon and place within the market. 

• Open communicaƟon develops trust and fosters ethical pracƟces within the organizaƟon. 

• ProducƟvity and Efficiency: 

• Concise instrucƟons reduce mistakes, hold people accountable, and ease the process of 
geƫng work done. 

• Updates, frequent meeƟngs and feedback loops can help catch problems early on, which in 
turn avoids any necessary lag Ɵme or re-do of work. 

• Time Saving – Less re-explanaƟon and damage control aŌer a misunderstanding. 

• NegoƟaƟon and Persuasion: 

• Key to resolving disputes and aligning objecƟves in investment, procurement processes, 
markeƟng strategies, and stakeholder consultaƟons. 

• Specific communicaƟon approaches, like acƟve listening and emoƟonal intelligence, as well 
as logical argumentaƟon can improve the force of an argument. 

• Creates credibility and rapport, leading to more sustainable and mutually advantaged 
agreements. 

• Career Advancement: 

• EffecƟve communicaƟon skills convey your abiliƟes and experƟse in interviews, meeƟngs, 
presentaƟons and other professional networking situaƟons. 

• The ability to speak well has on many occasions been linked with leadership potenƟal and 
professional competence. 
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• Flexibility in dealing with the variety of audiences and seƫngs results in greater opportunity 
for promoƟon and role transiƟon. 

 

Did You Know? 

 

“Did you know that according to a report by LinkedIn, communicaƟon is consistently ranked 
among the top three soŌ skills sought by employers across industries? In fact, 94% of hiring 
managers state that employees with strong communicaƟon skills are more likely to be 
promoted than those with purely technical experƟse.” 

 

1.1.3 Principles of EffecƟve CommunicaƟon 

This act for young graduates communicates others that communicaƟon no a child's play but 
it depends on some important principles which protects the message to reach desƟnaƟon 
only but also be properly understood and desirable acƟons are consequently taken. The basis 
for these is in personal and professional relaƟonships. Indeed, a few of these concepts 
intersect with the well-known 7 C’s of CommunicaƟon that we’ll discuss in more depth later 
on. 

 

 

Figure 1.1 

 

Clarity: 

• Use simple, direct language to ensure the message is easy to understand. 
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•Avoid equivocal language, technical terms or other annoying words except when necessary 
for the context. 

• Organise the message and ensure that it has a proper layout, introducƟon-body-conclusion. 

Conciseness 

• Concentrate on presenƟng the main point without providing too much extraneous 
informaƟon. 

• Vagueness is no subsƟtute for concision; try, even if you can’t quite manage, to be concise 
without being vague. 

Completeness 

• Include all necessary detail so your reader can understand and respond accurately. 

• Give the needed "background informaƟon" and deadlines Be CLEAR about what you want 
DO. 

Correctness 

• Use proper grammar, spelling, and punctuaƟon to maintain professionalism and clarity. 

• Use actual facts and firm tone/style of language suitable for your audience (e.g. formal, 
informal, technical). 

ConsideraƟon 

• Account for the audience’s needs, expectaƟons, background, and emoƟonal state. 

• Use of inclusive language and appropriate for audience. 

Concreteness 

• Support claims with a variety of precise facts, such as staƟsƟcs and examples, rather than 
broad generalizaƟons. 

• Use graphs, figures or examples where possible to facilitate comprehension. 

Courtesy 

• Communicate respecƞully, even in situaƟons involving disagreement or criƟcism. 

• Write in posiƟve and polite language as well communicaƟng with an appropriate greeƟng, 
closing, tone. 

Feedback OrientaƟon 

• Encourage recipients to ask quesƟons, provide reacƟons, or confirm their understanding. 
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• Have a two-way conversaƟon, uƟlizing acƟve listening skills to recognize and respond to 
feedback in an authenƟc manner. 

Timeliness 

• Send out messages at the right Ɵme to have relevance and impact. 

• The importance to get your message across quickly and accurately cannot be overesƟmated, 
as poor or missed communicaƟon can result from outdated messages. 

Cultural SensiƟvity 

• SensiƟvity to cultural norms, values and ways of communicaƟng (especially in mulƟ-cultural 
or internaƟonal seƫngs). 

• Use expressions, mannerisms, and symbols illustraƟve of varied cultural experience in order 
to encourage sensiƟvity to the various ethnic and racial strains within world cultures and to 
deny the generaliƟes in making such statements. 

These two principles are simply a way to measure how well any given communicaƟon 
worked. By applying them consistently, you’ll find it easier to maintain a shared 
understanding, minimize unnecessary conflict, and develop posiƟve personal and professional 
relaƟonships. 

 

1.1.4 PracƟces for Improving CommunicaƟon Skills 

BeƩer communicaƟon is a lifelong and deliberate pracƟce of feedback, reflecƟon and self-
assessment. Improving these skills increases (clarity? and effecƟveness of) daƟng -- and 
professional -- communicaƟon. 

AcƟve Listening: 

AcƟve listening dictates that you listen carefully without interrupƟng. It comprises such 
verbal expressions as “I see” and “go on,” and non-verbal cues, like nodding or making eye 
contact. Mirroring or clarifying the spoken words helps to verify comprehension. 

Expand Vocabulary and Language Proficiency: 

It entails reading newspapers, magazines and books as oŌen as you can to pick up on 
language. Clarity New words come to light but the way they are used contextually is definitely 
a plus. The pracƟcing of succinct and idiomaƟc wriƟng in turn improves communicaƟon. 

PracƟce Public Speaking: 

Public speaking groups such as Toastmasters, where you pracƟce giving presentaƟons in front 
of a non-judgmental audience is for many, a great way to gain confidence. PracƟce speeches 

Page 10 of 41 - AI Writing Submission Submission ID trn:oid:::3618:127592826

Page 10 of 41 - AI Writing Submission Submission ID trn:oid:::3618:127592826



in front of peers or mirrors to hone delivery. Also mindful of the tone, speed and clarity of 
my language and overall presence. 

Seek ConstrucƟve Feedback: 

Feedback should be acƟvely solicited from colleagues, mentors and supervisors on wriƟng as 
well as oral communicaƟon. Using themes or problem paƩerns to make targeted fixes and 
develop skills in the long term. 

Improve Non-Verbal CommunicaƟon: 

It's important to recognize gestures and other nonverbal expressions. In supporƟng the 
spoken word and engaging your audience, it is essenƟal to make purposeful eye contact and 
use open arm gestures. 

Develop EmoƟonal Intelligence (EI): 

This is about being aware of and in control of one’s own emoƟons while communicaƟng. 
Empathy and, thus, emoƟonal sensiƟvity is also known to promote close relaƟonships. Most 
importantly, try to remain FAIR under arguments or stress. 

Record and Reflect: 

You might find you’re a natural at improvising; or perhaps there’s an area where doing speech 
pracƟce would be most beneficial. Keeping a conversaƟon log assist in noƟng events, obstacles 
and advances that have occurred over Ɵme so that one conƟnues to mature. 

Use Technology Wisely: 

Tools like Grammarly help improve mechanics of wriƟng, author is more accessible to the 
readers. song you did that It’s important to maintain a professional mode of communicaƟon 
on plaƞorms like email, Slack, or Teams to keep digital exchanges clear and sharp. 

Engage in Diverse ConversaƟons: 

Learning from people with different backgrounds helps you to see things more broadly and 
be more flexible in your decision-making. Being exposed to different fields and perspecƟves 
helps in becoming flexible with the style of communicaƟon and creates beƩer cultural 
sensiƟvity. 

PracƟce WriƩen CommunicaƟon: 

Work on your fluency and structure of wriƟng in English – geƫng used to wriƟng a lot (blogs, 
emails, summaries, reports) will help you with that. Content is reviewed and if necessary, 
edit, to ensure clarity, tone and conƟnuity. 

Through regular pracƟce, people become beƩer able to leverage the power of speaking 
effecƟvely in a variety of situaƟons and mediums as more proficient, confident 
communicators. 
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“AcƟvity: CommunicaƟon Flow Audit” 

 

Choose a real or hypotheƟcal organizaƟon (such as your college, a business, or a non-profit). 
Create a basic chart or descripƟon showing how communicaƟon flows within it—idenƟfy at 
least one example each of formal, informal, verƟcal, horizontal, and diagonal communicaƟon. 
Highlight who communicates with whom, through which channel (oral or wriƩen), and in what 
context. Reflect on which types seem most efficient and which could be improved. This acƟvity 
will help you understand how different communicaƟon types funcƟon together in structured 
environments. 

 

1.2 Types of CommunicaƟon 

CommunicaƟon in an organizaƟon or society can occur in diverse shapes and forms with own 
specific features, benefits and drawbacks. Knowing Types of CommunicaƟon: Helps to select 
Right Style at the Right Place. Two basic types are formal and informal communicaƟon, which 
are clave to organizaƟon life and people relaƟonships. 

1.2.1 Formal and Informal CommunicaƟon 

Formal CommunicaƟon It is the communicaƟon through formal channels within an 
organisaƟon. It is a pre-formaƩed type of leƩer which follows a certain form and used 
professionally or for official purpose. Such communicaƟon are generally found in the official 
and memos, reports that are made available on this page. 

Formal communicaƟon is stereotyped by its structure and system, maintaining the narrow 
path of command level organizaƟon. It is objecƟve, without being influenced by human 
opinions or aƫtudes and generally recorded for documentary purposes. It is seen in situaƟons 
as varied decision-making, giving commands, presenƟng one's performance review and 
announcing policies. 

Formal communicaƟon is beneficial because it guarantees clarity and uniformity of 
informaƟon between departments. It brings about liability and traceability, upholds 
professional norms and makes official engagements devoid of vagueness. 

But formal communicaƟon also has its drawbacks being a slower process on account of 
bureaucraƟc methods. It can be sterile and formulaic which can impede the free form of spur-
of-the-moment ideas, or rapid-fire decision making. 

Formal communicaƟon includes wriƩen or oral communicaƟon such as newsleƩers and 
performance appraisals, and are completed in a set method for recording organisaƟonal 
informaƟon. 
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Informal CommunicaƟon, on the other hand means unstructured unofficial exchanges that 
are naturally formed in an organizaƟon as a result of need rather than deliberately created. 
It's not based on any formal hierarchy or structure, it oŌen depends on social Ɵes and 
chitchat. 

Some disƟnct properƟes of informal communicaƟon are spontaneity and lack of structure 
whereby it could sound as a conversaƟon with its unformaƩed form. The scheduling can be 
in-person, or informal, such as over chat and phone calls, or on social media — more oŌen 
than not it is driven by individual relaƟonships rather than organizaƟon hierarchy. 

The merits of informal communicaƟon are that it oŌen transpires faster and is much more 
readily accessible and can foster quick exchange of informaƟon. It encourages morale, Ɵes 
amongst the team and also promotes a posiƟve work culture so that feedback & creaƟvity 
can flow freely among the peers! 

However, there are drawbacks to informal communicaƟon such as a potenƟal for an outbreak 
of rumours or wrong informaƟon. (Let’s not forget that it is unaccountable and could 
circumvent the official route, someƟmes with misconcepƟons or misinterpretaƟon as a 
result.) 

Informality The casual talk of coffee room, informal chaƫng on message apps and friends 
sharing ideas with one another in non-professional language are some examples of informal 
communicaƟons. 

Both formal and informal communicaƟon go side by side in organisaƟon. Formal 
communicaƟon helps to maintain order, consistency and accountability; while informal 
communicaƟon provides warmth, collaboraƟon, trust and friendly atmosphere. Together they 
colonies the communicaƟon environment. 

Formal communicaƟon and informal communicaƟon are two channels of organizaƟon, which 
can be integrated with each other so as to make the organizaƟon to work smoothly and 
relaƟonships get effecƟvely managed. 

 

Comparison Table: 

Criteria Formal Communication Informal Communication 

Structure Highly structured Unstructured 

Channel Official, defined Personal, unofficial 

Speed Slower Faster 
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Criteria Formal Communication Informal Communication 

Tone Professional and objective Casual and subjective 

Purpose Business-related tasks Social bonding, quick info share 

 

1.2.2 Oral and WriƩen CommunicaƟon 

You can break down communicaƟon into two types of transmission, both oral and wriƩen, 
which are used daily by everyone in their private as well as working lives. They all have their 
special characterisƟcs, benefits and issues, and are suitable for different circumstances 
according to the need and the audience. 

Speaking involves a personal face-to-face communicaƟon through audio. It can take the form 
of meeƟngs, telephone calls, video or computer conference, speeches or interviews. 

Aspects of oral communicaƟon Oral communicaƟon has the advantage of real-Ɵme feedback 
and immediate use. The tone, pitch and voice modulaƟon also play an important part in 
meaning, and the tone is generally more casual so that it can be altered depending on the 
audience's reacƟon. 

The speed and persuasive character of oral expression has the advantage. It facilitates more 
rapid decision- making, instant clarificaƟon and the conveyance of emoƟonal and relaƟonal 
cues, parƟcularly supporƟng user engagement and comprehension. 

le record a lasƟng model Ken, because there no permanent document of the conversaƟon 
unless it is recorded. There’s also the chance for miss-by, if the speaker mumbles or you can’t 
hear him that well in the first place, not to menƟon it’s not suitable for intricate or technical 
material. 

It is best pracƟce to use clear language and asserƟve tone, listen acƟvely, and adjust rate and 
volume for improved clarity and understanding. 

Oral communicaƟon tends to be faster and more effecƟve than the wriƩen form, as 
demonstrated by briefings, sales pitches, or classroom lectures (even with those using 
mulƟmedia visualizaƟon) that is, they are all based on spoken words. 

“The means of conveying knowledge and informaƟon in wriƩen form, whether by digital or 
printed format.”1 Some examples include e-mails, leƩers, and proposals or reports in 
instrucƟonal manuals. 

The parameters of wriƩen communicaƟon are its tone and formality in structure. It can be 
recorded and referred to in the future and relies greatly on the accuracy of language, 
grammar and format to communicate concisely. 
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Advantages of wriƩen communicaƟon include that it is permanent and a precise record, the 
message being conveyed will be consistent and it is especially effecƟve for more detailed or 
complex informaƟon. 

Its drawbacks have been the lack of instant interacƟvity (unless followed-up by 
communicaƟon). Without sound cues, misunderstanding can happen, and wriƟng or reading 
takes a long Ɵme. 

Here are some best pracƟces for wriƩen communicaƟon: Keep it clear and concise, proofread 
your correspondence (to ensure that there isn’t a comma in the wrong place) and adopt a 
professional format and tone. 

WriƩen communicaƟon such as business reports, client proposals and legal contracts require 
precision, formality and documentaƟon. 

 

Comparison Table: 

Criteria Oral Communication Written Communication 

Feedback Immediate Delayed or indirect 

Record Keeping Temporary unless recorded Permanent 

Tone & Emotion Expressed via voice and gestures Limited to words and punctuation 

Clarity Depends on speaker/listener Depends on language and structure 

Use Case Quick discussions, meetings Policies, agreements, documentation 

 

 

1.2.3 VerƟcal, Horizontal, and Diagonal CommunicaƟon 

It is different in working places that messages flows as it’s set in place, and by purpose. There 
are three main types of communicaƟon: up-and-down, side-to-side, and diagonal -- all have 
unique characterisƟcs, uses, and obstacles. Understanding this informaƟon flow is useful for 
opƟmizing coordinaƟon and desiloing work place to be more effecƟve. 

Downward CommunicaƟon is the communicaƟon that flows from one level of a group or 
organizaƟon into a lower level. It can flow upward (subordinates to superiors), downward 
(superiors to subordinates), and horizontally facilitaƟng lateral communicaƟon between units 
at similar levels of an organizaƟon. 
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Upward CommunicaƟon: In this communicaƟon employees can send feedback, suggesƟons, 
complaints and reporƟng progress of their superior. And such communicaƟon lends the 
workforce a sense of ownership and fosters a collaboraƟve work culture. 

For instance, an employee provides their manager a monthly report on how they are doing. 

Managers or leaders adopt Downward CommunicaƟon to give orders, provide policies, 
establish goals and issue performance feedback. It facilitates clear expectaƟons and 
accountability in the teams. 

For instance, a project leader delegates parƟcular assignments and due dates. 

Advantages of verƟcal communicaƟon include enhanced control and coordinaƟon between 
levels, as well as clearer alignment by employees of acƟon to the organizaƟon's goals.) It 
fosters clear direcƟon and disciplined feedback loops. 

There are however, downsides such as the risk of message distorƟon during propagaƟon 
across various hierarchies. In power distance cultures which are characterized as 
authoritarian, upward communicaƟon can become limited or discouraged and hence the 
voice of employees will be hampered. 

VerƟcal communicaƟon such as performance appraisals, project status updates provided to 
management, and memos sent by the HR department. 

Horizontal CommunicaƟon (lateral communicaƟon) is between organizaƟons, divisions, or 
employees at the same level. It enables peers to directly engage with each other in and across 
funcƟonal groups. 

It is characterized by people-to-people interacƟons fostering cooperaƟon, connecƟon and 
informaƟon exchange. It is a standard in everyday teamwork and cross-funcƟonal 
collaboraƟon. 

Benefits of horizontal communicaƟon Breaking Through Departmental Silos BeƩer 
cooperaƟon within teams Improved Team Performance BeƩer Group Decisions It also 
promotes informal mentorship and support amongst peers. 

NegaƟves, on the other hand happen when an organism is not organized and leads to conflict 
or does not funcƟon efficiently. It might also bypass official verƟcal channels, and therefore 
lead to misunderstandings. 

For instance, when markeƟng collaborates in real Ɵme with salespeople, or when 
department heads team up on iniƟaƟves. 

Diagonal CommunicaƟon The next form of communicaƟon, which is not that common 
communicates among the staff within and across departments: without having to follow 
organizaƟonal structure? It's both verƟcal and horizontal." And it tends to be situaƟonal or 
project focused. 
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It is modular in nature, and usually occurs between departments or teams of an organizaƟon. 
It encourages team sharing of informaƟon and working together without hierarchical 
constraint. 

Benefits of diagonal communicaƟon are the increased speed and efficiency of informaƟon, as 
well as collaboraƟon among units (which can foster innovaƟon and responsiveness). 

The problem, nevertheless, is that this approach may be problemaƟc by the absence of known 
lines of communicaƟons and can make hierarchical organisaƟonal structures appear 
weakened. 

Examples include a finance analyst working with a producƟon supervisor on budgeƟng, or 
cross-funcƟonal team members exchanging project updates. 

 

Comparison Table: 

Type Direction Key Function 

Vertical Upward or Downward Supervision, instruction, feedback 

Horizontal Peer to Peer Coordination, teamwork, collaboration 

Type Direction Key Function 

Diagonal Cross-level and function Speed, cross-functional efficiency 

 

The realizaƟon of these forms of intra-firm communicaƟons assists organizaƟons in designing 
improved communicaƟon networks and reduces structural obstacles. 

 

Knowledge Check 1 

 

Choose the correct opƟon: 

1. Which of the following is an example of formal communicaƟon? 

a) Chaƫng with a colleague during lunch 

b) A company’s official email to all employees 

c) Sharing jokes on a team WhatsApp group 

d) Gossiping about workplace changes 
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2. What is a key limitaƟon of oral communicaƟon? 

a) It lacks emoƟonal expression 

b) It takes more Ɵme than wriƩen communicaƟon 

c) It does not provide a permanent record 

d) It cannot be used in business seƫngs 

 

3. Which type of communicaƟon occurs between departments at the same 
organizaƟonal level? 

a) Upward communicaƟon 

b) Downward communicaƟon 

c) Horizontal communicaƟon 

d) Diagonal communicaƟon 

 

4. Diagonal communicaƟon is best described as: 

a) Informal team talk 

b) Cross-level, cross-unit 

c) WriƩen-only messages 

d) Top-down messaging 

 

1.3 Barriers to CommunicaƟon 

Barriers to communicaƟon are things that inhibit the exchange of informaƟon, concepts or 
ideas in such a way that another party can understand. Such barriers can be physical, 
psychological, linguisƟc or organisaƟonal and these must be pinpointed and minimised to 
ensure lucid communicaƟon. 
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Fig. 1.2 Barriers to CommunicaƟon 

 

1.3.1 Physical Barriers 

There are two types of physical barriers: the environmental factors and tangible devices that 
prevent the message from reaching its intended recipient. These hurdles are frequently 
produced from environment condiƟons, technical constraints, and infrastructure problems. 

If Teams are in different ciƟes or even countries, distance and geographical separaƟon could 
cause communicaƟon lag or disconƟnuity. A risk with remote communicaƟon is that with the 
delay between communicaƟons, one can more likely feel that he/she misunderstands 
something or he is not being in sync. 

Background Noise and Environmental DistracƟons Background noise in the form of 
construcƟon, traffic, or crowded work areas can impact speaking interacƟons. Bad room 
acousƟcs or echo also may Di calibrate speech canters – those shapes can be non-
transparent. 

DefecƟve Equipment or Technology such as an unstable internet connecƟon, microphones 
that do not work properly and faulty lines could interrupt communicaƟon. Video-conference 
breakdowns can confuse students or lead to missed instrucƟons. 

Inadequate Office Layout or Infrastructure: If employees are confined to closed cabins and 
isolated seaƟng arrangements then the spontaneity of their interacƟons is marred. In open-
plan-land, no visual interacƟon or too much movement (or lack of it) can also be a distracƟon 
and limit focus. 

Discomfort/FaƟgue Physically When the parƟcipants are faƟgued, sick, or uncomfortable 
with poor light/venƟlaƟon/seaƟng etc., it reduces communicaƟon efficiency. These factors 
can lower the level of aƩenƟon and vigilance. 

Physical barriers such as lower message clarity, higher likelihood of misunderstanding 
something erroneously informaƟon processing, deterioraƟon of engagement and aƩenƟon 
and increased Ɵme lag in decision making and collaboraƟon are some of the adverse effects. 
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TacƟcs to address physical obstacles include implemenƟng and following through on sound 
communicaƟon with fail-safe mechanisms. Office space should be designed to promote 
opportuniƟes for interacƟon and visibility, with minimal noise in communicaƟve spaces. 
absolute Schedule meeƟngs taking into account the Ɵme zones of remote teams; Take regular 
care for devices and infrastructure. 

To facilitate clear exchange and smooth funcƟonal cooperaƟon, the ability to promote an 
environment that encourages each other's intercommunicaƟon, while minimizing physical 
walls is important. 

 

1.3.2 Psychological and EmoƟonal Barriers 

Internal psychological and emoƟonal obstacles arise from an individual's mental and 
emoƟonal state, that is ones aƫtudes, beliefs, percepƟons and previous experiences. These 
obstacles affect the way messages are developed, expressed, received and understood and 
also oŌen cause gaps in understanding. 

Anxiety/Stress DistracƟon, irritability and listening can be disrupted by stress or anxiety. 
Sender of the message: The sender may feel jiƩery and trip on words or get tongue-Ɵed. 

Low self-esteem/confidence may lead to unwillingness to discuss opinions or ideas. Fear of 
being evaluated is causing a silence, low interacƟon, or passive communicaƟve behavior. 

They begin informing before communicaƟon even happens. 1) AssumpƟons and Prejudices: 
Both work to shape percepƟon. In case of a bias or an expectaƟon from the other party, it 
reduces objecƟvity and may cause a recipient to ignore or misunderstand the sender’s 
meaning. 

SelecƟve PercepƟon is the process in which the receiver filters the message based on past 
experience and knowledge. This can lead people to disregard or warp important informaƟon. 

1) Lack of Empathy It’s hard to relate other people’s feelings or point of view. Frustrated and 
emoƟonally detached, the resulƟng replies are too oŌen inappropriate or ineffectual. 

Rage or aggression can also be a barrier for communicaƟon when it results in emoƟonal 
Ɵrades. The speaker may also sound hosƟle, or could be dismissive, and this creates an 
obstacle towards any cooperaƟon. 

Fear of RejecƟon or Judgment: This may hinder you to be yourself. They could be conflict-
averse and not open to feedback, resulƟng in lack of transparency and passive-aggressive 
communicaƟon. 

Tonal changes, the communicator’s verbal and listening performance can be affected by Mood 
FluctuaƟons as well. How a person feels at a given moment can change how messages are 
sent and received. 
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Where these psychological and emoƟonal barriers exist, the effects can be higher levels of 
conflict or misunderstanding, severed trust and subopƟmal team working. These obstacles 
can prevent effecƟve problem-solving and sƟfle innovaƟon. 

Ways to break through these barriers are emoƟonal intelligence training and creaƟng 
posiƟve, non-judgmental feedback cultures. CommunicaƟon improved through acƟve 
listening, acknowledging emoƟons, providing stress management resources and allowing 
Ɵme for decompression following emoƟonally charged conversaƟons. 

Overcoming them creates a culture in which we communicate with greater clarity, respect, 
and emoƟonal safety –- both between each other as individuals, and within our 
organizaƟons. 

 

1.3.3 SemanƟc and Language Barriers 

SemanƟc and language problems arise when the sender and receiver have no common ground 
in their understanding of phrases, words, or terminology used in communicaƟon. 

SemanƟc Barriers: 

• MulƟple Meanings of Words: 

o “Words “as right, as issue or as lead may although not be exactly clear from the context 
concerned. 

o Misunderstanding occurs when the receiver interprets the message in a manner not 
intended by the sender. 

• Unfamiliar Jargon or Technical Terms: 

o Overuse of discipline jargon may alienate non-specialist audiences. 

o For instance, IT language used with non-tech savvy clients. 

• Ambiguous Language: 

o Indefinite expressions like “soon,” “we’ll see,” or “do it right” are vague. 

o Creates preconcepƟons and sets off unambiguous expectaƟons. 

• Idioms and Slang: 

o Informal language might become obscure if it is translated into different culture or 
languages. 

o May cause confusion or offence. 

Language Barriers: 
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• Difference in NaƟve Languages: 

o Comprehension is lost when sending and receiving parƟes share the language, but not the 
primary language. 

o Varying ability and thus grammar, vocabulary, fluency may take place. 

• PronunciaƟon and Accent Differences: 

o Heavy regional accents or mispronunciaƟon may cause distorƟon to meaning. 

o Easier in wriƩen communicaƟon, e.g. email Harder to do orally like calls or meeƟngs. 

• Poor Vocabulary or Grammar Usage: 

o Has potenƟal to result an accurate understanding or credibility. 

o WriƩen communicaƟon may seem more casual than professional. 

• TranslaƟon Issues: 

o Literal/machine translaƟons might miss the “feel.” 

o Possibility of damaging original intent and tone. 

Impact: 

• Reduced clarity and credibility. 

• Misalignment of goals or tasks. 

• Decreased audience engagement or parƟcipaƟon. 

• More follow-up or correcƟons required. 

Strategies to Overcome: 

• Adhere to simple, plain and universally understood language. 

• Stay away from jargon (unless your audience uses it as well). 

• Restatement / follow-up quesƟons to check for understanding. 

• If necessary, offer interpretaƟons or translaƟons. 

• Support verbal or wriƩen messages with visuals or examples. 

A more clear semanƟc and linguisƟc behaviour guarantees inclusion and enhances the overall 
communicaƟon efficiency over a wide audience. 

 

1.3.4 OrganizaƟonal and Cultural Barriers 
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OrganizaƟonal and cultural barriers are the result of internal (of one organizaƟon) structure 
and a larger social or cultural context upon its members. 

OrganizaƟonal Barriers: 

• Hierarchical Structure: 

o Rigid line of command may hinder open communicaƟon. 

o Employees may not be forthcoming with feedback to their superiors based on fear and/or 
procedure. 

• Departmental Silos: 

o Siloed departments do not have that interacƟon and coordinaƟon suffers. 

o InformaƟon might not cross-pollinate between teams or units. 

• Lack of Clear CommunicaƟon Policies: 

o Lack Of Uniform CommunicaƟon Protocols May Cause Discrepancy And Ambiguity. 

o Vital informaƟon may not be properly delivered or can get lost in translaƟon. 

• InformaƟon Overload: 

o Too many emails, reports and messages can swamp your employees. 

o Importantly informaƟon may not be seen. 

• Inadequate Training: 

o Employees may lack skills in business wriƟng, presentaƟon, or interpersonal 
communicaƟon. 

o Gives rise to the bad formats and presentaƟons of messages. 

Cultural Barriers: 

• Different Cultural Norms and Values: 

o ConflicƟng concepts of politeness, forthrightness, and formality may cause confusion. 

o For instance what it is to be asserƟve in one culture may be perceived as rude in another. 

• Language and Non-verbal Cues: 

o Body language, eye contact and personal space vary from culture to culture. 

o MisinterpretaƟon of such signals can colour the tone and meaning of conversaƟon. 

• Ethnocentrism: 
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o ETHNOCENTRISM The convicƟon that one’s own culture is superior, or at least not inferior. 
o MiscommunicaƟon or biased communicaƟon can occur when a person assumes that 
someone else understands firmly held tradiƟons and ideas; the assumpƟon causes 
breakdowns in communicaƟon because of misunderstandings. 

o Hinders collaboraƟon and mutual respect. 

• Time OrientaƟon Differences: 

o Certain cultures view Ɵme with respect and aƩenƟon (monochronic) while others can be 
more relaxed in their interpretaƟon of Ɵme (polychronic). 

o Impact on Timing, Responsiveness and AnƟcipaƟons. 

The Influence of OrganizaƟonal and Cultural Barriers: 

• Decreased morale and employee engagement. 

• Cross-cultural conflicts and misunderstandings. 

• Inefficiencies in operaƟons and delays to projects. 

• Betrayal of trust and cooperaƟon in mulƟcultural teams. 

Strategies to Overcome: 

• Develop communicaƟon skills training throughout departments. 

• Have clear communicaƟon processes and escalaƟon paths in place. 

• Promote cross-cultural awareness and sensiƟvity. 

• Promote open forums and horizontal communicaƟons structures. 

• Recruit diverse teams and culƟvate minority-friendly workplace cultures. 

OrganizaƟons that challenge structural and cultural barriers create communicaƟon climates 
that are more flexible, transparent, and open to all. 

 

“AcƟvity: Spot the Barrier 

 

Think of a situaƟon you’ve experienced or observed where communicaƟon went wrong—this 
could be in a classroom, workplace, or group seƫng. Describe the scenario briefly and idenƟfy 
at least two barriers to communicaƟon that were present (e.g., physical, emoƟonal, semanƟc, 
or cultural). Analyze how these barriers affected the message and interacƟon. Then, suggest 
one strategy for overcoming each idenƟfied barrier. Share your findings in a short paragraph 
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(wriƩen or oral). This acƟvity helps in applying theoreƟcal concepts to pracƟcal, real-life 
situaƟons. 

 

VERBAL and non-verbal communicaƟon are two basic of human expressions for thought, idea 
and emoƟon. And just as verbal communicaƟon involves the use of words—spoken or 
wriƩen—nonverbal communicaƟon is no less dependent on forms like body language, tone 
and inflecƟon. Both types of the language are important to know, as use can be found in 
personal and professional interacƟon. 

 

1.4.1 Verbal CommunicaƟon: Spoken and WriƩen 

Literally language is the use of words to get messages across, what we mean by this is the 
most concrete form between people. It is divided into oral and wriƩen forms with formats 
and funcƟons specific to each mode. 

Face-to-Face CommunicaƟon can occur in either personal and professional contexts. They 
give clients the opportunity to express themselves using tone, facial expressions, and 
movements as a way to foster trust and understanding. 

MeeƟngs and PresentaƟons are both examples of spoken English that is formal -- the type of 
spoken communicaƟon commonly used in workplace or academic environment. Generally 
these are structured with defined purpose, agenda and an end in mind. 

The principal means of communicaƟon among remote workers are Telephone and Video 
Calls. As there may be no or a few visual feedback, clear speaking and precise arƟculaƟon 
become even more important. 

Interviews and Public Speaking, formal in nature require tone delivery and clarity to set the 
intended mood. 3 Key factors in being effecƟve on camera are confidence, preparedness and 
messaging. 

InteracƟve nature of spoken language that permits instantaneous responses is a salient 
feature. It is based on clarity, tone and quality of the person’s ability to put across their point, 
considering they have listening skills and understand the language. 

E-mails, Mails and Reports are tools of wriƩen communicaƟon to record informaƟon, give 
instrucƟons or send a formal message. They entail ordered wriƟng, privileged with clarity, 
coherence and correctness. 

Text Messages and Memos are a form of short form communicaƟon used for quick exchanges. 
These can be easily informal or formal, based on the situaƟon and culture of the organizaƟon. 
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Social Media Posts / Blogs These are types of an arƟcle in wriƟng which targets 
communicaƟng, promoƟng or connecƟng to a general audience. They integrate creaƟvity 
with communicaƟon purposes and adjust tone and format to different readers. 

Features of wriƩen communicaƟon are its durability and its possibility of being re-read at a 
later stage! It provides space to revise thoughƞully before sending and requires users to focus 
on spelling, tone, formaƫng and punctuaƟon. 

Prosulent's merits are in its ability to express difficult ideas, convey emoƟons and experiences 
that can't be replicated, and make real-Ɵme verbal decisions. 

Its constraints include the fact that spoken messages might not be remembered if they are 
not recorded, and there is usually no facial expression or play in a wriƩen message. 

Oral and wriƩen communicaƟon are central to academic, professional, and social life: they 
have different purposes, find use in specific contexts, and address disƟnct audiences. 

 

1.4.2 Non-verbal CommunicaƟon: Body Language, Gestures, Facial Expressions 

Non-verbal communicaƟon is transmiƫng wriƩen or spoken messages that do not uƟlize 
words. This is comprised of body moƟons, facial expressions and gestures that serve as 
expressions for feelings, emoƟons and reacƟons. 

Body Language: 

• Posture: 

o Staying erect indicates interest and reliability. 

o Slumped posture suggests disinterest or low energy. 

• Movement and Space: 

o Leaning in to say you are engaged; backing away can be interpreted as noƟcing negaƟve 
informaƟon. 

o Nearness symbolizes familiarity or authority. 

• Hand and Arm PosiƟon: 

o Open palms indicate honesty and sincerity. 

o Arms crossed may imply that the other person is being defensive or stubborn. 

Gestures: 

• Hand Gestures: 

o Used for making points, adding clarity or displaying size, direcƟon and moƟon. 
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o Taking movements to an extreme or imitaƟng some local pracƟces may distract people, or 
even offend them. 

• Head Movements: 

o Nodding many Ɵmes is a sign of agreement or understanding. 

o Shaking of the head may signify disagreement or uncertainty. 

Facial Expressions: 

• Eyes: 

o Engage in eye contact- This reflects interest, honesty and confidence. 

o Breaking eye contact can signal anxiety, dishonesty or boredom. 

• Mouth: 

o Smiles may indicate friendliness or agreement. 

o Frowning or pursing of lips might express confusion, disagreement, or anger. 

• Eyebrows and Forehead: 

o Arching of eyebrows can suggest surprise or confusion. 

o Furrowed may indicate confusion or concentraƟon. 

Importance of Non-verbal CommunicaƟon: 

• Communicates more than words can say. 

• May be a counterstatement to what is being said, expressing true feelings. 

• Key in interviews, meeƟngs and foreign relaƟons. 

Common Contexts: 

• Facial expressions are an important non-verbal factor that influences first impressions in 
interviews. 

• Gestures and posture add to impressions of leadership and engagement in group 
discussions. 

•InterpretaƟon of body language in cross-cultural situaƟons can also cause confusion or 
offense. 

Best PracƟces: 

• And, pay aƩenƟon to your own body language and adjust it accordingly. 

• Watch people's body language to see how they are reacƟng and engaging. 
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• Consistency between what you say and don’t say. 

 

1.4.3 Paralanguage (Tone, Pitch, Volume) 

Paralanguage is a major component of non-verbal communicaƟon that pertains to vocal 
qualiƟes regarding spoken language. These cues, including tone, pitch, volume and speaking 
rate and pauses affect how messages are interpreted, convey emoƟons and impact listeners' 
aƩenƟon. 

• Tone: The aƫtude behind the voice that may be friendly, sarcasƟc, enthusiasƟc or angry. 
For instance, the message “That’s terrific” can mean something very different if uƩered with 
hearƞelt enthusiasm rather than a deadpan voice. 

• Pitch: The high or low quality of voices. A high pitch indicates nervousness, excitability, or 
uncertainty and a low pitch suggests seriousness, control, or dominance. Diversity in pitch 
keeps the listener interested and monotone brings a level of boredom to speech. 

• Volume: How loud or soŌ you talk. High volume can indicate angry or enthusiasƟc speech, 
while soŌer volume indicates simply neutral. But too much loudness can be perceived as 
being aggressive, and if you speak too soŌly it makes you sound weak. 

• Rate and pauses: Rate and silence in speech also influence communicaƟon. Rapid delivery 
will indicate enthusiasm, but at the expense of clearness, while slow delivery will secure 
clearness at the expense of tedium if long conƟnued. 3) Appropriate pauses can highlight 
important points while overusing them indicates that nerves or lack of preparaƟon got the 
best of you. 

Role and ApplicaƟon: 

It has simulated the paralanguage enhanced verbal communicaƟon that clarifies meaning, 
signals emoƟonal states and maintains a listener s aƩenƟon. It becomes an important role in 
certain situaƟons, like speaking to the public, having an interview or even in customer service 
– vocal control amounts to professionalism and credibility. Vocal variety, recording and 
listening to the sound of your voice — as well as adjusƟng tone, pitch and volume based on 
audience requirement — are a few ways that paralanguage can be enhanced. 

 

Did You Know? 

 

“Did you know that studies suggest over 35% of the meaning in spoken communicaƟon is 
conveyed through tone, pitch, and volume rather than the actual words used? According to 
research by Dr. Albert Mehrabian, vocal elements like tone and pitch can significantly alter 
how a message is perceived, especially when there's a mismatch between words and vocal 
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delivery. This highlights the criƟcal role of paralanguage in ensuring that the intended message 
aligns with how it is emoƟonally received.” 

 

1.4.4 Visual CommunicaƟon (Symbols, Signs, Graphics) 

Light communicaƟon is done through symbols, diagrams, colors and design elements. And it 
is a powerful complement or alternaƟve to speech. 

Types of Visual CommunicaƟon: 

• Symbols and Icons: 

o Represent concepts or instrucƟons universally. 

o Examples: restroom signs, recycling symbols, power buƩons. 

• Charts and Graphs: 

o Show informaƟon in a visually consumable way. 

Bar graphs, pie charts, line charts for trends and comparisons. 

• Infographics: 

o Use text and graphics together to make complicated informaƟon easier to understand. 

o Applied in adverƟsing, teaching, and reporƟng. 

• PresentaƟons and Slides: 

o Use visual elements such as bullets, pictures and graphs. 

o Increase involvement and assist retenƟon of learning. 

• Brand Logos and Colors: 

o Visually reflect brand presence and self-concepƟon. 

o Regular use increases recogniƟon and confidence. 

CharacterisƟcs: 

• Concise: Explains complex ideas in a few words, without jargon and technobabble. 

• Memorable: Pictures are remembered more easily than words. 

• Universal: Transcends language when well designed. 

Contexts for Use: 

• Business CommunicaƟon: 
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o Visuals are used in reports, markeƟng campaigns and dashboards for visual clarity and 
impact. 

• EducaƟonal Seƫngs: 

o Even in your own slides or books images and diagrams facilitate understanding. 

• Public Signage: 

o Traffic indicaƟonal signs and hazard cauƟoning stakes are based completely on visuals族術
. 

• Digital CommunicaƟon: 

o Social media is image driven for engagement. 

Advantages: 

• Quick understanding without detailed explanaƟon. 

• Supports mulƟlingual and diverse audiences. 

• Reinforces verbal and wriƩen content. 

Challenges: 

• Unintelligibility may result from bad design. 

• The interpretaƟon of symbols can be influenced by cultural differences. 

• There may be a loss of depth and nuance in the text. 

Best PracƟces: 

• Use visuals that are appropriate for the message and audience. 

• Design should be simple, clear, and consistent. 

• Get to level of check accessibility, including color contrast and font readability. 

The role of visual communicaƟon is criƟcal in professional and public environments, where 
Ɵmely, clear messaging is necessary. 

 

Knowledge Check 2 

 

Choose the correct opƟon: 

1. Which of the following is a component of paralanguage? 

a) Eye contact 
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b) Body posture 

c) Tone of voice 

d) Sentence structure 

 

2. Which form of communicaƟon includes emails, reports, and noƟces? 

a) Non-verbal communicaƟon 

b) WriƩen verbal communicaƟon 

c) Oral communicaƟon 

d) Visual communicaƟon 

 

3. What does crossed arms usually indicate in non-verbal communicaƟon? 

a) Confidence 

b) Friendliness 

c) Defensiveness 

d) Agreement 

  

4. Which of the following best describes visual communicaƟon? 

a) Use of intonaƟon and pitch 

b) HandwriƩen or printed messages 

c) Use of signs, symbols, and graphics 

d) EmoƟonal tone of voice 

 

1.5 The 7 C’s of CommunicaƟon 

The 7 C of communicaƟon is an essenƟal guideline to make the art of communicaƟon more 
effecƟve and meaningful. And these principles—clarity, conciseness, concreteness, 
correctness, consideraƟon, completeness and courtesy—are the gateway to having 
communicaƟons being achieved in a way they were created to have been received rather 
than what can create misunderstanding in how people connect with each other personally 
and professionally. 
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1.5.1 Clarity 

Clear communicaƟon means the receiver will, in no Ɵme and without error, be able to 
understand the message. It eliminates the confusion and mystery, and gives it a clean edge to 
drive home what the message is all about. A clear message is wriƩen or spoken in plain, 
straighƞorward language, appropriate for the audience and organized logically. 

Common elements of clarity are familiar and convenƟonal words, consistent with the 
reader's level of comprehension. Avoidance of jargon or unnecessarily difficult words 
promotes clear understanding and access. It should not be burdened with more than one 
concept or aim each sentence or paragraph to avoid overload. 

Organizing the communicaƟon successfully with an introducƟon, body and conclusion helps 
in comprehension. In this way the logical progression of thought, which assists the recipient 
to assimilate informaƟon in a systemaƟc manner, can also be influenced. 

Examples demonstrate how to enhance clarity. For example, it would be clearer to use “We 
will start the project in September” instead of “We might consider launching the project later. 

Tips for Clarity are to Know Your Audience’s Background and Moderate The Message. Keep 
the aƩenƟon signposted too - incorporate visuals or bullet points, and write short sharp 
sentences. The funcƟon of the proofreader is to remove any redundancy, ambiguity or 
anything that may be a grammaƟcal error from the text. 

 

1.5.2 Conciseness 

• Brevity is the art of saying the message in as few words as possible without losing clarity or 
fullness. 

• Cuts to eliminate cluƩer and useless informaƟon. 

Key aspects: 

• Eliminate repeƟƟve phrases. 

• Avoid lengthy introducƟons or digressions. 

• Write in the acƟve voice and simple terms. 

• Cut wordy phrases down to single, potent words. 

Examples: 

Fancy: “Because of the fact that…” Plain: “Because…” 

• Wordy: “At this point in Ɵme…” Clearer: “Now” 

Best pracƟces: 
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• Check for extra words or details in your wriƟng. 

• use bulleted or headings to highlight major points. 

• Do not repeat informaƟon except for emphasis or clarificaƟon. 

 

1.5.3 Concreteness 

• Concreteness employs specific facts, figures, examples and details instead of vague or 
abstract language. 

• It adds credibility and weight to the message. 

Key aspects: 

• Provide examples, data, or comparisons. 

• Be specific, not general or vague in your terms. 

• Do not resort to squishy modifiers like “some,” “many” or “soon.” 

Examples: 

• Fuzzy: “We had a good quarter in terms of sales.” 

Tangible: “Our second-quarter sales were up 18%.” 

Best pracƟces: 

• Support asserƟons with data or other concrete evidence. 

• Use nouns and verbs that are concrete and acƟve. 

• Use tables or figures to present data whenever possible. 

 

1.5.4 Correctness 

• Correctness Use of right language, grammar, spellings, facts and figures. 

• Professionalism: It professional and help you gain the trusts of your audience. 

Key aspects: 

• Correct grammar, punctuaƟon, and syntax. 

• Accurate facts, dates, and names. 

• Proper formaƫng and proofreading. 

• Tone suitable for the context and the recipient. 
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Examples: 

• Incorrect: “The report are submiƩed.” 

Correct: “The report is submiƩed.” 

Best pracƟces: 

• Proofread all wriƩen correspondence. 

• Consult grammar-check and style guides. 

• Cross-check names, numbers, and sources. 

 

1.5.5 ConsideraƟon 

•ConsideraƟon is to keep in view the perspecƟve/point of view, feelings, sensiƟvity and 
approach of audience. 

• The message must be tailored to the receiver’s frame of reference by the sender. 

Key aspects: 

• If it is, use “you” rather than “I” or “we,” where appropriate. 

• Try to sound empatheƟc and inclusive. 

• AnƟcipate audience quesƟons or concerns. 

• Intent to remain free of insensiƟve or dismissive-sounding messages. 

Examples: 

• SolipsisƟc: “We want you to wrap your work up promptly.” 

Thoughƞul: “In order to guarantee this arrives on Ɵme, would you be able to finish it by 
Friday?” 

Best pracƟces: 

• Take a good look at who the recipients are before wriƟng to them. 

• Use posiƟve language where possible. 

• Acknowledge cultural and personal differences in communicaƟon. 

 

1.5.6 Completeness 

• Completeness means the message includes all usage-related details the recipient needs to 
act or decide correctly. 
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• A full message saves on return confusion or waiƟng. 

Key aspects: 

• Respond to the 5Ws and 1H: Who, What, When, Where, Why and How. 

• Provide some call-to-acƟon or what to expect next. 

• Support claims with addiƟonal facts or documentaƟon if appropriate. 

• AnƟcipate and address potenƟal quesƟons. 

Examples: 

• Incomplete: “Please aƩend the meeƟng.” 

Fill in the blank: “Please come to meeƟng on Thursday at 3 PM in Conference Room A __ the 
project Ɵme line.” 

Best pracƟces: 

• Read the message through the eyes of the recipient. 

• Provide complete contact informaƟon or references. 

• Don't rely on any knowledge (historical or otherwise) being pre-known unless 
indicated3999-11Factors to avoid the use of assumpƟons:f6. 

 

1.5.7 Courtesy 

Courtesy: You will be respecƞul, polite and considerate in all your communicaƟons. 

• It shows the speaker to be professional and emoƟonally intelligent. 

Key aspects: 

• Use polite expressions and tone. 

• Do not hurl accusaƟons or use negaƟve language, including sarcasm. 

• Be kind and honour the work of others. 

• Respect the Ɵme and outlook of your recipient. 

Examples: 

• Impolite: “You made a mistake.” 

• Polite: “It looks like something went wrong; let’s take a look at it together.” 

Best pracƟces: 

• Be polite and use words like “please,” “thank you” and “appreciate.” 
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• Responding quickly and respecƞully to feedback or disagreement. 

•Personalize email or leƩer greeƟngs and closings by level of formality. 

 

“AcƟvity: Rewrite It Right” 

 

You will be given a sample paragraph that lacks one or more of the 7 C’s of CommunicaƟon. 
Your task is to rewrite the paragraph by applying all seven principles: Clarity, Conciseness, 
Concreteness, Correctness, ConsideraƟon, Completeness, and Courtesy. AŌer rewriƟng, label 
which of the 7 C’s you applied and where. This acƟvity helps you criƟcally assess real-world 
messages and improve them using structured communicaƟon strategies. Submit your revised 
version along with a short explanaƟon (3–4 lines) of how the changes improved the message. 

 

1.6 Summary 

 CommunicaƟon is the act or process of using words, sounds signs and/or behaviours 
to express or exchange informaƟon/thought between people. 

 The basic elements that make a communicaƟon effecƟve are the sender, message, 
medium, receiver, feedback, context and the noise. 

 CommunicaƟon is essenƟal to personal and professional life because decisions, 
relaƟonships, and collaboraƟon depend on it. 

 CommunicaƟon can be formal and informal, oral and wriƩen, verƟcal/ horizontal/ 
diagonal in nature for different purposes carried on in the organizaƟons. 

 Barriers to CommunicaƟon Barriers to communicaƟon are physical, psychological, 
semanƟc and organizaƟonal/cultural factors that tend to distort or block messages. 

 Spoken language may be spoken or wriƩen and should be organised, clear and relevant 
to the audience in order to have an impact. 

 Non-verbal communicaƟon such as gestures, facial expressions and posture or eye 
contact, which either are supporƟng or contradicƟng the spoken words. 

 Paralanguage -- tone, pitch, volume and pauses -- provides emoƟonal shading and 
meaning to spoken language. 

 Visual communicaƟon like symbols, charts, signs, and graphics facilitates the 

transmission of ideas and informaƟon towards not only easy understanding but also 
beyond lingual constraints. 

 The 7C’s of effecƟve communicaƟon, i.e., Clearness, Conciseness, Concreteness, 
Correctness, ConsideraƟon 

 

1.7 Key Terms 
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1. CommunicaƟon: The transfer of informaƟon through spoken, wriƩen or non-verbal 
means. 

2. Formal CommunicaƟon: Well-Planned transmission which is based on official 
Channels. 

3. SemanƟc ObstrucƟons: MiscommunicaƟon informed by fuzzy or different interpreta- 
Ɵons from a source message. 

4. Paralanguage: Vocalic characterisƟcs including intonaƟon, inflecƟon and loudness of 
the voice that accompany or modify spoken words. 

5. Visual CommunicaƟon: The pracƟce of using images, symbols, charts and signs to 
communicate a message. 

6. Clarity: A communicaƟon concept aimed at clarity of the message. 
7. ConsideraƟon: Modifying the message according to recipient’s point of view, needs 

and expectaƟons. 
8. Completeness: Making sure enough informaƟon is included so the receiver can 

comprehend, respond (if necessary), and take acƟon if needed. 

 

1.8 DescripƟve QuesƟons 

1. Define communicaƟon. Elaborate with at least examples on its main elements. 

2 ((What does it) communicate? 
3 DisƟnguish between formal and informal communicaƟon, giving suitable examples. 
4 Define forms of communicaƟon by hierarchy on organizaƟonal chart (verƟval, horizontal, 

and diagonal)? 
5 Describe each of the four leading impediments to effecƟve communicaƟon. 
6 Describe verbal and non-verbal communicaƟon providing examples of both. 
7 What is paralanguage? Describe its components and effect on oral expression. 
8 Explain the use of visual communicaƟon in a business environment. 
9 Discuss any five of the 7 C’s of effecƟve communicaƟon and illustrate each with two 

examples. 
10 How do the 7 C’s of communicaƟon assist in overcoming the barriers to effecƟve 

communicaƟon? 
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Knowledge Check 1 

 

1. b) A company’s official email to all employees 

2. c) It does not provide a permanent record 

3. c) Horizontal communicaƟon 

4. b) Cross-level, cross-unit 

 

Knowledge Check 2 

 

1. c) Tone of voice 

2. b) WriƩen verbal communicaƟon 

3. c) Defensiveness 

4. c) Use of signs, symbols, and graphics 

 

1.10 Case Study 

Misaligned Messages - The CommunicaƟon Struggle at EcoLite Pvt. Ltd 

IntroducƟon 
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CommunicaƟon is key in a professional seƫng. It helps to clarify ideas, align decisions and 
culƟvate relaƟonships. This case study examines how an ambiƟous startup, EcoLite Pvt. Ltd., 
faced communicaƟon problems internally due to lack of an explicit set of principles for good 
communicaƟon and how it overcame this challenge by using basic communicaƟon pracƟces 
and principles. 

Background 

EcoLite Pvt. Ltd., a Bangalore-headquartered startup selling environmentally friendly lighƟng 
soluƟons, with more than 80 employees in departments such as R&D, markeƟng, sales and 
logisƟcs. The team is young, creaƟve and commiƩed to sustainability yet operaƟonal 
misalignment has on numerous occasions resulted in delays, confusion and interpersonal 
conflict. 

The company just encountered problems as it aƩempted to launch a new product line. With 
no end in sight, internal groups started to blame each other for missed rollouts, misread 
emails and unmet targets. Management had a hunch that there was an underlying issue 
around how teams were communicaƟng. 

An internal audit was conducted by the HR department, referencing principles and pracƟces 
of communicaƟon, in order to get to the boƩom of it. They found that there was ambiguity 
and contradicƟon, misuse of informal pathways, and emoƟonal responses in team 
interacƟons. 

 

Issue 1: Ambiguous and Fragmented Messages 

Several teams complained that they had received unclear guidance or direcƟons that were 
subject to varied interpretaƟon. For instance, the markeƟng team was sent an email that said, 
“Get ready for launch in a week,” without any informaƟon about when precisely, in what 
format and who is involved. 

SoluƟon: Look for The Principle of Clarity and Completeness 

• The templates of communicaƟon were presented in order to standardize internal emails. 

.• Senders were prompted to provide more explicit guidance by Ɵmeline, name, format and 
delivery method. 

• A brief mnemonic was constructed based on the 7 Cs of communicaƟon, but focusing 
parƟcularly on Clarity, Completeness and Concreteness. 

Effect: The quality and precision of task execuƟon increase clearly within one month. 

 

Issue 2: Too Much Emphasis on Informal Sources 
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Employees commonly passed along criƟcal project informaƟon via WhatsApp and wandering 
hallway chats. This resulted in message distorƟon and update misses when people were out 
of the room or not plugged into the chat threads. 

SoluƟon: Strengthen the Principle of Formal CommunicaƟon PracƟces 

• Slack was formalized as the official medium of communicaƟon. 

• Project updates were placed in structured threads with designated moderators. 

• CriƟcal updates were communicated exclusively via official email and Slack channels to 
reduce confusion. 

Outcome: The two departments have all now been working off of a single system for updates, 
increasing transparency and accountability. 

 

Issue 3: EmoƟonal ReacƟons and No Listening Amazi-another post that speaks volumes. 

Employees tended to talk over one another and interrupt in meeƟngs or be withdrawn and 
sullen aŌer receiving criƟcism. This had a negaƟve effect on team morality and with debate 
being discouraged. 

SoluƟon: Establish a CommunicaƟon EƟqueƩe and AcƟve Listening Profile. 

• Verbal and non-verbal communicaƟon: Weekly training on Prescribed AcƟon offered 
inSKILL2JOB. 

• Staff members worked on tone modulaƟon, respecƞul disagreement and paraphrasing. 

• Listening circles were iniƟated, at which team members voiced concerns as the others 
listened without interrupƟon. 

Outcome: EmoƟonal triggers went down, and respect for one another went up creaƟng a 
more cohesive team chemistry. 

 

ReflecƟve QuesƟons 

1. Which of the communicaƟon principles are violated in EcoLite before audit? 
2. How did formalizing the way communicaƟon plaƞorms were used solve problems? 
3. In a professional environment, why is acƟve listening as important as clear 

messaging? 
4. What other communicaƟon techniques can EcoLite embrace to complement its 

expansion? 
5. How can organisaƟons reconcile conversaƟonal communicaƟon with the requirement 

for formal documents? 
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Conclusion 

Some of the problems experienced by EcoLite Pvt. Ltd., argue for the essenƟality of using 
communicaƟon principles explicitly and intenƟonally. The organizaƟon was able to address 
operaƟonal inefficiencies, enhance interdepartmental coordinaƟon, and foster a professional 
and respecƞul workplace through operaƟons more in line with effecƟve communicaƟon (i.e., 
understanding the need for clarificaƟon of arƟfacts, completeness of informaƟon, and acƟve 
listening). This example goes to the show, communicaƟon is more than a soŌ skill; it is a 
strategic tool with real implicaƟons for an organizaƟon's success. 
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0% detected as AI
The percentage indicates the combined amount of likely AI-generated text as 
well as likely AI-generated text that was also likely AI-paraphrased.

Caution: Review required.

It is essential to understand the limitations of AI detection before making decisions 
about a student’s work. We encourage you to learn more about Turnitin’s AI detection 
capabilities before using the tool.

Detection Groups

1 AI-generated only 0%
Likely AI-generated text from a large-language model.

0 AI-generated text that was AI-paraphrased 0%
Likely AI-generated text that was likely revised using an AI-paraphrase tool 
or word spinner.

Disclaimer
Our AI writing assessment is designed to help educators identify text that might be prepared by a generative AI tool. Our AI writing assessment may not always be accurate (i.e., our AI models 
may produce either false positive results or false negative results), so it should not be used as the sole basis for adverse actions against a student. It takes further scrutiny and human 
judgment in conjunction with an organization's application of its specific academic policies to determine whether any academic misconduct has occurred.

Frequently Asked Questions

How should I interpret Turnitin's AI writing percentage and false positives?
The percentage shown in the AI writing report is the amount of qualifying text within the submission that Turnitin’s AI writing 
detection model determines was either likely AI-generated text from a large-language model or likely AI-generated text that was 
likely revised using an AI paraphrase tool or word spinner.
 
False positives (incorrectly flagging human-written text as AI-generated) are a possibility in AI models.
 
AI detection scores under 20%, which we do not surface in new reports, have a higher likelihood of false positives. To reduce the 
likelihood of misinterpretation, no score or highlights are attributed and are indicated with an asterisk in the report (*%).
 
The AI writing percentage should not be the sole basis to determine whether misconduct has occurred. The reviewer/instructor 
should use the percentage as a means to start a formative conversation with their student and/or use it to examine the submitted 
assignment in accordance with their school's policies.

What does 'qualifying text' mean?
Our model only processes qualifying text in the form of long-form writing. Long-form writing means individual sentences contained in paragraphs that make up a 
longer piece of written work, such as an essay, a dissertation, or an article, etc. Qualifying text that has been determined to be likely AI-generated will be 
highlighted in cyan in the submission, and likely AI-generated and then likely AI-paraphrased will be highlighted purple.
 
Non-qualifying text, such as bullet points, annotated bibliographies, etc., will not be processed and can create disparity between the submission highlights and the 
percentage shown.
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Unit 2: Art of Speaking 

 

Learning ObjecƟves 

1. Understand and apply the principles of clear speech, including correct pronunciaƟon, 
enunciaƟon, and arƟculaƟon for effecƟve oral communicaƟon. 

2. Analyze the role of tone, pitch, pace, and modulaƟon in enhancing the impact and 
clarity of spoken messages. 

3. Employ rhetorical techniques, storytelling, and audience engagement strategies to 
connect meaningfully with listeners. 

4. Structure and deliver impacƞul narraƟves and elevator pitches using storytelling 
frameworks and persuasive communicaƟon elements. 

5. Develop and demonstrate skills in public speaking, including managing stage fright, 
body language, and voice control. 

6. Create and present structured, audience-appropriate presentaƟons with effecƟve use 
of visual aids and content flow. 

7. DifferenƟate between various types of speeches and use appropriate techniques to 
deliver them with confidence and handle Q&A sessions effecƟvely. 
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2.13 References 

2.14 Case Study 

 

2.0 Introductory Caselet 

“The Voice Behind the Message: The Case of Riya Mehta at InnovateEd” 

Riya Mehta, a young professional at InnovateEd—an up and coming EdTech company—was 
no stranger to the brilliance of her concepts and her uncanny analyƟcal awareness. With client 
or internal presentaƟons, however, she was mediocre. Even aŌer much preparaƟon, she 
found it tough to keep her audience’s aƩenƟon. Her words someƟmes blurred, her voice was 
flat and important arguments were lost amid a hurried delivery. 

For a quarterly product pitch, she was selected to present a new learning module — which 
tracks progress of students in class with online programs and enables teachers to intervene 
or address the need for remedial work — to a group of internaƟonal investors. It was sound 
content, but her unclear pronunciaƟon, failure to “vary” her voice and rate of speaking made 
it hard to follow. As a senior colleague told me: “You know the content beƩer than anyone but 
you missed the mark in your delivery.” 

Anxious, Riya shared this with her mentor who took her to the world of “Art of Speaking”— 
where Riya learnt clear pronunciaƟon, enunciaƟon, arƟculaƟon and the right use of Tone. In 
the weeks that followed, Riya worked on enunciaƟng more clearly pausing for effect voicing 
to create impact and planning her spoken story to build complicity. And then in her next 
client demo, not only did she hold rapt the room — but when she finished, there was 
applause. 

That experience was a turning-point for him. Riya discovered that words are important — but 
that the manner in which you say them is everything. 

CriƟcal Thinking QuesƟon 

How did Riya's use of speech tools, her heightened consciousness, lead to a different effect 
and what does that suggest about delivery as an element of capitol in your career? 

 

2.1 PronunciaƟon, EnunciaƟon and ArƟculaƟon 

2.1.1 Importance of Clear Speech 
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• Plain speech is the basis of efficacious oral communicaƟon. It simply compacts the message 
so that no maƩer who the listener may be, whether they are familiar with the speaker’s 
accent or dialect, it should receive and understand it accurately. In a professional career, it is 
much beƩer when you can speak clearly not only that it adds to your credibility but also 
because it builds trust and minimizes the risks for miscommunicaƟon. 

• Modulatory speech is more than just talking up or down. It involves phonologically accurate 
sound producƟon, correctness of pace and paƩerns in verbal structure while speaking. 
However, what's the point of brilliant wriƟng if your visitors can't understand it? Your 
audience might tune out, not understand, or take the wrong meaning, and that can result in 
unproducƟve meeƟngs, embarrassing presentaƟons or damaged relaƟonships. 

• Clarity of speech is an important factor when trying to overcome language and culture 
barriers. This reduces the dependence on assumpƟons and enables all parƟcipants regardless 
of their experƟse in the language to take part acƟvely. 

• Professionalism requires a calm demeanour whether in customer service, teaching, public 
speaking or leadership capaciƟes. People with a good voice are more persuasive and 
competent. As such, clear speaking is a communicaƟon tool that can offer impressive upward 
mobility in virtually any career. 

 

2.1.2 PronunciaƟon: Correct Sounds and Stress PaƩerns 

• PronunciaƟon is the manner in which words are spoken; it is all about geƫng the sounds, 
syllables and intonaƟon correct. It is a criƟcal factor in comprehension of the speaker’s 
language by the listener. These are also capable of causing misunderstanding, 
misinterpretaƟon and even embarrassment in formal communicaƟon because of poor 
pronunciaƟon. 

• There are phoneƟc rules for each language. In English, for instance, some sounds — such 
as “th” in “think” or “v” in “very” — don’t exist in every language and can be difficult for non-
naƟve speakers to pick up. Then there are the words that can also sound alike but mean 
different things when they’re stressed differently — like “desert” (as in Sahara) or “desert” 
(leave hanging). 

• Stress arrangements are equally important in pronunciaƟon. Stress is the accentuaƟon of 
certain syllables or words in a sentence. For example, incorrectly stressing a word can change 
the sense of the word or sentence. For example, the incorrect syllable stress of “present” can 
transform it from a noun (“PRE-sent”) to a verb (“pre-SENT”). In sentences, which words you 
stress can alter the nuance or focus. 

• PronunciaƟon 101 can be pracƟced with listening, pracƟce and feedback. PhoneƟc 
dicƟonaries, speech recording and repeƟƟon are some of the tools that can be used. An 
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understanding of stress paƩerns and rhythm contributes to good fluency to ensure a 
conversaƟon flows more naturally and listeners are more engaged. 

 

2.1.3 EnunciaƟon: Clarity in Expression 

• PronunciaƟon involves sounding something out in such a way that it is easy to hear (and 
understand) the various syllables and sounds of which it's made. The word ‘enunciaƟon’ 
doesn’t refer to the correct sound of speech, rather it looks at physical clarity in the 
producƟon of a sound. 

• Slurred speech, mumbling and fusing words together can make it hard to understand what 
is being said. For example, “dunno” in place of “I don’t know” might be fine for casual 
conversaƟon, but informal or public discussions could seem unprofessional. Poor arƟculaƟon 
reflects wrong credibility and the level of the commitment of one’s speaker. 

• Proper enunciaƟon involves mastery over the mouth and breath. EnunciaƟon may suffer 
from speaking too quickly as sounds are not enƟrely produced. And just as speaking too soŌly 
can render speech inaudible, sufficient enunciaƟon may not be enough to be heard. 

• PronunciaƟon also affects intercultural proficiency in nonverbal aspects of communicaƟon. 
Clear pronunciaƟon helps to make your speaking voice resonate with authority and express 
emoƟons, emphasis, and purpose more clearly. Tongue twisters, public speaking pracƟce and 
recording themselves for feedback are typical means to enhance enunciaƟon. For 
professionals in teaching, sales, broadcasƟng and other customer-facing job funcƟons, clear 
enunciaƟon is vital in making strong connecƟons and asserƟng a message of authority. 

 

2.1.4 ArƟculaƟon: Precision in Speech ProducƟon 

• ArƟculaƟon is the finesse movement and coordinaƟon of speech organs (lip, tongue, teeth, 
ridge or palate, and vocal cords) to form intelligible sounds. It is a mechanical process that 
forms the unprocessed sound of a human voice into understandable words and sentences. 
Though it's oŌen used synonymously with enunciaƟon, arƟculaƟon focuses on the precision 
of each individual sound within a word. 

• Clear pronunciaƟon means that consonants and vowels are all spoken precisely, so there is 
no mistaking or hearing the incorrect word. For instance, if a speaker does not produce the 
“t” sound in “important” or the subsequent “d” sound in “friend,” it may result in listeners 
being unable to hear these words (or mishearing them). In the formal domain, such 
miscommunicaƟon could be disastrous during instrucƟons, negoƟaƟons or interviews. 

• ConsideraƟon of arƟculaƟon is parƟcularly criƟcal for speakers who are presenƟng 
terminology, jargon, or people’ names that may not be familiar with the audience. When you 
fail to be precise, it can indicate that someone is nervous, unprepared or even disinterested. 
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In contrast, good enunciaƟon reflects confidence and professionalism; refusal to arƟculate 
screams amateur hour to me. 

• BeƩer arƟculaƟon: In many cases, good dicƟon is associated with exercises to tune the 
muscles used in speaking. SoluƟons such as over-arƟculaƟng when pracƟcing, providing 
feedback through a mirror, or concentraƟng on problem sounds (such as “s,” “r,” or “l”) can 
give speakers beƩer control. It is also co-related with pacing and breath control to keep up 
an appropriate, natural speech rhythm. Good arƟculaƟon is important both for public 
speaking and presentaƟons because it adds power to your delivery and gives clarity to what 
you are saying. 

 

2.2 Mind Your Tone! 

2.2.1 Role of Tone in CommunicaƟon 

• Tone: the way in which voice sounds, emoƟonal color and aƫtude with which spoken 
language is uƩered. It’s not just what you say, it’s how you say it and the way in which that is 
received by the listener. There are tones where the same sentence can sound angry, happy, 
sarcasƟc, sincere. For instance, in a flat voice, the phrase “that’s great” might come across as 
conveying indifference or sarcasm, while an energeƟc one reflects real enthusiasm. 

• Tone maƩers in business and professional communicaƟon; it helps establish trust, manage 
relaƟonships and exude confidence. When delivering feedback or bad news, or perhaps when 
having difficult discussions, one may find that a posiƟve and respecƞul tone may make the 
message go down beƩer. Meanwhile, a negaƟve or patronizing tone will chase the audience 
away no maƩer how more of the things being said are true. 

• Tone is also part of the emoƟonal intelligence in communicaƟon. Having the ability to be 
dexterous with tone—empatheƟc when reading a complaint, enthusiasƟc in a presentaƟon, 
crisp and formal in front of the board—demonstrates professionalism and awareness. When 
the message content doesn't match the vocal tone, a breakdown can occur and cause 
interpretaƟon errors that lessen the effecƟveness of your messages. 

 

2.2.2 Pitch, Pace, and Pauses 

• Pitch represents the highness or lowness of a speaker’s voice. Because changing pitch is 
expressive, and because it can signal important ideas and keep the listener’s interest. If a 
speaker stays at the same pitch all the Ɵme, it can sound monotonous, whereas peaks and 
troughs of pitch are full of colour and energy. 

• Reis is the pace at which people speak. Also when you speak too fast it can bombard the 
listener and be hard to follow, on the other hand speaking too slow might come across as 
disengaging. Confident pace A moderate pace demonstrates confidence and gives the 
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audience Ɵme to get your points. Your pace can be varied to emphasise certain points or 
switch between ideas. 

• The pause is a dynamic resource in speaking. Strategic pauses give the speaker room to 
breath, stress key points and enable the listener to take in informaƟon. Pauses just before or 
aŌer an important sentence make that sentence seem heavier, and linger longer on the 
audience’s mind. 

• Powerful speakers manage pitch, pace, and pausing to colour their voice with what they're 
saying My speaking has new clarity and my audience is more engaged. These details are what 
give a rhythm and flow to words; they are what bring life and vibrancy to speech. 

 

2.2.3 ModulaƟon for Emphasis and Impact 

• ModulaƟon of a voice, also known as controlled change or variaƟon in voice features 
(intensity, intonaƟon and pitch), is the way to make spoken communicaƟon more expressive 
and efficient. ModulaƟon allows a speaker to highlight his main points, signal transiƟons and 
express emoƟons more precisely. 

• TacƟcally deployed, modulaƟon can direct the audience’s focus to central ideas. For 
example, there’s a much more interesƟng and nuanced speech if you can raise your volume 
just enough to really hit home on an important point or lower it when you’re quesƟoning 
something. This is one of the methods that can be used to support storytelling, persuasive 
speaking and oratory by introducing vocal texture. 

• It can also be used to prevent a monotone or mechanical style of speaking. People who 
change their voice (tone, pitch, loudness) sound more enthusiasƟc, secure and catching. By 
contrast, an unmodulated tone can render even the most potent content sterile or less than 
persuasive. 

• Features for successful modulaƟon include stressing content words, matching pitch to 
feelings, matching speed to meaning and using natural intonaƟon. Reading scripts out loud 
and emulaƟng skilful speakers as well as recording one’s speech for review can ameliorate this 
(Blakemore, 2004). 

 

2.2.4 Avoiding Monotony 

• “Monotony” here is not merely repeƟƟon, but a lack of inflecƟon in tone, pitch or rhythm 
— a flatness, lifelessness, uninteresƟngness. Speaking with a single vocal rhythm for an enƟre 
speech or session can bore, no maƩer how compelling the content may be. 

• Mono-tone delivery is frequently a result of fear, lack of prep Ɵme or over concentraƟon on 
the content and not the give. Nor is it uncommon when speakers read from wriƩen texts 
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without vocal inflecƟon. The lack of vocal nuances not only fails to make the material more 
interesƟng, but also muddles and dries out the meaning, free of any meat or juice. 

• Speakers should vary their voices to add interest during a speech, that is, change the pitch, 
pace, tone and volume of voice in order not to sound dull. “Dropping in pauses that are more 
natural, stressing important words and using your voice to show emoƟon” can keep a listener 
engaged. ConversaƟonal wriƟng rather than overly prepared or mechanical will also help 
keep the sound natural and expressive. 

• Feedback, recording voices, and pracƟce performing in front of colleagues or advisors are 
useful ways to pinpoint those monotonous paƩerns. Rhetorical quesƟons, stories or even 
jokes to engage the audience can also bring spice to a talk and create more acƟve delivery. 

 

2.3 Techniques to Engage and Connect with Audiences 

 

Fig. 2.1 Techniques to Engage and Connect with Audiences 

 

2.3.1 Use of Rhetorical Devices 

Rhetorical devices Rhetorical devices are language tools that speakers and writers use to make 
speech more interesƟng, persuasive and effecƟve both for the speaker or writer and for the 
audience that receives their message. They are used to highlight vital points, add emoƟonal 
appeal, and make messages more interest and persuasive. In the hands of a skilled speaker 
these can add greatly to impact and credibility. 
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A comparison is a literary device that compares two unrelated things to help us beƩer 
understand or explain something. A metaphor states the comparison directly (“Time is a 
thief”), while one with like or as is a simile (“Her voice was like music to our ears”). 

RepeƟƟon is repeaƟng of a word or phrase to provide extra emphasis and convey the central 
idea, making it more memorable. For instance: “We have to move now. We must act 
together. We must act decisively.” 

AlliteraƟon is the repeƟƟon of consonant sounds at the beginning of close words, typically 
uƟlized to add rhythm and memorability to phrases. For instance: “The savage flames 
flickered furiously.” 

rhetorical QuesƟons are quesƟons that you make but aren't actually looking for the answer. 
They make the audience think and involve them by asking for thoughts on what was said. 
E.g., “How can we expect change if we don’t take the first step?” 

Parallelism is the juxtaposiƟon of syntacƟc elements that have similar significance in a 
sentence to demonstrate a contrast or opposiƟon and improve rhythm and clarity. For 
instance: “We want jusƟce, we want peace, we want equality.” 

Rhetorical devices benefit when employed subtly and to the point. They can be overdone and 
make a speech seem sƟlted or canned, but when deployed judiciously and effecƟvely, they 
are a way to add clarity, emoƟonal depth and authority to what you say and therefore to 
enhance your impact. 

 

2.3.2 Building Rapport and Trust 

Rapport building is all about establishing a relaƟonship with the audience based on respect, 
empathy and joint understanding. Trust This follows along with the whole Like factor, when 
you have rapport trust will follow- and people are more willing to believe or give to a person 
they trust – especially in persuasive/ informaƟve speaking. AƩenƟon A reliable speaker is 
more apt to win his or her audience's aƩenƟon, sway their aƫtudes and inspire them into 
acƟon. 

When you look at the faces of members, your heart reaches them and it Ɵghtens their 
aƩenƟon throughout your talk. For example, a speaker may look around the room and quickly 
connect with people’s eyes while declaring, “I want to speak straight to your experience 
today.” 

When you use inclusive language including the words ‘we’, “our” or “let’s explore”, it brings 
a sense of community and shared purpose. A speaker could say, “We can make lasƟng change 
together,” rather than, “I will fix this problem.” 

What demonstraƟng empathy and respect looks like It’s recognizing that there is a reality 
outside your own, a consideraƟon for whom you’re speaking to. For instance, a speaker could 
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start with “I know a lot of you are struggling with this policy,” which immediately 
acknowledges the feelings of the audience. 

“MeeƟng the audience where they are” means one needs to change the tone, examples, and 
content of a story so that it resonates with what people care about or already know. Using 
local examples in a speech on the community or making technical language appropriate to an 
audience of non-specialists are two ways to create relevance and connecƟon. 

To show real (instead of acƟng) one must be honest and speak naturally. A speaker could 
share a quick personal story or frank reflecƟon, something like “I agonized over this decision 
as well,” and that would make them more human and credible. 

Once the trust is built, people are then more open to consuming or buying into what the 
speaker is suggesƟng. A communicator who is seen as sensing the public senƟment honest 
and respect to the public is more likely to gain trust, lessen resistance, and achieve posiƟve 
feedback for his or her message. 

 

2.3.3 Encouraging Audience ParƟcipaƟon 

• By involving your audience you take from being a passive listener and make them into an 
acƟve parƟcipant, it energises the room. OrientaƟon increases understanding, retenƟon, and 
saƟsfacƟon of audiences. 

• Methods to promote parƟcipaƟon include: 

o QuesƟons requiring open-ended responses: These elicit responses and sƟmulate thinking. 

o Polling or raised-hands: Rapid polling encourages immediate feedback and acƟve listening. 

o Sessional discussion or acƟviƟes: (Only in the longer Ɵme-slot) Allows for peer sharing and 
deeper thinking. 

o Asking for personal opinions or experiences: It affirms the audience's understanding and 
sets a cooperaƟve tone. 

o InteracƟve digital tools: Apps such as MenƟ meter or Slide can be employed for providing 
real-Ɵme answers. 

• It helps in generaƟng a feeling of belonging which means that people realize their presence 
and opinion counts. The standout features of varied Ɵmes also need to be present when 
teaching, training or in the workshop – where we want involvement and learning. Another 
purpose in prompƟng discussion is that the speaker can establish whether members of the 
audience understand enough to slow down, or speed up, or change direcƟon. 

 

2.3.4 Use of Humour, Anecdotes, and QuesƟons 
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• Introducing a liƩle humour, personal stories and quesƟons in communicaƟon humanizes the 
speaker and helps to make the message more relatable and something that can be enjoyed. 
These instruments help to prevent boredom, maintain aƩenƟon and promote emoƟonal 
connecƟon. 

• Humour: 

o Gentle, good- natured humour can relieve stress and help to create a more relaxed 
atmosphere. 

o It must be culturally appropriate, inoffensive and related to the topic. 

o Self-effacing humour can also make the speaker seem less threatening. 

• Anecdotes: 

o Brief, anecdotal, real-life stories humanize the material and bring conceptual material to 
life. 

o They serve to underscore instrucƟon, provide background and establish emoƟon. 

o The use of a relevant story can vastly improve the impact of a main message. 

• QuesƟons: 

o Present a rhetorical or direct quesƟon to the audience, which appeals intellectually. 

o QuesƟoning can serve to iniƟate a subject, tempt from one topic to another or 56. to 
provoke thought and reflecƟon. 

o They engage curiosity and encourage the listener to think (even if we don’t answer). 

• By applying a skilful mix of these ingredients, the audience’s emoƟons and intellect are 
drawn to create a conversaƟonal tone that enhances their emoƟonal experience and 
psychological investment in whatever message the speaker is trying to communicate. 

 

2.4 CraŌing compelling stories 

2.4.1 Importance of Storytelling in CommunicaƟon 

o Storytelling is one of the most powerful and effecƟve means of communicaƟon capable of 
making complicated or dull topics digesƟble and interesƟng. Stories in a professional and 
academic context give life to dry staƟsƟcs, create intenƟon around a strategy, or add meaning 
to a presentaƟon. The most important aspect of the story is that it allows you to reveal the 
topic from different angles and go beyond the dry facts; adding context, creaƟng empathy, 
and establishing relevance. An excellent story captures aƩenƟon, maintains it throughout, and 
creates a memorable impression. A story acƟvates different areas of the brain related to 
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emoƟon, memory, and imaginaƟon. This tool is perfect for presentaƟons, job interviews, 
markeƟng and the context of leadership and educaƟon. 

o A story can simplify challenging and complex topics by linking it to a real-world example. 
DemonstraƟon of a story of how your product has changed a person’s life is more convincing 
in conveying the argument than simply a list of the product’s features. The story can also be 
used to culƟvate a vision and moƟvate employees to meet the company’s target. Moreover, 
storytelling is generally accepted in all countries and all spheres of human acƟviƟes. 

 

2.4.2 Elements of a Powerful Story (Character, Conflict, ResoluƟon) 

o To create a successful story that will keep the audience’s aƩenƟon, you need at least three 
fundamental factors: character, conflict, and resoluƟon. 

o Character: This is the underlying foundaƟon of the story which can be a person, a team, and 
a company. The more relatable or intriguing the character is, the more the audience will 
engage with it, winning their emoƟonal support. In a business seƫng, the character could be 
your customer facing a problem that undermines quality communicaƟon; for others, it could 
be a socially responsible or an employee driving innovaƟon. 

• Tension: Tension creates the conflict and holds the interest of your readers. This is the 
obstacle, conflict or problem that the character confronts. That might be an issue, a flop, a 
rival, or internal strife. Conflict brings in drama which leads to curiosity on part of listener as 
to what next. 

• ResoluƟon: At the resoluƟon, readers see how a conflict is faced or solved. This is the 
cement of the story that comes and holds the whole thing together, it is the final finish: the 
conclusion. In the corporate world, resoluƟon could be about how a service met and fixed a 
client’s problem or how one team recovered from a setback. 

• Based upon these elements, the stories are more powerful, insighƞul and emoƟonally 
moving creaƟng a parallel to communicaƟon. 

 

2.4.3 EmoƟonal ConnecƟon through NarraƟves 

• EmoƟonal aƩachment is a reason that both uƟlize storytelling as an effecƟve means of 
communicaƟon. A compelling story doesn't just engage your audience's minds; it also 
resonates with them emoƟonally, morally, experienƟally. This emoƟonal involvement leads to 
more aƩenƟon, retenƟon, and trust. 

• A message that makes people feel something — whether it’s inspiraƟon, empathy, 
excitement or concern — will be more memorable and heeded than one that does not. Any 
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first person stories or anecdotal tales, humorous difficulƟes and triumphs are always a 
winner. They help create that shared human experience between the teller and listener. 

• In leadership communicaƟon, emoƟonal anecdotes are favoured to boost morale, transmit 
vision or take people through change. And in markeƟng, it can be used to shape brand 
idenƟty and customer loyalty. Stories can help in teaching and training, making lessons more 
memorable and meaningful. 

Using Sensory Language, Imagery and EmoƟons: These techniques bring feeling into a story. 
Even in technical or data-laden environments, a story that demonstrates human experience 
can do wonders for helping your audience to engage and understand. 

• Stories that elicit emoƟons are more convincing and effecƟve, because they tap into your 
humanity, rather than your intellect. 

 

Did You Know? 

 

"Did you know that stories are 22 Ɵmes more memorable than facts alone? Research in 
neuroscience shows that when we hear stories, our brains release oxytocin, a hormone linked 
to trust and empathy. This makes us more likely to retain informaƟon and feel connected to 
the speaker. That’s why top communicators—from TED speakers to CEOs—use storytelling not 
just to inform, but to inspire acƟon. Whether you're pitching an idea or teaching a concept, 
adding a story can dramaƟcally increase your impact.” 

 

2.5 Storytelling Frameworks 

2.5.1 The Hero’s Journey 

•The Hero’s Journey is a structure — an arc, a paƩern that many narraƟves balance on where 
we follow the hero through various changes and duƟes beginning with mundane 
circumstances on the surface, right into compleƟon or change on the inside. First uƟlised in 
mythology, this format is commonly found in modern day discourse ranging from markeƟng 
and leadership to moƟvaƟonal speeches. 
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Fig.2.2. The typical stages include 

 

• The typical stages include: 

o The Ordinary world (The Hero’s Departure): We get to know the hero in his ordinary life. 

o The Call to Adventure: A tesƟng or adventure calls him away from the ordinary world. 

o RejecƟon and Teaches: The hero says no but gives them a hand up. 

o Call to Adventure: A choice is made to confront the unknown. 

o Trial and EvoluƟon: The hero encounters obstacles, transforms, and evolves. 

o Return: The hero returns with something to share, or back to save the day. 

• That framework is sexy to readers, because it reflects their own narraƟves of self-growth. 
In business seƫngs, the “hero” might be a customer with a challenge, or an employee driving 
change, or company trying to survive in a disrupted market. The three-act structure creates 
emoƟonal tension and give the audience someone to cheer for. 

• The most effecƟve communicators use this same model to tell stories of determinaƟon, 
courage and change. It works parƟcularly well in branding, leadership talks, and moƟvaƟonal 
storytelling where the message is about how to overcome adversity and come out stronger 
on the other side. 

 

2.5.2 Three-Act Structure 

Page 15 of 33 - AI Writing Submission Submission ID trn:oid:::3618:127594775

Page 15 of 33 - AI Writing Submission Submission ID trn:oid:::3618:127594775



The Three-Act model of storytelling is one of the oldest in existence. It’s a clear, robust 
structure for puƫng informaƟon together in a way that moves the audience through what 
you’re teaching them, both logically and emoƟonally.” 

• The structure includes: 

o Act One (Setup): Characters and context are introduced, along with the central problem. It 
raises the stakes and makes us curious. 

o Act Two (ConfrontaƟon): The “meat” of the story – where things go wrong. Protagonist 
takes on mounƟng obstacles and reaches a climax. 

o Act Three (Denouement): Wrapped as the ending, very oŌen resolving a problem and 
poinƟng out the moral. 

• In business world, it helps to present the presentaƟon, sale pitch or report in logical order. 
So, one example could be for the presenter to start with describing the market (Act One), 
talking about a problem that they have gone through or iniƟaƟves produced (Act Two), and 
then end up saying what is next or the results of their job (Act Three). 

• The model works because it mimics how people experience events: Start, middle and end. 
It sustains interest by creaƟng suspense and giving a good ending. "According to Lock Kon 
Tung, the Response Mode provides soluƟons for communicaƟng both simple and complicated 
ideas effecƟvely and in an organized, bite-size fashion. 

 

2.5.3 Problem–SoluƟon–Impact Framework 

• Problem–SoluƟon–Impact is a simple and common narraƟve guided structure, especially 
well-suited to persuasive or professional communicaƟon. AutoWeka revolves around 
idenƟfying a problem, offering an interpretable soluƟon and then seeing how using that 
soluƟon results in something posiƟve. 

• The structure includes: 

o Problem: Specify the problem and present facts or pracƟcal case/s. This establishes urgency 
and relevance. 

o SoluƟon: Provide the soluƟon in terms of a strategy, product or acƟon that can solve the 
problem. Describe why this soluƟon would work and how it could be implemented. 

o Impact: Where appropriate, discuss the results of implemenƟng the soluƟon. Add some 
credibility through use of evidence, metrics or tesƟmonials. 

• This structure comes in handy for business proposals, project reports, elevator pitches or 
case studies. It speaks to the leŌ brained, analyƟcal nature of its professional audience who 

Page 16 of 33 - AI Writing Submission Submission ID trn:oid:::3618:127594775

Page 16 of 33 - AI Writing Submission Submission ID trn:oid:::3618:127594775



demand simple clarity and results. For instance, a sales team may share drop in engagement 
as the issue, new campaign strategy as soluƟon and higher conversion rates being impacted. 

• It is also a brief acƟon-oriented statement that facilitates rapid understanding by the 
audience of a) what is proposed to be done (the idea or intervenƟon), and b) why this has 
value. The emphasis on tangible impact also creates trust and sƟmulates decision-making 
grounded in measurable results. 

 

2.5.4 STAR Technique (SituaƟon, Task, AcƟon, Result) 

 

Fig.2.3: STAR Technique (SituaƟon, Task, AcƟon, Result) 

 

The STAR Method is a technique that is frequently used to structure responses during 
interviews, performance evaluaƟons, and professional conversaƟons. It lets the listener see 
someone’s past experience grouped in a performance-oriented, brief and relevant way.so they 
can more quickly pass judgment about that person’s skills and accomplishments. Through 
STARS, the speaker can tell an interesƟng story that shows they are competent and 
professional by dissecƟng experiences with SituaƟon, Task, AcƟon, Result. 

SituaƟon is the context and introduce where you experienced the reality of situaƟon. For 
example: “At my previous posiƟon as a markeƟng coordinator at a mid-size company in 2022, 
we experienced an abrupt decrease in consumer engagement aŌer launching a product. 
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Task: Describes the task or scenario that the candidate had to address. In the same 
hypotheƟcal scenario: “I had to create a hypothesis of what was causing low engagement, 
and suggest how we should revise our outreach strategy in two weeks Ɵme. 

AcƟon tells what you specifically did to address the task including your own acƟons and 
specific decisions and acƟon plans. In this instance: “I sent out a customer feedback survey, 
determined engagement metrics, and facilitated a brainstorm with the content team. “With 
the results at hand, I revamped the email markeƟng campaign and implemented personalized 
messages.” 

Result is what happens as a result of their acƟons, which should be quanƟfiable or have an 
impact on some level. For instance: “This led to a 35% liŌ in customer engagement over the 
next month and the updated campaign drove a 20% liŌ in sales. I was also given an award in 
recogniƟon of this from the senior management.” 

 

“AcƟvity: Applying Storytelling Frameworks” 

 

Form small groups and choose any recent real-life experience (academic, professional, or 
personal). Each group will select one of the storytelling frameworks—Hero’s Journey, Three-
Act Structure, Problem–SoluƟon–Impact, or STAR Technique—and use it to structure a short 
narraƟve around their chosen experience. Present the story in under 3 minutes, highlighƟng 
how the framework helped shape the message. The class will then idenƟfy the framework 
used and give brief feedback. This acƟvity will help reinforce the role of structured storytelling 
in making communicaƟon clear, compelling, and purposeful. 

 

2.6 CraŌing and EffecƟve Elevator Pitches 

2.6.1 Purpose and Importance of Elevator Pitches 

• An elevator pitch is a succinct speech that’s meant to be used informally when sharing new 
ideas, product projects and even oneself. Phrase comes from concept of a pitch that is good 
enough to be effecƟve within the period of an elevator ride (30-60 seconds on most elevators). 
It is a powerful tool for networking, interviewing, selling and business building. 

• The goal of an elevator pitch is to describe a concept or product so that one could answer 
the quesƟon "What do you do?" in any situaƟon, from finding investment for a space energy 
startup or reframing the problem around their company's AI capabiliƟes.OkendidáƟco. OŌen, 
it’s a springboard to further conversaƟon or opportunity. An elevator pitch, when well-
executed, allows the pitcher to deliver his value prop in 2 minutes or less when Ɵme or 
aƩenƟon is short. 
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• Elevator pitches are parƟcularly relevant in high stakes, compeƟƟve environments where 
professionals must disƟnguish themselves/ their ideas. When pitching a potenƟal employer, 
investor, client or mentor, the pitch should answer some fundamental quesƟons: Who are 
you? What do you do? What is the unique value that you are providing with this idea or 
offering? Why should the listener care? 

• In addiƟon to networking, elevator pitches help with self-awareness. The process of 
creaƟng one makes people really delve into their strengths, objecƟves and key messages. It 
also enhances verbal communicaƟon and builds self-confidence with speaking off-the-cuff. A 
good pitch can mean the difference between a lost opportunity and very important business 
relaƟonship. 

 

2.6.2 Structuring the Message (Hook, Value ProposiƟon, Call to AcƟon) 

• An effecƟve elevator pitch is not just brief but also well-thought-out for a big impression. A 
defined structure enables the speaker to convey a message that is engaging, informaƟve and 
acƟonable. A simple yet powerful structure is with three main elements: the hook, value 
proposiƟon and call to acƟon. 

• Hook: 

o The hook is the aƩenƟon geƩer opening line. It might be a quesƟon, a surprising fact, an 
interesƟng idea or a relatable problem. 

o Its funcƟon is to sƟmulate curiosity and moƟvate the listener to conƟnue listening. "You've 
got to have a good hook when you're dealing with fast breaking news and need something to 
resonate for the people who are just tuning in to your coverage. 

• Value ProposiƟon: 

o This secƟon details what the speaker is doing or providing, and why it maƩers. It needs to 
convey the value, relevance or specialness of the product, idea or person. 

o A compelling value proposiƟon answers the quesƟon: “What challenge do you address, and 
how do you solve it in a unique way?” 

o Let the recipient know exactly what they can expect to receive from your email. 

• Call to AcƟon (CTA): 

o Following the pitch there has to be a specific call to acƟon or next step in your request, i.e. 
“Can we meet?”; “Can I take contact informaƟon so I may follow-up with you aŌer this 
event?”; “May I send you [more] informaƟon about our product/service/company?”. 

o The CTA provides the pitch its direcƟon in side and turns a passive exchange into an acƟonal 
experience. 
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• This way of arranging the message means that the pitch is in the goal-oriented, more-
interesƟng-last work of being unforgeƩable. 

 

2.6.3 Delivering with Confidence and Clarity 

• The power of an elevator pitch rests not just in what it says, but also how it is delivered. 
Belief and directness are key to selling the pitch. Even great pitch copy can bomb if you say it 
as though it were an inquisiƟon, a filibuster, or in Esperanto. 

• Confidence: 

o Belief in message – the Confident Delivery This sends a Message of credibility and belief in 
what is being said. This involves a consistent change in tone of voice, an aƩenƟon maintaining 
body posiƟon with open posture, eye contact and a presence or composed stance. 

o PreparaƟon and pracƟce breed confidence. PracƟcing the pitch out loud, recording and 
reviewing yourself and geƫng feedback from fellow entrepreneurs can help improve delivery. 

o Is ready to adjust the pitch depending on how listeners are responding and Ɵme 
consideraƟons, reflecƟng confidence and flexibility. 

• Clarity: 

o Clarity is the clear meaning and accuracy where audience understands without any 
thought. This means talking slowly, in plain English and not using jargon unless the customer 
would understand it anyway. 

o The use of short, clear sentences and deliberate silences helps the listener to absorb the 
message. 

o Well-arƟculaƟon also speaks to consideraƟon and value of the listener’s Ɵme and aƩenƟon 
for us. 

• And finally, confidence in your delivery - for the trust this creates; for how well they will 
remember what you say; and because they’re more likely to take whatever acƟon it is you 
want aŌer. It makes a short interacƟon pitch you something. 

 

2.7 Public Speaking 

2.7.1 Overcoming Stage Fright and Nervousness 

• It's natural to feel anxious when speaking in public, even for experienced presenters. It 
oŌen comes from fear of being judged, saying the wrong thing or speaking to a strange 
audience. The anƟdote to this fear is the acceptance that nervousness is normal and 
controllable with real-world tacƟcs. 
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• Techniques to reduce anxiety include: 

o PreparaƟon: They feel secure in their knowledge of the issue. The more a speaker is 
prepared the less they have to rely on memory and the more easily they can connect. 

o Deep breathing exercises: This exercise helps neutralizes the physical signs such as rapid 
heart and short breath. 

o VisualisaƟon: Being able to visualise a winning presentaƟon can help develop the mindset. 

o PosiƟve self-talk: When you avoid negaƟve thinking and replace that negaƟvity with 
posiƟve affirmaƟons it creates a more confident mentality. 

o Gradual exposure: Doing presentaƟons in small groups of friendly people is what this 
women’s course is all about so you grow comfortable with something new. 

• Tension doesn’t last, people are generally less nervous a couple of minutes into their talk 
as they hit a stride. Plugging in your adrenaline, if anything, in that nervousness and energy 
space just you just want to like this is a feel-good environment. 

 

2.7.2 Preparing for a Speech or PresentaƟon 

• Successful public speaking starts well before the speaker speaks. Good preparaƟon results 
in a crystalline message, gives more confidence and makes the audience parƟcipaƟng on your 
speech. A good speech is when you really understood the pure logic and clear message of 
what you are talking about. 

• Steps in preparaƟon include: 

o Knowing the audience: AdapƟng informaƟon to fit in with the audience’s interest, 
knowledge and expectaƟons will make the speech more relevant and interesƟng. 

o Seƫng the objecƟve: Determining what you want to achieve-- inform, persuade or inspire 
-- three common purpose for creaƟng a message. 

o Organize the content: It is also important to present informaƟon in a structured manner, 
with an introducƟon, body and summary. 

o Rehearsing – Speaking things aloud helps work out wording, Ɵming and delivery. Rehearsing 
with feedback enables presenters to make improvements. 

o Foreseeing quesƟons – Being prepared for potenƟal queries from the audience, in turn, 
raises speaker’s preparedness and shows them as a master of their subject. 

• PreparaƟon also includes checking for and preparing necessary visual aids, knowing the 
speaking environment, and budgeƟng your Ɵme wisely. 
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2.7.3 Voice, Posture, and Body Language 

• Your voice and how you hold yourself all have a lot to do with the power of your speech. 
They are used to heighten verbal communicaƟon, convey emoƟons, and gain audience power 
and rapport. 

• Voice: 

o A well-arƟculated, modulated voice sustains interest and establishes confidence. Talkers 
need to modulate their vocal pitch and volume in order to underscore important points and 
not lapse into monotone. 

o Pauses can be strategic to give Ɵme for informaƟon to seƩle or to indicate a shiŌ. 

o Training vocal projecƟon so that all in the audience can hear without strain. 

• Posture: 

o Stand tall – good posture demonstrates professionalism and confidence. 

o No slumping, pacing and fiddling: Slouching or pacing is usually a downer as it kills the 
appearance of the composure. 

o Stopping and moving effecƟvely for key moments gives clear transiƟon and control. 

• Body Language: 

o Gestures should be unforced and consistent with the spoken words. Vivre movements are 
usually open-handed and friendly. 

o If the message is angry, the facial expressions must be angry to seem genuine. 

o Eye to Eye contact establishes trust and connecƟon. This works to get the whole room 
involved, even in larger spaces. 

 

2.7.4 ConnecƟng with a Large Audience 

• CreaƟve ways to capƟvate the crowd and develop rapport, as well as increase retenƟon of 
your message. Compared to small groups, larger audiences are not as responsive and 
therefore speakers need to be more expressive, inclusive and deliberate in their 
communicaƟon. 

• Key techniques include: 

o We-words: are all-inclusive words that create a sense of unity and similarity, between the 
writer and its reader. 
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o ProjecƟng energy: A lively voice and animated movements can overcome the space - 
physically and mentally between speaker and public, especially when it is not used for q/a 
session. 

o Storytelling: Stories make the message more relatable, and engage listeners on an 
emoƟonal level. 

o Appeal to the audience’s reason: The primary goal of these rhetorical inquiries is internal 
reflecƟon; and keep the listeners thinking without actually speaking. 

o Changing pace of delivery also keeps interest and emphasises key ideas. 

o Visual and vocal outreach: Establishing visual contact among several different room 
secƟons, and adjusƟng one’s voice volume, all contribute toward inclusiveness. 

• In big venues, imagery and poinƟng take on more significance as ways to Ɵe speech to distant 
listeners who may be siƫng away from the speaker. 

 

2.8 Making PresentaƟons 

2.8.1 Delivery Skills for PresentaƟons 

And delivery is so important when it comes to doing a good presentaƟon. It determines what 
the audience hears and understands. Because even the most compelling material is watered 
down if you can't communicate with clarity, confidence and composure. Sub-point: Delivery 
skills include both verbal and non-verbal components that funcƟon cohesively to capture and 
play the audience. 

Tone ModulaƟon Varying pitch, tone and speed of the spoken message to emphasize 
important points, interesƟngness consideraƟons. For example, a slowing of tempo prior to an 
important statement can signal its importance, and pitch raising may be used to convey 
excitement. 

Key message Eye contact creates a connecƟon with the audience and builds the speakers' 
credibility. When the speaker focuses on different secƟons of the audience, they seem surer 
of himself and inclusive, which makes people more willing to listen. 

There is no doubt about the fact that spoken words are underlined by body language. Being 
expressive in your gesƟculaƟon, standing tall and moving with convicƟon on stage come 
across as confident and connected. For instance, walking toward the audience while makinig 
a key point develops urgency and involvement. 

Facial expressions need to fit the material being given. A smile when delivering good news… 
A frown when talking about hardships, Or raised eyebrows signaling surprise; they all make 
the message more approachable and real. 
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Good, coherent Ɵming is key in order to keep the audience engaged and look like a 
professional. If you sƟck to your Ɵme and rehearse beforehand, pacing is likely not an issue at 
all, as the speaker can adjust when they need too, without sounding rushed or dragging. 

The ability to use presentaƟon tools like clickers, micro-phones, or project-able slides also 
contribute to a successful presentaƟon. When all of these components of delivery are in 
harmony, it's more probable the presenter will make a lasƟng impression. 

 

2.8.2 Structuring Content for PresentaƟons 

Organising Material is Key concept is clear and easy to understand, has a logical 
sequence/reasoning and retains aƩenƟon. A well-structured presentaƟon moves the 
audience seamlessly from one part of it to another, making it simpler for them to follow and 
easier to recall. 

• A standard structure includes: 

o IntroducƟon: Introduces topic along with its background and the aims of the report. 
Something like a quesƟon or a fact or an anecdote can immediately grab aƩenƟon. 

o Body: A few main ideas, supported by specific data or examples. Order of ideasOrganizing 
material in Ɵme, space, or importance increases coherence. 

o TransiƟons: Solid transiƟons between parts indicate that you are moving on and, therefore, 
keep your audience focused. 

o Conclusion: Recaps take-away points, reiterates the theme/argument and may offer a call 
to acƟon or thought step. 

• Follow with answering some Q ‘s and a small secƟon for short Q&A will help people get clear, 
contribute to discussion and reinforce the informaƟon. So structuring the content also helps 
the speaker to rehearse and deliver confidently. 

 

2.8.3 Designing EffecƟve Visual Aids (Slides, Charts, Media) 

• Visual aids facilitate communicaƟon as they reinforce spoken informaƟon and also suit the 
needs of visual learners. Good visuals make complex ideas easier to understand, draw 
aƩenƟon to key data, and keep the interest of viewers. 

• Important criteria in creaƟng visual aids are: 

o Clear and simple: The slides must be readable and visually Ɵdy. Don’t make it cluƩered, 
don’t fill it with long texts and don’t make a complex diagram or chart. 
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o Appropriateness: Every image should directly relate to the message. Non relevant images 
or annoying animaƟons loose effecƟveness. 

o Consistency: A consistent use of color, font and layout in the slides ensures a professional 
appearance and minimises visual cluƩer. 

o PresentaƟon of data : Both charts and graphs (including infographics) are used to portray 
trends, comparisons or relaƟonships. These should be very clearly labelled and be used with 
parsimony.” 

o MulƟmedia: Brief videos / audio clips may help sustaining aƩenƟon but should be well-
Ɵmed and pre-tested for technical compaƟbility. 

• The visual materials should supplement, not replace, what the speaker is saying. They help 
solidify the message and facilitate audience understanding. 

 

2.8.4 Balancing Text and Visuals 

• Text and visual balance is key to developing slides that are both informaƟve and capƟvaƟng. 
People can be overloaded with texts and at the same Ɵme, relying too much on visuals also 
means that a message might not come across. 

• Guidelines for maintaining balance include: 

o Use bullets: Provide key concepts in phrases rather than full sentences. It’s a great way for 
the audience to quickly consume, without having to read paragraph aŌer paragraph. 

o One concept per slide: SƟck to one piece of informaƟon to minimise distracƟons and allow 
the audience to focus on a single point. 

o Visual hierarchy: Make the most essenƟal things bigger, or bolded, or a different color. This 
directs the viewer so you can understand. 

o Proper use of images – Show rather than explain, visualize abstract ideas or appeal to our 
emoƟons. Make sure all of your images have a point. 

o Don’t be redundant by reading directly from your slides. Instead, use the images and key 
words to sƟmulate verbal producƟon. 

• A good presentaƟon integrates text and graphics in such a way as to facilitate oral 
communicaƟon: stress, audience engagement, clarity. 

 

2.9 Giving Speeches 

2.9.1 Types of Speeches (InformaƟve, Persuasive, Ceremonial, InspiraƟonal) 
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• The objecƟve of an informaƟve speech is to inform your audience about a topic, idea, or 
process. Emphasis is placed on clarity, accuracy and logical organizaƟon of content. They are 
widely used in academic lectures and business presentaƟons as well. It is the task of speakers 
to translate complicated concepts into language readily more accessible. 

• Persuasive speech is targeted to assert your believes or show them, not to change others. 
It must include a compelling argument, evidence and emoƟonal appeal. PoliƟcal speeches, 
sales spiels and campaign messages are commonplace. 

• Speeches of state may also be delivered on special occasions like weddings, award 
ceremonies and farewells or at inaugurals. They tend to commemorate individuals, 
accomplishments or major events. Common tone and language is respecƞul/restrained with 
emoƟon. 

• MoƟvaƟonal speeches are intended to inspire or encourage the audience. They can be 
wriƩen from the heart with personal anecdotes, life lessons or visionary stories. They are 
generally given by leaders, coaches or keynote speakers. 

•There is a disƟncƟve tone, structure and delivery as appropriate for the various types of 
speech above but all share good dicƟon, audience rapport and emoƟonal involvement. 

 

2.9.2 Structuring a Speech (Opening, Body, Closing) 

• A well craŌed speech engages the audience and increases retenƟon of the message. All 
good speeches have an introducƟon, a body and a conclusion. 

• Opening: 

o This is the aƩenƟon-grabbing introducƟon. It should start strong and grab the reader’s 
interest with a quote, anecdote, quesƟon or shocker. 

o The speaker must explicitly specify the goal and provide a short overview of what will be 
addressed. 

• Body: 

o The body: Consists of the material you would like to present, and is typically broken down 
into 2-4 key members. Points to be backed by examples, data or personal anecdote. 

o TransiƟons between ideas should be smooth and logical. 

• Closing: 

o The ending does not restate the main point. It's a conclusion that can be based on a 
synthesis on the topic – and it should not only sum up your ideas, but also leave the reader 
with something strong to think about or do. 
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o A memorable ending is an echo of the beginning being set up in a “rainbow”. 

• The structure serves both to keep the speaker on track and lead the audience through the 
conversaƟon in a meaningful, memorable way. 

 

2.9.3 QuoƟng, StaƟsƟcs and Stories in Speeches 

• Quotes, stats and anecdotes are powerful because they add credibility, pathos and a down-
to-earth ness to a speech. 

• Quotes: 

o AuthenƟc references from authority figures or professionals in the field can also confer 
credibility to a message. 

o They are great for opening or closing speeches with some philosophical and/or moral 
overtones. 

• StaƟsƟcs: 

o Precise facts and figures lend honesty and proof to the speech. They are most effecƟve in 
persuasive speeches and informaƟve speeches. 

o Stats need context and must be explained in a way that people can understand their 
implicaƟons. 

• Stories: 

o Stories from personal experiences or regular life can make the speaker seem more 
personable and make the message easier to understand. 

o They serve to explain difficult concepts, create emoƟon and grab aƩenƟon. 

• These consideraƟons should be used judiciously. Too much, and the effect comes through 
watered down; used well, it's a means to reinforcing your message, making your argument, 
and holding the reader all the way from A to B. 

 

2.9.4 Handling Q&A Sessions EffecƟvely 

The Q&A is a crucial element of most presentaƟons, when the speaker can both reinforce key 
messages and directly engage the audience and showcase experƟse. The way quesƟons are 
answered by a speaker can make a big difference in the final percepƟon. Successful 
management of the Q&A is a maƩer of preparaƟon, listening and responding. 

Page 27 of 33 - AI Writing Submission Submission ID trn:oid:::3618:127594775

Page 27 of 33 - AI Writing Submission Submission ID trn:oid:::3618:127594775



PracƟce is the key to confidence in a Q&A. Prepare thoughƞul answers ahead of Ɵme for 
common quesƟons, so you don't stumble. ScruƟnising the material for potenƟally confusing 
or contenƟous issues, means I'm ready to explain difficult topics. 

AcƟve listening requires giving full aƩenƟon to the quesƟoner and not interrupƟng. The 
speaker should nod to acknowledge the quesƟon before answering it, and they might say 
something like: “That’s a great quesƟon, thank you for asking it” to show respect and 
understanding. 

Transparency and honesty are two important things that develop trust. If a quesƟon is not 
clear, ask for clarificaƟon before answering. If the answer is not in your back pocket, there’s 
no shame in admiƫng “That data I do not have on hand, but I will try to find out and get back 
to you,” finding a way to be open without being weak. 

Cool head and professionalism are needed for tricky quesƟons. If the speaker receives 
feedback that is criƟcal, and or perceived as difficult, to resist becoming defensive. For 
instance, in response to a difficult quesƟon, a speaker might say “I hear you. Here’s how the 
data supports the approach that I proposed,” and then calmly recounts the reason. 

With off-tangent quesƟons, the speaker can navigate gently: “That’s an interesƟng topic but 
a liƩle off-tangent to today’s discussion. AŌer the session is over, I would be glad to delve into 
it with you.” 

Sample difficult quesƟons and answers: 

• Difficult quesƟon: “Do you not believe that your proposal totally ignores the financial risks?” 

Model’s response: “Thank you for menƟoning that. Certainly financial risk is one of the 
driving forces. If my speech was all about strategic advantages then I am able to touch upon 
how risk miƟgaƟon has also been factored into the bigger picture.” 

• Tough quesƟon: “Why should we trust your data when other studies say the opposite?” 

Model response: “That’s a legiƟmate fear. The data I relied on is from peer-reviewed sources 
published in the last two years. That being said, there are findings to the contrary which draw 
aƩenƟon the complexity of this. I’d be happy to tell you my sources aŌer the session.” 

• Tough quesƟon: “How do you know that your idea won’t work in the real world?” Model 
response: “That is a good quesƟon. We have tested the soluƟon in two small-scale seƫngs, 
and no approach is without risks but the iniƟal results were promising. We’re also planning 
conƟnuous monitoring to iterate based on field feedback.” 

The way Q&A sessions are handled with confidence and respect also reflects professionalism 
and gains audience confidence. Arƞully addressing quesƟons not only enhances the speaker’s 
credibility, but also drives home the presentaƟon value. 
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  Clear speech is the foundaƟon of effecƟve spoken communicaƟon, it consists of 
accurate pronunciaƟon (arƟculaƟon), enunciaƟon and arƟculaƟon to ensure that 
one's intended message is received. 

 PronunciaƟon is to make correct sound and stress while enunciaƟon must be clear in 
sounding at one catch syllable. 

 ArƟculaƟon: The ability to make and combine speech sounds in an isolated or 
connected manner  ProducƟve oral language ArƟculaƟon is the physical act of 
speech producƟon that involves coordinated movement of the lips, tongue, palate, 
and jaw to produce intelligible words. 

  When speaking, nothing else counts more than the tones of voice used to express 
feelings, meanings and aƫtude; pitch differences plus pace changes and someƟmes 
pauses are included in order to get involved or making emphasis when being said. 

 P  Mo dilaƟon fails to be boring help in making the language of speech dynamic, 
aƩracƟve and interesƟng. 

 Audience: Staying with the audience involves rhetorical strategies, ways to build trust, 
and parƟcipatory tools such as quesƟons and stories. 

 Storytelling adds emoƟonal hook to message and following structures like Hero’s 
Journey, STAR or Problem–SoluƟon–Impact helps in being concise. 

  Talking to an audience and giving presentaƟon require good delivery, well-organized 
material, sound body language and skilful use of visual aids and audience 
involvement. 

 Clear speech is the foundaƟon of effecƟve spoken communicaƟon, it consists of 
accurate pronunciaƟon (arƟculaƟon), enunciaƟon and arƟculaƟon to ensure that 
one's intended message is received. 

 PronunciaƟon is to make correct sound and stress while enunciaƟon must be clear in 
sounding at one catch syllable. 

 ArƟculaƟon: The ability to make and combine speech sounds in an isolated or 
connected manner  ProducƟve oral language ArƟculaƟon is the physical act of 
speech producƟon that involves coordinated movement of the lips, tongue, palate, 
and jaw to produce intelligible words. 

 When speaking, nothing else counts more than the tones of voice used to express 
feelings, meanings and aƫtude; pitch differences plus pace changes and someƟmes 
pauses are included in order to get involved or making emphasis when being said. 

 Mo dilaƟon fails to be boring help in making the language of speech dynamic, 
aƩracƟve and interesƟng. 

 Audience: Staying with the audience involves rhetorical strategies, ways to build trust, 
and parƟcipatory tools such as quesƟons and stories. 

 Storytelling adds emoƟonal hook to message and following structures like Hero’s 
Journey, STAR or Problem–SoluƟon–Impact helps in being concise. 
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 Talking to an audience and giving presentaƟon require good delivery, well-organized 
material, sound body language and skilful use of visual aids and audience 
involvement. 

 

2.11 Key Terms 

1. PronunciaƟon – The correct way to say words, including sounds and stress paƩerns. 
2. EnunciaƟon - To be arƟculate in your speak, to pronounce each and every word 

correctly. 
3. ArƟculaƟon – The formaƟon of speech sounds by the speech organs. 
4. Tone – The emoƟonal aƫtude or quality of voice. 
5. ModulaƟon – Change in pitch, volume and speed for the purpose of adding emphasis. 
6. Rhetorical Devices – Language used to persuade or have some sort of effect on an 

audience. These include metaphors, repeƟƟon, and quesƟons. 
7. Storytelling Templates – Organized methods of telling the story of experiences, or 

ideas. 
8. Elevator Pitch Minute or So of You and/or Your Business Tagged With: business, her-

story prosƟtuƟon sex trade women working safer work when resource guide – the 
video. 

9. Visuals -Slides, diagrams or other media support spoken content in presentaƟons. 
10. Q&A Share Time – Q&A porƟon of the program when the audience is able to ask 

quesƟons and have them answered by the speaker. 

 

2.12 DescripƟve QuesƟons 

1. How important is a clear speech in professional life? 
2. What is the difference between pronunciaƟon, enunciaƟon and arƟculaƟon? 
3. Describe what the concept of tone adds to good speaking. 
4. How do pitch, pace and pauses impact speech audience engagement? 
5. Explain the significance of rhetorical devices and provide examples. 
6. What makes a great story and how does it help us communicate? 
7. Compare the Hero’s Journey and Problem–SoluƟon–Impact narraƟve archetypes. 
8. what is the anatomy of a nice elevator pitch and how can it help with networking 

requirements. 
9. Key Delivery Skills For EffecƟve PresentaƟons What are the proficient delivery skills 

required to impact your audience while presenƟng? 
10. What is the approach to manage Q&A sessions for a speaker while giving a speech to 

retain credibility and control? 
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2.14 Case Study 

“Voices that Lead: The CommunicaƟon Makeover of Nexora Tech” 

IntroducƟon 

Nexora Tech, a medium-sized IT soluƟons company, was notorious for it's technical 
exuberance but always fell flat in client pitches and public speeches. The company was losing 
ground to less experienced compeƟtors with much stronger storytelling. Leadership knew 
they would need to improve the speaking and communicaƟon skills of their staff from day-to-
day conversaƟon to high-stakes public speaking and storytelling in order to win more clients 
and keep them. 

Background 

Nexora's staff was largely developers and analysts who published wriƩen reports and technical 
specificaƟons to keep in touch. But their expanding global footprint called for regular client 
outreach, worldwide webinars and investor road shows. Management noted that several 
employees had poor spoken communicaƟons skills. Pitch meeƟngs dragged and speaker 
panels were rote. The company worked with a speaking coach to roll out workshops in the 
elements of public speaking, vocal projecƟon, making connecƟons with an audience and 
storytelling formats. 

Issue 1: Lack of Clear Voice and Interest 
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Lots of employees mumbled or recited their presentaƟons quickly and failed to engage the 
audience that way. There was no variaƟon of speech, no pacing, no emphasis. 

SoluƟon: 

A 4-week pronunciaƟon, enunciaƟon and arƟculaƟon training module was implemented. 
Workers were trained in vocal warm-ups, clarity drills and taped their speeches to listen for 
mistakes. Individual feedback helped refine delivery. 

 

Issue 2: Unorganized And Boring PresentaƟons wasteful Ɵme even if this is a crucial part of 
student presentaƟons. 

Engineers’ technical presentaƟons were data-laden and devoid of storylines. There was not 
even an architecture or a senƟmental allure. 

SoluƟon: 

Facilitators taught the trainers how to frame content using these techniques as storytelling 
approaches. Employees were taught how to weave data into a story and make presentaƟons 
more accessible and compelling. 

Issue 3: Fear of Performance and Bad Audience ConnecƟon 

Despite their technical knowledge, the ritual where many a salaried employee froze on stage 
or fell flat when aƩempƟng to connect with an audience. There was poor eye contact, 
posture, and tone. 

SoluƟon: 

Staff members took part in role play acƟviƟes that enabled them to pracƟse controlling their 
nerves using breathing techniques and incremental exposure. They also learned how to 
engage their audience with quesƟons, open body language and tonal differences. 

Case-Related QuesƟons 

1. Why was vocal clarity an important part for Nexora Tech’s plan of communicaƟon 
beƩerment? 

2. How do narraƟve frameworks aid in bringing more of a ‘wow’ factor to dry material? 
3. How did you manage stage fright and build confidence? 
4. Explain the influence of audience involvement methods in business presentaƟons. 
5. What is the applicaƟon of formal speech training in non- naƟve professionals? 

 

Conclusion 
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The Turning Point in Nexora Tech focused the power of speaking in development and business 
performance. Employees were taught to tackle important issues and make compelling 
messages sounded beƩer: They started to understand that “it’s not what you say, but how 
you say it” through concentrated work on pronunciaƟon, volume and quality of the voice, 
structure of their talks and interacƟon with the audience in training. Client pitches and internal 
presentaƟons markedly beƩer quality, with more clients retained due to stronger investors 
relaƟons. This case reveals that in the 21st century workplace, technical skills are no longer 
sufficient — an engineer also needs to communicate with clarity, emoƟon and purpose to 
establish credibility and lead. Nexora’s story is a great reminder that communicaƟon is a skill 
you can develop, at every level within an organizaƟon. 
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AI detection includes the possibility of false positives. Although some text in 
this submission is likely AI generated, scores below the 20% threshold are not 
surfaced because they have a higher likelihood of false positives.
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may produce either false positive results or false negative results), so it should not be used as the sole basis for adverse actions against a student. It takes further scrutiny and human 
judgment in conjunction with an organization's application of its specific academic policies to determine whether any academic misconduct has occurred.

Frequently Asked Questions

How should I interpret Turnitin's AI writing percentage and false positives?
The percentage shown in the AI writing report is the amount of qualifying text within the submission that Turnitin’s AI writing 
detection model determines was either likely AI-generated text from a large-language model or likely AI-generated text that was 
likely revised using an AI paraphrase tool or word spinner.
 
False positives (incorrectly flagging human-written text as AI-generated) are a possibility in AI models.
 
AI detection scores under 20%, which we do not surface in new reports, have a higher likelihood of false positives. To reduce the 
likelihood of misinterpretation, no score or highlights are attributed and are indicated with an asterisk in the report (*%).
 
The AI writing percentage should not be the sole basis to determine whether misconduct has occurred. The reviewer/instructor 
should use the percentage as a means to start a formative conversation with their student and/or use it to examine the submitted 
assignment in accordance with their school's policies.

What does 'qualifying text' mean?
Our model only processes qualifying text in the form of long-form writing. Long-form writing means individual sentences contained in paragraphs that make up a 
longer piece of written work, such as an essay, a dissertation, or an article, etc. Qualifying text that has been determined to be likely AI-generated will be 
highlighted in cyan in the submission, and likely AI-generated and then likely AI-paraphrased will be highlighted purple.
 
Non-qualifying text, such as bullet points, annotated bibliographies, etc., will not be processed and can create disparity between the submission highlights and the 
percentage shown.
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Unit 3: Listening Skill 

 

Learning ObjecƟves 

1. DifferenƟate between hearing and listening by understanding their definiƟons, 
characterisƟcs, and funcƟonal significance. 

2. Recognize the key differences between passive hearing and acƟve listening in 
communicaƟon contexts. 

3. Explain the importance of acƟve listening and how it enhances interpersonal and 
professional communicaƟon. 

4. IdenƟfy common obstacles to effecƟve listening, including physical, psychological, 
semanƟc, cultural, and personal barriers. 

5. Understand and disƟnguish between different types of listening, such as 
discriminaƟve, comprehensive, criƟcal, empatheƟc, and appreciaƟve listening. 

6. Explore the concept and techniques of conscious listening to become more aƩenƟve 
and intenƟonal listeners. 

7. Evaluate the benefits of conscious listening and examine the barriers that prevent its 
consistent pracƟce in real-life scenarios. 

 

Content 

3.0 Introductory Content 

3.1 Listening vs. Hearing 

3.2 Obstacles to Listening 

3.3 Types of Listening 

3.4 Conscious Listening 

3.5 Summary 

3.6 Key Term 

3.7 DescripƟve QuesƟons 

3.8 References 

3.9 Case Study 
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3.0 Introductory Caselet 

“Hearing Is Not Listening: A Case of MiscommunicaƟon in Vantage Corp.” 

Vantage Corp Vantage, a growing digital consultancy company, was proud of its dynamic team 
atmosphere and innovaƟon- led projects. But then in a pivotal product-development 
moment, cross-disciplinary communicaƟon breaks down and Ɵmelines and quality start to 
suffer. Designers grumbled that markeƟng never really seemed to grasp specificaƟon issues 
with the product, while markeƟng insisted that everything was fully covered in early 
meeƟngs. 

AŌer a closer look, they found that their teams were going to meeƟngs, but not listening 
enough in them. They were, for the most part, mulƟtasking —somewhere between reading 
email and planning their next acƟon step or just plain nodding at us with no evidence they 
heard what we said. Observer effects were absent, and follow-up quesƟons hardly ever 
posed. Thus, only instrucƟons were heard – but not listened to – resulƟng in interpretaƟons, 
adjustments and delays. 

Training on effecƟve listening was added to the curriculum of HR. The workshop included 
disƟncƟons between hearing and listening, obstacles to good listening and the many forms of 
listening necessary for communicaƟon in the workplace such as criƟcal and comprehensive 
listening. Staff parƟcipated in roleplays and reflecƟon acƟviƟes to recognize their listening 
paƩerns. In post-training interviews, parƟcipants recognised the role of emoƟonal 
distracƟons, lack of aƩenƟon and cultural assumpƟons in their listening behaviour. 

Vantage Corp noƟced that project coordinaƟon had improved over Ɵme as teams were 
reminded to listen, ask clarifying quesƟons and paraphrase informaƟon back in an aƩempt 
to understand both the sender’s and receivers’ intenƟons. 

CriƟcal Thinking QuesƟon 

How can teams create a culture of purposeful and acƟve listening, and what impact would 
this transformaƟon have on producƟvity and work saƟsfacƟon? 

 

3.1 Listening vs. Hearing 

Listening and hearing are frequently confused, yet they are not the same. Hearing is the 
passive, physic act of perceiving sound by the ear and does not pertain to knowing, as good 
or bad; no direct voice in hearing. Listening, on the other hand, is a dynamic process: It’s an 
acƟve act of thought requiring aƩenƟon and interpretaƟon — it involves acƟvely decoding 
what is being heard. While hearing is something that just happens, listening takes effort; 
intenƟon and oŌen results in understanding and acƟon. Learning the nuances between one 
and the other is crucial to perfect your ability to communicate. 

3.1.1 DefiniƟon of Hearing 
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• Hearing is an automaƟc or physiological response to sound waves that enter the ear and 
are interpreted by the brain. 

• It is the heralding, which comes as a sense of hearing and need not be mindful or with 
intenƟonal effort. 

• Under normal circumstances, as long as the ears are working and there is no hearing loss, 
we hear automaƟcally and non-stop. 

• It’s one of those five senses and can happen regardless of whether we are paying aƩenƟon 
or consciously listening to the sound. 

• Being listened to doesn’t guarantee understanding, or even involvement. For instance, one 
could listen to noise or music or a person talking, but not understand what is conveyed. 

Key CharacterisƟcs of Hearing 

• Unconscious (Involuntary): The one that happens without intenƟon. 

Listening is a passive acƟvity, not something to be tried. As long as the auditory system is 
normal, it occurs automaƟcally. You don’t have to select in order to listen for noises; as long 
as they fall within earshot, then you hear them. 

Example: 

When you walk along a crowded street, you could hear car horns, fooƞalls or distant 
conversaƟons even if you don’t mean to listen. 

• auditory sensory : The auditory sense is the sensory system for hearing. 

Zonula acƟon depends on the ear’s physiological ability to funcƟon. Ears pick up waves of 
sound from the world around us and carry them to the brain. It is an auditory experience 
with no physical sensaƟons. 

Example: 

When you’re outside and a dog bark on the next block, your ears catch the sound waves and 
your brain registers that bark as noise. 

• No decoding: There is no need to interpret or comprehend the words heard. 

And unlike listening, hearing does not involve the brain trying to make meaning of the sound 
or interpret it. Sound is detected without associaƟng meaning, or making any kind of 
response. 

Example: 

You could hear a person speaking in another tongue but comprehend nothing. Here, you are 
hearing; not listening or transcribing. 
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• Unfocused: Sound is transmiƩed, but as to whether it is aƩended to would depend upon 
circumstances. 

Hearing usually takes place in the background, with no need for concentrated awareness. 
You've probably listened to sounds you did not even register unless they pinged your interest. 

Example: 

If you’re siƫng at home reading a book, you may hear the hum of a fan or the Ɵcking of a 
clock, but you’re not consciously concentraƟng on those sounds. 

• Can be selecƟve: The brain can naturally suppress certain sounds, like tuning out 
background noise 

The brain is capable of focusing on some sounds while tuning out others. This choice is not 
always deliberate but occurs automaƟcally to control sensory input economically. 

Example: 

In a crowded cafeteria, for instance, you'd be able to listen to your friend's voice and not hear 
all the other voices floaƟng through. Your brain lets you focus on the meaningful sound 
without your conscious trying to do so. 

Examples: 

• Listening to traffic while you walk along the street. 

• Hearing someone talk in the background as you concentrate on something else. 

• Paying aƩenƟon to announcements at a train staƟon without registering the informaƟon 
contained in them. 

So, in short, hearing is the first step in communicaƟon, but it doesn’t provide communicaƟon 
and comprehension by itself. It is an innocent and passive recepƟon of sounds, frequently 
void of intenƟon or aƩenƟon. 

 

3.1.2 DefiniƟon of Listening 

Hearing implies passivity, but listening is an acƟve mental process that extends far beyond 
just hearing noises. Hearing is natural and involves the recepƟon of messages, whereas 
listening is a conscious mental acƟvity. It requires focusing aƩenƟon, discerning meaning from 
what is heard, and cogniƟve engaging in the message communicated. Someone who listens 
is more than allowing sound waves into their ear; they are processing with purpose and 
comprehension those sounds. 

For instance, when a student is hearing a teacher in class they are not simply perceiving the 
sound of the teacher’s voice. They are going to focus on the words, they are going to try and 
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understand, maybe even link it back to past knowledge. Likewise, when someone is hearing a 
friend narrate about their personal issue, they are also reading between the emoƟonal line 
and construcƟng a fiƫng response filled with empathy. 

Listening is part of what it means to be human and it helps learners listen for understanding, 
make decisions and show empathy on their path to learning. It allows people to understand 
what is going on around them, react appropriately in their social seƫng and parƟcipate 
effecƟvely in the workplace or classroom. Hearing, unlike listening which it sounds out 
automaƟcally or unwiƫngly, is something that can be developed and enhanced by the 
pracƟce of the act (Barker and Barker p. 89). 

Key CharacterisƟcs of Listening 

 

 

Fig.3.1. Key CharacterisƟcs of Listening 

 

• IntenƟonal: 

We do not automaƟcally listen, it requires conscious listening. That the listener ought to 
select for aƩenƟon that which is being said and expect him who speaks, or where necessary 
give himself accordingly is parƟcularly why he listens. Example: Listening with the intent to 
understand what a co-worker is trying to explain in a task is not automaƟc in a busy office. 

• CogniƟve: 
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Listening involves cogniƟve acƟviƟes such as understanding, analysing, and remembering. 
This enables the listener to comprehend the message and subsequently recall it. Example: 
During a team meeƟng, a member hears acƟon items and recalls them aŌerwards to take 
acƟon. 

• InteracƟve: 

Listening is frequently accompanied by speakers' responses, which are also embedded in the 
communicaƟve processes of listening itself. These provide cues to the listener that they are 
performing as required. Example: During a talk, it might be necessary for somebody to ask a 
quesƟon to clarify something. 

• Purpose-driven: 

People listen to achieve something, for instance an instrucƟon, informaƟon or a reply. 

Example: If a judge is hearing the parƟes’ arguments in a courtroom, he/she has (or should 
at least have) one thing on his/her mind – making sure that his/her judgment will be fair for 
all parƟes. 

• EmoƟonally engaged: 

Good listeners oŌen are empatheƟc and emoƟonally aƩuned. A good listener is sensiƟve to 
the speaker’s emoƟons and responds with empathy. 

Example: When a friend expresses sadness, a listener may respond warmly and provide 
emoƟonal support. 

 

Types of Listening (Brief Overview) 
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Fig.3.2. Types of Listening 

 

• Comprehensive Listening: 

This listening is aimed at comprehending the material or informaƟon in quesƟon. A scenario: 
Listening to a news broadcast, or an in-class lecture. 

• CriƟcal Listening: 

Entails tesƟng the message for logic or worthy of. It's rare in casual conversaƟon or 
informaƟve communicaƟon. 

Example: Hearing a poliƟcal debate and weighing the strength of candidates’ arguments. 

• EmpatheƟc Listening: 

The aim, he added, is to “get inside the head and heart of the speaker.” It fosters trust and 
rapport. 

Example: A client expressing their emoƟons and experiences while a counsellor listens. 

• AppreciaƟve Listening: 
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Enjoy listening without feeling the urge to pass judgement or scruƟnize. Example: A favourite 
song or a storytelling podcast. 

Examples of Listening in PracƟce 

• Taking notes and listening to a lecture: This example is note taking, full stop – the purpose 
of the acƟvity is simply to understand and remember what’s being said. 

• Carrying on a conversaƟon with you: This is acƟve and purposeful listening, since you are 
replying to quesƟons or making comments so the communicaƟon can conƟnue and become 
more interesƟng. 

• Watching service focused personnel listening to someone describe what is wrong to them 
in order to sell a product: This merges criƟcal and empatheƟc listening, especially in contexts 
using a professional frame such as customer support or encouragement. 

AcƟve listening is also an important aspect of good communicaƟon. It's the liƩle things that 
make certain a message is not only heard, but also fully comprehended and transcribed to 
thoughts and acƟons. Listening is so important with almost every aspect of our lives: from 
learning, connecƟng with others, resolving conflicts, geƫng what you want to developing 
yourself as a leader. It is a skill that can always be geƫng beƩer, with self-awareness, feedback, 
and pracƟce. 

 

3.1.3 Key Differences between Hearing and Listening 

It is imperaƟve to comprehend the difference between hearing and listening if you want to 
enhance personal/ professional communicaƟon life. These words are preƩy interchangeable 
in normal slang, but they mean very different things. Hearing is physical and mechanical in 
nature.). Listening is psychological, a mental process mainly. Understanding those differences 
can help people be more intenƟonal and more effecƟve in their communicaƟon. 

The disƟncƟon between hearing and listening can be summarized as follows: 

• Nature of Process 

o Learning ExhibiƟng: This is something that automaƟcally occur without a person thinking 
about it whatever they heard will be adopted by their mind. It is not something that can be 
contrived. 

o Listening: An acƟve and deliberate act that requires the parƟcipant to mentally interpret 
and concentrate on a message he/she is receiving. Example: If there is music playing in the 
background while you’re siƫng here reading, you can hear it, but if none of has been your 
aƩenƟon focus at the Ɵme, then none of us was listening to it. 

• FuncƟon 
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o Hearing: It's doing just one thing sensaƟon-wise (listening for sounds). It is possible that 
the brain can process sound but it does not necessarily get translated to meaning. 

o Listening: This is the act of deciphering noise in order to interpret language, tone and 
context. 

Example: “You may hear someone say ‘hello,’ and you know that sound was made,” write the 
researchers, adding that listening allows you to understand it’s a greeƟng versus a quesƟon or 
sarcasƟc rejoinder. 

• AƩenƟon 

o Hearing: This happens whether one pays aƩenƟon or not. 

o Listening: Focused AƩenƟve Processing InteracƟve mental exchange with sender. 

IllustraƟon: A pupil might listen to the teacher’s voice in class while daydreaming, but they 
won’t learn the content at all unless they engage with it through listening. 

• Purpose 

o Hearing: – may have no specific communicaƟonal funcƟon “Sound is overheard or situated, 
while vision is intenƟonal and remote. 

o Listening: One is always listening for something, to understand or respond, evaluate or 
empathize. 

IllustraƟon: You may hear cars outside your window, but when you’re tuning into a podcast, 
you’re doing so with the intent of learning or being entertained. 

• Response 

o Hearing does not generally invoke an output, since it is more passive. 

o Receiving: Usually results in a verbal/emoƟonal or behavioural response being generated 
by the listener. 

Example: Hearing you name called does not mean that you will take acƟon unless you are 
listening and understanding who is calling has occurred, and why. 

• RetenƟon 

o Hearing: This leads to liƩle or no retenƟon as the brain is not acƟvely receiving data and 
therefore doesn’t store it in its files. 

o Listening: Engages memory, the listener remembers content and may contemplate or take 
acƟon at a later Ɵme. 

Examples: A student who engages in acƟve listening during a lecture will remember key 
concepts on an exam. 
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• Effort Level 

o Hearing: Without intent; it happens without conscious effort. 

o Listening: Requires mental effort, aƩenƟon and self-discipline to concentrate and correctly 
understand. 

Example: Being present in a meeƟng requires effort (listening) and no effort would be 
passively hearing. 

• EmoƟonal Engagement 

o Hearing: Is an objecƟve process without any emoƟonal adherence. 

o Listening: HW12Empathy or responding to conversaƟonal nuances in the interpersonal A. 
Restricted response7.Empathy o Listening – may require “geƫng” their feelings or emoƟons. 

Example: If a friend is confiding that they’re struggling with something personal, just hearing 
their words may not cut it. When you listen from the heart, you can hear their feelings and 
will be able to comfort them. 

Examples to Illustrate the Difference 

• A student in a classroom might hear the teacher speak, but that does not mean he’ll retain 
and understand the content just because his ears are engaged elsewhere. This shows hearing 
without listening. 

• Not responding; listening A conversaƟon director of studies: If the other person if speaking 
and he is not saying anything but just hearing what they say without following it up or 
discussing as welly like with quesƟons beyond their emoƟonal state. 

 

3.1.4 Importance of AcƟve Listening 

AcƟve listening is a criƟcal component of impacƞul communicaƟon. It's not just listening to 
somebody speak words. But no, it needs your highest mental and emoƟonal engagement 
with the speaker’s intent. AcƟve listening involves not only the spoken content of a 
conversaƟon, but also picking up on words spoken in parƟcular tones and with parƟcular 
body language and beneath-the-surface feelings. This shiŌs engagement because it allows the 
listener to engage in a way that is most meaningful and relaƟve for the speaker, providing an 
environment where respect, trust and understanding can grow. AcƟve listening is important 
both at home and on the job for so many reasons. 

Benefits of AcƟve Listening 

• Enhances Understanding 
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o AcƟve listening allows the listener to understand the holisƟc message being presented. This 
involves not just the words but also the speaker’s emoƟonal tone, mood and intenƟon. 

o The listener by paying close aƩenƟon between the lines also minimizes chances of 
miscommunicaƟon or misunderstanding in parƟcular during more complicated and 
emoƟonal conversaƟons. Example: if your workplace, a manager listening to concerns from 
one of the team is more likely to know what actually needs addressed and act accordingly. 

• Builds Trust and Rapport 

o When people know they are really being listened to, they become more transparent, honest 
and willing to talk. 

o AcƟve Listening promotes a sense of emoƟonal safety where individuals feel admired and 
appreciated, resulƟng in more effecƟve human relaƟons. 

Takeaway: So too, in counselling or coaching, clients will be more likely to speak their minds 
if they see that the listener is fully present and not censorious. 

• Promotes Empathy and Inclusion 

o Through careful listening, people can be beƩer able to entertain other views than theirs 
and understand other’s experiences. 

o This is parƟcularly important in sensiƟve or varied environments where acknowledging the 
emoƟons of others can prevent an altercaƟon, and promote inclusivity. 

Example: On a mulƟcultural team, acƟve listening enables leaders to see the cultural 
background of opinions and decisions of the team members. 

• Improves Problem-Solving and Decision-Making 

o AcƟve listening ensures all informaƟon is taken into account before making decisions. 

o It promotes team discussion and collaboraƟon, which can result in more considered and 
innovaƟve soluƟons. 

Example: Listening to each person’s ideas on a group project helps the team mix and match 
ideas, ulƟmately get to a more informed, common resoluƟon. 

• Boosts ProducƟvity and Teamwork 

o When working in groups or during a team discussion, acƟve listening minimizes confusion 
and fosters clear communicaƟon making things move faster and easier. 

o Team members have a clearer sense of their roles, responsibiliƟes, and what’s expected of 
them, which in turn yields stronger alignment and coordinaƟon. 

ApplicaƟon: Example If all members of a team acƟvely listen to the project schedule and roles 
during a briefing, the likelihood of delays and misunderstanding is significantly reduced. 
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• Develops Personal and Professional Skills 

o AcƟve listening helps to improve communicaƟon in leadership development, negoƟaƟon, 
emoƟonal intelligence and conflict management. 

o Finally, it teaches a person paƟence and concentraƟon which is very important in real life 
situaƟons as well as in one's career. 

Example: A teacher who hears well the feedback of his students becomes more effecƟve in 
meeƟng their needs and modifying instrucƟon as needed. 

Core Techniques of AcƟve Listening 

• Eye contact and maintaining an open posture 

These non-verbal cues transmit to the speaker that you are listening and involved, 
strengthening connecƟon and presence. 

• Using nods and affirming gestures 

Small physical signs like nodding or a mild facial expression help to moƟvate speaker and 
indicate comprehension without interrupƟng. 

• The speaker’s statement summarized or rephrased 

RepeaƟng things back in your own words helps to ensure understanding is accurate and helps 
the message become clearer for both of you. 

• Asking clarifying or reflecƟve quesƟons 

This approach helps the listener to understand more and dig deeper into what the speaker is 
saying so as not to lose interest. 

• Avoiding interrupƟons or premature judgments 

When you allow the other person to finish without interrupƟng and prematurely forming 
opinions, it creates a secure and respecƞul environment for communicaƟon. 

 

3.2 Obstacles to Listening 

Obstacles to Listening ObstrucƟons that interfere with a person’s ability to receive, process 
and respond to spoken messages. Such interference can be based on different factors related 
to the context, listener or speaker and even on the medium used for communicaƟve tasks. 
IdenƟfying such barriers is important for personal and professional communicaƟon, as they 
may contribute to confusion, misreading and breakdown of communicaƟon if not recognized 
and caught in Ɵme. 
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3.2.1 Physical Barriers 

Physical barriers are exterior and real-world obstacles that prevent the process of 
communicaƟon being effecƟve. They are commonly environmental or they can be 
physiological in nature, and they significantly affect an individual’s ability to hear and 
understand. Physical obstacles are frequent in both offline and online speech domains. 

These barriers include: 

• Noise 

o Physical barriers The background noise is one of the most frequent physical obstacles. This 
includes traffic, construcƟon in the area or and people talking nearby all of which can make 
something hard to hear. 

o Thus, subopƟmal room acousƟcs and speech intelligibility can be a result of poor sound 
insulaƟon or reverberaƟng sounds as well. 

Example: A student aƩempƟng to hear a lecture a classroom away from one that is in close 
proximity to a construcƟon site could be distracted by the sound of drilling and possibly miss 
key ideas. 

• Poor Equipment or Technology 

o MalfuncƟoning microphones, internet connecƟons and older hearing aids can all wreak 
havoc on communicaƟon parƟcularly in the two-dimensional world of virtual. 

o Sound quality can be delayed or distorted by technical hiccups on plaƞorms such as Zoom 
or MicrosoŌ Teams. Example: During an online meeƟng in which the speaker’s microphone 
is cuƫng out, parƟcipants may have difficulty grasping the totality of what was said. 

• Distance or Physical SeparaƟon 

o People at the back may not able to hear clearly in large size room or open area d. 

o The transmission may be interrupted by weak signal or asynchrony in remote 
communicaƟon. For example, if there is no microphone or the room has bad acousƟcs, a 
person in the back of a large auditorium may not hear what is being said. 

• Hearing Impairments 

o Hearing loss, either temporary or permanent, makes it difficult for people to understand 
spoken words -- especially in noisy or indisƟnct situaƟons. 

o SupporƟve devices such as hearing aids or sign language interpreters may be needed. For 
example, an employee with hearing loss might require closed capƟoning during a video call 
to parƟcipate fully in the conversaƟon. 

• Speaker-Related Issues 
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o If the speaker speaks quickly, quietly or mumbles it is a problem for the listener to 
comprehend what is being said. 

o An imperfect dicƟon or incorrect pronunciaƟon may also lead to loss of meaning. Example: 
A speaker who has a very fast speaking and thick accent can baffle the public, especially if 
this has not been used to before. 

Impact on CommunicaƟon: 

• Barriers someƟmes divert the aƩenƟon of listeners; they may have to move back and forth, 
or end up missing part of the conversaƟon. 

• Listeners may need to infer or add details themselves, which can pose a risk of 
misunderstanding. 

• These hurdles create mental effort, which leads to listener faƟgue and decreased recall of 
the message. 

Strategies to Overcome Physical Barriers: 

•soundproof rooms or environments with liƩle background noise for meeƟngs or 
presentaƟons. 

InvesƟng in good-quality microphones, speakers and stable internet connecƟons for virtual 
communicaƟon. Also consider: 

• Having opƟmal lighƟng and clearly visible speaker posiƟoning in the visual domain to 
facilitate both auditory and nonverbal informaƟon. 

• Speakers should speak slowly and crisply, with visuals (such as slides or handouts) for points 
of emphasis. 

•Test your equipment before going online at or speaking in public so that communicaƟon 
flows smoothly. 

 

3.2.2 Psychological and EmoƟonal Barriers 

Psychological and emoƟonal barriers: These are internal factors in the listener that can 
prevent one from concentraƟng on a speaker's message, comprehending the message, or 
responding to messages appropriately. These blocks are oŌen behind the scenes and 
unnoƟceable yet they play a great role; they are mind in nature. When they’re in their heads, 
when they’re emoƟonal or judgmental, it inhibits them from truly listening well. The 
difference is that, whereas walls between people can frequently be seen as physical barriers 
(as with a husband and wife who sleep in separate beds or eventually rooms) which are clear 
to both parƟes, psychological and emoƟonal walls remain hidden unƟl communicaƟon starts 
to crumble. 
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One of the most likely reasons for such blocks is pre-occupaƟon. If a listener is caught up 
mentally in unrelated thoughts – like to-do lists, deadline worries or rehashing conversaƟons 
from the day before – they cannot listen fully. This can be parƟcularly true in crowded places 
or when you are Ɵred emoƟonally. For example, a student may listen to an enƟre lecture, but 
think of a personal situaƟon instead so that there is no or very liƩle retenƟon of the subject 
maƩer. Likewise, a pracƟƟoner in a conference taking notes and answering emails/messages 
might be seen as being present but not actually totally into listening. 

• PreoccupaƟon or DistracƟon 

o When the listener has other things on their mind or is trying to do several things a thriŌ 
during a conversaƟon. 

o OR it may be caused by faƟgue of the mind or too much informaƟon that we find it hard to 
concentrate. 

Further other obstacle is that of stress and anxiety, which could also adversely affect listening 
by overloading the listener's cogniƟve system. It may be difficult to remain present in the 
moment when you or someone else is upset. A speaker’s comments can be neutral or even 
supporƟve, but tell them that you’re reminding them with a whip in my hand and the tone 
heightens as words are thrown. For example, a worker who is feeling concerned about job 
security could hear regular feedback as an indicaƟon of unhappiness, whether or not that 
was what the speaker meant. 

• Stress and Anxiety 

o EmoƟonal tension restricts ability to concentrate and process. 

o ConstrucƟve criƟcism or judgment could be read into comments. 

These messages are received with strong overtones of bias or prejudice. If someone has a 
stereotype in their head about the class, race or gender of the speaker then they need not 
process the content at all. For instance, if someone has a poor impression of a coworker 
because they’re from another culture or had previous clashes, they might ignore what that 
person says even if it’s useful. Such bias not only drives effecƟve communicaƟon to a halt, 
but it can also fuel a lasƟng mispercepƟon and rancour. 

• Bias or Prejudice 

o Includes making evaluaƟons of the speaker on account of his or her background, beliefs, or 
previous statements. 

o May get user fired or have the speaker’s words misunderstood. 

Offensive listening happens when a listener is made to feel personally threatened or aƩacked, 
even if the speaker’s intenƟons are innocuous or helpful. This dynamic produces emoƟon not 
reflecƟon. The listener can interrupt, object or think up an objecƟon while the speaker is 
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speaking. For instance, in a performance review, feedback about missing a deadline can 
trigger defensiveness instead of prompƟng quesƟons on how to get beƩer. 

• Defensive Listening 

o Assumes comments are personal aƩacks rather than construcƟve feedback. 

o Results in emoƟonal reacƟons that block the path for unhindered raƟonal dialog. 

SomeƟmes, people with low self-esteem or confidence act passively during communicaƟon. 
F. We avoid talking to people who we think might not understand or who feel they are 
inadequate to talk with us. This can be parƟcularly an issue for group discussion or task-
oriented acƟviƟes involving all contributors. A student who is afraid to ask a “wrong” quesƟon, 
for example, may refrain from speaking up and miss the opportunity to get clarificaƟon on a 
point they didn’t understand. 

• Low Self-Esteem or Confidence 

o May withdraw from conversaƟon out of fear of misconcepƟon or judgment. 

o Lowers moƟvaƟon to be involved or voice opinions. 

The impact of these psychological and emoƟonal barriers can be profound. They frequently 
tend to screw with the listener’s head is the problem, so they’re more likely to get emoƟonal 
rather than logical reacƟons. Empathy and vulnerability are diminished, so it is difficult to 
trust or connect. In some instances, these barriers prevent open discussion and break down 
personal or professional trust. 

There are a few tacƟcs to overcome these strangulaƟon factors. Mindbody behaviors may 
help others stay in the moment and pay aƩenƟon when communicaƟng. Learning to control 
their emoƟonal intelligence (EQ) helps listeners to beƩer understand their own biases and 
triggers, TicciaƟ says. It’s about creaƟng an environment — within a classroom, among 
colleagues or in the home — where people feel they can express themselves without fear of 
judgment. In addiƟon, employing acƟve listening pracƟces in the form of restaƟng what was 
heard or asking confirming quesƟons may help verify comprehension as well as maintain 
listener involvement. 

• Psychological and EmoƟonal Walls to be Broken Through 

o Be mindful, present and keep in the moment when communicaƟng. 

 Use acƟve listening tools such as paraphrasing and clarificaƟon to ensure understanding. 

o Create emoƟonally safe spaces for people to feel heard and valued. 

 

3.2.3 SemanƟc and Language Barriers 
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LinguisƟc and semaƟc gap occur when the meaning of words, phrases an expression 
exchanged is not well understood or obscure. These obstacles disturb the receiver’s accuracy 
to decode the message of the sender, if he is fully aƩuned to what is said. A myriad of 
misinterpretaƟon can be subsumed in vocabulary, fluency or usage, being someƟmes 
produced in either casual and formal communicaƟon. 

One frequent type of semanƟc barrier is linguisƟc vagueness, when a word or statement 
might have mulƟple meanings, or been used in a meaning that isn't clear. This can be confound 
the audience, especially when the context does no obvious indicate what is meant. For 
instance, when a manager says to an employee, "I'd like for you to get this done soon," “soon” 
might be considered as the next hour by one person and the end of the day by another. This 
kind of ambiguity could lead to waiƟng or problems or unwanted anxiety. 

One more hindrance is as above the overuse of technical terminology or jargon. Not unlike 
the words used in other industries, terms you know by heart, but may not be so widely known 
to those outside your industry. When such words are employed without translaƟon in a mixed 
audience, they have the effect of isolaƟng some listeners and they make less good sense. 
Such as if someone's sharing about a medical issue, and they say “hypertension” or “CBC 
count”, the person doesn't know what normal people language is for those things. 

• Technical or Jargon-Heavy Language 

o Renders communicaƟon incomprehensible to individuals not within the same field. 

o Could leave a listener with the impression that they did not understand or were leŌ out of 
the equaƟon. 

'Complicated sentence structure is another obstacle for language learners. The longer and 
denser the sentences with clauses within clauses in a speech, the harder it is for listeners to 
follow the overall argument. This is especially true in academic or professional environments, 
when speakers unintenƟonally bombard their listeners with far too many highfaluƟn words. 
Reducing such ideas to simpler (and more manageable) statements also frequently clarifies. 

Another important source of confusion results from the presence of colloquial or idiomaƟc 
expressions. Such idioms may make good sense to naƟve speakers within a culture or region 
and have meanings that are not intuiƟve, in reality, they do not necessarily make sense to 
non-naƟve English speakers or people with liƩle experience of the speech used. For instance, 
"hit the ground running" may be taken literally by a non-English speaker and thus it becomes 
difficult to understand what is supposed to be done or how soon. 

Differences in language spoken by the speaker and listener could render the communicaƟon 
even more complex. And for those whose mother tongue is not the naƟve language or who 
are at different levels of fluency, even small talk can feel challenging. Mispronounced words, 
dialects and accents can take longer to interpret into parƟal or erroneous comprehension. A 
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speaker with a strong regional accent, for example, may be an obstacle to understanding if 
one is not accustomed to that variaƟon of the language. 

• Language Differences 

o May include challenges with accent, fluency or dialect that result in a difference in 
comprehension. 

o Need to be repeated or explained to ensure common understanding. 

Such semanƟc and linguisƟc barriers will result in the communicaƟon process to fail even 
when speaker and listener are both careful and willing to be involved. Failure to understand 
instrucƟons or emoƟons is a common occurrence and can have an impact on performance, 
relaƟonships, or trust in communicaƟon. A listener who consistently doesn't understand may 
become reluctant to enter into a conversaƟon or ask a quesƟon and thereby decrease the 
ability for effecƟve conversaƟon. 

Speakers should strive to speak clearly and simply in order to minimise potenƟal effects of 
semanƟc and language barriers on factors such as message comprehension. Jargon and 
idiomaƟc language ought to be translated or defined explicitly, parƟcularly with diverse or 
internaƟonal populaƟons. Speakers can also verify understanding by having the listener 
restate what they’ve heard, or by asking clarificaƟon quesƟons that measure comprehension. 
For more formal seƫngs, pictures, bullet points or the use of a translaƟng device to help at 
your side can aid in educaƟng staff and making sure you get the response that is intended for 
people you are trying to communicate with. 

• Addressing SemanƟc and Language Barriers 

o Use clear language and avoid words that are not needed. 

o Give meaning or backgrounds of the new words and expressions. 

o Take advantage of supports (pictures, wriƩen language used to support spoken 
communicaƟon). 

 

3.2.4 Cultural and Environmental Barriers 

DifficulƟes speaking across cultures and environments are also important, especially in 
mulƟcultural or global contexts. These barriers include, but are not limited to, cultural 
differences in norms, values and communicaƟon styles, as well as environmental factors that 
influence how messages are transmiƩed, received and decoded. The likelihood of failure in 
understanding also rises between people from different cultures or backgrounds, or who are 
themselves working within diverse physical contexts unless these are recognized and 
managed. 
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Cultural stumbling blocks frequently occur due to differences in non-verbal behaviour 
expectaƟons. Non - verbal behaviors such as eye contact, gestures, personal space, and facial 
expressions may vary significantly from one culture to another, carrying a varying meanings. 
Eye contact can either be perceived as a sign of aƩenƟveness or respect, as in one culture; 
while another may feel it is disrespecƞul or confrontaƟonal. For instance, in the U.S., sustained 
eye contact is usually interpreted as projecƟng confidence, but in parts of East Asia it can be 
considered impolite or aggressive. 

An addiƟonal significant factor between cultures is communicaƟon styles. Some cultures are 
high-context, using indirect forms of communicaƟon that require interpretaƟon and include 
body language and a shared background. The rest are low-context and want clear, direct 
communicaƟon. For example, Japanese professionals might anƟcipate nuances or situaƟonal 
cues to pick up during a meeƟng, while their American counterparts may anƟcipate 
straighƞorward opinions and replies. When we are not aware of these discrepancies, 
parƟcipants may misinterpret personal intenƟons or feel that their communicaƟon style (and 
“voice”) is being disregarded, or worse, misunderstood. 

Cultural values and assumpƟons play a role in the ways members approach communicaƟon 
roles. Who speaks when hellip; and how and why … are affected in many cultures by values 
which may include hierarchy, gender roles, or authority. For instance, in some tradiƟonal 
cultures, junior team members might hesitate to share their perspecƟve in a meeƟng out of 
deference to senior figures, even if they specifically prompt input. Confidence and 
asserƟveness that is acceptable in one culture, for example, may be offensive or seen as 
aggressive behaviour in another. 

Environmental barriers, in contrast, are those that exist outside theman (e.g., regarding the 
actual or virtual environment of aN communicaƟon). Even when cultural comprehension is 
robust, these impediments can impact listening and engagement. One major environmental 
issue is the physical environment of the communicaƟon seƫng. A busy or loud environment, 
dim light, and a room temperature that is too hot or cold all compete for aƩenƟon of speaker 
and listener. As an example, the topic might be interesƟng, but if students are listening under 
bad condiƟons (for instance in a classroom with poor venƟlaƟon and liƩle light), it may be 
difficult for them to concentrate. 

DisrupƟons are a form of environmental barrier, especially during virtual communicaƟon. 
Poor internet connecƟon, muffled sound, background noise and mulƟtasking can all get 
between this communicaƟon. For instance, in web meeƟng where someone’s microphone 
keeps cuƫng out, listeners lose the thread of important points being discussed. 

The room or seaƟng layout can also influence the flow of communicaƟon. Listeners may have 
difficulty hearing or seeing non-verbal cues in a large room with a speaker who is distant from 
the audience (or when the sound system is poor). For instance, people posiƟoned at either 
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end of a U-shaped conference table may miss visual cues and be unable to hear speakers who 
are also siƫng on the opposite side. 

Such cultural and environmental barriers may cause un-intended misunderstandings, 
discomfort or even offence. The messages tend to get lost in translaƟon. For cross-cultural or 
internaƟonal teams, such hurdles can stymie collaboraƟon, slow decision-making and 
compromise inclusion if leŌ unaƩended. 

To lower these barriers, strategies to enhance cross-cultural awareness and improve the 
environment are needed. Intercultural sensiƟvity enables people to appreciate and honour 
divergences in communicaƟon codes and habits. Also, adjusƟng your communicaƟon to the 
culture of the other person can be helpful in trying to make yourself clearer and also trying 
to build trust. Comfortable, lightly lit and relaƟvely free from interrupƟons Regardless of the 
text-based or digital environment being used, aƩenƟon can be maintained when you make 
comfortable surroundings for a message to be delivered. 

• Strategies for Improvement 

o Foster understanding between different cultures and modify style to meet the needs of 
mulƟple audiences. 

-OpƟmize physical environments by working on acousƟcs, lighƟng and furniture 
arrangement. 

o UƟlize trusted technology and minimize noise in your online space to improve sound 
quality. 

o Encourage respect for all cultural contexts in communicaƟon paƩerns. 

 

3.2.5 Personal Aƫtudinal Barriers 

Personal aƫtudinal barriers are personal hindrances that spring from one’s mindset, behavior 
or habits. Unlike factors such as noise, or a bad technology, however, these barriers are 
created by listener's thoughts, feelings and aƫtudes towards the speaker or the topic and/or 
situaƟon. But, even in perfect physical condiƟons, these inner senƟments could significantly 
interfere with how well a person is able to listen, understand or respond. These impediments 
are usually not direct, or deliberate but may be potent in their influence on the quality of 
communicaƟon and the dynamics of relaƟonship. 

However, one important obstacle is simply a lack of desire or moƟvaƟon. The less interesƟng 
or relevant the topic, the less likely a listener is to pay aƩenƟon and parƟcipate. The 
estrangement results in a lack of concern or sympathy, made worse by animosity for the 
other’s acƟon, possibly being physically present but mentally elsewhere. So, say a student 
sees no point in history and never really pays aƩenƟon – they can miss out on crucial 
informaƟon and insights. 
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Excessive self-assurance consƟtutes another aƫtude obstacle to effecƟve listening. And a 
listener who thinks they’ve heard what the speaker is going to say may mentally check out, 
or even interrupt, thinking there’s nothing new to learn. This behaviour is not conducive to 
learning and is oŌen very frustraƟng for the speaker, parƟcularly when what has been 
assumed by the listener is incorrect. An older employee might dismiss a junior colleague’s 
proposals in a team meeƟng, believing they cannot offer anything useful, only to overlook a 
brilliant soluƟon. 

A judgmental mindset also prevents listening from taking place as the listener jumps to 
conclusions or forms opinions before the other has a chance to fully express themselves. 
When people evaluate what another person is saying prematurely, they are likely to interrupt 
the speaker, dispute their statements or prepare a response other than one that shows real 
insight into how the speaker feels. For instance, in a feedback session, if someone jumps to 
they are receiving unfair criƟcism the moment you go through an assessment than rather on 
what is the actual content of that feedback. 

Resistance to change may be a factor when listeners are resistant to ideas that contest their 
system of beliefs, values, or way of life. This inflexibility of the mind makes it difficult to 
assimilate new informaƟon, parƟcularly when innovaƟon or reform is concerned. For 
instance, a worker who is highly bound to old pracƟces might refuse to hear about a new or 
more efficient way of doing things. 

Other obstacles comes from the lack of respect or personal anƟpathy towards the speaker. If 
a listener doesn’t like the speaker’s personality, background, or communicaƟon style they will 
while listening judge that person in their mind and then judge every word spoken by them. 
It's in those scenarios that the message becomes less about what is said and more so who 
says it. For example, a team member could dismiss ideas from a coworker they don’t get along 
with, even if those ideas are useful and related to the project. 

ImpaƟence can also block listening, most especially if the speaker talks slowly and in detail or 
takes Ɵme to convey their ideas. ImpaƟent listener can get annoyed, interrupt oŌen, or keep 
pushing the conversaƟon in his head. This impaƟence serves to reduce comprehension and 
could lead the speaker from fully expressing their message. During a call to customer service, 
for example, if an agent gets impaƟent with a slow talking customer they may miss key details 
about a complaint. 

These aƫtudes are apparent in communicaƟon. They prevent the recipient from hearing 
and making sense of what is being said – producing either superficial understanding or 
outright misunderstanding. When such behaviors conƟnue, they inhibit construcƟve 
feedback, foster less cooperaƟon, and make conflict resoluƟon challenging. In the long run, 
friendships or working relaƟonships can be damaged as trust and respect start to wane. 

To overcome these obstacles, individuals need to engage in their own self-study and evaluate 
the ways they may personally repress or inhibit listening through habits, aƫtudes & 

Page 23 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826

Page 23 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826



assumpƟons." Those who make an aƩempt to pracƟce humility and be recepƟve of differing 
opinions are also able to transcend their own bias as listeners. It’s also necessary to disƟnguish 
the message from the messenger, emphasizing the content over whoever is giving it. 
Fostering curiosity and emoƟonal discipline in dialogue, especially when it’s difficult or 
unfamiliar, could foster beƩer listening and the clearer understanding and more respecƞul 
exchanges that might follow. 

• Strategies for Improvement 

o Develop the habit of contemplaƟng your personal beliefs which hinder listening. 

o When speaking, do so in a spirit of humility and learnability. 

o Listen to what the speaker has to say, not how you feel about them. 

o Remain composed and paƟent in long, complex discussions. 

 

Did You Know? 

 

“Did you know that in some cultures, silence is a sign of respect, while in others it may indicate 
disagreement or disengagement? For example, in Japan, silence during conversaƟons is oŌen 
seen as thoughƞul and respecƞul, whereas in Western cultures, it may create discomfort or 
be interpreted as lack of interest. Similarly, environmental factors like poor lighƟng or noise 
can reduce comprehension by up to 40%, according to workplace communicaƟon studies. 
Understanding cultural and environmental contexts is essenƟal to becoming an effecƟve, 
adapƟve listener in diverse seƫngs.” 

 

3.3 Types of Listening 

Listening is not a monolithic acƟvity. It’s various incarnaƟons are depending on it’s intent, 
context and levels of interacƟon. An awareness of the different categories of listening is 
essenƟal to enhancing communicaƟon effecƟveness, not only in our personal lives, but also 
within a business environment. Each one has its own purpose—whether to obtain 
informaƟon, say, provide emoƟonal support or evaluate a message and enjoy the 
performance. Understanding and knowing which type of listening is necessary at any given 
moment promotes beƩer understanding, closer connecƟons, and deeper conversaƟons. 

 

3.3.1 DiscriminaƟve Listening 

One to idenƟfy with Discerning listening is the most simple but elusive form of listening. It 
should be noted that as a disƟnct mode of listening, it contrasts with various other forms of 
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listening (aƩending to words and ideas), dealing instead with idenƟfying and interpreƟng the 
subtle differences in sounds, tones and non-verbal cues. This skill emerges early in life and 
gives rise to higher-level listening capaciƟes. Though it operates in the background most of 
the Ɵme, it is an important mechanism for us to make sense of emoƟon, intenƟon and 
context when communicaƟng with others both personally and professionally. 

An important characterisƟc of discriminaƟve listening is the sensiƟvity to voice quality. These 
words may be neutral, but tone, pitch, rate of voice etc can all change these meanings. A 
speaker may uƩer the phrase “I’m fine,” but, depending on how she says it — soŌly, angrily, 
sarcasƟcally — its meaning can vary wildly. For instance a teacher who hears a student say 
“Yes I get it” in a slow or unsure voice somehow knows through intuiƟon that this response 
does not mean they understand, but requires more explanaƟon. 

The understanding of non-verbal communicaƟon is also a significant factor in discriminaƟve 
listening. Facial expressions, eye contact, mannerisms even…and the way you carry yourself 
may tell a different story than words. An aƩenƟve listener can interpret these cues to 
ascertain the speaker’s underlying emoƟons. For example, a colleague who nods a lot during 
a team meeƟng — but doesn’t make eye contact and sits sƟffly — may be communicaƟng 
discomfort or disagreement, even if they don’t voice those views. 

This kind of listening also operates through auditory differenƟaƟon where one may 
differenƟate between different voices, accents and speech paƩerns in a group-seƫng. It 
assists in recognising who’s speaking, differenƟates various accent paƩerns, and also 
recognizes certain vocal habits. This is parƟcularly useful during meeƟngs and conference 
calls or when speaking in a mulƟlingual environment. 

• Auditory DisƟncƟon 

o Helps determine if one or more speakers are speaking in group environment or through the 
phone. 

o Helpful for comprehending speech e g with accents or idiosyncraƟc voices. 

Though, discriminaƟve listening also remains to aid the development of situaƟonal 
awareness as it provides with an ability to catch on context. These can be ambient noises, 
differences in rhythm or extended lengths of silence - which may, for example, imply a sense 
of urgency or one's mind being elsewhere when these are used. For example, on a call, a 
customer support agent could hear long pauses and sighs that suggest the customer is angry 
or disappointed even if they say everything’s fine. 

• SituaƟonal Awareness 

o NoƟce environmental cues such as silence, background noise and tone. 

o Aids understanding of the emoƟonal or social milieu of a conversaƟon. 
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Examples of real-life applicaƟons involving discriminaƟve listening are many. A manager 
might hear frustraƟon coated in politeness when an employee responds to being given extra 
work with “It’s no problem.” A teacher might detect a note of hesitaƟon in a student’s voice 
when offering assurance of comprehension on a topic that they find difficult, leading the 
teacher to go through an explanaƟon again. These instances illustrate how reading the tone 
and non-verbal cues appropriately can lead to avoided misunderstanding while promotes 
open communicaƟon. 

Listening with discriminaƟon is a key tool for decoding the emoƟonal dross and helping you 
to read between the lines. It deepens (and complements) other forms of listening traumaƟzed 
as well as acƟve and empatheƟc listening, for it provides depth to the understanding of what 
is being said. It also allows the listener to detect emoƟonal changes at the outset — very 
useful in conflict resoluƟon, customer service and relaƟonships between people. 

To sharpen their discriminaƟve listening, we can pracƟce more focused aƩenƟon on not only 
words but also how the words are presented. This requires listening not only for tonal 
differences, but also watching body language and the ability to stay focused while the speaker 
speaks without interjecƟng. 

• Improvement Techniques 

o Pay aƩenƟon to the tone and pitch as well as the pace of conversaƟon for emoƟonal signals. 

o Pay aƩenƟon to body language and facial expression that may support or contradict words 
being spoken. 

o Silent Listening Exercise PracƟce listening without speaking, focusing on tone and body 
language as well as words. 

 

3.3.2 Comprehensive Listening 

Listening for Gist Listening for Gist is a specific from of listening that involves understanding 
the speaker’s main points. It is not something that can be followed simply by paying aƩenƟon 
to language, but if you’re paying aƩenƟon to the structure it follows and the logic driving it 
and where exactly this is all taking place. This kind of listening is crucial when you need to 
acquire new informaƟon, or to follow complicated sets of direcƟons (for example, in technical 
or academic contexts). Comprehensive Listening is the difference between listening for form 
and meaning, rather than tone and indicaƟng. 

Inside Out Listening The heart of extensive listening is vocabulary and language 
comprehension. Meaning is transmiƩed in fragments and can be understood only through 
familiarity with the language used, including terminology, jargon, idiomaƟc word usage. 
Without knowing this, many of the main elements in the message will be lost or 
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misapprehended. For instance, in a medical lecture, someone who is not yet familiar with the 
words “prognosis” or “symptom management” may have difficulty following along. 

• Vocabulary and Language Understanding 

o Accent, dialect and jargons must be known by the translator. 

o Aids in understanding definiƟons, abbreviaƟons and idioms. 

There’s a process of reasoning involved: as the listener hears the structure of ideas from the 
speaker, he idenƟfies pivotal points and noƟces how various statements connect to one 
another. In parƟcular, when the content is about reasoning, cause-effect and comparisons 
informaƟon. For example, in a business meeƟng, when the manager describes a problem then 
its impact and what they propose as a soluƟon -- you have to connect these dots of 
informaƟon from memory into your mind scrap paper in order to understand the strategy 
that's being put forth. 

• Logical InterpretaƟon 

o Comprises understanding the flow of ideas, arguments, or instrucƟons. 

o Aids in finding logic chains and the connecƟon between ideas. 

It also requires the power of memorizaƟon. The informaƟon is oŌen so specific that listeners 
have to try and puzzle the message out in their mind or even take notes (which is a 
complicated task while driving). This skill is important for the school and career because 
informaƟon must be remembered from one day to the next. For instance, a student can take 
notes while listening to a lecture about events in history, so that he or she can later use those 
notes when s/he writes a paper or takes an examinaƟon. 

• RetenƟon and Recall 

o Requires taking notes, whether mental or wriƩen. 

o Facilitates correct remembrance and future use of content. 

AƩenƟon and focus are just as essenƟal in global listening. Listeners can easily miss criƟcal 
informaƟon when they are under distracƟon (Hedden & Gabrieli, 2010), faƟgued (Koelewijn 
et al., 2012) or mulƟtasking. AƩenƟveness here is the state of being in full aƩenƟon to what 
the speaker says, how it sounds and considering any visual prompt or gesture coming along 
with the words. For instance, if a workers is checking their phone in training they may miss 
out on safety rules or how to operate processes. 

• AƩenƟon and Focus 

o Demands full concentraƟon without distracƟons. 

o Entails listening to spoken words and supporƟng non-verbal expressions. 
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Extensive listening is employed in many circumstances where accuracy or deep 
understanding is not necessary. It is used in classroom instrucƟon, discussions of academic 
or legal topics or detailed explanaƟons by technical staff of procedures or specificaƟons for 
employees. For example, a new employee in onboarding training would need to listen 
intently to rules and procedures of the workplace. 

It is difficult, however; to listen fully. It may be difficult to understand some episodes due to 
terms used, the speed at which speakers talk or background noise. Also, listeners may infer 
or listen only parƟally, leading to misunderstanding. When people think they already 
understand the topic at hand, they are far less likely to detect that new informaƟon is relevant 
– even if the info is new ‘and’ enhances their understanding. 

• Challenges in Comprehensive Listening 

o Problems with complex or technical language. 

 Risk of misinterpretaƟon by assuming or not paying aƩenƟon. 

So if you want to get beƩer at full comprehension listening, you’ll need to be proacƟve. If you 
can, pre-hear a subject so that you can be ready to "hear ahead" with the jargon and format. 
Seeking clarifying quesƟons is also a useful method of closing the gap. AŌer a heavy financial 
briefing for example, one of our team members will ask "Can you restate how this change 
applies to our quarterly targets?" 

• Ways to Improve Comprehensive Listening 

o Pre-read (theme or material) to provide context. 

o During or aŌer the call, inquire about things you can find more informaƟon on. 

o Reflect back on what you heard to confirm comprehension. 

Notes or Paraphrasing: Write down and/or restate the important informaƟon to help 
remember it. 

AcƟve listening is valuable for students, but also pracƟƟoners of the art and science of 
leadership. It assumes precise comprehension, accompanies well-informed decision-making 
and facilitates effecƟve communicaƟon in contexts in which detail and organizaƟon maƩer. 

 

3.3.3 CriƟcal Listening 

CriƟcal listening is an advanced form of listening that is a fundamental concept of raƟonality 
and criƟcal thinking[verificaƟon needed]. CriƟcal listening is a type of listening that analyses 
informaƟon and assesses its value as well as importance. This form of listening involves 
thinking and scruƟnizing the informaƟon being given by the speaker rather than taking it at 
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face value. Discerning listening is especially important in an environment where decisions 
must be made, arguments evaluated, or informaƟon judged for accuracy and uƟlity. 

CriƟcal listening oŌen entails a level of analyƟcal striving. This is because the listener 
deconstructs the speaker’s message in their own mind, checking for structure, agreement 
and validaƟon. It is determining whether a speaker expresses fact, opinion or hearsay. 
Knowing how to recognize faulty logic or unfounded arguments is crucial in that task. For 
example, hearing a poliƟcal address or talk Radio/TV, the criƟcal listener may evaluate 
whether the speaker thinks with data to back up their claims or relies upon emoƟons. 

• AnalyƟcal Mindset 

o Analyzes logic and supporƟng evidence in the message. 

o DisƟnguishes between established fact and opinion, as well as rumor or assumpƟon. 

ScepƟcal engagement is yet another of the issues related to criƟcal listening. The listener is 
healthily scepƟcal and not gullible to everything that comes out of the speaker’s mouth. 
Rather, they evaluate the credibility of the source, weigh how and why the message is being 
communicated, and look for logical errors or misinformaƟon with which it might be fraught. 
For instance, in a markeƟng pitch, a scepƟcal listener may wonder if promises about the 
benefits of the product under discussion are inflated, especially if s/he is presented by 
selecƟve informaƟon. 

• SkepƟcal Engagement 

o Encourages quesƟoning and deeper invesƟgaƟon. 

o Takes into consideraƟon the credibility of the speaker and the intent behind the message. 

A criƟcal component of listening is also the interpreter's ability to form an evaluaƟve 
response aŌer message processing has taken place. The listener is encouraged to agree or 
disagree, ask further quesƟon of explanaƟon, and/or to reserve judgment unƟl all the 
informaƟon is available. This response is raƟonal, the result of thoughƞul analysis, rather 
than that driven by emoƟons. For example, in a job interview, an assessor may listen criƟcally 
to the candidate’s responses assessing whether they are genuine, relevant and supported by 
evidence. 

• EvaluaƟve Response 

o Concludes or QuesƟons based on content of message. 

o Assists in thoughƞul choices vs. quick assumpƟons made. 

Furthermore, a criƟcal listener must also work to be objecƟve and not have any 
preconcepƟons. How we feel and what we’ve already decided can cloud our percepƟon, which 
is why good listeners acƟvely work to overcome this bias. Its purpose is to evaluate the 
message based on its own worth, and not also (what usually happens) depending on who 

Page 29 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826

Page 29 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826



says it or one’s own reacƟon to it. For instance, a group leader aƩending talks in a meeƟng 
has to constrain his own preference and maintain an objecƟve aƫtude to make a just decision 
based on the whole-group benefit. 

• ObjecƟve and ImparƟal 

o Does not allow emoƟons or judgments to influence interpretaƟon. 

o AƩends criƟcally on the message and not who is saying it. 

The pracƟce of criƟcal listening is well-recognized in various contexts from poliƟcal oratory to 
courtroom decision-making. It’s also invaluable when moderaƟng a panel, in interviews and 
debates, or as you go through proposals, reports, or news stories. It is a must have for 
managers, leaders and professionals who have to evaluate team input, customer feedback or 
other data before sending on to upper management. For instance, a company execuƟve who 
is hearing a project proposal must judge if the proposed course of acƟon is: reasonable, well-
founded and going in the direcƟon set by company objecƟves. 

CriƟcal listening is powerful, but it’s hard to keep up, especially when there are emoƟonal 
responses or personal biases in the way. A recipient can choose to only hear that which 
reinforces what he/she already believes, and disregard legiƟmate contrary opinions. Blind-
spots such as these make it difficult to see and result in incorrect judgements. An example 
would be a very poliƟcally biased person who won't take any "other side of the coin'" points 
as valid, just because it's the other side. 

There are some exercises to build criƟcal listening. And one of the biggest is to listen to what’s 
said — and not said. Page 186 InformaƟon That Is Not in the Record What is not set forth 
can be just as informaƟve as what is. It is also good to compare the speaker’s message with 
established facts or alternaƟve viewpoints. Over the long term, asking probing quesƟons can 
help reveal more informaƟon or push back on unclear statements. Lastly, criƟcal just for the 
listeners to pause and reflect before giving an answer or make a decision This will discourage 
emoƟonal overreacƟons and call the individual to raƟonal thinking. 

• Techniques to Develop CriƟcal Listening 

o PracƟce acƟve listening for what the message is, and isn’t. 

o Verify speaker’s statements against trusted sources or other perspecƟves. 

o Pose exploratory and/ or open-ended quesƟons for clarificaƟon. 

o Take Ɵme to think before you speak or make up your mid. 

In a classroom argument, for instance, someone trained in criƟcal listening would take notes, 
judge how strong the arguments on the other side are and then make a counterargument 
based on evidence rather than opinion. In a boardroom, by the same token, a manager 
would listen criƟcally to various arguments before endorsing a budget proposal. 
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3.3.4 EmpatheƟc Listening 

EmpatheƟc listening is a very human cantered communicaƟon behaviour that seeks to 
understand the speaker’s feelings and point of view. EmpatheƟc Listening is different from 
other listening styles with which we are familiar, the listening for facts, logic or decision-
making. It is about showing up and paying aƩenƟon — not just to the words being spoken, 
but to the feelings behind those words. The point isn’t to fix the problem or provide soluƟons 
but to create a space in which the speaker feels seen, heard and validated. 

Empathic listening is based on emoƟonal awareness. This involves being sensiƟve to how the 
speaker is feeling — even if it’s not enƟrely obvious. Sadness, fear, anger or happiness can be 
detected by the tone of someone's voice, their facial expression or their body language. This 
sensiƟvity can allow the listener to respond sympatheƟcally and affirmaƟvely with respect to 
the speaker’s feelings. A friend says she’s feeling overwhelmed at work; an empatheƟc 
listener might say, “That sounds really stressful. You’ve had to deal with a lot.” 

• EmoƟonal SensiƟvity 

o Pick up on the emoƟonal subtext of parƟcular statements. 

o Makes the speaker feel their emoƟons are legiƟmate and accepted. 

EmpatheƟc listening also includes being present in a non-judgmental way. And that doesn’t 
mean the listener jumps to solve the problem, criƟque or give advice before it’s requested. 
Instead, they occupy space in the only thing that is real and the one reality we can trust: 
EmoƟonal availability They sit there with the speaker not reacƟng by shiŌing to them or away 
from them – just being there while they work things through. For instance, if a student says, 
“I’m afraid I’m not going to be good enough,” a non-judgmental listener might respond, “It’s 
okay to feel that way. Would you like to talk more about what’s been going on?” 

• Non-Judgmental Presence 

o Keeps communicaƟon emoƟonally safe by not judging or offering unsolicited advice. 

o Facilitates more meaningful sharing by allowing the speaker to drive the discussion. 

ReflecƟve responses are a strong method within empatheƟc listening. These remarks let the 
speaker know that the listener is present and making the effort to appreciate their subjecƟve 
reality. Here, this is achieved by paraphrasing or through empathy wording. Statements such 
as “It sounds like you’re really disappointed” or “I can see how that would be so frustraƟng” 
help build emoƟonal trust. When you say something like, “I don’t think I’m doing enough,” 
the person listening to you is going to inherently give a response that fails to recognize your 
agency. 

• ReflecƟve Responses 

o Reframe or repeat the speaker’s words to clarify understanding. 
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o Build relaƟonship by demonstraƟng sincere aƩenƟon to feelings. 

Listening with empathy involves non-verbal communicaƟon of support and caring. This may 
involve making eye contact, nodding, speaking in a soothing tone of voice and resisƟng 
common distracƟons such as phones or fidgeƟng. They stand open, moƟonless, 
demonstraƟng full presence. These physical reminders validate the emoƟonal safety of this 
room. For instance, a therapist might lean forward slightly, keep soŌ eye contact and speak 
in a warm tone when a client discusses something personal or difficult. 

• SupporƟve Body Language 

o Uses expressions and tone to set a peaceful, safe listening atmosphere. 

o Eliminates distracƟons and concentrates on being both physically and emoƟonally 
available. 

EmpatheƟc listening is crucial in seƫngs which require emoƟonal expression and support. 
It's widely used in counselling and therapy, which require clients to feel safe enough to 
discuss vulnerable issues. It is also applicable in conflict-resoluƟon contexts where both or all 
sides must feel heard before they can move to compromise. In daily human life, it plays a vital 
role in mentoring, leading team and relaƟonships, as having emoƟonal intelligence help to 
make the connecƟon stronger. In the course of an feedback session, for instance, a manager 
who is engaging in empatheƟc listening may let an employee air his frustraƟons without 
cuƫng him off or geƫng defensive -- resulƟng in a more producƟve conversaƟon. 

EmpatheƟc listening has many powerful benefits. It builds trust, emoƟonal security and a 
feeling that we maƩer. It allows the speaker to beƩer think through their own emoƟons and 
makes a connecƟon between the speaker and listener. Soon as people feel listened to and 
valued, they are more likely to open up, collaborate and grow in confidence. 

There are, however, a number of missteps that can interfere with empathic listening. And 
even with the best of intenƟons, to offer premature soluƟons can leave someone feeling 
hurried along or not heard. Downplaying someone’s feelings — from, “It’s not that big a deal,” 
to “You’re overthinking it” — can feel invalidaƟng to the person who’s hurƟng. Taking the 
focus off of the speaker through redirecƟon to one’s own experience may silence addiƟonal 
sharing. If your friend tells you they’ve lost someone, and you jump in with the details of your 
own experience, it can come off as dismissive rather than supporƟve. 

• Common Mistakes to Avoid 

o Advice too soon / unasked for. 

o InvalidaƟng the speaker’s feelings through indifferent or ironic statements. 

o Moving the aƩenƟon to yourself rather than remaining in the speaker’s experience. 
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Listening with empathy is an emoƟonally intelligent skill that takes paƟence and self-
awareness. It’s not always easy, especially when the listener has a strong impulse to fix or 
help. But in refusing that impulse and choosing understanding, the listener makes space for 
healing, clarity and connecƟon. 

 

3.3.5 AppreciaƟve Listening 

AppreciaƟve Listening AppreciaƟve listening is a personal and unique form of listening which 
focuses on enjoyment, inspiraƟon, or receiving emoƟonal/aestheƟc pleasure. AppreciaƟve 
listening is generally a superior form of listening, compared to empathic and content listening 
but inferior to comprehensive and criƟcal listening. In many types of conversaƟons the goal 
may simply be an empatheƟc ear; however appreciaƟve enables people to listen effecƟvely 
in situaƟons when empathy (e.g., bereavement counselling) would not be a sufficient 
foundaƟon for communicaƟon: that is, when not just providing the "freedom from 
disturbances" but sharing careful and caring conversaƟon with others who need more than 
Tranquillity. It’s about being here, now and giving permission to yourself for enjoying sounds, 
words or performances without having to explain it in words or judge it. The second mode of 
listening you menƟon is highly related to personal taste, mood and preferences used for 
personal self-culƟvaƟon and spiritual saƟsfacƟon. 

The beauty of appreciaƟve listening is that it is subjecƟve, and so the enjoyment of sound 
response lies completely with the listener and their mindset on that day. What is touching or 
entertaining to one person may not be so for another. Because, for example, one listener 
might find peace and beauty in classical piano music, while another could be energized by 
the rhythm of upbeat pop or jazz. This is what makes appreciaƟve listening so personal, and 
it can change from one moment to the next. 

• SubjecƟve Experience 

o Depending on the listener’s state of emoƟon, taste, seƫng or emoƟonal requirement. 

o There is no objecƟve criteria for what is “good” or entertaining—it depends on individual 
taste. 

This kind of listening usually can occur when you have a relaxed and open state of mind. They 
are not trying to analyze or understand the message but let themselves go with it. It’s about 
not analyzing and rather just feeling the impact of the content — be it a song, a poem, a play 
or a speech. For instance, someone who listens to a TED Talk may not be trying to assess its 
argument in an especially criƟcal way, but rather enjoying the speaker’s storytelling style or 
inspiraƟonal message. 

• Relaxed and Open Mindset 

o Emphasizes on the being more than on thinking analyƟcally. 
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o Invites the listener to be in sync with a rhythm, tone or arƟsƟc approach of the content. 

Another formaƟve characterisƟc of appreciaƟve listening is sensory and emoƟonal pleasure. 
It is this kind of listening that frequently causes deep emoƟonal reacƟons —joy, nostalgia, 
excitement, tranquillity— depending upon the way the materials strike home with your 
memories, values and imaginaƟon. Say the sound of rain or ocean waves could make 
someone feel peaceful and contemplaƟve. Similarly, a good one can elicit tears or chills even 
without lyrics. 

• Sensory and EmoƟonal Enjoyment 

o Reacts to rhythm, melody, tone of voice and mood. 

o Achieves feeling, memory, mood through sound and story. 

GraƟtude-based listening also provides aestheƟc and intellectual pleasure, especially when 
the content includes art, language arts, or performance. In spoken word poetry, theater or 
public speaking, the audience may appreciate the way a speaker uses language, vocal delivery 
or their humour and emoƟon. If you go to the theatre and see a play, for instance, say that 
you don’t really know what will happen from scene to scene - as is typical for most people 
going to such an event - but sƟll find enjoyment in maybe hearing how the main character 
speaks, her rhythm or intonaƟon or what-have-you. 

• AestheƟc and Intellectual SƟmulaƟon 

o Promotes admiraƟon for wriƟng style and delivery or performance in language. 

o Enriches the way listeners interact with the content, cultural or arƟsƟc. 

Some of the most everyday examples of appreciaƟve listening. Do you like to listen to an 
audio book while walking and actually make it fun? A pep talk could make someone feel beƩer 
if he or she is having a bad day. The live music concert or poetry reading presents an 
opportunity for the listener to empathize with the arƟst’s expression. In all of these instances, 
the desired outcome isn’t about learning or criƟquing or taking things too seriously — just to 
enjoy and feel something genuinely significant. 

• Examples of AppreciaƟve Listening 

o Listening to a podcast or audiobook for fun, or to feed your soul. 

o Watching a band, play, or poetry slam. 

o Playing speeches or talks that inspire or sƟmulate the imaginaƟon. 

The rewards of aƩenƟve listening are emoƟonal as well as cogniƟve. It’s also very relaxing, 
brings out creaƟvity and gives one now appreciaƟve for other forms of communicaƟon and 
art. And it can enrich our knowledge of culture and further our own well-being. For example, 
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just listening to music or literature performances frequently can inspire imaginaƟon and 
enrich emoƟonal life. 

• Benefits of AppreciaƟve Listening 

o Acts as an emoƟonal outlet and stressbuster. 

• These teaching methods sƟmulate creaƟvity, imaginaƟon and a beƩer understanding of all 
types of communicaƟon. 

o Promotes mindful aƩenƟon and more profound emoƟonal involvement. 

To culƟvate appreciaƟve listening, we need to establish circumstances which encourage full 
immersion. This involves making Ɵme to listen without distracƟon or mulƟtasking and being 
fully present. Listening to a mulƟtude of genres, styles and even speakers can also broaden 
one’s listening scope, and make you more aƩuned to various ways people express 
themselves. Say if there is an individual who has spent their lives listening to pop music, they 
can start appreciaƟng jazz or instrumental scores of different playlists/ live performances. 

• Ways to Develop AppreciaƟve Listening 

O Honor silent Ɵme to listen without interrupƟon. 

o Listen to a variety of styles, genres and arƟsts to expand exposure. 

o AŌerward, think about what specific things struck you and why. 

Listening – a skill that leads to personal enrichment. Be it music, storytelling, nature sounds 
or spoken word, people use audio to connect with the art form, culture and emoƟons in a way 
nothing else does. It supports the feel-good factor, sƟmulates imaginaƟon and it will help 
develop a mutual appreciaƟon of beauty and creaƟvity in every day speech. 

 

Knowledge Check 1 

 

Choose the correct opƟon: 

1. Which of the following is a passive physiological process? 

a) Listening 

b) Speaking 

c) Hearing 

d) Observing 

2. What is the primary focus of discriminaƟve listening? 
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a) Understanding instrucƟons 

b) Judging arguments 

c) EmoƟonal response 

d) Tone and body language 

3. Which of the following is not a psychological barrier to listening? 

a) Prejudice 

b) Noise 

c) Stress 

d) DistracƟon 

4. Comprehensive listening helps in: 

a) Enjoying music 

b) EvaluaƟng arguments 

c) Understanding messages 

d) Blocking distracƟons 

 

3.4 Conscious Listening – DescripƟon 

Conscious listening is a very deliberate, mindful form of listening that requires absolute 
aƩenƟon and presence and openness to emoƟon. It's not just about listening, or even 
understanding It’s about empathy And taking the Ɵme to care to truly listen and actually 
accepƟng the fact that someone else has an important perspecƟve There is a Ɵme for this for 
in case you forgot here's a reminder- The only way we can work together, rebuild is if we forget 
our insecuriƟes whisper them away… Let each other speak Freely freely. Mindful listening is 
derived from mindfulness and emoƟonal intelligence principles and helps listeners engage 
more deeply and genuinely with the content. It promotes real human connecƟon by enforcing 
the silence, paƟence, and presence of communicaƟon. 

 

3.4.1 Concept of Conscious Listening 

Listening that meant aƩenƟon to the other, listening I cannot then or even now totally 
explain. This requires paying aƩenƟon to not only the spoken words, but also the emoƟons 
behind them, tone, body language and pauses. It is a listening that transcends the noise of 
mere comprehension and ventures into emoƟonal and relaƟonal depth. Contrary to passive 
listening, which involves the listener merely receiving informaƟon with no intenƟon and even 
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acƟve listening that requires understanding before responding back, conscious listening is 
grounded in mindfulness, empathy and presence during communicaƟon. 

At the core of conscious listening is presence. The hearer has to aƩend to the literal and also 
figuraƟve meanings. That means watching for the speaker's tone, there in his emoƟonal 
subtext and body language as well as facial expressions. "Even recognizing the flow of speech 
and rhythm and silence, or because I think oŌen there is so much in the palpable between 
two faces [it] can ping off you in various levels of emoƟon or energy in that conversaƟon as 
well. For example, during 

a team meeƟng, a mindful listener could pick up that another person may drop their volume 
of speech or sit back in their chair when chaƫng about a given subject, signalling discomfort 
even if the words are neutral. 

• Awareness 

o It requires looking at what is being said and how it is being said. 

o AƩends to emoƟonal subtext, physicality and silence. 

If you want to pracƟce listening in such a way that it has an impact, one important element 
of this is being present. This involves paying aƩenƟon to the speaker and not being distracted 
by external factors such as your friend passing through or internal factors like thinking of other 
things. It asks the listener to put down their phone, suppress the impulse to interrupt and 
stop planning a response in your head while the other person is sƟll talking. For example, in a 
one-on-one conversaƟon where most people would be thinking about how to respond, the 
listener is mindful and alert to the speaker’s expression and tone. 

• Presence 

o You have to be fully there—physically, mentally, emoƟonally. 

o Promotes quietness and respects silence － Speaker needs space in which to be expressed. 

Pay aƩenƟon with Empathy -This is another rule of conscious listening. It means tuning into 
what is going on with the speaker and where they are coming from, but without rushing in to 
offer advice or a quick fix. The listener also listens in an accepƟng, nonjudgmental way. For 
instance, when a friend says they’re overwhelmed, an “awake listener” might say: “Right now, 
I can hear that you are feeling overwhelmed. “That sounds so hard,” rather than jumping to 
problem-solving or trying to diminish it. 

• Empathy 

o AƩempts to understand the speaker’s feelings and values. 

o Fosters emoƟonal presence and mindful, empathic responding. 
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An absence of PI also is important. Among conscious listeners there is an open space that 
does not label or criƟque what gets spoken. They don’t; they simply maintain a respecƞul, 
safe environment for open expression to take place. This is helpful to lead a person on the 
path of trust and candid dialogue. For example, a nonjudgmental listener does not become 
defensive if you share personal difficulty or an unpopular opinion, nor gives advice when you 
did not ask for it. 

• Non-Judgmental Aƫtude 

o Consist of suspending judgments or rejecƟng preconceived noƟons. 

o Fosters open dialogue and emoƟonal safety. 

Conscious listening has got a lot in common with acƟve listening: the giving of your aƩenƟon, 
feedback summary and paraphrasing, but there's an emphasis on mindfulness (exegete) and 
inner sƟllness. Listening consciously involves not listening in order to respond, but in order to 
connect, and with an inner peace that helps the listener maintain their balance. This is widely 
done in coaching, leadership, deep personal conversaƟon, conflict resoluƟon and therapeuƟc 
seƫngs where emoƟonal presence maƩers as much if not more than understanding. 

• Example ApplicaƟons of Conscious Listening 

o A consultant/facilitator who is with a client in quiet, just being there with and for the client. 

o A manager who listens to an employee’s input without planning a defense. 

o A child bringing a worry to their parent and the parent listening quietly without immediate 
advice or correcƟon. 

 

3.4.2 Techniques to PracƟce Conscious Listening 

Conscious listening, as opposed to 'passive' or 'automaƟc' listening, is an acƟve mental 
aƫtude. It is not just hearing the words but condiƟoning oneself to be fully there, 
emoƟonally, mentally, and physically as well in that conversaƟon. Similar to any skill, conscious 
listening can be developed further with pracƟce and increased self-awareness. The following 
processes aid in the ability to remain present, cantered and engaged in order to fully receive 
the deeper levels of communicaƟon. 

Mindful breathing, one of the best pracƟcal exercises to begin doing conscious listening. A 
few deep, slow breaths before a conversaƟon begins can calm the mind and body, tamping 
down internal noise to leave less room for external interference. This short intermission 
builds excitement and anƟcipaƟon. And before stepping into a challenging conversaƟon with 
a co-worker, he said, one might pracƟce deep breathing and reminding oneself to just listen. 

• Mindful Breathing 
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o A couple of deep breaths prior to engaging a conversaƟon will help you stay centred. 

o Relaxes the mind and frees mental cluƩer which increases presence. 

Another potent method is to set intenƟons. When you intenƟonally commit to listen without 
interrupƟng, judging or preparing your response while the other person is talking, it sets a 
mental tone for what’s being exchanged. This also supports focus and recepƟvity especially 
around emoƟonal or difficult conversaƟon. For example, a mentor might launch into a session 
with the unspoken intenƟon: “I will give this person my full aƩenƟon and not aƩempt to fix 
anything.” 

• Seƫng IntenƟons 

o Set an intenƟon to pracƟce nonjudgmental mindfulness listening. 

o Remember, the point is to learn, not to respond. 

Being present in our listening requires us to turn off the inner commentary. A lot of listeners 
inadvertently tumble into formulaƟng their reply, or deconstrucƟng the speaker’s words while 
they are speaking. When we listen mindfully, we must have the capacity to recognize these 
inner distracƟons and return our aƩenƟon as gently as possible to the speaker. For instance, 
if a person finds themself worrying about their next appointment when their friend is telling 
a story, they mentally stop and bring themselves back to the here and now. 

• Silencing the Inner Dialogue 

o Do not prepare your answer when the speaker is speaking. 

o Tangents: Change your focus when internal thoughts distract you. 

Recent research has found that the value of body language is also criƟcal in strengthening 
conscious listening. Keeping your eyes on the speaker and maintaining an open posture, 
signals to that person that you are paying aƩenƟon, while also helping to ground yourself. 
Being sƟll and making eye contact help to reduce physical distracƟons which, in turn, prevent 
the mind from wandering. For instance, the manager who makes direct eye contact and leans 
in slightly during performance reviews sends a powerful message of both aƩenƟveness and 
respect. 

• Keeping contact in eyes and making open body posture 

o Double checks your focus, and puts the speaker at ease. 

o Keep you physically and mentally actor. 

Also echoing or repeaƟng the statement is good. This entails repeaƟng what the speaker has 
expressed in your own words or summarizing it – to verify comprehension and demonstrate 
that you are actually processing their message. Such responses also countering the speaker 
feel heard and supported. A parent could say, for example, “It seems like you felt really sad 
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when your friends didn’t let you play with them.” This statement validates the child’s 
experience and encourages more sharing. 

• Echoing and ReflecƟve Responses 

o Use qualifiers such as “What I’m hearing is…” or “You appear to be saying…” 

o Encourages clarity and emoƟonal connecƟon. 

One of the most underrated acts in conscious listening is taking a pause before giving an 
answer. Instead of replying quickly, the listener waits a moment in silence aŌer the speaker 
has finished. Such a pause makes it clear that the message is being pondered and discourages 
off-the-cuff or superficial replies. For instance, aŌer a friend has shared something fraught or 
painful — let’s say they have had to put their dog down — the listener might inhale and say, 
“Thank you for sharing that. It sounds really difficult.” 

• Pausing Before Responding 

o Gives person Ɵme to understand message. 

o Protects against knee-jerk or emoƟonally charged answers. 

And, last but not least, one significant exercise for the development of conscious listening 
consists in trying to keep distracƟons away. That means things like tucking away mobile 
devices, closing unwanted tabs during virtual talks and opƟng for quiet surroundings when 
available. These small acƟons communicate to the speaker, “I am here and what you say 
maƩers.” For example, puƫng your phone on mute, flipping it over and placing it face-down 
on the table in a one-on-one meeƟng signals that you’re enƟrely focused on the speaker. 

• LimiƟng DistracƟons 

o Eliminate physical and social disrupƟons when conversing. 

o Focus on the speaker, showing interest and giving eye contact. 

Both reinforce conscious listening and improve communicaƟon overall. Over Ɵme, they also 
learn to build higher emoƟonal intelligence, empatheƟc sensibiliƟes and sense of presence 
for professional and personal conversaƟons.” 

 

3.4.3 Benefits of Conscious Listening in CommunicaƟon 

Listening with intenƟon is a tremendous asset in every form of communicaƟon and it 
encourages presence, aƩenƟon and respect. With awareness and freedom from distracƟon 
and judgment, people who listen to it meditaƟvely are allowing an environment in which 
understanding may arise, relaƟonships form, and collaboraƟon emerge. Conscious Listening 
applies to conversaƟons with loved ones as well as professional communicaƟon, and it adds 
a new dimension of depth, quality and effecƟveness to those communicaƟons. 
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One of the most obvious rewards of listening consciously is greater understanding and clarity. 
Being fully present, a listener is less likely to not catch on some important piece of details or 
to misunderstand the speaker’s intenƟon. It helps improve communicaƟon and minimizes 
misunderstandings. For instance, at work, a colleague who pays aƩenƟon during a project 
briefing is more likely to perform their task as expected - limiƟng the amount of repeƟƟon in 
explaining. 

• Improved Understanding and Clarity 

o When you’re fully listening, the message is heard. 

o Minimizes the risk of missing or misinterpreƟng informaƟon. 

And then ulƟmately, one of the other benefits is they’re stronger relaƟonships. When you are 
talking to someone and feel like they are really listening, it makes us feel more validated and 
respected. IntenƟonal listening helps build trust, emoƟonal safety and connecƟon; all things 
which development personal and professional relaƟonships. For example, a friend who 
listens and does not interrupt during a tough conversaƟon may give the speaker a sense of 
feeling supported and understood without having to open it up for advice. 

• Stronger RelaƟonships 

o Develops Trust by DemonstraƟng Respect and EmoƟonal Availability. 

o Deepens connecƟon within families, friendships and work teams. 

Conflict reducƟon is another strong side effect of conscious listening. A lot of conflicts spiral 
out of control because of assumpƟons, miscommunicaƟon or not feeling like you’re being 
heard. When people have a space to air their grievances, tensions tend to dissipate. Aware 
readers can trace the root of the problem and respond with understanding. By way of 
illustraƟon, the opening up and acƟve listening encouraged in a mediaƟon may well result in 
a fairer/more peaceful outcome. 

• Conflict ReducƟon 

o Aids idenƟfying true rooted problems below the level of disagreements. 

o Provides opportuniƟes for resoluƟon through empathy and clarity. 

PracƟce good, right-brained listening as well (experienƟally strengthens your empathy and 
emoƟonal IQ). Through being present, the listener can hear and respond to the speaker’s 
emoƟonal inferences, which fosters more empathic and reflecƟve communicaƟon. For 
instance, a manager being aƩuned to subtle signs of stress from a team member—like 
hesitaƟon or subdued tone—may opt to check in with them off-line rather than ignore it. 

• Enhanced Empathy and EmoƟonal Intelligence 

o Enhanced percepƟon of others’ emoƟonal experiences. 

Page 41 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826

Page 41 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826



o Promotes sensiƟve and nuanced responses in complex conversaƟons. 

When you have listened acƟvely, conƟnued listening becomes easier and your aƩenƟon span 
lengthens further. The mind is able to take in and retain more when not having to deal with 
itself or other interferences. It's great parƟcularly for meeƟngs, interviewing or studying. A 
student who pays aƩenƟon to a lecture, rather than doing other stuff at the same Ɵme, is 
more likely to remember and do well on tests over that material. 

• Increased Focus and RetenƟon 

o Enhances the listener’s ability to remember and use informaƟon. 

o Fosters learning and producƟvity in the workplace and academic environments. 

Listening mindfully also leads to professional development since aƩenƟve listeners are 
perceived as more thoughƞul, team-oriented and emoƟonally intelligent. And this is an 
especially important trait to have in leadership roles, because it fosters trust and allows you 
to lead teams while dealing with the murky world of people poliƟcs. A coach or mentor who 
listens without making judgments facilitates open conversaƟon, which in turn promotes 
greater levels of guidance and support. 

• Professional Growth 

o Develops a reputaƟon as a thoughƞul and successful communicator. 

o Learn to lead, coach and treat people with respect. 

Another crucial advantage is to sƟmulate open discussion. People feel safer expressing ideas, 
concerns, and feedback rather than holding it in or worse sharing it elsewhere. AƩenƟve 
listening builds inclusive communicaƟon space where everyone voices are valued. When 
leaders in meeƟngs focus on the individual at any given moment and truly hear them, 
corporate morale and parƟcipaƟon soar because people feel heard. 

• Encouragement of Open Dialogue 

o Promotes diverse voices and open dialogue. 

o Promotes open discussion without fear of alienaƟon. 

By using these techniques in everyday conversaƟons, people are able to enhance 
communicaƟon significantly. Whether in a leadership capacity, being there for someone or 
engaging in group conversaƟon, when we pracƟce mindful listening we create room for true 
comprehension, construcƟve feedback and ulƟmately more substanƟve human connecƟon. 

 

3.4.4 Barriers to PracƟcing Conscious Listening 
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While being a conscious listener has many advantages for communicaƟon, it isn't necessarily 
easy to be one. Part of listening with an open mind means having to unlearn certain habits 
that may have led you in your aƩenƟon deficit ways, and be fully present. In fact, internal and 
external obstacles can prevent an individual for listening mindfully. They’re the ones that 
emerge in silence, slowly and impercepƟbly, but they do just as much to diminish quality of 
communicaƟon—and connecƟon. 

But one of the most significant? Internal distracƟon. Even when we look like we’re paying 
aƩenƟon — locking eyes and nodding — our minds can be in another place. Stress, anxiety or 
emoƟonal pain can take your mind to a place which is off the speaker. So, for example, maybe 
somebody is listening to a friend vent about a bad day, but they can’t stop thinking about an 
upcoming work deadline and the details of the conversaƟon are going in one ear and out the 
other. 

Prejudice or bias is one huge barrier. SomeƟmes, listeners judge by voice or background as 
well and filter what is said or reject it. Bias is someƟmes subtle and unconscious, but it’s those 
liƩle things that affect how messages are processed. To give one example: If a listener has 
biased assumpƟons about someone’s age or accent, they might mentally discount the 
speaker’s ideas before actually listening to them. 

MulƟtasking is also a major impediment to communicaƟon in the modern age. With digital 
distracƟons so close at hand, it is far too tempƟng to glance at your noƟficaƟons or answer a 
text message — all while keeping the conversaƟon flowing. This split focus dramaƟcally 
decreases empathy, comprehension, and message recall. Now, when I’m aƩempƟng to follow 
a colleague’s descripƟon while responding to an email, it inevitably leads me to forget crucial 
informaƟon or make a parƟal response. 

SomeƟmes, emoƟonal hot buƩons can keep someone from listening. Curse if the speaker 
accidentally strikes a sensiƟve chord, invoking the listener to either defend or shut down 
emoƟonally. Instead of hearing with compassion, the listener may become defensive or 
spaced out. For example, in feedback if they hear something that sounds like past criƟcism, 
they shut down and the listening stops completely. 

Time constraints is another obstacle with an impact on the quality of listening. And when the 
topic of conversaƟon is a rushed one with Ɵghtened Ɵme, or impending deadlines, listeners 
can get pressed and rush you to conclude. This adrenaline-soaked state oŌen results in 
superficial understanding. For instance a manager running behind can cut off an employee’s 
explanaƟon, overlooking important quesƟons that impact team morale or producƟvity. 

Weariness or brain faƟgue also detracts from the ability to listen in a focused way. You're 
already at a significant disadvantage in terms of informaƟon processing and aƩenƟonal focus 
if you were then Ɵred. They may give the impression of listening, but really they are just 
hearing quietly. For example, when someone nods along to a partner’s story at the end of a 
long day only to realize that they can’t remember much of what was said. 

Page 43 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826

Page 43 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127599826



Another nuanced but widespread barrier is the presumpƟon of familiarity. When we think 
we know or anƟcipate what someone is going to say, he argued, it may be difficult for us to 
listen, so instead we will tune out or interrupt or not pay complete aƩenƟon. This assumpƟon 
is not only an underminer of listening effecƟveness, it can also break the speaker’s trust. For 
instance, I could tell you the same story over and over and just when you might interrupt me 
because we’ve done this already, chances are we haven’t because something is different 
about that story today. 

To break through these obstacles, acƟve listeners need to create mindful pracƟces that 
promote presence and recepƟveness. Simple mindfulness exercises, like breath awareness or 
body scan, can help train the mind to stay present when you are communicaƟng. This sort of 
self-reflecƟon can help when you noƟce habits or paƩerns — for example, impaƟence or 
judgment — that get in the way of listening. By removing digital distracƟons and establishing 
silent, focused spaces, we can also create beƩer spaces for more meaningful listening 
interacƟons. 

• Strategies to overcome barriers: 

o Be mindful and pracƟce pausing before key conversaƟons. 

o Create spaces of minimal distracƟon and avoid mulƟtasking. 

o Develop greater self-awareness by considering personal biases and emoƟonal reacƟons. 

o In brief moments of exchange, deliberately slow down and fully focus on speaker. 

Above all, it’s a skill that needs to be pracƟced and developed. Awareness of this roadblock 
is the first step towards freeing yourself from it, so you can more effecƟvely engage as a 
present and aƩenƟve speaker. 

 

3.5 Summary 

 AcƟve Listen anything, which is different from passive hearing that means, the 
organism receiving any sounds but react with a response. 

 EvoluƟon of man has taught that good communicaƟon is based on the fact that an 
acƟve listener is a person listening with concentraƟon, comprehension and response. 

 Physical distracƟons, physiological factors, semanƟc barriers, cultural diversity and 
individual behaviours are common obstacles in listening. 

 Listening can be discriminaƟng, comprehensive, criƟcal/evaluaƟve, empatheƟc and 

something else. 
 grateful, each fulfilling different purposes of communicaƟon. 
 DiscriminaƟve listening allows you to interpret tone, non-verbal cues while extensive 

listening is essenƟal to deal with complex messages. 
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 +criƟcal listening: EvaluaƟon of arguments +empatheƟc listening : ConnecƟon and 
trust 

 AppreciaƟve listening is done for aestheƟc enjoyment, e.g., listening to the 
symphony. 

 AcƟve listening leads to being mindful, having presence and even depth in your 
interacƟons. 

 Some methods like mindful breathing, not geƫng distracted and reflecƟve responses 
help in building conscious listening. 

 Barriers such as mulƟtasking, emoƟonal strain, and unconscious bias can interfere with 
effecƟve conscious listening and will need to be acƟvely managed. 

 

3.6 Key Terms 

1. Hearing – RecepƟon of auditory sƟmuli, including being aƩenƟve and interpreƟng 
respecƟve sounds. 

2. Listening – The acƟve process of receiving, interpreƟng and responding to spoken 
(and someƟmes wriƩen) messages. 

3. AcƟve Listening – Thoroughly listening with genuine empathy and intent to 
understand. 

4. DiscriminaƟve Listening – Hearing for tone, pitch and the non-verbal cues. 
5. Extensive Listening – Listening for dealing comprehension and not focusing on details, 

oŌen in a (semi-)authenƟc, naturalisƟc context. 
6. Listening EmpatheƟcally – Listening to comprehend and take part in another person’s 

feelings. 
7. CriƟcal Listening – ObjecƟve assessing of a communicaƟon to determine its logic, 

soundness and acceptability. 
8. Conscious Listening – Listen with intenƟon and consciousness, paying full aƩenƟon to 

what is being communicated. 

 

3.7 DescripƟve QuesƟons 

1. Define hearing and listening. What are differences between them in communicaƟon 
funcƟons? 

2. What is acƟve listening – and why is it so important for interpersonal and professional 
communicaƟon? 

3. Discuss barriers to listening, some of them physical and others psychological, using 
examples. 

4. Characterize the forms of listening and indicate when each is beneficial. 
5. What is criƟcal listening? Explain its funcƟon to both a decision-maker and the 

evaluator. 
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6. What is the role of empatheƟc listening in emoƟonal intelligence and work place 
peace? 

7. Describe the fundamentals and pracƟces of conscious listening. 
8. What are semanƟcs and cultural barriers, and how can they be addressed in a diverse 

environment? 
9. What is the impact of self-induced distracƟons and mulƟtasking on intenƟonal 

listening? 
10. Discuss how the pracƟces of intenƟonal listening can be honed and acquired. 
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Answers to Knowledge Check 

 

Knowledge Check 1 

 

1. c) Hearing 

2. d) Tone and body language 

3. b) Noise 

4. c) Understanding messages 
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3.9 Case Study 

“Lost in TranslaƟon: A Listening Breakdown at Zenith Global” 

IntroducƟon 

We have been one internaƟonal markeƟng consultancy, Zenith Global, that had recently 
become more stretched geographically and were flying cross-funcƟonal teams in to manage 
global campaigns. For a client presentaƟon, a major miscommunicaƟon brought about a 
markeƟng proposal that didn’t speak to the client’s branding. The client was disappointed, 
and internal fricƟon mounted between the content and client relaƟon teams. Leadership 
figured the strategy itself wasn’t the problem, but how informaƟon was shared — and more 
crucially, listened to. 

Background 

An internal audit by Zenith found regular meeƟngs but a lack of acƟve listening. Many team 
players used to depend on catching keywords instead of clearly comprehending what is 
expected in the project. CommunicaƟon across cultures was also limited by the fact that 
respondents interpreted differing words, tones and faciliƟes for feedback. The organizaƟon 
realized the importance of moving from passive hearing to acƟve, empatheƟc and criƟcal 
listening inside its teams. 

The answer, Zenith found, was to bring in listening workshops that focused on the following: 

• DifferenƟaƟng between hearing and listening. 

• Breaking down the culture and semanƟc walls between "us" and "them." 

• PracƟcing kinds of listening including comprehensive, empatheƟc and criƟcal. 

• PracƟcing mindful listening in client and internal team meeƟngs. 

Problem Statements and SoluƟons 

Issue 1: Misunderstanding Client Requirements Clients believe that web design is about 
making a website look good. 

• The team listened to the client feedback, but did not understand nuances in language cues 
or tone. 

SoluƟon: 

• Staff were trained to listen comprehensively and discriminaƟvely, interpreƟng the not-so-
much-what people said but rather how they said it. PracƟcal exercises in clarificaƟon and 
paraphrasing were taught at meeƟngs. 

Problem 2: Cross-Cultural MiscommunicaƟon 

• Cultural barriers caused false assumpƟons in internal briefings among worldwide groups. 
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SoluƟon: 

• ParƟcipants were trained about cultural and semanƟc issues. Staffers heard how to spot 
high-context and low-context communicaƟons and not to assume anything. 

Issue 3: EmoƟons And Being Understood: EmoƟonal ReacƟvity and Defensive Listening 

• ConversaƟons took on a confrontaƟonal tone as emoƟons and criƟcisms mounted. 

SoluƟon: 

• Staff parƟcipated in training on empatheƟc and intenƟonal listening, which included 
pracƟce with emoƟonal regulaƟon, body language and mindfulness when engaging in 
conversaƟon. 

Case-Related QuesƟons 

What were the main listening concerns within Zenith Global? 

What happens when there is a lack of listening acƟvely and mindfully within the internal 
team? 

How were cultural and semanƟc differences reflected in the project? 

What are some ways that organizaƟons could encourage more empatheƟc listening during 
emoƟonally loaded conversaƟons? 

Which types of listening were most effecƟve in addressing the problems at Zenith Global and 
why? 

Conclusion 

This Zenith Global example is a good one to demonstrate how bad listening – not poor 
strategy – gets in the way of meaningful communicaƟon at work. By overcoming listening 
obstacles and commiƫng resources to listening skills training, the firm enhanced its internal 
communicaƟon as well as client saƟsfacƟon. Workers now became more sensiƟve, as a result 
of their emoƟonally aƩuned coworkers and culturally aware work environment. Future 
projects were thus beƩer matched to client needs, and team health also improved. This case 
illustrates the importance of listening as a fundamental building block of communicaƟon, 
especially in diverse and fast-paced organizaƟons where comprehension is vital for acƟon. 
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Unit 4: CriƟcal Reading 

 

Learning ObjecƟves 

1. Understand the importance of effecƟve reading in academic, professional, and 
personal contexts. 

2. Apply strategies such as skimming, scanning, and criƟcal analysis to improve reading 
efficiency and comprehension. 

3. IdenƟfy and differenƟate between main ideas and supporƟng details in various types 
of texts. 

4. DisƟnguish among different types of reading including intensive, extensive, analyƟcal, 
and comparaƟve reading. 

5. Analyze academic, literary, media, and business texts using appropriate reading 
techniques and interpreƟve strategies. 

6. Develop criƟcal thinking skills through reading by quesƟoning, evaluaƟng, and 
comparing texts. 

7. Interpret visual and digital texts by applying reading frameworks to non-tradiƟonal 
formats such as infographics and online content. 

 

Content 

4.0 Introductory Caselet 

4.1 Reading EffecƟvely 

4.2 Types of Reading 

4.3 Reading Various Texts 

4.4 Summary 

4.5 Key Terms 

4.6 DescripƟve QuesƟons 

4.7 References 

4.8 Case Study 
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4.0 Introductory Caselet 

“Beyond the Words: A Reading Case at Lexora CommunicaƟons” 

Lexora CommunicaƟons, a PR and media agency, boasted of the analyƟcal abiliƟes and wriƟng 
skills of its staff. But a misinterpretaƟon of a client report during a campaign analysis meeƟng 
resulted in flawed recommendaƟons. The report itself contained figures, a market research 
summary and brief with client expectaƟons. Though the team read material, they were 
unable to mine it for vital insights and misunderstood the background. 

An organizaƟons review of its internal research teams confirmed the team had simply read 
flat through this document, not hiƫng on a single main idea, not assessing tone of content 
and failing to interpret data visuals. Some read just the execuƟve summary; others skimmed 
past, without making note of supporƟng details. Underlying a more basic issue was revealed 
– that even many an expert communicator could not cope well with the act of reading across 
varied content-types such as academic arƟcles, visual reports or digital briefs. 

To remedy this, Lexora led workshops about reading criƟcally and strategically, including skills 
such as skimming, scanning, perceptual bias recogniƟon, facts versus opinions disƟncƟon and 
genre -specific reading demands. As a result, the team started paying more aƩenƟon to the 
structure and intent of things, detail by detail, which allowed them to work much beƩer in 
terms of responding client needs with fewer misunderstandings. 

CriƟcal Thinking QuesƟon 

How to read deep and criƟcally in a fast-paced work environment with lots of informaƟons, 
without spending too much Ɵme? 

 

4.1 Reading EffecƟvely 

4.1.1 Importance of EffecƟve Reading 

Reading is a very criƟcal skill in academic and professional communicaƟon. It is not simply 
decoding words It is about understanding, analysing and criƟcally synthesising knowledge. In 
the age of informaƟon overload, effecƟve reading enables people to differenƟate good from 
bad stuff, glean useful knowledge and make informed decisions. 

EffecƟve reading is important for: 

• Improved comprehension: 

o Skilled readers do not merely comprehend, they also infer; assuming tone, background 
informaƟon and unstated knowledge. 

o They can understand complexity and evaluate subtlety, perceiving the new not as isolated 
bits of informaƟon but in relaƟon to what they already know. 
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• Enhanced academic performance: 

o Reading effecƟvely in exams: students who are skilled at reading can make sense of the 
difficult to interpret, textbooks and scholarly materials rather than with cost accounƟng 
problems quesƟons. 

o CriƟcal reading drives engagement with scholarly discourse and the producƟon of superior 
analysis and wriƟng. 

• Professional competence: 

o In professions such as business, law, healthcare, and media individuals are expected to be 
able to read contracts, policy papers or reports proposals and client communicaƟons. 

-MisinterpretaƟon of important clauses or informaƟon can lead to bad decisions, credibility 
loss, legal acƟon. 

• Informed decision-making: 

o Good readers are criƟcal consumers – they can determine the truth, or believability of a 
claim and what to do intuit that bias. 

o This is so important in today’s digital world that seems to be full of disinformaƟon. 

• Lifelong learning and adaptability: 

o Rapid reading and rapid comprehension of new informaƟon is crucial to personal and 
professional growth. 

o Joint: The benefit of learning never ends in a dynamic new role and ever-changing industry, 
o Reading effecƟvely ensures you are a life-long learner. 

• BeƩer Ɵme management: 

o Good readers can get through lots of text much faster; they are efficient. 

• CommunicaƟon skills development: 

o Even good readers are usually good speakers and writers, as vocabulary, sentence 
composiƟon and the form of argument come in tandem with reading. 

In other words, without efficient reading the other skills would not be effecƟve in the process 
of communicaƟon. Whether it’s a maƩer of trying to comprehend something being taught in 
school, or an exercise in reading about a scienƟfic study, or something as simple as looking for 
quality informaƟon that can inform your opinion; people read various sources all the Ɵme. 
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4.1.2 Strategies for Improving Reading Skills 

 

Fig.4.1. Strategies for Improving Reading Skills 

 

Becoming a beƩer reader is about building awareness, technique and habits. Reading is not 
one staƟc thing – it is a malleable act that can be developed over Ɵme as we pracƟce at it, 
acƟvely using strategies that are appropriate to our purpose and text. 

Some of the best methods to improve reading include: 

• Defining the purpose for reading: 

o And the reader also must pose the quesƟon it’s statement: Why do this read me? Is it to 
inform, interpret, entertain or persuade? 

o A purpose informs how thoroughly to read the material and what kind of reading approach 
might be most effecƟve. 

• Previewing the text: 

o Skilled readers skim Ɵtles, subƟtles, introducƟons and summaries before really geƫng into 
a passage. 

o This creates a mental construct of sense and primes the reader for knowing how to expect 
words in the text. 

• AnnotaƟng and note-taking: 

o Emphasizing important points, making marginal notes and summarizing paragaphs help 
study and retenƟon. 
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o Key informaƟon can be tagged and organized by digital tools/apps. 

• Asking quesƟons while reading: 

o That holds the reader’s interest. 

o What did the author of the passage argue?, “What evidence supports this?” ”, or “What is 
the mood of this passage?” sharpen comprehension and criƟcal thinking. 

• Vocabulary building: 

o Maintaining a word bank and discovering by word roots and prefixes contributes to fluency. 

o Comprehending academic and professional jargon is useful in technical reading,getQuery. 

• Reading a variety of texts: 

o Broad exposure to genre (editorial, report, literature, technical manual) promotes flexible 
adaptaƟon. 

o Each type of reading material develops different levels of cogniƟve and interpreƟve 
abiliƟes. 

• Reading aloud and summarizing: 

o Reading out loud aids in focus and retenƟon. 

o When you have summarized in your own words, not only do you know that you “get it”, but 
informaƟon is beƩer retained. 

• Timed reading pracƟce: 

o Speed reading sessions on a regular basis increases speed approaches but does not sacrifice 
comprehension. 

o This method is parƟcularly helpful for exams, compeƟƟve examinaƟons or scheduled 
professional reading. 

• Joining reading groups or discussions: 

o Text talking promotes the interpretaƟon of texts in various ways as well as peer assistance. 

• Using graphic organizers: 

o Tools (such as concept maps, graphs, or outlines) assist in organizing the material’s 
structures. 

And by pracƟcing these strategies, readers can gradually learn to read more quickly, with 
greater comprehension and criƟcal insight — toward a future in which they are ready for the 
challenging reading tasks of college with enthusiasm and confidence. 
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“Do you know that if your child reads 20 minutes per day at their average pace, she will have 
read 1.8 million words in a year? Research also indicates that readers who read across genres 
and acƟvely use reading strategies do beƩer in analyƟcal thinking and memory than those 
who read passively. 

 

Did You Know? 

“Did you know that reading just 20 minutes per day at an average pace results in 1.8 million 
words read per year? Research also shows that readers who engage with mulƟple genres and 
apply acƟve reading strategies consistently perform beƩer in analyƟcal thinking and memory 
retenƟon than those who read passively.” 

 

4.1.3 Skimming and Scanning Techniques 

Two CriƟcal Reading Skills Skimming and Scanning are two CRUCIAL SKILLS that you can use 
to locate informaƟon faster and more efficiently. They are each designed for different 
purposes, but both can be useful when you have a lot of text to process in a short amount of 
Ɵme. 

 

 

 

Fig.4.2. Skimming and Scanning Techniques 
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Skimming: 

Skimming refers to the act of reading a passage, or even just the first sentence for some 
students, in order to get an idea of its main point without necessarily reading every word. This 
can be helpful in determining if the material is worth further reading. The approach is to read 
Ɵtles, headings, introducƟons and conclusions; reading topic sentences closely; noƟng key 
words or emphasized points; and avoiding detail as well as examples. This is very good for 
reading longer arƟcles, studying for tests, scanning journal arƟcles or abstracts of those 
papers you found. Sample context: As a student studies for an exam, he or she quickly reads 
a history textbook by reading chapter Ɵtles, subheadings and summary paragraphs trying to 
decide what secƟons require more intense study. 

Scanning: 

Scanning is when you just glance through a text very quickly to find one piece of informaƟon 
such as a name, date or word rather than reading every single part of it. "How do I know what 
I'm looking for?" Readers end up creaƟng breadcrumbs on their own, thanks to a process 
called scanning where they let their eyes move really fast in a paƩern and can idenƟfy small 
shreds of relevant data as they go. What we're doing is explanaƟon via the reverse engineering 
of stumbling. It’s useful for looking up a staƟsƟc in a report, finding a definiƟon, or searching 
references cited in an academic publicaƟon. 

Example: A science researcher combs through a journal arƟcle to determine in what year a 
parƟcular theory was proposed, while ignoring irrelevant parts of the text. 

Combined use: 

In pracƟce, readers tend to skim through a document unƟl they find the correct topic of 
interest before reading in more detail within that secƟon. The combined implementaƟon of 
the two strategies facilitate a more efficient reading process and also makes it possible to 
save Ɵme by concentraƟng on informaƟon that is most relevant. Example: A student scans a 
scienƟfic paper to locate the methodology, then skims that secƟon to look for the sample size 
referenced within the study. 

 

4.1.4 IdenƟfying Main Ideas and SupporƟng Details 

The ability to determine the main idea of a passage is one of the most important skills in 
reading comprehension, and this aspect of text analysis peaks in the third grade. This is a 
criƟcal skill for summarizing, note-taking and responding to texts analyƟcally. 

Main Idea: 

Main Idea The main idea is the central, or most important, idea in a paragraph or passage. It 
can be explicit (as in the topic sentence) or implicit (the reader needs to read and understand 
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the enƟre text). The main idea is really understanding what the whole paragraph or secƟon 
is about. 

Example: In a paragraph describing the growing popularity of electric vehicles, the central idea 
may be that we’re seeing more and more electric cars on the road because people are 
worried about the environment and technology has improved. 

SupporƟng Details: 

SupporƟng details are the specifics, evidence or examples that we can use to explain and 
clarify our main idea. They give the addiƟonal informaƟon or evidence that supports the main 
point. Without evidence, the central point would have no substance or credibility. 

Example: If the topic of a paragraph is the health risks of smoking, the supporƟng details might 
include staƟsƟcs about lung cancer or references to medical research that demonstrate how 
smoking leads to disease. 

How to find the central idea: 

To determine the main idea, ask what the paragraph or secƟon is most directly about. Look 
for common concepts or words that signify emphasis. The central idea may appear at the 
beginning or end of a passage, but can also be suggested throughout the passage. One way 
to check the degree of understanding is to summarise the secƟon in your own words, in a 
single sentence. 

Example: If a passage concerns skyrockeƟng temperatures, drying rainfalls and overused rivers 
that threaten too many farming villages with not enough water to irrigate. It also adds that 
this shortage impacts food security and rural livelihoods. That’s the central thesis: “Climate 
change and overuse of water resources are causing dramaƟc shortages that threaten 
agriculture and food security.” 

How to idenƟfy supporƟng details: 

Details that warrant your support are idenƟfiable when you see something explaining, or 
expanding on, the main idea. These specifics tend to come aŌer transiƟon or signal phrases, 
such as “for example,” “such as,” “in contrast” or “according to,” and they serve to elaborate 
on the central message. They could be facts, figures or even cases in point. 

Example: In a passage discussing the advantages of exercising, sentences like “for example, 
regular walking decreases risk of heart disease” suggest a specific supporƟng detail that 
elaborates on the main idea. 

Why this skill maƩers: 

Being able to separate important and minor details is key to summarizing meaningful text (so 
that one may concentrate on core content and filter non-essenƟal informaƟon). It also helps 
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readers think clearly and write more effecƟvely, and logically. This skill helps with analyzing 
wriƟng as well as craŌing narraƟve prose. 

For instance, when reading a persuasive essay about energy sources, a reader recognizes the 
main idea and supporƟng points so that she can respond in kind (an accurate summary 
followed by criƟcal thought) during class discussion or through wriƟng. 

PracƟcal applicaƟon: 

Knowing how to recognize main ideas and supporƟng details is parƟcularly beneficial in 
academic reading, where understanding an author’s arguments and evidence typically 
maƩers most, as well as in the business world, where understanding the essenƟal meaning of 
documents such as reports or proposals facilitates faster decision making. This skill helps in 
faster and clearer reading. 

IllustraƟve: A business analyst reviewing a market research report extracts the main theme 
from the exit summary, and conƟnues to extract supporƟve figures and trends from the rest 
of the document in order to package it into a client presentaƟon. 

 

4.2 Types of Reading 

 

Fig 4.3 Types of reading 

 

4.2.1 Intensive Reading 

"Intensive reading is reading (oŌen in greater depth) of short texts with a more specific focus 
on forms such as grammar, complex expressions and abstract vocabulary." Such reading is 
typical in academia, but also among language learners. 

Key characterisƟcs of intensive reading: 

Close reading: n the classroom – this would be a deep and detailed discussion (workshop) of 
vocabulary, figuraƟve language, syntax, etc. Intensive Reading This is the kind of reading you 
do when you have to thoroughly understand something –– a dense legal contract or a dozen 
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pages from Biological Psychology or instrucƟons for construcƟng your baby’s crib. It’s a focus 
on grammar accuracy, vocabulary meaning, order of the sentence and generally meaning. 
Readers develop a habit of note taking on the key issues – wriƟng down notes and underlining 
ideal secƟons in their own words! 

Example: A high school student studying a short story for an English exam. They annotate 
complicated words, deconstruct sentence paƩerns and make grammaƟcal or meaning-based 
notes so that they can analyze every inch of a passage. 

ApplicaƟons: 

It’s especially valuable when reading documents that require close scruƟny like academic 
papers, legal contracts or formal policies. It's also growing in popularity among language 
learners who want to deepen their understanding of vocabulary and grammar through close 
reading. Example: A second language learner clicking through a short story, drawing aƩenƟon 
to unfamiliar words, paƩering sentences and dissecƟng meanings with a teacher on the way 
to proficiency. 

Benefits: 

It does directly enhance the reader in reading appropriately and correctly for beƩer 
understanding of a wriƩen text; parƟcularly on linguisƟc skill such as in grammar mastery and 
vocabulary. It also promotes higher order thinking through asking readers to consider content, 
infer meanings and analyze text structure further. Example: A graduate student carefully 
reads an academic paper, deconstructs each paragraph and draws connecƟons to the author’s 
argument and evidence for a research project. 

Techniques used: 

Typical techniques in intensive reading are those of underlining or highlighƟng the text, 
summarizing an arƟcle orally or in wriƟng to make sure one understands its content, 
idenƟfying main ideas and supporƟng points, working on vocabulary expansion and noƟcing 
grammar features in context. The pracƟces are great for building understanding and 
language. Example: A reader reads a policy document, highlighƟng key clauses, paraphrasing 
complex sentences into simpler ones and looking up unfamiliar words to beƩer understand it. 

LimitaƟons: 

As helpful as it is, intensive reading can be Ɵme-consuming and mentally exhausƟng if you 
are doing it on (very) long materials. It is not even good for casual reading, when you want to 
skim through some informaƟon rather than studying it in detail. 

Example: A reader looking to absorb a long novel struggles to do so through intensive reading 
because it is inefficient and faƟguing at the level of detail such an endeavour requires. 
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4.2.2 Extensive Reading 

Broad reading denotes that readers are not engaged in an in-depth analysis but rather 
consuming large amounts of text. It contributes to fluency and sustained reading habit. 

Key characterisƟcs of extensive reading: 

Broad reading includes reading large amounts of text, such as books or newspaper arƟcles 
etc., in essence trying to glean meaning rather than working out the meaning of every single 
word. And it is usually made alone, so readers feel free to go at their own pace without feeling 
compelled to parse deeply. Enjoy the material and focus on picking up content slowly. 

Example: A student reads a novel over Ɵme, enjoying the story and characters instead of 
constantly interrupƟng to wonder about grammar or look up every unknown word. 

ApplicaƟons: 

This type of reading is frequently for pleasure or in order to gain a general understanding of a 
topic and is not focussed on detail, but more on the presentaƟon of the material. It is based 
to a large degree on exposure rather 12 than on extensive analysis. Example: An employee 
quickly reads a company report online to grasp the key insights and updates before heading 
in to the upcoming meeƟng. 

Benefits: 

In addiƟon, extensive reading is beneficial to readers by promoƟng reading speed and fluency, 
enhancing lexical acquisiƟon served with context clues and moƟvaƟon as readers can choose 
the topic they are interested in. It also creates a more comprehensive view of content and 
enriches cultural knowledge through the exposure to varied texts. For example: Learner who 
read, in English, novels They get fluent in the language too Becomes more enriched with new 
vocabulary Explores cultural perspecƟves Capture a big idea from the author! 

EffecƟve pracƟces: 

To maximize the benefits of extensive reading, it is necessary to choose materials based on 
readers’ interests and ability, to avoid relying too heavily on dicƟonaries, and develop a habit 
of reading for extended periods on a regular basis. This habits support beƩer reading 
comprehension and enjoyment. 

Example: A low beginner level English learner finds short stories that are at or near their level 
and reads them daily without stopping too much to translate every word. 

LimitaƟons: 

Whereas, extensive reading has many benefits, it does not foster grammaƟcal accuracy or 
deep understanding of texts and we cannot always expect to glean significant nuances or 
subtle aspects of understanding with more cursory forms of engagement. Example: A high 
school student studies a short story in order to prepare for an English exam. They annotate 
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difficult words, break down sentences and jot notes about grammar and meaning to check 
their comprehension in excruciaƟng detail for the enƟre thing. 

 

4.2.3 AnalyƟcal Reading 

AnalyƟcal reading consists of dissecƟng a text in order to study it, understand its meaning, 
structure, logic and style. It is intenƟonal, systemic and employed when the reader desires to 
comprehend or interpret a complex text. 

Key characterisƟcs of analyƟcal reading: 

Reading analyƟcally is peeling back the layers of a text to try and understand what you can 
read between the lines, it's about stripping down a text in order to figure out what’s really 
going on and how that happens. The reader gets involved when he starts asking the author 
what is he trying to achieve, how does he do, flipping back and forth unƟl he has a clear 
insight into all the subtleƟes. 

Example: A poliƟcal science major reads an editorial on climate policy. Rather than analyze 
isolated words or phrases, students set the argument into context and consider whether it 
effecƟvely seduces the reader as a potenƟal writer himself. 

ApplicaƟons: 

This method of reading is some thing that will very soon become necessary in your university 
life for dealing with academic texts, but obviously at work for reading through a dense 
proposal or report and I argue even when looking at ficƟon, plays or poetry. 

IllustraƟon: A business analyst reads a sophisƟcated project report in order to assess the logic 
of its findings and evidence for these. 

Steps in analyƟcal reading: 

AnalyƟcal reading proceeds in several stages, to idenƟfy the central thesis, how the argument 
is organized, which kinds of evidence (such as historical facts) are used to prove it, and what 
balances and counterarguments are offered. Every one of these steps helps to ensure a deep 
comprehension of the text. 

Example: As a student reads an academic essay, they highlight the thesis and mapping 
statements in one color, supporƟng arguments in another; as a whole class or small group 
discusses the course of a reading session, students examine tones for bias and reference 
sources to assess credibility. 

Benefits: 

It doesn't teach, but instead pushes the reader to read between the lines and develop some 
criƟcal thinking skills of their own. It also improves wriƟng skills by demonstraƟng how solid 
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arguments are formulated, which has an impact on academic success and professional 
judgment. Example: A grad student’s argumentaƟve wriƟng will become stronger as they 
study how scholarly arƟcles state claims, use evidence and anƟcipate the opposiƟon. 

LimitaƟons: 

Reading analyƟcally is Ɵme-consuming and mentally demanding. If leŌ to itself, it may take 
us to overthinking, because someƟmes the mulƟclass logisƟc model is used with some 
classes very simple texts. 

Example: A reader spends too much Ɵme reading into an elementary news arƟcle, forgeƫng 
what the piece was actually about by way of over-analogizing. 

 

4.2.4 CriƟcal Reading 

CriƟcal reading is analyƟcal reading crossed with criƟquing what you believe. That means 
considering not only what a text says, but also how valid, convincing or biased it is. 

Key characterisƟcs of criƟcal reading: 

AcƟve reading encourages the reader to ask quesƟons, assess the arguments, and consider 
evidence or logic. It promotes scepƟcism and invites reading pracƟce through interpretaƟon 
in the light of readers' own schema. Sample theme A reader evaluates a news arƟcle by 
asking and analyzing whether the sources are credible, if evidence or emoƟonal appeal is 
being used as the argument. 

ApplicaƟons: 

This methodology is parƟcularly suitable to assess persuasive text types like opinion pieces, 
editorials, or even research papers with the focus on claims and methodologies. It is used in 
business and law to analyse strategy or argument. 

Example: A lawyer is asked to read over a contract to see if there are any potenƟal loopholes 
or "legalese" that gives one side an advantage. 

CriƟcal reading involves: 

This involves disƟnguishing fact from opinion, noƟcing logical fallacies or unsubstanƟated 
claims, determining the writer’s purpose and possible bias and considering other 
interpretaƟons. These moves guide the reader toward reading centered and percepƟve. 
sentence-grain overnesc --- The Following Plans help the reader to Read Prompted 87 make 
a possible body -- have a plausible, well-made Prompt write an entry based on a prompt. 
Sample: In reading a persuasive essay, a student discerns emoƟonal language, finds 
unsupported generalizaƟon or doubts objecƟvity of author’s posiƟon. 

Benefits: 
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Reading criƟcally makes decision-making easier, argumentaƟon stronger and readers more 
skepƟcal when it comes to media, propaganda or public discourse. 

Example: Study: Voter Reading Candidate’s Poorly Fact Checked Campaign Literature A voter 
criƟcally examines a campaign flier to judge whether the facts are sound and the stats are true 
or misleading before coming to an opinion. 

EffecƟve strategies: 

Helpful strategies include asking quesƟons in the margins to interact with the text, using 
analyƟcal tools such as if-then statements or an evaluaƟve framework, and seeking other 
sources of informaƟon to compare them against the text for credibility and coherency. 

It is a student who applies SWOT and evaluates arguments in a business case study and cross- 
references this with industry reports. 

LimitaƟons: 

While useful, criƟcal reading can someƟmes have a dampening effect on literature when it 
chafes too much at the limitaƟons of wriƟng and an overdeveloped skepƟcism which 
prevents any sort of intelligent appreciaƟon for the text's worth. 

Example: A bookish reader overintellectualizes a novel’s plot holes and undersensiƟvity to the 
emoƟonal or themaƟc richesses of the narraƟve. 

 

4.2.5 ComparaƟve Reading 

“The idea that you make some progress, have a few morals, read a set of facts and pass on to 
another is just silly,” Krieger said on the phone from her friend’s house. “Read one thing very 
well next to other things: There is no subsƟtute.” It both promotes more than one point of 
view, and those different viewpoints offer a wider and fuller picture. 

Key characterisƟcs of comparaƟve reading: 

ComparaƟve Reading: ComparaƟve reading is the juxtaposiƟon of two or more sources 
examining similar topics, in order to discover themes shared by all the works, different 
perspecƟves and views between them. This procedure is employed to concatenate 
informaƟon, extract contradicƟons and how different informaƟon sources present their 
causes. Readers use content, tone and evidence from each source to make sense of the larger 
conversaƟon. It enables students to quesƟon how different writers face the same problems, 
and to reach more complex judgments on a sounder basis. 

Example: A student working on a research essay that tests evidence compares three arƟcles 
from the academic literature on climate policy to consider diverging opinions about carbon 
taxaƟon. 

Page 16 of 28 - AI Writing Submission Submission ID trn:oid:::3618:127602246

Page 16 of 28 - AI Writing Submission Submission ID trn:oid:::3618:127602246



ApplicaƟons: 

ComparaƟve Reading is widely used in a university seƫng, including literature reviews, 
academic essays, and reports where the content is to be combined or contrasted. It's also 
helpful in invesƟgaƟng how various newspapers report the same story, or in comparing and 
contrasƟng policies, case studies or consumer reviews to get a wider view. 

Example: A journalism student examines arƟcles from mulƟple newspapers reporƟng on the 
same poliƟcal event to discover divergences in manner, focus, and interpretaƟon. 

Steps in comparaƟve reading: 

The process starts when I select mulƟple texts all dealing with the same theme, and delineate 
for each the main idea, evidence used to support that idea, and the author’s tone. A 
comparison table (oŌen of three or more objects) is included in the answer with a chart that 
visually illustrates those findings. The reader then weighs areas of agreement, disagreement 
or novel insight and from the relaƟve strengths, synthesizes a more well-informed posiƟon. 

Example: A journalist builds a matrix to evaluate how various policy papers suggest solving 
the housing crisis, tracking areas where they agree or disagree. 

Benefits: 

ComparaƟve reading does the same work of the brain that close reading does, in part 
because it’s impossible to do either without remaining conscious of mulƟple interpreƟve 
possibiliƟes. It increases your ability to build a balanced argument and see the biases or 
intenƟons of authors, which is crucial whether you are reading for class or making real-life 
decisions. 

IllustraƟon: A policy researcher looks into several different healthcare systems worldwide in 
order to produce a report advocaƟng for something like a hybrid approach combining the 
best aspects of all of them. 

Challenges: 

It's Ɵme consuming and tedious work of reading a variety of different texts in depth, taking 
notes, making comparisons between them. Maintaining several vantage points can also be 
intellectually taxing. 

Example: A postgraduate student searching for several days, in close detail, through scholarly 
sources examining a thesis chapter. Keeping track of whose argument perhaps and 
invesƟgaƟng whether their evidence holds up. 
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4.3 Reading Various Texts 

4.3.1 Reading Academic Texts (Essays, ArƟcles and Research Papers) 

Academic texts Reading academic texts requires an ordered and analyƟcal involvement with 
these dense, formal and someƟmes contenƟous texts. An academic text is wriƩen to explain, 
convince, or dissect and readers need to siŌ out the essence while determining validity and 
presentaƟon. 

Key features of academic texts: 

Academic discourse is usually organised around an explicit thesis in IntroducƟon-Body-
Conclusion format. They preserve a formal tone, cite and/or quote evidence to jusƟfy claims, 
adopt precise discipline appropriate language to convey intricate ideas accurately. 

Example: A psychology paper opens with an introducƟon that explains the reason behind the 
literature review, reaches a thesis (or at least a hypothesis), describes methods and finally 
presents results. And finally, it’s couched in academia-friendly jargon. 

How to read for academic study: 

The way to read academic work is to skim the structure by reading Ɵtles, abstracts, headings 
and conclusions. Find the thesis early (in your introducƟon) and focus on topic sentences and 
how they support the text's main claim. Be mindful of how data, methods and findings are 
presented – this may be parƟcularly relevant for empirical studies – and make notes ready to 
summarise the points made, pose quesƟons or reflect on implicaƟons. 

For example, capturing the hypothesis in the introducƟon while reading a journal arƟcle, 
summarizing the results secƟon and jot down quesƟons regarding data analysis for class 
discussion. 

Common challenges: 

Even readers may have trouble understanding me when I do that, with long, complex 
sentences or excessive jargon-heavy use of jargon paragraphs burnt out in overwhelming 
page widths and Ɵght packs without visual break or aid. It can also be the case that mastering 
the material demands some background in the field and thus iniƟal readings become slow and 
demanding. 

Example: A law student reading a consƟtuƟonal law arƟcle may perceive it to be difficult 
because of complex legal vocabulary and tangled arguments. 

ApplicaƟons: 

Academic reading skills are essenƟal for students and working professionals in law, medicine, 
the social sciences, and educaƟon whose success depends on personal interest in detailed 
evidence-based content to be learned, researched or read as a result of informed decision 
making. 
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Example: A doctor reads peer-reviewed research studies to be familiar with the treatment 
recommendaƟons, in order to pracƟce evidence-based medicine. 

 

4.3.2 Reading Literary Texts (Poetry, FicƟon and Drama) 

Literature is a form of arƟsƟc expression where creaƟvity and interpretaƟon are involved. 
Language, symbols and the narraƟve is key to communicate themes, feelins and human 
experiences. 

Key characterisƟcs of literary texts: 

Literary works are also rich in imagery and symbolism, they focus on tone, mood, the 
development of characters, and underlying themes. Their objecƟve may not be convenƟonal 
forms of storytelling, as they could employ non-linear or experimental narraƟves to resist and 
complicate meaning. 

Example: Novelists including Toni Morrison in works like Beloved incorporate fragmented 
narraƟve and rich symbols that add an emoƟonal and themaƟc layer of complexity which 
takes some effort to process. 

Approach to reading literary texts: 

Reading literature that works requires a process of slow down and re-read to find the layers. 
AƩenƟon needs to be paid, of course, to the language and rhythm and tone in which the 
writer is working — as well as to appropriate historical/cultural/biographical frame. Pose 
interpreƟve inquiries about the message, emoƟonal effect, and themaƟc content to deepen 
understanding and engagement. Example: When reading a poem by Sylvia Plath, a reader 
focuses on her dicƟon and the tone of her poetry, takes into account the poet’s life history, 
and wonders about the emoƟonal and symbolic weight of images she employs. 

Differences by genre: 

Each literary form makes unique demands: poetry is dense and symbolic, so the reader must 
take it line by line; a novel, or ficƟon in general, unfolds over the course of longer narraƟves; 
drama, being for performance achieves its meaning primarily through dialogue and stage 
direcƟons. Example: A student reading Macbeth by William Shakespeare analyzes the 
rhetorical features of Macbeth’s soliloquy and considers how the dialogue serves to 
characterize a protagonist unable to cope with his guilty conscience, as well as advance the 
dramaƟc acƟon. 

Benefits: 

Reading literature develops interpretaƟon, empathy and an unconscious understanding of 
language and its creaƟve potenƟal. It encourages deep reflecƟon on individual and collecƟve 
human experience (it culƟvates thinking more from within oneself), personal, social an 
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universal. Example: “By reading To Kill a Mockingbird, we can discover potenƟal problems 
that are oŌen not discussed and have the opportunity to learn how to address them. We begin 
to recognize that the novel’s narraƟve voice is key.” (Teaching Literature 177) 

 

4.3.3 Reading InformaƟonal and Media Texts 

Expository and media texts include news arƟcles, editorials, blog entries, reports, 
infographics, and websites. These are wriƩen and formaƩed to be enlightening, convincing or 
direcƟve in simple and frequently visual language. 

Key elements: 

WriƩen media commonly employs bold headlines and sub-headings which help to structure 
the text informaƟon and movements of the reader’s aƩenƟon. They oŌen have data, quotes 
or visual support like photos, charts or graphs to back up or emphasis the claim. Such texts 
could also use persuasive devices, demonstrate bias or rely on emoƟve language to affect 
audience reacƟon and percepƟon. Example: A news arƟcle about climate change could have 
a dramaƟc headline, quotes from experts and graphs showing the temperatures to get 
readers’ aƩenƟon with urgency and lead them toward persuasion. 

Reading strategies: 

To comprehend media texts, one must make sense of the author’s intent in a piece (whether 
it is to inform/entertain/persuade etc.) Readers must siŌ what is truth from a point of view, 
consider sources in terms of poliƟcs and moƟvaƟon, analyze images for messages or 
misinformaƟon. Similarly, being aware of emoƟonally loaded or biased language (oŌen 
present in adverƟsements and opinion pieces), is crucial to reading criƟcally. 

How the Task Could Be Completed Example: Upon reading an online arƟcle about a new 
health supplement, a reader recognizes persuasive claims, fact checks the publisher’s-or 
author’s-credenƟals and examines the emoƟonal content of the plea to consumers. 

Challenges: 

Digital media texts, in parƟcular, can be short and may oversimplify complicated subjects by 
leaving out important details. Biased headlines and content are oŌen clickbait or come from 
bias-media, and may not be accurate or provide context to inform opinion. 

Example: A legal case summarized in a social media post might omit crucial context, causing 
readers to jump to conclusions that are false or premature. 

ApplicaƟons: 

The ability to criƟcally read media is important for students examining sources, professionals 
analyzing market trends, marketers evaluaƟng sponsored content and the average person 
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simply trying to keep informed. How you can responsibly consume and analyze media is crucial 
to making good choices and being informed in an ever-changing world of informaƟon. 

Example: A marketer analyses compeƟng product reviews to learn which ones are imparƟal 
and which are paid or biased, as part of a campaign strategy. 

 

4.3.4 Reading Professional and Business Texts 

Professional and business discourse is goal-directed, impersonal, and instrumental. They are 
used in business for decisions, reporƟng instrucƟons and documentaƟon. 

Common types: 

Professional wriƩen communicaƟon spans an array of on-the-job documents such as e-mails, 
memorandums, leƩers (both internal and external), memos, reports, proposals, meeƟng 
notes/minutes and instrucƟon guides. These texts have clear purposes (informaƟon, record 
of decisions, instrucƟons) and are fundamental to the funcƟoning of workplaces. 

Example: A supervisor examines a project applicaƟon to determine if it is viable, learn who 
has stated the goals of the project and decide on whether or not required funds will be given. 

Features of professional texts: 

Not only are they wriƩen with the clear, concise and logical language that readers expect (with 
lots of helpful sub-headings, bullet points, charts and tables to make them easier on the eye), 
arƟcles also deliver something other types of wriƟng oŌen doesn’t: answers. The voice is 
typically professional and straighƞorward, with a focus on communicaƟng goals effecƟvely 
and urging acƟon where it's necessary. For example, a report detailing quarterly sales might 
include bullet-pointed findings, visual representaƟons of the data and a conclusion that 
explains what steps the sales team should take next. 

Reading strategies: 

Reading professional texts well in these contexts means skimming for execuƟve summaries 
or conclusions, carefully reading any instrucƟons, Ɵmelines, or responsibiliƟes. Calling out key 
data and decisions or acƟon items is essenƟal, as is reading between the lines when it comes 
to tone and formal language to understand what’s expected of you or what should come next. 

Example: Employee reads an internal memo emphasizing a due date, writes down the 
assigned task, realizes such formal phrasing is language of urgency. 

Importance: 

Being meƟculous about reading professional wriƟng is valuable because clear, cogent 
communicaƟon and smooth performance in execuƟng tasks are essenƟal for minimizing 
costly mistakes (especially under pressure or Ɵme constraints). It allows professionals to be in 
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the know, on the same page with their goals and have ability to respond intelligently to 
workplace requirements. 

Example: A leader reads project meeƟng minutes to follow decisions and track that the team 
is compleƟng acƟons assigned. 

Challenges: 

If anything, documents produced by experts may be unclear because of imprecise dicƟon, 
crypƟc terminology, and over-abstracƟon. Manually going through such technical document 
it may be difficult and takes Ɵme to quickly grab key points, as they get more informaƟon 
than needed. 

For example, a new hire may find it difficult to understand a jargon-filled technical manual 
with minimal explanaƟons, which in turn delays the job. 

 

4.3.5 InterpreƟng Visual and Digital Texts 

Contemporary communicaƟon in our networked world is increasingly mulƟmodal and visual, 
evidenced by the rising reliance on such image-based forms as infographics, websites, 
dashboards, ads, videos and presentaƟons. These are all spreads that use very liƩle text and 
therefore work well to translate layered meanings swiŌly. 

CharacterisƟcs: 

Visual texts contain various things like symbols, icons, charts and visual metaphores which 
help to portray informaƟon in a graphic form. They are oŌen non-linear and interacƟve: 
hyperlinks, embedded videos or audio, animaƟons/textures need to interacted with. There is 
a symbioƟc relaƟonship between text and image, with each supporƟng and expanding the 
overall message/meaning. Sample: Visual summary of data An infographic on climate change 
uses a combinaƟon of icons, graphs and short text descripƟons to visually represent the core 
details about global temperature rise. 

Strategies for interpretaƟon: 

Before you can begin to interpret visual texts, you will need to know how the main message 
portrayed visually can be read at a glance. Then look for design aspects like color, layout and 
imagery that could sƟr up feelings or affect percepƟon. Examine legends, labels and data 
sources of graphs or illustraƟons in order to understand the factual basis for digital formats; 
78.35(c) (5)i Organize informaƟon to convey a central idea sequenƟally or around major 
elements/frames in print and graphics; 78.39(iii)(C) IdenƟfy the intended purposes of display 
features (e.g., numbers, picture-label relaƟonships), recognizing how they help convey 
meaning and provide evidence: Use headings, tables of contents) and electronic menus to 
locate key facts or informaƟon in both print and digital texts so the sequence remains 
appropriate. It’s useful as well to remain alert for potenƟal bias or distorƟon in edited visuals 

Page 22 of 28 - AI Writing Submission Submission ID trn:oid:::3618:127602246

Page 22 of 28 - AI Writing Submission Submission ID trn:oid:::3618:127602246



or manipulaƟons of data presentaƟons. Example: A markeƟng analyst breaks down an 
adverƟsement’s format, color paleƩe and images to learn how it appeals to unique consumer 
emoƟons and demographics. 

Importance in communicaƟon: 

Visual texts are focal in contemporary communicaƟon, such as social media, adverƟsing, and 
professional presentaƟons 1. Quickly making sense of visuals is key for professionals who 
make criƟcal decisions on visual content or informaƟon. Example: While siƫng in a meeƟng, 
a team member scans through a business dashboard of visual KPIs to see how sales fared 
today, and use it as an input for strategic planning. 

ApplicaƟons: 

Visual literacy is important in any domain– whether you are reading a business dashboard, 
creaƟng academic posters, examining adverƟsing infographics, or interacƟng with user 
interfaces. InterpreƟng such formats correctly avoids misunderstandings and contributes to 
clarity and efficiency of communicaƟon. 

Example: A UX designer analyzes a heatmap interface showing data about user interacƟon to 
re-design the layout of a company’s mobile app. 

 

Knowledge Check 1 

 

Choose the correct opƟon: 

1. Which type of reading focuses on understanding every detail of the text? 

a) Extensive Reading 

b) Intensive Reading 

c) CriƟcal Reading 

d) Skimming 

 

2. What is the primary goal of criƟcal reading? 

a) To enjoy literature 

b) To gather surface informaƟon 

c) To evaluate and reflect on the message 

d) To read quickly for general understanding 
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3. When comparing two arƟcles on the same topic, you are engaging in: 

a) AnalyƟcal Reading 

b) ComparaƟve Reading 

c) Literary Reading 

d) Skimming 

 

4. In business communicaƟon, which text is most likely to include acƟon items and 
structured data? 

a) Poetry 

b) Email Memo 

c) News Editorial 

d) FicƟon 

  

5. Infographics and dashboards fall under: 

a) Extensive Reading 

b) Academic Reading 

c) Visual and Digital Texts 

d) CriƟcal Texts 

 

4.4 Summary 

 Reading (effecƟve reading) is fundamental communicaƟon skill that demands 
understanding, analysis and criƟcal response to a variety of texts. 

 The use of features such as purpose, annotaƟon, summary and vocabulary will help 
you to develop their reading skills. 

 Skimming and Scanning are two of the techniques employed for speed reading.  
Skimming concentrates on general comprehension whereas scanning is concerned 
with obtaining specific details. 

 IdenƟfying main ideas and details helps readers comprehend the structure of a text, 
as they learn to separate essenƟal content from supporƟng informaƟon. 

 CriƟcal reading thinking is that level of reading in which a reader is able to analyze the 
text he/she is reading by looking beyond the obvious meaning. 
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 82Reading Hypotheses  Promotes understanding by requiring depth of processing 
as found in short text (intensive) and fluency through longer ones (extensive). 

 AnalyƟcal and criƟcal reading develops the ability to idenƟfy structure, argumentaƟon, 
and bias in complex texts. 

 To compare means to read more than one text and look for ways that they are alike 
or different. 

 AcquainƟng students with reading different texts in: academic, literary, media, 
business and visual genres using genre specific strategies and interpreƟve tools. 

 Today, visual literacy and ability to understand infographics, charts and mulƟmedia is 
a skill required for effecƟve communicaƟon. 

 

4.5 Key Terms 

1. Skimming – A speed reading method to understand the main content of a text. 
2. Scanning- A reading method for finding informaƟon rapidly. 
3. Main Idea – What the story or the text is mostly about. 
4. SupporƟng Details – Facts, examples, or explanaƟons that support the main idea. 
5. Reading CriƟcally – Assessing a text’s logic, its use of evidence and argument, and 

being able to determine if it presents a fair representaƟon of the likelihood. 
6. AnalyƟcal Reading – A way of reading and breaking down a text to understand the 

structure and significance. 
7. Close Reading – An intense focus on a short passage in order to understand it 

completely. 
8. Extensive reading – Reading of great quanƟƟes of material, directly and fluently. 

 

4.6 DescripƟve QuesƟons 

1. Define effecƟve reading. How can we make the ability to read and remember beƩer? 
2. DifferenƟate between skimming and scanning. Illustrate cases in which each is 

employed. 
3. Discuss how to classify the main idea and supporƟng details of an academic arƟcle. 
4. Talk about the significance of criƟcal thinking when reading professional or scholarly 

texts. 
5. Describe intensive and extensive reading. How do they respond to disparate 

understandings of the reading act? 
6. What is analyƟcal reading? How do approaches to criƟcal reading differ from those of 

close reading, and what are the goals? 
7. Discuss the importance of reading comparisons in a professional or academic context. 
8. How do I read academic texts differently from novel? 
9. How do I read visual and digital texts in business communicaƟon? 
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10. Why is it important to be criƟcal of media texts? How does someone tell the truth 

from bias and misinformaƟon? 
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Answers to Knowledge Check 

 

Knowledge Check 1 

 

1. b) Intensive Reading 

2. c) To evaluate and reflect on the message 

3. b) ComparaƟve Reading 

4. b) Email Memo 

5. c) Visual and Digital Texts 
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4.8 Case Study 

“Das Mistake: Misread DirecƟves – A Case of Poor Reading at Orion DataTech” 

IntroducƟon 

Orion DataTech, a mid-size IT and analyƟcs company, was in the midst of rolling out new data 
visualizaƟon soŌware to teams. The roll-out involved teams reading and interpreƟng new 
protocol manuals, workflow guides and compliance documentaƟon. The technical team 
managed to cope despite this, but the operaƟons side suffered through numerous 
breakdowns in the management of data, reporƟng on dashboards and compliance filings. It 
caused project delays, budget overruns, and increasing animosity between teams. AŌer 
taking stock of what he and the teacher both knew, it turned out not to be a lack of effort but 
a problem with how he was reading. 

 

Background 

The operaƟons department had skimmed the manuals, but it had not studied them. Most 
team members didn't quite grasp the key ideas and many of them were over looked. Some 
steps in the workflow were thus overlooked, and data was incorrectly entered in the system. 
What’s more, new employees didn’t know how to read visual texts like process maps, interface 
flowcharts or dashboard indicators; someƟmes criƟcal mistakes were made in automated 
procedures. There was lack of criƟcal and comparaƟve reading, parƟcularly when driŌ 
occurred between old and new systems as observed by senior management. Tackling these 
issues, Orion carried out reading programmes that: 

• Emphasized the disƟncƟons among intensive, analyƟc and comparaƟve reading. 

• Trained staff to read digital and visual formats, including infographics, interface maps and 
data dashboards. 

• Provided a training staff to recognize the main idea, supporƟng details and to follow 
procedural content step-by-step correctly. 

Issue 1: Too Much Skimming and Not Enough RetenƟon of EssenƟal InstrucƟons 

• Workers merely skimmed over technical documents and overlooked key setup instrucƟons. 

SoluƟon: 

• Presented comprehensive andanalyƟcal reading instrucƟon through guided reading of 
thenew soŌware manuals. 

• Promoted recorded note taking, as well as highlighƟng and margins annotaƟons for more 
focused review. 
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2nd Problem: You Cannot Read Visual & Digital Texts (such as Flowcharts, Dashboards, UI 
Screens) 

• Mistakes made by employees when interpreƟng data indicators and Ignoring symbols on 
the screen. 

SoluƟon: 

• Led workshops on visual and digital literacy. 

• Coached employees on understanding charts, legends, sequences, error indicators with 
hands on simulaƟon. 

So your third problem is you are not reading old manuals to compare with the new. 

• Tasks failed where teammates referred to old work-flow steps or missed out comparison 
checks. 

SoluƟon: 

• Provided employees instrucƟon on comparaƟve reading to compare the structure of two 
versions. 

• Created visual map tools and comparison matrices to assist with document alignment. 

Case-Related QuesƟons 

1. What were the reading problems causing delays at Orion DataTech? 
2. What are the methodologies for developing intensive reading skills in terms of task 

accuracy realizaƟon at the professional level? 
3. How does visual and digital text reading influence teamwork in the contemporary 

workplace? 
4. Why is comparaƟve reading so important when it comes to overhauling a system or 

changing policies? 
5. Propose 3 tacƟcs for how your team can culƟvate the habit of CriƟcal Reading while 

working with complex documentaƟon. 

Conclusion 

The story of Orion DataTech illustrates the vital role meaningful reading plays in business and 
technical seƫngs. The mistranslaƟon of manuals and visual interfaces led to workflow issues, 
not due to carelessness but from a lack of depth in reading. With training in intensive, 
analyƟcal, visual and comparaƟve reading instrucƟon, the company’s operaƟons improved 
dramaƟcally. This was a stark reminder that reading in any professional seƫng is more than 
the simple decoding of words, but drawing meaning from both words and visuals to clearly 
comprehend, analyze, and act. 
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*% detected as AI
AI detection includes the possibility of false positives. Although some text in 
this submission is likely AI generated, scores below the 20% threshold are not 
surfaced because they have a higher likelihood of false positives.

Caution: Review required.

It is essential to understand the limitations of AI detection before making decisions 
about a student’s work. We encourage you to learn more about Turnitin’s AI detection 
capabilities before using the tool.

Disclaimer
Our AI writing assessment is designed to help educators identify text that might be prepared by a generative AI tool. Our AI writing assessment may not always be accurate (i.e., our AI models 
may produce either false positive results or false negative results), so it should not be used as the sole basis for adverse actions against a student. It takes further scrutiny and human 
judgment in conjunction with an organization's application of its specific academic policies to determine whether any academic misconduct has occurred.

Frequently Asked Questions

How should I interpret Turnitin's AI writing percentage and false positives?
The percentage shown in the AI writing report is the amount of qualifying text within the submission that Turnitin’s AI writing 
detection model determines was either likely AI-generated text from a large-language model or likely AI-generated text that was 
likely revised using an AI paraphrase tool or word spinner.
 
False positives (incorrectly flagging human-written text as AI-generated) are a possibility in AI models.
 
AI detection scores under 20%, which we do not surface in new reports, have a higher likelihood of false positives. To reduce the 
likelihood of misinterpretation, no score or highlights are attributed and are indicated with an asterisk in the report (*%).
 
The AI writing percentage should not be the sole basis to determine whether misconduct has occurred. The reviewer/instructor 
should use the percentage as a means to start a formative conversation with their student and/or use it to examine the submitted 
assignment in accordance with their school's policies.

What does 'qualifying text' mean?
Our model only processes qualifying text in the form of long-form writing. Long-form writing means individual sentences contained in paragraphs that make up a 
longer piece of written work, such as an essay, a dissertation, or an article, etc. Qualifying text that has been determined to be likely AI-generated will be 
highlighted in cyan in the submission, and likely AI-generated and then likely AI-paraphrased will be highlighted purple.
 
Non-qualifying text, such as bullet points, annotated bibliographies, etc., will not be processed and can create disparity between the submission highlights and the 
percentage shown.
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Unit 5: WriƟng Skills: Business Correspondence 

 

Learning ObjecƟves 

1. Understand the importance, scope, and limitaƟons of wriƩen communicaƟon in a 
business context. 

2. IdenƟfy and apply different forms of wriƩen communicaƟon such as memos, circulars, 
noƟces, and reports. 

3. Develop the ability to compose well-structured business messages with clarity, 
conciseness, and appropriate tone. 

4. Apply effecƟve planning, organizaƟon, and ediƟng techniques in business wriƟng. 

5. Recognize and implement correct formats and eƟqueƩe in professional leƩers and 
email communicaƟon. 

6. Learn to draŌ tailored cover leƩers that highlight individual strengths for specific job 
profiles. 

7. Avoid common errors in grammar, structure, and tone that hinder the effecƟveness of 
business correspondence. 

 

Content 

5.0 Introductory Caselet 

5.1 Importance & Forms of WriƩen CommunicaƟon 

5.2 Composing Messages 

5.3 LeƩers and Email WriƟng 

5.4 Cover LeƩer 

5.5 Resume 

5.6 Summary 

5.7 Key Terms 

5.8 DescripƟve QuesƟons 

5.9 References 

5.10 Case Study 

 

Page 3 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662

Page 3 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662



5.0 Introductory Caselet 

“The Miscommunicated Memo at MetroCraŌ SoluƟons” 

MetroCraŌ SoluƟons a growing logisƟcs firm, was planning to undergo an internal system 
upgrade that would have impacts in numerous business segments. A memo was sent out by 
the  operaƟons manager to communicate the upcoming down-Ɵme and changed procedures. 
But the memo was disorganized, unclear and missing key guidance, according to its own 
advisers. This meant different teams interpreted the message differently — some stopped 
work too soon, while others kept using old systems and discrepancies ensued, service was 
delayed. 

When upper management delved into the maƩer, they discovered that it was a 
communicaƟon, not technical problem. The memo hadn’t observed the most basic elements 
of business wriƟng—it had no real opening, the dates or steps were not broken down, there 
was liƩle in the way of an acƟonable close. And the emails sent to clarify what was happening 
differed in tone and language, which only added to the confusion. 

To avoid the problem happening again, MetroCraŌ developed and ran training on structuring 
business messages, formaƫng leƩers and emails correctly as well as reminders on email 
eƟqueƩe and proofreading. They also required an adherence to a standardized style for 
wriƟng in all intra- and inter-departmental correspondence. 

CriƟcal Thinking QuesƟon 

Business is now moving so fast, many businesses have also realised that a leƩer is the 
subsƟtute for that face-to-face meeƟng; but what are the criƟcal elements one has to take 
into account when wriƟng business text? 

 

5.1 Importance & Forms of WriƩen CommunicaƟon 

5.1.1 Importance of WriƩen CommunicaƟon in Business 

• WriƩen communicaƟon is the key for any business to operate in such a fast pace world. It 
guarantees that data are recorded, traceable and sharable, or recoverable when needed. 

•It's a permanent form of communicaƟon, enabling people and teams to send messages 
across Ɵme zones and business units. 

• WriƩen communicaƟon has diverse objecƟves: to describe, explain, jusƟfy, inform and 
instruct acƟon; to argue, persuade and convince; and to preserve fact or opinion for later 
reference. 

Here are some important reasons that why wriƩen communicaƟon is significant in the 
business 1. 

Page 4 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662

Page 4 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662



Record Keeping: 

WriƩen CommunicaƟon is importance to Businesses: WriƩen communicaƟon can also be used 
as a tool of documentaƟon and wriƩen evidence of the business acƟviƟes. Contracts, bids & 
proposals, meeƟng minutes and performance reviews are official records that may need to 
be referred back to when reviewing decisions, seƩling arguments or jusƟfying acƟons. This 
documentaƟon keeps professionals honest, making them accountable. 

Example: In the middle of an argument with a consumer, using the actual signed contract to 
explain terms of service and responsibility. 

Consistency and Clarity: 

And when you write the message, it can turn out really well-wriƩen and clear. As the material 
can be reviewed and edited before it is published, there is less risk of miscommunicaƟon so a 
professional tone can be maintained in all types of documents. Example: A project manager 
draŌs a project brief that goes through several versions to ensure everything they need to do 
is clear and agreed with everyone else. 

Efficient DisseminaƟon of InformaƟon: 

WriƩen text impossible to communicate simultaneously with large numbers of people, be it 
by mailshots (samples in yesterday’s mail from Barclays Bank and Tate Britain), email 
messages, newsleƩers or online. This ensures everyone is speaking the same language 
between teams, across departments and even across Ɵme zones in order to stay aligned. 

Example: An email update of a new company policy is sent out to all employees, guaranteeing 
that everyone holds the same understanding of the updated guidelines. 

Professionalism and Formal Tone: 

Professional image Formal documents like reports, memos, and business leƩers convey 
professionalism. This level of aƩenƟon to detail not only shows the success of organizaƟonal 
standards but also establishes credibility and experƟse. 

Example: A department head writes an official report to senior management about what has 
been achieved during the last quarter in a formal, structured manner. 

Legal and Policy Compliance: 

Records also provide a wriƩen trail to help keep your organizaƟon in compliance with the law 
and internal policies. These papers help during audits, legal reviews, or compliance checks 
that prove compliance relaƟons and save the interest of the company. 

Example: An accounƟng team hands in an expense report along with its wriƩen approval as 
a part of their financial audit to ensure they adhere to corporate policy. 

Long-Term Planning and CommunicaƟon: 
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Strategic plans, markeƟng proposals and financial forecasts, for example, put the roadmap in 
wriƟng. These communicaƟons are criƟcal for informing leadership decisions and driving 
stakeholder alignment around common objecƟves. 

Example: A startup develops a lengthy business plan laying out its strategy for growth, which 
it uses to raise investor funds and the team operates against. 

Supports Remote and Asynchronous Work: 

In work from home environments and a global company team, wriƩen communicaƟon makes 
updates, tasks, conversaƟons available to you any Ɵme / anywhere. This flexibility facilitates 
producƟvity and collaboraƟon in different Ɵme zones. 

IllustraƟon: A project manager posts weekly status reports to a shared plaƞorm from which 
team members in different countries can access and review it when they have Ɵme. 

Performance Monitoring and Feedback: 

Reports, assessments and to-dos give structured input on individual or team capabiliƟes. 
They are documenƟng way to track your progress, set goals, and document ongoing 
professional growth with wriƩen reviews and quanƟtaƟve results. 

For example: An employee gets a wriƩen performance review, explaining the strengths and 
weaknesses, as a yardsƟck for future growth. 

 

5.1.2 Advantages and LimitaƟons of WriƩen CommunicaƟon 

Advantages of WriƩen CommunicaƟon:  

Permanent Record: 

Record Keeping WriƩen commutaƟon provides an easily recorded account that can be kept 
on file and referred to at later dates. This sort of documentaƟon becomes especially useful 
when there are legal issues, compliance maƩers or employee performance conversaƟons 
because you then have the documentaƟon to back up what was said. IllustraƟon: A signed job 
contract acts as the wriƩen proof and will be used if there arises a dispute regarding the 
terms of employment. 

Precise and Structured: 

Because wriƩen messages may be planned and edited over a period of Ɵme before their 
transmission, they enable the sender to present ideas more carefully than does the spoken 
word. It minimizes the chances of saying something emoƟonal or unclear and it keeps the 
communicaƟon clean and professional. 

Example: The project manager writes and revises a comprehensive proposal with steps and 
deadlines so the team members are all on the same page. 
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Accessibility and Reach: 

Words can be mass-conveyed via e-mail, newsleƩers, or online. They are also available 24/7 
so that recipients can view the informaƟon when they want. 

Example: A company pushes out a digital handbook to all of its employees across the globe 
that they can read at their leisure. 

StandardizaƟon: 

OperaƟons StandardizaƟon – By keeping structures standardized, using common formats, 
templates or styles you help maintain consistently in company communicaƟon. Such is very 
important in retaining a branding look that represents professionalism In outside 
communicaƟon. 

Example: A company employs a standardised report template which each division uses to 
present its updates in clear, consistent structure. 

ObjecƟvity: 

WriƩen messages are more imparƟal and less subject to temper at the Ɵme of wriƟng, and 
may be appropriate where an informal dispute has been resolved or if you have a business-
like relaƟonship. This also prevents misunderstandings that arise from tone or personal bias. 

For instance: Supervisor writes that (in a formal evaluaƟon report) An employee is to the 
effect of, based on objecƟve measures of performance rather than emoƟonal ones. 

Supports Complex CommunicaƟon: 

WriƩen communicaƟon is an efficient means of providing documentaƟon which transfers 
informaƟon to the reader, especially if there are long instrucƟons or if the informaƟon is 
technical. Example: An engineer writes a comprehensive guide to using a piece of equipment, 
and employees look at it many Ɵmes over while learning the process. 

LimitaƟons of WriƩen CommunicaƟon: 

WriƩen communicaƟon is not without its limitaƟons, however. It does not permit instant 
feedback so misunderstandings can last for some Ɵme only to be resolved in the future. 
Revising, ediƟng, and formaƫng of messages are also more Ɵme consuming than speech. 
Moreover, reliance on language skills may interpreƟng confusion with the use of jargons or 
illiteracy. CommunicaƟng in wriƟng has a coldness or can be too much for the reader if not 
organized. You cannot see or hear and inflecƟon so tone can be mistaken; is that a joke, 
sarcasm, did you just get sarcasƟc with me Oh Hell No? It also relies on literacy and access to 
the digital world which may not be available for all recipients. 

Example: An employee reads a long policy update replete with technical language and has 
difficulty deciphering what precisely is being asked of him. 
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5.1.3 Types of WriƩen CommunicaƟon (Memos, NoƟces, Circulars, Reports etc.) 

 

Fig.5.1. Forms of WriƩen CommunicaƟon 

 

Printed communicaƟon in a business by then takes several formats, dependent on its purpose 
and audience and its level of convenƟon. 

Common forms include: 
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Memos: 

Memos are liaison communicaƟon tools for delivery of news or updates, policy administraƟon 
changes, and general comprehension overviews within the organisaƟon. They are generally 
concise, well organized and restricted to just one topic so that it can be easily skimmed over 
with headings such as To, From, Date, Subject, and Body. 

Example: A manager sends a memo to staff that hours will be adjusted starƟng next week. 

NoƟces: 

NoƟces are public or semi-public messages for distribuƟon to an audience on a parƟcular 
topic, such as announcements of classified adverƟsing materials, policy's updates, or 
upcoming meeƟngs. They are succinct, clear and used in easily visible areas such as 
noƟceboards and digital dashboards to ensure visibility. Example: An announcement is 
displayed in the lobby of a company which states that an annual general meeƟng will take 
place soon. 

Circulars: 

Circulars are a form of wriƩen announcement that is sent to all interested parƟes in one go, 
e.g. regarding HR updates, policy changes or new promoƟons. They are less formal than 
memos and, like them, communicate the same informaƟon to everyone at once. Example: 
HR department sends a circular about new leave rules effecƟve from the next financial year. 

Emails: 

One of the effecƟve mediums for digital communicaƟon in the business environment is email, 
and it can be toggled by its formality dictated by its reader. They facilitate text, aƩachments, 
URLs and threaded conversaƟons with applicaƟons for every chat use-case. Example: The 
project lead emails the team with the new Ɵmeline and an updated GanƩ chart as an 
aƩachment for comments. 

Reports: 

Reports are based on data analysis, situaƟonal reports and Task Force findings in an unbiased 
structure. They oŌen have parts to them – IntroducƟon, Methodology, Analysis and 
Conclusion/RecommendaƟon and may be very data driven. 

Eg: A Financial analyst will prepare a quarterly report analyzing the company's increase in 
income and how to handle expenses. 

Business LeƩers: 

Business leƩers Business leƩers are formal external means to communicate with clients, 
shareholders, suppliers or authoriƟes. They are generally formaƩed using address headers, 
salutaƟons, the body, and closing signatures, and are used by mail relaƟonship including 
requests and complaints as a tool for confirmaƟon or a medium for correspondence. 
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Example: A business sends a business leƩer to its supplier asking for confirmaƟon of delivery 
dates. 

Proposals: 

A proposal is a wriƩen recommendaƟon for an acƟon, project or strategy, aiming to ensure 
the reader about the opportunity and quality of what your offering. four simple components 
in every good proposal: The writer needs to know and be able to arƟculate reasons why his 
product meets what buyer wants They use evidence that present a clear persuasive argument 
Prospects can see exactly how much they have buy They inspire buyers want to agree on 
number one below Salesman seeks agreement not custom calls Newspapers usually offer 
films make you laugh EducaƟonal You ill need rather than using their money undreds should 
permit world federaƟon. They're common in project planning, sales proposals, fundraising 
requests. 

Example: A startup has an investment proposal for investors that highlights their plan of 
acƟon and esƟmated ROI. 

Manuals and Guidelines: 

Manuals and guidelines are both instrucƟonal texts providing extensive, stepwise instrucƟons, 
which can be technical or operaƟonal. They assist personnel or users in operaƟng procedures, 
work and methods while maintaining conƟnuity of operaƟons and providing efficient technical 
support. 

Sample: A new hire looks in the onboarding manual to find out how to log into company 
soŌware programs. 

MeeƟng Minutes: 

MeeƟng minutes are the formal wriƩen records of meeƟngs which detail discussion and 
decisions taken, as well as acƟons assigned. They provide a benchmark against which 
parƟcipants and stakeholders can assess their progress toward and accountability for it. 

Example: Following a board meeƟng the secretary forwards minutes detailing key decisions 
and acƟon items allocated to individual departments. 

Press Releases: 

Press release is an official statement used for the purpose of news distribuƟon. They are 
designed to be a standardised format with headline at the top, followed by lead content, body 
text and contact details in an aƩempt to be more transparent and to encourage media 
aƩenƟon. 

Example: A business issues a press release to inform journalists and consumers about the 
launch of a new product. 
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5.1.4 CharacterisƟcs of EffecƟve Business WriƟng 

 

Fig.5.2. CharacterisƟcs of EffecƟve Business WriƟng 

 

Good business wriƟng should be clear, concise, organized and professional. Bad pitch docs 
can lead to miscommunicaƟon, lost opportuniƟes and damage to your reputaƟon. 

Clarity: 

In business wriƟng you will see to it that sentences are clear, unambiguous and free of any 
confusion, so the reader can 'get' what you are trying to say. Keeping communicaƟon simple 
and effecƟve by avoiding technical jargon that is unknown to your audience. 

Example: Rather than saying, “We have to opƟmize cross-departmental synergies,” a more 
direct message would be, “We need different departments to work together more 
effecƟvely.” 

Conciseness: 

Brevity means using only the words that are needed to get your point across, and eliminaƟng 
anything unnecessary or superfluous. Cuƫng repeƟƟon that serves no purpose keeps the 
reader focused and respects their Ɵme. Example: Dropping the card and saying “At this point 
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in Ɵme we are currently reviewing” instead of simply “We are reviewing” has a sharper, more 
efficient sound. 

Coherence and Flow: 

Business wriƟng should lay out ideas sequenƟally, with each point leading naturally into the 
next. TransiƟons like “therefore,” “in addiƟon” or “however” help to Ɵe ideas together and 
keep the reader’s aƩenƟon. 

For example, in a report for a project to have the discussion of ‘challenges’ follow the 
objecƟve and come before proposed soluƟons. 

Correctness: 

Grammar, spelling, punctuaƟon and formaƫng should be accurate to project a professional 
image. Errors can invalidate content, perhaps even changing the meaning of the message to 
be informaƟonal incorrect. For example: An error such as “manger” instead of “manager” 
when describing the team in a proposal can cause confusion and decrease confidence in the 
writer’s competency. 

Tone Appropriateness: 

Style In the wriƟng style the tone should be adapted to the context and reader, be it formal, 
neutral, or polite. They should even be polite in saying no to bad news or complaints. 

Example: A rejecƟon email that reads, “We regret to inform you…” is more respecƞul, 
professional and hopefully easier to swallow than a super straighƞorward “Your request has 
been denied.” 

Purpose-Driven: 

Quality wriƟng always has intent, and any piece of wriƟng clearly covering the check box for 
news (informaƟon), markeƟng (persuasion) or sales solicitaƟon (call to acƟon). 

By providing just the  right details, you maintain focus of your message. Example: An 
announcement email about a policy update should be focused on explaining the change, what 
it means, and what users are to do; not other random things. 

Structured Format: 

Structuring the informaƟon in a well, readable format which is easy to understand helps 
people absorb difficult informaƟon. Professional format is aƩenƟon to aestheƟcs and 
organizaƟonal skill. 

Example: A business plan that breaks down secƟons by ExecuƟve Summary, Goals and 
Resources will make it more user-friendly. 

Audience Awareness: 
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Good communicaƟon respects the exisƟng knowledge and understanding of an audience. 
SelecƟng correct words, examples, and cadence help the message land and avoid confusion. 

Example: An internal memo to staff might be wriƩen plainly, while a leƩer sent to investors 
would use more formal and persuasive language. 

Visual Appeal: 

“PresentaƟon is important in business wriƟng as well, and making sure that things were laid 
out neatly or with enough white space, had fonts which are easy to read and layouts which 
felt balanced helped users experience a friendly rather than forbidding set of guidelines." 
Make long slabs of text into paragraphs/lists for easier reading. Example: MarkeƟng reports 
full of charts, graphs and bullet points are a lot easier to understand than page aŌer page of 
un-broken text. 

AcƟon OrientaƟon: 

A purpose of business wriƟng is to “tell the next steps” or do’s for an audience, with dates 
and/or contact informaƟon. This way, the reader knows precisely how to answer or proceed. 

Example: If you are e-mailing about a meeƟng, you should include the date, Ɵme and place 
in the e-mail so that everyone can respond immediately rather than sending mulƟple 
messages. 

There is no room for misunderstanding in business wriƟng and it has to do what it's meant to 
- be perfectly funcƟonal. Consistent proof reading, ediƟng and comments lead to beƩer 
overall standards of communicaƟon. 

 

Did You Know? 

 

“A study by the Project Management InsƟtute (PMI) found that ineffecƟve communicaƟon is 
responsible for over 30% of project failures. Most of these failures stemmed from unclear 
wriƩen messages, highlighƟng how crucial it is for professionals to master the principles of 
business wriƟng to ensure successful outcomes.” 

 

5.2 Composing Messages 

Message composiƟon is the act of creaƟng explicit, brief and focused communicaƟon that is 
adapted to the audience and context. It takes being mindful of structure, tone and precision 
in wriƟng to make sure the message is clearly understood and does what it's intended to do 
- be informaƟve, persuasive or make a request. Good message wriƟng is an art and a skill,well 
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organized, focused professional messages ease communicaƟon and adjust the tone of your 
messages to reflect regard for your reader! 

 

5.2.1 Planning and Organizing Business Messages 

Good business messages are well planned and logically organized. The capacity to think 
ahead about what we are going say, and how it relates to our partner’s statement or quesƟon, 
influences the impact; clarity and efficacy of the response. Whatever the medium e-mail, 
memo, leƩer or wriƩen report planning makes the message effecƟve and appropriate for its 
intended reader. 

Stages in WriƟng a Business Message: 

IdenƟfying the Purpose: 

All messages need to have a specific purpose, whether it is informaƟon, request, sales of 
something; direcƟve (e.g., how-to or you-must-do); or response. A clear purpose directs tone, 
structure and content while guarding against the mish-mash of unrelated goals in a single 
communicaƟon. 

Example: An HR manager composing an email about a policy change only writes to explain the 
new rules and doesn’t conflate it with other news. 

Understanding the Audience: 

In order to communicate well, one may also need to consider the addressee's idenƟty and 
expectaƟons in terms of formality or specificity. By thinking in advance about what quesƟons 
or objecƟons the reader might have, a writer can then address them preempƟvely and to 
beƩer effect. 

Example- A brief for execuƟves will only have simplified terms, while the same document 
meant for an engineer can be filled with technicaliƟes and data. 

Gathering and Filtering InformaƟon: 

All facts, figures and background informaƟon gathered Keep informaƟon accurate, current 
and verifiable before draŌing. The sent message needs one to filter/junk any unnecessary or 
distracƟng details, while sƟll being clear and credible. 

Example: A sales report covers KPIs and ignores unrelated metrics that can distract decision 
makers. 

Channel and Format SelecƟon: 

Depending on how urgent, formal or targeted you are, the most apt medium should be 
chosen. Formal leƩers, or printed reports might also be required for some external 
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stakeholders, but internal updates are more efficiently communicated via email, memos or 
presentaƟons. 

Example: A business informs its workers of a policy change through an internal memo and 
communicates that same change to the government with a formal leƩer. 

Organizing the Content Logically: 

There should be a cause and effect progression in messaging to ensure understanding but 
more importantly to have an impact. Straight Structure (how it works) Direct structure is 
useful when your message is rouƟne; lead with the main idea, but in sensiƟve or persuasive 
messages you might have to use indirect approach and begin with context & explanaƟon 
before coming to a point. Example: A complaint response leƩer opens with acknowledging 
the issue at hand, moves on to an explanaƟon and the soluƟon. 

SelecƟng an Appropriate Tone: 

Tone is key to forming the reader's aƫtude. It’s got to be professional, respecƞul, it should 
fit its seƫng and a lack of informality (in many readers’ eyes what is the point in being 
aggressive when you can’t win?). 

Example: A rejecƟon email that manifests appreciaƟon for the candidate’s decision to apply 
and is clear in its communicaƟon of process. 

Outlining Before WriƟng: 

WriƟng an outline keeps on track with a tendency to avoid repeaƟng itself – or missing key 
points. And it keeps the answer in a nice, uniform form that flows well from beginning to end. 

For example: Before wriƟng a proposal, a manager creates an outline that includes secƟons 
on objecƟves, methodology and anƟcipated results. 

Considering Visual Elements: 

For more complicated messages or data-intensive material, adding bullet points, charts, 
tables, or subheadings can make the transfer of informaƟon clearer and more accessible to an 
audience. Proper formaƫng keeps focus on important informaƟon and increases memory. 

For example, a quarterly business review displays sales trend charts and graphs with brief 
explanaƟons. 

Carefully craŌed and organized messages are key to effecƟve, clear messages that people will 
also find useful. 

 

5.2.2 Principles of Clarity, Conciseness, and Politeness 
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The three Cs of business communicaƟon—clarity, conciseness and courtesy—are three of the 
most valuable tools to use when draŌing wriƩen messages. These principles will help the 
message to be received, accepted and acted upon. 

Clarity in business wriƟng: 

Use of Simple Language: 

The best business wriƟng does not employ highly technical terms but demands not to be 
confused with cumbersome language we frequently experience when a clear and simple 
word will do. Plain language also miƟgates vagueness and ambiguity so that it can be 
understood by all groups of readers. Simplicity and directness in language can also help with 
clarity and engagement. 

Example: Rather than staƟng, “We will undertake a comprehensive assessment of the 
operaƟonal model,” “We are going to look at how our operaƟons work” is more accessible. 

Specificity: 

Messages must be clear and direct, not vague, as specificity eradicates confusion and offers 
direcƟon. When they communicate with specific details like dates, Ɵmes and even numbers, 
it makes the communicaƟon acƟonable; examples and supporƟng evidence build trust. 
Readers should not have to determine ambiguous or vague terms for themselves. 

Example: To Write- “Submit the report by Friday, 3 PM” is beƩer than saying – “ Submit the 
report Soon”. 

Logical Flow: 

The report should be structured in a coherent sequence which allows one idea to follow on 
naturally from the next. A few of transiƟons, that are employed throughout the English text 
(and that serve to carry the reader along with cohesive discourse), are “furthermore”, 
“however” and ʻas a result”. An organized flow allows the reader to follow the logic without 
geƫng lost or having to take a step back. 

Example: In a proposal, you might read the background at first and aŌer that the problem 
and then the soluƟonhƩp 

Avoiding Overly Complex Sentences: 

Clipping and spliƫng long, complex sentences into short, punchy ones makes the content 
easier to consume. In point of fact, every sentence is supposed to represent a different 
thought-argument for a clearer understanding and without digression from the subject. It is 
parƟcularly useful during tutorials or explaining instrucƟons. 

Example: Instead of saying, “The team who has been working on the project for the last six 
months will now be revising their strategy since they have received new data,” it is beƩer to 
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write,“The team has been working on the project for six months. Now they’ll redraŌ the 
strategy with that informaƟon.” 

Conciseness in Business WriƟng: 

Brevity is added, by geƫng rid of unnecessary words and phrases, replacing long sentences 
with short ones, and adding meaning and purpose to each sentence. Staying away from 
redundancy (“each and every”) and useless filler (“it is important to note that”) helps make 
the text taut. Avoid using verb-noun combinaƟons by using a more direct verb. LisƟng 
examples will also make content easier and more efficient to read by allowing key facts and 
findings to be presented without long prose. 

Example: Instead of saying, “At this point in Ɵme we have to be cognizant of the fact that 
there is an urgent need for us to make a decision with regards to the upcoming project,” you 
could simply say, “We need to decide on the upcoming project.” 

Politeness in business wriƟng: 

Tone of Respect and Professionalism: 

Business wriƟng, especially when requests are made or feedback is given, should be polite 
and professional. Appropriate words maintain good relaƟonships and prevent useless war. 
Rather than employing blaming language, framing messages neutrally or in a unifying fashion 
helps the recipient to feel that they maƩer and are not being blamed. Example: Telling 
someone “We found an error in this report and would recommend a revision” is more 
professional than “You messed up on that report.” 

PosiƟve Framing: 

NegaƟve thoughts or messages should be rewriƩen in a posiƟve, soluƟon-oriented way. 
When all you talk about is possibility and change, not what the issue is, the conversaƟon can 
be more posiƟve. This method also encourages recipients to react in an affirmaƟve, not a 
defensive manner. For instance: In lieu of saying, “Your submission is late,” this response 
would be more soluƟon-based in tone as opposed to negaƟve: “Looking forward to geƫng 
your submission as soon as possible.” 

Inclusive Language: 

Professional wriƟng must eschew pejoraƟve language or terms and instead use inclusive, 
culturally sensiƟve and respecƞul terminology. Small changes such as gender-neutral 
pronouns or more inclusive language make for a more welcoming and professional 
communicaƟon environment. Example: "Dear Team" instead of "Dear Gentlemen." 

GraƟtude and AppreciaƟon: 

AppreciaƟng effort and saying thank you, that’s what makes conversaƟon warm and 
relaƟonships grow. Ending messages with acknowledgment maintains professionalism and 
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respect for the readers’ Ɵme  and AƩenƟon! These are pracƟces that also create good will 
encourage and foster collaboraƟon. Example: Closing an email with "Thank you for your 
cooperaƟon" or "We appreciate your aƩenƟon to this maƩer" communicates professionalism 
and respecƞulness. 

ApplicaƟon of these principles will increase readability, strengthen relaƟons with the public 
and generate a posiƟve organizaƟonal culture. 

5.2.3 Structuring Messages: Opening, Body, Closing 

The composiƟon of a business message is highly significant for the success in expressing its 
purpose. Content from easy to read A clear and structure that easy to follow.. the reader 
going forward through message acƟons. 

Typical message structure includes: 

Opening (IntroducƟon): 

A commercial message should tell its story as clearly and directly as possible, so that the 
reader can comprehend at first glance why he received the leƩer to what use he could apply 
it. For mundane communicaƟons, this is a Ɵme saver and creates the effect that you are 
efficient. In more advanced cases or follow-up conversaƟons, it’s worth giving readers context 
to understand how the explanaƟon is part of a conƟnuum (referring back to previous 
discussion/related documents etc.) There should also be a tone of respect and professionalism 
from the outset, with certain level of personal touches incorporated where applicable to 
facilitate a polite and interesƟng start. 

Example: An email opener might read, “I’m wriƟng to confirm the revised project schedule 
we agreed to discuss in yesterday’s meeƟng,” layered with a friendly senƟment like, “Hope 
this message finds you well.” 

Body (Main Content): 

The body of the message must be well organized, ideas should be separated by paragraphs 
to preserve conƟnuity and coherence. Key points should come first, followed by explanaƟon 
or confirmaƟon. It is important that context be included (unless it's not), but nothing should 
be explained beyond that. By breaking up secƟons using features such as bullets, subheads or 
numbers the content is easier to read and important informaƟon like acƟon steps, dates and 
deadlines are emphasized. Language and expressions should always be neutral, professional 
and the text has to be focused enƟrely on the specific topic without digressions. 

Example: A manager emailing a task assignment might arƟculate responsibiliƟes in bullet 
point format, with each one directly connected to its deadline. 

Closing (Conclusion): 
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The ending should repeat or crystallize the original statement to make a point sƟck in people's 
heads. It should explicitly state any follow-up, such as necessary acƟons, deadlines or 
references to other documents. To keep things professional and friendly, the correspondence 
should end with a polite closer like “Thank you for your cooperaƟon” or “Looking forward to 
your response,” and then followed by a warm sign-off like “Regards” or “Sincerely.” 

Example: An email concludes, “Please turn in your comments on the draŌ by Friday 5 pm.” 
Thanking you, Yours faithfully. Regards, [Name].” 

Benefits of structured messages: 

• Enhances clarity and impact. 

• Encourages prompt and correct responses. 

• Conveys the message that the sender is professional and pays aƩenƟon to detail. 

A solid frame is the best way to ensure that none of the criƟcal elements of your message are 
lost or misunderstood. 

 

5.2.4 EdiƟng and Proofreading for Accuracy 

EdiƟng & Proofreading EdiƟng and proof-reading are the both vital steps of wriƟng process 
that make sure your business message is accurate, error free, and professional. Incoherent 
texts can cause misunderstandings, misinterpretaƟons and lack of credibility. 

Difference between ediƟng and proofreading: 

• EdiƟng addresses quality content, logical organizaƟon, ideas coherence and effecƟve style. 

• Proofreading refers to the process of ediƟng for incorrect spelling, punctuaƟon, and 
formaƫng. 

Areas you will need to pay parƟcular aƩenƟon to during ediƟng: 

Clarity and Purpose: 

When working on a business message, the number one thing to remember is geƫng the point 
across in simple way that's easy for readers to understand. Vague language, wordy phrases, 
or general wording that adds to the feeling and not he meaning should be removed so that 
your words remain crisp and focused. 

Example: “We will be wrapping up the task soon” can be revised to “The task will complete 
by Thursday at 3 PM,” is clearer. 

Structure and Flow: 
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Thought has to be organized in a logical progression: from the introducƟon to the conclusion. 
Clear segues from one paragraph to another or one secƟon to the next help the reader leap 
blithely from thought to thought, instead of struggling along uneven stepping stones. For 
example: If a report focuses on problems it should certainly then lead into soluƟons, instead 
of leaping from subject to subject. 

Tone and Appropriateness: 

The tone must also be right for the audience and situaƟon it is meant for - formal, neutral or 
polite., etc. Any phrases that are too informal for a professional or on the other extreme, 
offend in sensiƟve situaƟons, need to be soŌened out of respect and professionalism. 

Reversal: Swapping in “The task wasn’t completed as planned; let’s talk about how we can 
avoid delays” keeps the tone construcƟve. 

Content Relevance: 

Each point has a purpose at the outset, with the extraneous cut out to keep focus. On the 
other hand, missing or ambiguous informaƟon must be filled in and resolved so that all that 
all is needed to comprehend and respond is right before the reader. 

E.g., decisions made and next steps in a meeƟng summary are more relevant than all 
discussion points. 

Key areas for proofreading: 

Grammar and Syntax: 

Whether the expression of your intent is in an arƟcle, report or formal leƩer, always remember 
to mind grammar and syntax so that the message, and its goals, are not only accurate but 
also professional. This involves noƟng subject-verb agreement, correct tense and clear and 
accurate sentence structure. Poorly placed modifiers, fused sentences or other phrases that 
appear too cumbersome must be cleaned up to prevent the wrong idea from being conveyed. 

Example: Modify “Running late, the manager submiƩed the report” to “The manager, 
running late, submiƩed the report” for clarity and accuracy. 

Spelling and Word Choice: 

Correct spelling and choice of words is important to create no room for confusion and help 
convey professionalism. Those who write should keep an eye out for some commonly 
confused words “affect” versus “effect,” or “their” versus there.” Spells Checking are needful 
although some names, technical terms and industry vocabulary which could be checked 
manually. 

Example: Verifying that a client’s name is spelled correctly in a proposal can avoid errors that 
may undermine credibility. 
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PunctuaƟon and CapitalizaƟon: 

Accurate punctuaƟon is a major part of wriƟng, shaping flow and meaning in your woks, while 
capitalizaƟon promotes professional look and right display. In addiƟon, writers should check 
to ensure that they are using commas, colons, periods and quotaƟon marks correctly and that 
capitalizaƟon (for headings, Ɵtles or proper nouns) is handled consistently. 

For example: “the meeƟng will be held on monday” should becomes “The meeƟng will be 
held on Monday.” This addresses errors in both capitalizaƟon and punctuaƟon. 

Formaƫng Consistency: 

Uniformity in style improves flow and quality of presentaƟon. ie fonts, font size, line space 
and text alignment being applied throughout the document. Even the subheads should be in 
the same style and sequent. Items such as bullet points, numbering, and indentaƟon also 
conform to that for a professional look. 

Example: Even a report in which every secƟon is wriƩen in the same font and uses bullets with 
idenƟcal formaƫng looks more professional and is easier for readers to follow. 

7 strategies for excellent ediƟng and proofreading: 

• Give yourself a break before the review and see with new eyes. 

• Read aloud to help you spot unwieldy phrasing or missing words. 

• Use tools and grammar checkers, but not exclusively. 

• Think about peer review, or a second opinion, for documents that are important. 

• Read again and again: once for content, then for language, finally for formaƫng. 

Good use of formaƫng and proofreading can improve professional image, credibility, and 
message effecƟveness. 

 

5.3 LeƩers and Email WriƟng 

LeƩers and Emails are basic means of communicaƟon in businesses, which need to be clear, 
decent and to-the-point. Whereas leƩers are commonly used for external formal 
communicaƟon with clients, vendors or a regulatory body - that need to be printed and 
signed, emails are flexible in serving both internal as well as external communicaƟon needs. 
Good wriƟng includes proper organizaƟon, correct tone and aƩenƟon to the needs of the 
receiver. Mastering 

these competencies is that messages are appropriate rouƟne or special occasions) for the 
workplace. 
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5.3.1 Structure and Format of Business LeƩers 

Business LeƩers are wriƩen in a formal business leƩer template and can be easily adapted to 
fully fit your needs. Such leƩers can be use for both personal and official communicaƟon and 
are common components of proposals, requests, confirmaƟons, inquiries or complaints. 

Business LeƩer Format The following is a standard form or structure for business leƩers: 

Sender’s InformaƟon (LeƩerhead or Address): 

Contents start with the punctuaƟng business leƩer sender informaƟon, name, address, 
telephone number and email are in small block, at top leŌ corner or at center (on official 
leƩerhead). If that date is not already in the leƩer head, then place it under the address; this 
is so you know how old leƩers are. 

Recipient’s InformaƟon: 

This area comprises recipient's full name, posiƟon, business or company name and address 
in full. Precision maƩers because it conveys professionalism and because you want the leƩer 
to get into the right hands. 

SalutaƟon: 

The salutaƟon ‘Dear Mr. Kapoor,’ or Dear Ms. Sharma,” is filled in as per your Ɵtle. If the name 
is not known, use neutral expressions such as “Dear Sir/Madam.” 

Subject Line (OpƟonal): 

What? A brief subject line in advance of the copy communicates the purpose of your leƩer 
more immediately, so that your reader can appreciate the context. 

Body of the LeƩer: 

The body starts with an opening paragraph that states the clear thesis. The middle paragraphs 
elaborate on details, explanaƟons or argument, and the last paragraph reiterates the 
message, oŌen with a thank-you or call to act. 

Complimentary Close and Signature: 

Common closings are “Yours sincerely,” (used when the writer knows the name of the person 
to whom he or she is wriƟng) and “Yours faithfully” (when the gender of the recipient is 
unknown). The Sender’s Name, Job Title and Contact InformaƟon -wriƩen at the end of the 
leƩer with electronic leƩers has been replaced by digital signatures. 

Enclosures (if applicable): 

(I have referred to any annexed documents at the foot of the communicaƟon, for the 
informaƟon of your correspondent.) 

Formaƫng Guidelines: 
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Business leƩer format leƩers are wriƩen in Times New Roman or Arial, size 11or 12 and leŌ 
jusƟfied, single line spaced with a blank line between paragraphs. Margins should generally 
be set at 1 inch all around, and text should not extend beyond the length of one A4 (21x29.7) 
page for the sake of readability and clarity 2. 

• Sample Business LeƩer: 

ABC SoluƟons Pvt. Ltd. 

45, Park Street 

New Delhi – 110001 

Phone: +91-9876543210 

Email: contact@abcsoluƟons.com 

Date: September 11, 2025 

Mr. Ramesh Kapoor 

Managing Director 

Global Tech Enterprises Ltd. 22, Industrial Area 

Gurgaon – 122002 

Dear Mr. Kapoor, 

Subject: Proposal for Strategic Partnership 

For ABC SoluƟons Pvt. Ltd. for a potenƟal strategic partnership with Global Tech Enterprises 
Ltd. We are convinced that the combinaƟon of our IT consulƟng skills and your company's 
cuƫng-edge hardware offerings will be mutually beneficial. 

In the last 10 years ABC SoluƟons has assisted many companies in developing tailored 
technology soluƟons which have in turn realised greater producƟvity and cost reducƟons for 
your business. We’re excited to see how working with Global Tech will enhance the level of 
service we can offer our customers. 

We would like to meet at your earliest convenience to explore how these two organizaƟons 
can work together as an expression of our support and friendship (and idenƟfy potenƟal 
areas for collaboraƟon such as joint product development, market expansion and combined 
client engagement approach). 

Thank you for your aƩenƟon to this proposal. We hope for your favorable response and close 
collaboraƟon for our mutual future. 

Yours sincerely, (Signature) Rahul Mehta 

Business Development ManagerABC SoluƟons Pvt. Ltd. 
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Annexes: The Company Profile, a Partnership Proposal Document 

The former allows for professionalism, clarity and a good impression on the reader. 

 

5.3.2 Styles of LeƩer WriƟng (Formal, Semi-formal, Informal) 

LeƩer wriƟng can be divided into many types depending on the relaƟonship between sender 
and recipient, purpose of leƩer and so on. It is important to select a right style in order to 
express the intension accurately. 

Formal LeƩers: 

Formal leƩers are one on whom we daily depend in our businesses, legal and official affairs 
to convey a message. It is wriƩen for customers, bosses, government officials, and people 
with whom the sender has no personal contact. These leƩers are formaƩed in a business 
style and should be wriƩen professionally, but do not use slang or jargon that may confuse 
the hindi reader. 

In a nutshell A leƩer is always more formal than an email Example A company wriƟng to a 
government department asking for clarificaƟon on a point of policy Why go to all the trouble? 

CharacterisƟcs: 

ConfidenƟal References Formal leƩers should be objecƟve and not refer to personal maƩers. 
They are to be kept in up-to-date format with secƟons and punches like address, salutaƟon, 
body and conclusion. ContracƟon like “I’m” avoided in place of the full form “I am” to 
maintain formality. The passive voice, and third person is also common as it maintains 
understatement of language. 

Use Cases: 

These leƩers are commonly used in business and professional wriƟng to apply for a job, 
request that a partner or client accept a job, submit an unsolicited proposal, lodge a formal 
complaint or proposal terms of some form. (Each one, obviously, demands care and 
professionalism and conformity to form.) 

For instance, a formal complaint leƩer addressed to a service provider maintains an objecƟve 
tone, eschews casual language and follows the standard structure in order to arƟculate the 
issue and demand that it be resolved. 

Semi-formal LeƩers: 

Semi-formal leƩers, on the other had are those that you would write to people with whom 
you have some professional or special relaƟonship. They strike a balance between the 
formality of professional formaƫng and the geniality of colloquial banter; looser than formal 
leƩers, yet respecƞul, direct, and unmistakable. Though the format is more convenƟonal, and 
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it’s obviously wriƩen in a language that is soŌer and can be more personable as well without 
sounding too casual. 

Example: A semi-formal style might be used when wriƟng to a work colleague to let them 
know you are aƩending a departmental event—polite and organised, but sƟll slightly friendly. 

CharacterisƟcs: 

Semi-formal leƩers are essenƟally polite, business or professional leƩers form but are not as 
formally wriƩen. There might be occasional use of contracƟons, such as “I’m” or “we’ve,” and 
first-person pronouns can be used to lend a sense of inƟmacy to the message. SalutaƟons and 
sign-offs may be a touch more informal, at the same Ɵme striving for that fine line between 
professional and friendly. 

Use Cases: 

I hope this message finds you well, then. These are the most friendly of these two leƩers for 
anyone you may be on more casual terms with – closing with something like “Your friend,” or 
even just “Thanks,” which can arguably go in both columns.-These leƩers are appropriate 
when a degree of familiarity already exists,-Such as thank-you notes, recommendaƟon 
requests and internal announcements in an organizaƟon. 

Example: A thank-you leƩer whereby you’re wriƟng to a colleague who has assisted with a 
project would have a semi-formal tone – polite, friendly but yet maintaining the 
professionalism of the structure. 

Informal LeƩers: 

Informal leƩers are personal, there is a direct contact with the recipient and you write only 
one leƩer (it won't be published or disseminated in tens of thousands of copies)… they differ 
radically from journalisƟc arƟcles and essays issued in periodicals. There is no prescribed form, 
and their language varies among casual, warm and emoƟve. Informal language enables the 
writer to express feelings, experiences, or personal updates in a casual and inƟmate manner. 

Example: A leƩer to a friend about your trip would be informal, using colloquialisms and 
stories while remaining relaxed. 

CharacterisƟcs: 

Colloquial expressions, contracƟons can be used in informal leƩers as well : You will find this 
style present with interjecƟons that you might use to make your leƩer the warmest and most 
personal possible. The focus is more on tone and connecƟon rather than form or template, 
so you can free-wheel with thoughts and feelings. 

Use Cases: 

These are typically use to exchange personal news, fill someone in on what's been happening, 
send invitaƟons or just say hello. They help to build relaƟonships and express messages in a 
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casual, easy manner. Example: A student wriƟng a leƩer to a cousin about their first week at 
college may use contracƟons, slang and humour to spice the leƩer up. 

SelecƟng the Appropriate Style: 

In choosing a style of leƩering one needs to take into account the occasion, audience and 
tone. In business and academic circles, informal leƩers are reserved for exchanging personal 
and social exchanges. 

Example: Where an formal leƩer from an employee to a manager may be appropriate when 
asking for leave, one might send an informal note to a close coworker about vacaƟon plans. 

 

“AcƟvity: To help learners differenƟate between formal, semi-formal, and informal leƩer 
styles” 

 

InstrucƟons: 

 

1. Provide learners with three scrambled leƩer samples (one of each style). 

2. Ask them to idenƟfy the tone, structure, and context clues in each. 

3. Learners must label the style and jusƟfy their choice by ciƟng examples of tone, 
vocabulary, and formaƫng. 

4. As an extension, students can convert an informal leƩer into a formal version. 

 

5.3.3 Email EƟqueƩe in Professional CommunicaƟon 

We communicate in professional emails a lot with our work colleagues. Email eƟqueƩe 
maintains clarity, respect and efficiency in digital communicaƟon from department to client 
to stakeholder. 

Appropriate Subject Line: 

A good email subject line should convey what is in the message “Follow-up on Project 
Proposal- ABC Ltd” Examples of unclear lines include “Hello”, “Important” as they are not 
catchy enough to draw aƩenƟon from the reader. 

Formal GreeƟng: 

Every email should start with a salutaƟon appropriate to the context and level of formality. 
There are opƟons such as “Dear Mr./Ms. [Last Name]” for formal message or “Hello [First 
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Name]” for semi-formal scenarios. GreeƟngs such as “Hey” are too casual for professional 
communicaƟon. 

Structured and Concise Body: 

The body should be well structured and easy to follow, with an introductory sentence that 
explains the aim of the email and then breaking the informaƟon into bullet points or small 
paragraphs. It should conclude with a summary and reference to any aƩachments, links, or 
the next steps. 

Clear Call to AcƟon: 

The e-mail should state clearly about required acƟons by person(s) together with deadlines, 
if any, politely and directly. Statements such as “Please confirm by Friday” or “Kindly review 
the aƩached document” make expectaƟons clear. 

Professional Sign-off: 

A polite sign-off maƩers, too — end with “Regards,” “Sincerely” or “Best wishes.” Then 
comes the full name of the sender along with his designaƟon and the contact details for 
professionalism. 

Tone and Language: 

The tone must sƟll be polite and formal, even in complaints or issues. Writers should not use 
all capitals, which in the digital age is considered shouƟng, and they should save emoƟcons 
for personal messages. 

AƩachments and Links: 

If aƩachments are included then they must be referred to in the body of an e-mail. Filenames 
should be obvious and understandable, links checked to ensure they work in order not to 
cause annoyance or confusion. 

Formaƫng: 

Looks are important In emails also, especially since people just scan informaƟon for seconds. 
Emails should be wriƩen in mainstream fonts that can be read easily with consistent styling 
and no distracƟng colours or different font types. JusƟfied paragraphs with enough spacing 
between them make the text look neat and easy to read. 

Avoiding Reply All: 

Use “Reply All” only if everyone copied needs to know. Abusing it results in spamming the 
inbox and diverƟng focus from useful informaƟon. 

Grammar and Proofreading: 
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Check your own material for grammaƟcal, spelling and punctuaƟon errors before you send it 
out. There is potenƟal damage to the credibility and impression leŌ with the recipient when 
we have errors in mail. 

Example: An employee sending an email to update his or her project would use the subject 
line “Project X Status Update – September 10,” begin with a greeƟng, follow with bullets point 
updaƟng status and requesƟng feedback no later than Friday and closing with “Regards” 
followed by their name and posiƟon Ɵtle/level. 

 

“AcƟvity: To develop skills in idenƟfying and correcƟng poor email eƟqueƩe” 

 

InstrucƟons: 

1. Provide learners with 3 sample emails that contain eƟqueƩe errors (e.g., poor subject 
lines, missing greeƟngs, unclear body). 

2. Ask learners to idenƟfy and list the mistakes in each. 

3. Then, have them rewrite the emails following professional standards. 

4. As an opƟonal peer-review acƟvity, students can exchange edited versions and suggest 
improvements. 

 

5.4 Cover LeƩer 

A cover leƩer is an official document to explain and prove why you can fit into that job 
posiƟon for sending a resume or job applicaƟon. It serves to add value to the resume while 
explaining career goals, relevant accolades and moƟvaƟon for seeking the posiƟon. A good 
cover leƩer is succinct, targeted to an employer’s needs, and wriƩen in a professional tone - 
it can make all the difference between candidates standing out or being overlooked, so that 
important first step of landing the job. 

 

5.4.1 Purpose of a Cover LeƩer 

• A cover leƩer is a formal leƩer of introducƟon to a potenƟal employer that accompanies 
your resume. 

•It should emphasize the candidate’s credenƟals, outline their interest in what they’re doing 
and show how their experience matches up with a parƟcular role. 

“First, the leƩer should grab aƩenƟon,” Welch said. “You want the person reading to be like: 
holy cow! Secondly, it needs to moƟvate the reader to want more. Most importantly, it should 
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express a real understanding of what you do and who could be a perfect candidate in this job 
role.” 

•It’s contextualizes the resume, enabling the applicant to communicate transiƟons and gaps, 
or experiences that are important but not fully representable on a CV. 

• It's also a Ɵme to demonstrate communicaƟon abiliƟes in concise, clear and persuasive 
messaging. 

• Employers frequently use cover leƩers to measure a candidate’s professional tone, aƩenƟon 
to detail and ability to arƟculate the value they can provide. 

• A good cover leƩer enhances the likelihood of being selected by explaining why an applicant 
is a perfect match for a job. 

 

5.4.2 EssenƟal Elements of a Cover LeƩer 

Header and Contact Details: 

StarƟng off with an introducƟon to the applicant’s full name, address, phone number and 
email ensuring the employer has a way for follow up. The date The employer’s details such 
as the name and Ɵtle of the recipient, his or her company and postal address. Correctly 
formaƩed in the business leƩer form, gives the professional informaƟon. 

SalutaƟon: 

Your welcome should be welcoming and professional in tone. If you know the hiring 
manager’s name, using “Dear Mr./Ms. [Last Name]” suggests a personal touch and aƩenƟon 
to detail. When the name is not available, generic salutaƟons like “Dear Hiring Manager” or 
“Dear Sir/Madam,” are appropriate. 

Opening Paragraph: 

The introducƟon explains what the applicant is looking for by solving a problem presented in 
the posiƟon they are applying, to which they were exposed using a job portal, referral or 
company website. A good first paragraph can for example include a sentence that is 
enthusiasƟc and then briefly gets at why the applicant is excited about them. 

Middle Paragraph(s): 

This is the meat of the cover leƩer, in which applicants discuss the most relevant experiences 
and skills they have to offer. It should Ɵe the candidate’s background to the employer’s needs, 
showing them how they can provide value. References to knowing the company, its work or 
its industry emphasis will only help personalize the applicaƟon. 

Closing Paragraph: 
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The close builds enthusiasm for the job and readiness to conƟnue the conversaƟon. It usually 
closes with a polite one-line phrase closing the leƩer, such as an expression of thanks for the 
Ɵme and consideraƟon of the employer. 

Signature: 

The leƩer is closed with an appropriate closing, some examples of which include “Sincerely” 
or “Yours faithfully,” and a signature by the applicant’s full name. In electronic situaƟons, 
typed names will do, but scanned signatures can be added for even more formality. 

Opening Paragraph 

I wish to apply for the MarkeƟng ExecuƟve posiƟon at ABC Pvt. Ltd., as adverƟsed on your 
company’s careers website. I am genuinely interested in going the extra mile developing new 
ways of markeƟng, and I have had success with digital campaigns. 

Middle Paragraph(s) 

At my last posiƟon at XYZ Ltd in the north east, I ran social media campaigns that grew 
customer engagement 35%, increasing online sales by 20% over a period of six months. The 
experƟse I have gained in market analysis, strategy development and cross-collaboraƟon has 
equipped me to make real contribuƟons from day one. 

What I find exciƟng about ABC Pvt. Ltd. is your strategy to grow digital footprint in developing 
markets? I am inspired by your company’s dedicaƟon to creaƟvity and innovaƟon, and I’m 
confident that my campaign management experƟse combined with a data-driven approach 
will be an excellent match for your desire to expand. 

Closing Paragraph 

I would enjoy the chance to talk with you in person about how my experience and your needs 
could fit together. Ltd.’s markeƟng goals. Thanks for your Ɵme and consideraƟon, I hope to 
have the opportunity to contribute to your team! 

Signature 

Sincerely, Ravi Kumar 

 

5.4.3 Customizing Cover LeƩers for Jobs/Profiles 

Generally the most successful template has enough customizaƟon that it doesn't appear to 
be a generic cover leƩer with informaƟon slapped in hap hazardly. Adapt that leƩer to fit the 
job and company you’re targeƟng, and your odds of geƫng a “yes” mulƟply significantly. The 
first step to wriƟng a cover leƩer customized for a specific gig is to analyze the job descripƟon. 
Write down key requirements and idenƟfy where they mesh with your own qualificaƟons—
the match could be skill level, industry or just thick skin. It helps to use this kind of criƟquing 
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in picking examples from your background that most easily transfer right into the demands of 
the posiƟon, which then makes your leƩer more focused and powerful. 

When you list experiences and accomplishments, the best should be selected to show how 
well one fits into the job. Leveraging job posƟng keywords will make the applicaƟon stronger, 
it reflects the employer’s own language and impresses them that you know what they expect. 
Showing your research by menƟoning the company’s past work, milestones or mission 
statement shows that you’re invested and provides a connecƟon with the employer. 

Tone is another thing that needs to be adjusted for the industry – ie. finance or law may 
require a very formal and precise style, while markeƟng or design industries will want 
something more creaƟve and innovaƟve. Sending the same cover leƩer on mulƟple 
applicaƟons can weaken its impact, so tweaking examples, metrics or skills to reflect a 
company’s message slightly more accurately than before will help you get your foot in the 
door. 

CustomisaƟon also extends to adjusƟng the focus of your leƩer to suit the role for which 
you’re applying – a managerial applicaƟon would focus on leadership & team dynamics, while 
for IT it’s all about technical skills and problem-solving. A tailored cover leƩer demonstrates 
iniƟaƟve, knowledge and enthusiasm; it makes the difference between a candidate who just 
applied to an opening, versus one who took the iniƟaƟve to apply. 

 

5.4.4 Do’s and Don’ts of Cover LeƩer WriƟng  

Do’s: 

• Write the leƩer to match what you know about the employer and its role. 

Learn about the company’s mission, products, recent news and the job’s mandatory skills so 
you can match their prioriƟes and select examples that are a direct good fit for the role. 

• Straight to the point (the shorter the beƩer): one page with three or four paragraphs. 

Take inspiraƟon from the previous exercise to focus on an air-Ɵght structure: a clear opening, 
a compact middle that shows your relevance and a sharp ending with next steps. 

•Use of professional formaƫng; including fonts and font sizes (e.g., Times New Roman 11 or 
12 pt). 

Keep clean margins, consistent spacing and legible headings so that the leƩer is easy on the 
eyes and your readers are not bogged down. 

• Use concrete examples and quanƟfiable results to support accomplishments. 

Quote specific outcomes (such as 18% higher sales or two days faster processing Ɵme) to 
demonstrate impact. 
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• Be sure to proofread carefully, and so that you spell things and format correctly. 

Run a spell check, then do a slow final read to catch any typos, tense shiŌs or layout oddiƟes. 

• Start and end with salutaƟons that are gracious and formal. 

Start and finish with a correct opening and salutaƟon, and a polite closure that thanks the 
recipient for reading and encourages response. 

• Try to direct your complaint to the right person or department. 

To briefly answer your quesƟon, address the person (Jane Smith or whatever), who's doing 
the hiring, they're the hiring manager!..And if you don't know their name, call ahead and find 
out. This is sign of caring as well as professionalism. 

• Yembed tone with culture of the company -formal/semi-formal according to industry. 

Match the register to convenƟons of that field, maintaining professional means of self-
expression while reflecƟng your employer’s style. 

Don’ts: 

• Don't simply mimic template language or use fuzzy generaliƟes to describe fall athletes. 

Write in the first person and provide facts that differenƟate you from other applicants. 

• Don’t repeat the resume word for word; instead, give context or comment. 

Flesh out one or two key bullets by providing more detail about the situaƟon, what acƟon 
you took and the results. 

• You must not use informal wordings, say things the way you’re used to speaking or use 
contracƟons in a formal invitaƟon. 

Keep a consistent, professional tone at all Ɵmes to retain credibility. 

• Don’t just think about what you want from the company; focus on what you can contribute. 

Fit your skills to the employer’s needs and objecƟves. 

• Be sure to include your contact informaƟon and job Ɵtle. 

Make sure your leƩerhead includes your phone, email and what posiƟon you are applying 
for. 

Don't over praise, boast, or exaggerate your own abiliƟes. 

SƟck to facts and evidence if you want to build trust. 
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5.5 Resume 

A resume is a concise, oŌen bulleted summary, while a cover leƩer highlights and expands on 
certain traits or accomplishments that would be unique or ideal assets for the parƟcular job. 
It summarizes key skills and achievements in an easy-to-read format, allowing recruiters to 
quickly find what’s most important to them. Resume, in Ɵme A good resume is one that fits 
the job descripƟon while providing clear and easily readable formaƫng and quanƟfiable 
results, thus ensuring you stand out beyond compare with all potenƟal employers! 

 

5.5.1 Importance of a Resume in Job ApplicaƟons 

• A resume is an efficient promoƟonal tool that helps an applicant to highlight his 
qualificaƟons, experiences and skills to prospecƟve employers. 

•You are the first impression that the applicant receives and a posiƟve one will stop you 
having to go through applicants on paper. 

• A good resume gives the employer an at-a-glance sense of how you fit job opportuniƟes. 

• It’s also an applicant tracking system (ATS) filter, as these scan for keywords and formaƫng 
convenƟons. 

• Resumes provide an opportunity for candidates to demonstrate a progression of their 
career and technical skills, as well as personal capacity to deliver results. 

• In compeƟƟve environments, a good resume does the professional talking and makes the 
candidate stand out. 

• The paper also showcases communicaƟon abiliƟes and wriƩen aƩenƟon to detail, as well as 
an awareness of workplace norms. 

 

5.5.2 Types of Resumes (Chronological, FuncƟonal, CombinaƟon) 

Chronological Resume: 

A chronological resume presents employment history in reverse order beginning with the 
most recent job and working its way backwards. This template emphasises career progression, 
and you can easily visualise the candidate’s story. It works best for experienced candidates 
whose work history translates as a straight line as they have slowly increased experience in 
the same field. 

Features: Resume type focuses on chronology of work history, tracking responsibiliƟes over 
Ɵme. It highlights promoƟons, tenure and stepping up, these things reflecƟng both 
trustworthiness and advancement. Many recruiters favor this style due to its legible and 
familiar structure. For example: A 10 year experienced conƟnuous teacher rising from 
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Assistant Teacher to Head of Department can exhibit progression very well over a 
chronological resume. 

FuncƟonal Resume: 

A skills resume can organize content according to competencies,Skill based Resume vs 
TradiƟonal Resume, rather than by chronology. It can be beneficial for candidates with gaps in 
job history, who have had experience in a number of occupaƟons or those changing careers. 
This format is one where the candidate can highlight skill sets rather than gaps in career or 
posiƟons that have no relaƟon with. 

Features: It prioriƟzes accomplishments and skills that can be put to use elsewhere, like 
“Leadership,” “Project Management” or ”Technical ExperƟse.” Taking the name and Ɵme 
frame out of the equaƟon avoids discussing when and where the skills were obtained but 
rather what exactly they can do. 

"When you come from a stay-at-home background and want to get back into working, that's 
when a funcƟonal is effecƟve," she adds. "It will focus on the things you were strong in while 
at home, like keeping a budget or project managing your child's party, and not the holes in 
employment." 

CombinaƟon Resume: 

A combinaƟon resume is a mixture of the best features of both reverse chronological and 
funcƟonal resumes. It starts with your summary of qualificaƟons, then in reverse 
chronological order it works through your experience. This layout enables applicants to 
present relevant qualificaƟons at the outset, but also menƟon a well-ordered work history. 

Features: It has a balance of skill and job progression, perfect for those with varying skills or 
who have applied to jobs that require very specific skill sets. It strikes a good balance of 
presenƟng skills and detailing work history, so it’s not awkward or strange and will be 
accessible to most employers. Example: A markeƟng specialist who has worked on digital 
campaigns, event management and growing a brand could opt for a combinaƟon resume to 
focus on immediate skills likely to be used first, while sƟll showing career progression within 
the industry. 

Choosing the Right Type: 

Resume format is largely dependent on the candidate’s career stage and experience, skills and 
the role that you are trying to apply for. Recent graduates or individuals with gradual career 
advancement could use a chronological resume, while those with significant employment 
gaps, career shiŌs or mulƟ-disciplinary experience should consider a funcƟonal resume. The 
combinaƟon resume is a good choice for job applicants who want to emphasize skills while 
also providing a record of work experience. “The secret is just to consider your resume style 
as a way of emphasizing strengths like achievements, skills or consistency without growing 
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your contrasts, such as being unemployed for six months or having very liƩle experience,” 
Webb explains. 

Example: A new grad applying for their first corporate job would probably choose a resume 
that highlights their academic projects and skills, while the senior manager with 20+ years 
experience in corporate shall probably sƟck to a chronological type. 

 

5.5.3 Key Components of a Resume (Header, ObjecƟve, EducaƟon, Work Experience, Skills, 
Achievements) 

Header: 

Your resume header is the opener of your resume and it needs to be impressive while 
providing you with all necessary contacts including a full name, a working phone number, and 
custom email. Including a link to your LinkedIn account or online porƞolio is not required, but 
can add credibility as it shows what you have accomplished professionally or sample of works. 

Career ObjecƟve or Summary: 

This secƟon is usually no more than two or three sentences and essenƟally serves as a 
summary of the candidate’s career goals or experƟse. It describes how the candidate's skills 
and experience are perƟnent to the role that is being applied for, and must be wriƩen 
specifically for that role. One of these is to include a tailored summary, which allows 
recruiters to quickly get a sense of how well the candidate fits their adverƟsed role. 

EducaƟon: 

The educaƟon category lists out academic qualificaƟons such as degree, cerƟficaƟon, 
university name, place and passing year. If perƟnent, applicants can also include GPA, honors 
or course work that shows you are a good fit for that posiƟon. This porƟon of the résumé is 
especially crucial for recent graduates and candidates who are new to the workforce. 

Work Experience: 

It is generally the most important secƟon of a resume, including job Ɵtles, company names, 
hiring dates and locaƟons. Every role should showcase your main tasks and a quanƟfiable 
achievement by way of statements wriƩen in acƟon language which demonstrate impact. 
Numbers make the candidate’s resume more effecƟve. 

Skills: 

These are oŌen categorised as hard and soŌ skills, reflecƟng task-based and people based 
strengths. These should match those phrases listed in the job posƟng to get through applicant 
tracking systems and demonstrate a relaƟonship to the job. 

Achievements: 
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This part lists honors, awards, leadership roles or significant projects that make the candidate 
stand out. It can also include extracurricular and volunteer experience if they apply to the 
role you’re applying for. 

OpƟonal SecƟons: 

Some posiƟons require other secƟons, such as languages spoken, cerƟficaƟons held, 
publicaƟons, conferences aƩended or hobbies. They should be either relevant to the role or 
transferable skills that will add value to the candidate’s applicaƟon. 

• Sample Resume Anita Sharma 

Phone: +91-9876543210 | Email: anita.sharma@email.com 

LinkedIn: linkedin. com/in/anitasharma | Porƞolio: www. anitasharma-porƞolio. com 

Career ObjecƟve 

MarkeƟng graduate; driven by digital media strategy background; creaƟve and analyƟcal 
skills aimed at furthering brand growth at XYZ Pvt. Ltd. 

EducaƟon 

B.A. in English Literature — Delhi University, New Delhi Some QuesƟons You May Be Asked 
What experiences have you had with children or young people? 

Graduated: 2022, First-Class Honors 

Course Highlights: Business CommunicaƟon, Studies in Media, Consumer Behavior 

Work Experience MarkeƟng Associate 

ABC Ltd., New Delhi | Jan 2021 – Mar 2023 PROFILE : An independent consultant working for 
a variety of clients in the field of telecommunicaƟons and technology services in both 
developed and developing markets. 

• Raised customer contact by 30% with targeted email campaigns. 

• Created and implemented social media plan that increased followers 25%. 

• Managed cross funcƟonal team of 5 for product launch. 

Content Intern 

Bright Ideas Agency, Gurgaon | JUN 2020 – DEC 2020 

• Wrote blog posts and markeƟng copy, which increased web traffic by 15%. 

Contributed in the SEO of with the help of keyword research tools. 

Skills 
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Tech: Excel, Canva SEO tools Google AnalyƟcs 

CommunicaƟve and Team Management Skills – oŌen uƟlizes criƟcal thinking/problem-
solving skills to drive company success. 

Achievements 

• Best Student Leader for planning Delhi University 2022 Cultural FesƟval for 2,000+ 
aƩendees. 

• Intercollegiate Debate CompeƟƟon, WInner, 2021. 

CerƟficaƟons & Languages 

• CerƟfied, Advanced Data AnalyƟcs (Coursera, 2023). 

• Language: English (Fluent) and Hindi (Fluent), French (Intermediate). 

 

5.5.4 Tips for DraŌing an EffecƟve Resume  

Customize for each job: 

Each resume should be customized to the job you are applying for by matching your skills, 
experience and knowledge to the descripƟon. This can be a great way to show that you meet 
the employer’s expectaƟons and to make it through automated tracking systems. Example: If 
the job posƟng menƟons SQL, Python and Tableau, you should highlight those skills for a data 
analyst role. 

Keep it concise: 

Résumés should be concise, keeping to one page for job seekers just starƟng out or two pages 
maximum for established professionals. Conciseness helps for when recruiters have liƩle 
Ɵme to read each resume. 

Example: One page of bullets for a recent grad looking for their first post-college job, skills-
only resume. 

Use strong acƟon verbs: 

Opening bullet points with strong acƟon verbs help to focus and energize achievements. 
Terms like “developed,” “led,” “achieved” enunciate acƟon and ownership more powerfully 
than passive language. Example: So don’t say you were “Responsible for team management” 
— say, instead, that you “Led a five-person team to finish a project ahead of deadline.” 

QuanƟfy achievements: 

Page 37 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662

Page 37 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662



Employers like measurable results, so try to quanƟfy your accomplishments. This illustrates 
the candidate’s real world accomplishments and disƟnguished them from other applicants. 
Example: “Grew customer engagement by 25% with targeted social media campaigns.” 

Ensure readability: 

Your resume should appear visually clean: bullet points, simple font such as Arial or Calibri 
and repeƟƟve formaƫng. Design that can be read at a glance and is not jam-packed with 
informaƟon produces more impact. 

Unextendible: Using bold headings on topics, and bullet points or numbers for details makes 
the document easy to scan. 

Proofread thoroughly: 

GrammaƟcal errors and misspellings Formaƫng inconsistencies As they will give the reader 
an impression that you are not meƟculous in your work. Review for quality to maintain 
document professionalism and accuracy. 

Example: “Double-check” should not accidentally be wriƩen over as “manger.” 

Avoid clichés: 

Broad terms like “hardworking” or “team player” should be not used in isolaƟon but 
supported with concrete examples of accomplishments. Solid proof enhances credibility and 
aƩempts to guard against unsubstanƟated allegaƟons. Example: Instead of saying “Good team 
player,” try, “Worked with a cross funcƟonal group to launch a new product line.” 

Highlight relevant skills: 

The skills should be directly related to the role, such as technical tools used and key soŌ skills 
required. Personalizing this part indicates you are ready to serve. 

Example: “AutoCAD, project scheduling, and stakeholder communicaƟon” for a role of civil 
engineer. 

Avoid outdated informaƟon: 

Then, you should generally leave off any experience that is older than 10–15 years as long as 
it was not applicable to the posiƟon. This way, your resume remains fresh and highlights your 
most recent accomplishments that are directly relevant to what you are applying for. 

IllustraƟve Example: A professional applying for a senior IT role may remove their early 
internships, unless they had any excepƟonal experiences. 

Be honest: 

The good and successful descripƟon of roles, achievements and qualificaƟons is criƟcal to 
this. Making things up can  hurt credibility in the event that it comes out through interviews 
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or a background check. Example: Rather than exaggerate and say “Led a naƟonal markeƟng 
campaign,” a candidate could truthfully report on his résumé that he “Helped coordinate a 
regional markeƟng campaign.” 

 

Did You Know? 

 

“Recruiters typically spend only 6 to 8 seconds scanning a resume before deciding whether to 
read further. This makes it essenƟal for candidates to structure their resumes clearly, use 
targeted keywords, and place the most relevant content near the top for maximum impact.” 

 

5.5.5 Common Mistakes to Avoid in Resumes  

Spelling and Grammar Errors: 

A resume should have no spelling or grammar errors, and a small typo could leave the wrong 
impression. Mistakes like that are careless, and can seriously sap one’s credibility. Example: 
Reversing “manger” and “manager” shows a lack of aƩenƟon, and credibility immediately 
drops. 

Overly Lengthy Content: 

Resumes need to be direct, featuring only skills and experiences that are applicable. Long 
descripƟons, or any unrelated history about the candidate’s job search, also makes it more 
difficult for recruiters to idenƟfy their top strengths and can even make them lose interest. 

Example: LisƟng all of the tasks that comprised a summer internship instead of summarizing 
your major contribuƟons detracts impact. 

Poor Formaƫng: 

Irregular fonts, bad spacing or no bullet points make a resume unreadable. Same goes for 
formaƫng, which makes it easier to read and more likely to scan through an Applicant 
Tracking System (ATS). Sample: Resume with consistent fonts, well-defined secƟon headings 
and bulleted points is more readable than a resume with mixed styles. 

Generic ObjecƟves: 

Broad, generic objecƟves are of liƩle use. Phrases such as ‘“seek challenging posiƟon” also 
fail to indicate fit with the employer. Sample: If you replace “seeking a challenging role” with, 
“seeking a project management posiƟon to put my experience in team leadership and 
process improvement into pracƟce”, then the objecƟve is useful. 

Missing Keywords: 
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Resumes pass through applicant tracking systems, which search for key words from job 
posƟngs. If the keywords aren’t there, you may be rejected by a computer before your resume 
even gets to a recruiter. Example: If a job posƟng is focused on “data visualizaƟon” and “SQL,” 
those words will need to appear in the skills or experience secƟon. 

Irrelevant InformaƟon: 

InformaƟon that’s no longer relevant when wriƟng a resume like words about skills or 
personal hobbies that are unrelated to the job will blur the professional call for acƟon of the 
applicaƟon. 

Example: Adding “proficient in typewriƟng” or “hobbies: watching movies” does very liƩle in 
terms of value addiƟon for most modern day jobs. 

Inaccurate or Unverifiable Claims: 

If the job Ɵtle, degree or personal accomplishment you announced is exaggerated, it can be 
easily revealed during the interview process or background check — and in some cases never 
forgoƩen. 

Example: StaƟng you led a team of 20 when the job was one-on-one could disqualify you. 

Using Unprofessional Email IDs: 

An email ID indicates professionalism and lap-duck IDs can reflect unprofessional aƫtude 
while trying to get into business. 

Let’s say Example: “rajiv.kumar@gmail.com” is way beƩer than “coolrajiv123@gmail.com.” 

Including Personal Details: 

InformaƟon such as age, marital status, religion or a photograph is irrelevant in contemporary 
CVs and might lead to prejudice percepƟon. It’s more about skills and experience than 
personal background for employers. Example: A resume that lists “Married, Hindu, 32 years 
old” can give rise to irrelevant consideraƟons and undermine professionalism. 

Lack of Focus: 

A resume should be structured well and efficiently convey top strengths. If the resume is just 
a list with no clear sense of order or an emphasis on accomplishments, employers might view 
it as disorganized and not persuasive. Example: A résumé that presents educaƟon, work 
experience and skills haphazardly lacking any order distracts recruiters and diminishes its 
effecƟveness. 
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5.6 Summary 

 WriƟng serves as an essenƟal aspect of workplace communicaƟon, further promoƟng 
clear ideas, record-keeping and professional courts. 

 Business communicaƟon (messages) are purposeful, organized, and audience 
focused in a way that aligns with the organizaƟon's culture. 

 6 Principles such as clarity, brevity and courtesy are also applied in effecƟve and 
respecƞul wriƩen communicaƟon. 

 CommunicaƟon is more digesƟble and effecƟve when it's built around (the beginning, 
middle and end) of a structure." 

 EdiƟng / proofreading – Make sure your business documents are free from errors and 
sound professional. 

 Bussiness leƩers need to adhere to convenƟonal paƩerns andstyles (formal, semi-
formal, informal) as they are required according to context. 

 email communicaƟon should follow eƟqueƩe principles such as informaƟve subject 
lines, the right tone and well-structured. 

 LeƩers of applicaƟon should be personalized, brief, and so professional as to want for 
the reader to meet you. 

 Resumes must be well wriƩen, customized to specific posiƟons and address relevant 
accomplishments, skills and qualificaƟons. 

 The importance in business wriƟng for business of not making common errors such 
as grammar and punctuaƟon, lack of specificity in word choice, and many other topics. 

 

5.7 Key Terms 

1. WriƩen CommunicaƟon – Correspondence in the form of wriƩen formats, including 
leƩers, memos and reports. 

2. BUSINESS LETTER – A formal wriƩen communicaƟon between business professionals, 
with a set format. 

3. Cover LeƩer – A leƩer that explains who an applicant is and describes the path of that 
individual’s experiences contribuƟng to a job applicaƟon. 

4. Resume – A brief account of the educaƟon, work experience, skills and achievements 
of an individual that is used for seeking jobs. 

5. Email Protocol – Code of conduct that dictates how emails between professionals 
should be wriƩen and formaƩed. 

6. Clarity – The state of being clear and easy to understand in communicaƟon. 
7. Brevity ‒ The wriƟng is concise, uses only the words needed to communicate without 

being overly verbose. 
8. Proofing – The task of checking a wriƩen document for spelling, grammaƟcal, copy, 

and formaƫng errors. 
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5.8 DescripƟve QuesƟons 

1. Describe the significance of wriƩen communicaƟons in a business seƫng. 
2. Discuss the pros and cons of wriƩen communicaƟon in a business environment. 
3. Explain the various formats of wriƩen business communicaƟon with examples. 
4. Describe the primary tasks to be performed when planning and organizing business 

messages. 
5. Discuss the concepts of clarity, brevity, and courtesy in business wriƟng. 
6. What is the format for a business leƩer? Provide an example. 
7. "ABCXYZ School AcƟvity 1 Compare the three types of leƩer wriƟng-formal, semi-

formal, and informal. 
8. What details should be in a cover leƩer? 
9. Explain the varied form of resumes and when each would be most applicable. 
10. Name and describe five piƞalls to avoid while wriƟng a resume. 
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5.10 Case Study 

“A Missed Opportunity – Awful Business WriƟng at Orion Tech SoluƟons” 

IntroducƟon 

Page 42 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662

Page 42 of 44 - AI Writing Submission Submission ID trn:oid:::3618:127651662



Orion Tech SoluƟons, a midsize soŌware development company, was planning to bid for a 
significant federal contract — and they had reason to feel confident. The company held the 
necessary technical capabiliƟes and compeƟƟve price. But, the proposal sent by their BD 
team for funding was declined in the first round of evaluaƟon even aŌer saƟsfying all 
prerequisites. AŌer listening to the selecƟon commiƩee’s feedback, leadership found that 
poor wriƩen communicaƟon—a haphazard proposal, a generic cover leƩer and an ill-
conceived resume of the primary engineer—was a major cause for the loss. 

Background 

The wriƟng team of the proposal had obviously never really appreciated professional wriƟng 
in business communicaƟon. The cover leƩer was very generic and did not speak to the clients 
goals or needs. Also, the resume aƩached below did not have any measurable 
accomplishments, formaƫng was not consistent and had grammar mistakes. The email 
entry didn't have a subject, and used the casual approach to greeƟng strangers. The 
inaccuracies caused the reviewing officers to doubt the level of detail and professionalism 
that the company would bring to a contract, even though its technical credenƟals were solid. 

Recognizing the repercussions of sub-par communicaƟon, Orion began training the enƟre 
company on business wriƟng basics including cover leƩer personalizaƟon, resume formaƫng 
and appropriate email protocol. They created proposal templates, trained staff to edit and 
proofread and implemented a peer review for all documents that went out to clients. 

Problem Statements with SoluƟons 

Problem 1: A Generic and Non-Targeted Cover LeƩer My son, a freshman at UCLA, recently 
asked me how to write a cover leƩer. 

• The leƩer made no menƟon of the potenƟal client’s project scope, objecƟves or challenges. 

SoluƟon: 

• An intensive was included on adapƟng cover leƩers in the employer's language, project type 
and how to present the company’s offerings as a soluƟon. 

Issue 2: The Lead Engineer Had an Awful Resume 

• The resume was fraught with formaƫng inconsistencies, lacked punch and failed to call 
aƩenƟon to career achievements. 

SoluƟon: 

• Workshops on how to write resumes around reverse chronological formaƫng, quanƟfiable 
accomplishments and keyword opƟmizaƟon. The team also reviewed resume types and A 
used the appropriate type (combinaƟon style) for technical leadership roles. 

Problem 3: Unprofessional Email Submission 
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• The email contained no.subject or form of salutaƟon and was ambiguous as to its contents. 

SoluƟon: 

• We trained staff on how to write emails, including a focus on subject lines, structured body 
of the message and managing tone and closings. Templates and standards for e-mail have 
been established. 

Case-Related QuesƟons 

Why is there something wriƩen "incorrect" in Orion Tech SoluƟons, and they were not 
awarded the contract? 

By personalizing the cover leƩer, in what way would it have improved the clie nt’s percepƟon 
of the firm? 

In a business seƫng, why is resume formaƫng and content quality so important? 

What are the values of email ethics in business communicaƟon. 

Offer three suggesƟons to organizaƟons for maintaining quality communicaƟon in wriƟng 
between departments. 

Conclusion 

The following case in point is another excellent example of how bad business wriƟng can 
sabotage a great opportunity. The candidate is a tech genius, but unprofessional wriƟng on 
the part of Orion Tech SoluƟons cost them a $50,000 project. Through structured training 
programs and a focus on clarity, customizaƟon, and correctness in all the wriƩen materials the 
organizaƟon created, it worked to prevent similar failures from recurring. The case 
demonstrates that good business wriƟng is not something to be outsourced, but a strategic 
capability with linkages to organisaƟonal success. 
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*% detected as AI
AI detection includes the possibility of false positives. Although some text in 
this submission is likely AI generated, scores below the 20% threshold are not 
surfaced because they have a higher likelihood of false positives.

Caution: Review required.

It is essential to understand the limitations of AI detection before making decisions 
about a student’s work. We encourage you to learn more about Turnitin’s AI detection 
capabilities before using the tool.

Disclaimer
Our AI writing assessment is designed to help educators identify text that might be prepared by a generative AI tool. Our AI writing assessment may not always be accurate (i.e., our AI models 
may produce either false positive results or false negative results), so it should not be used as the sole basis for adverse actions against a student. It takes further scrutiny and human 
judgment in conjunction with an organization's application of its specific academic policies to determine whether any academic misconduct has occurred.

Frequently Asked Questions

How should I interpret Turnitin's AI writing percentage and false positives?
The percentage shown in the AI writing report is the amount of qualifying text within the submission that Turnitin’s AI writing 
detection model determines was either likely AI-generated text from a large-language model or likely AI-generated text that was 
likely revised using an AI paraphrase tool or word spinner.
 
False positives (incorrectly flagging human-written text as AI-generated) are a possibility in AI models.
 
AI detection scores under 20%, which we do not surface in new reports, have a higher likelihood of false positives. To reduce the 
likelihood of misinterpretation, no score or highlights are attributed and are indicated with an asterisk in the report (*%).
 
The AI writing percentage should not be the sole basis to determine whether misconduct has occurred. The reviewer/instructor 
should use the percentage as a means to start a formative conversation with their student and/or use it to examine the submitted 
assignment in accordance with their school's policies.

What does 'qualifying text' mean?
Our model only processes qualifying text in the form of long-form writing. Long-form writing means individual sentences contained in paragraphs that make up a 
longer piece of written work, such as an essay, a dissertation, or an article, etc. Qualifying text that has been determined to be likely AI-generated will be 
highlighted in cyan in the submission, and likely AI-generated and then likely AI-paraphrased will be highlighted purple.
 
Non-qualifying text, such as bullet points, annotated bibliographies, etc., will not be processed and can create disparity between the submission highlights and the 
percentage shown.
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Unit 6: Personal Branding & Professional ConversaƟon 

 

Learning ObjecƟves 

1. Understand the importance of personal branding and LinkedIn opƟmizaƟon in 
professional development. 

2. Create a compelling and consistent professional image across digital plaƞorms. 

3. Develop and engage with content that enhances visibility and credibility on LinkedIn 
and other networks. 

4. DifferenƟate between personal and professional social media presence and maintain 
ethical conduct online. 

5. Apply professional eƟqueƩe and communicaƟon strategies in conversaƟons, 
interviews, and virtual seƫngs. 

6. ParƟcipate effecƟvely in group and panel discussions by presenƟng viewpoints and 
building consensus. 

7. Prepare for interviews and meeƟngs with structured responses, clear objecƟves, and 
appropriate follow-ups. 

 

Content 

6.0 Introductory Caselet 

6.1 OpƟmizing LinkedIn Profiles 

6.2 CreaƟng Personal Brand Presence 

6.3 Increasing LinkedIn Post Engagement 

6.5 Professional ConversaƟon 

6.6 Group Discussions 

6.7 Interview 

6.8 Panel Discussions 

6.9 MeeƟng 

6.10 Summary 

6.11 Key Terms 

6.12 DescripƟve QuesƟons 
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6.13 References 

6.14 Case Study 

 

6.0 Introductory Caselet 

“From The Shadows to Spotlight – Riya’s LinkedIn Journey” 

Riya Mehta, a postgraduate student in Business AnalyƟcs, was academically brilliant but 
could not make an impression on recruiters. Even though she had applied for more than 50 
jobs, she got hardly any responses. Her résumé was solid, but she had no LinkedIn presence 
and liƩle to show the world about herself online. AŌer Riya aƩended a university webinar on 
personal branding, she found a strategic angle. 

She revamped her LinkedIn profile, adding a professional headshot, and also wrote a summary 
about what she was looking for including her skills followed by valuable informaƟon for 
others to read about trends in analyƟcs. She joined any groups that were perƟnent, got 
connected with alums and started geƫng involved in good conversaƟons. In two months, Riya 
got a recruitment for an internship role of Data Analyst in one of the top-notch companies. 
Her increasing digital profile also helped her gain an edge in a compeƟƟve world. 

This sea change inspired a culture shiŌ within her peers, which started to view LinkedIn not 
merely as an online plaƞorm but rather as a professional idenƟty builder. 

CriƟcal Thinking QuesƟon 

What would be the possible implicaƟon in a student’s career perspecƟve, with this modern 
age of hiring, if his/her LinkedIn profile was opƟmized and brand messaging remained 
consistent? 

 

6.1 OpƟmizing LinkedIn Profiles 

CreaƟng a LinkedIn profile that works means producing a professional online presence that is 
detailed and compelling while showcasing achievements, experiences, and skills. A strong 
profile features a great portrait, clear headline, memorable summary, current work history 
and endorsements for important skills. An aƩracƟve photo, custom URL and good key words 
enhance search ranking. Admissions Want to put your best foot forward on LinkedIn? Actually 
engaging with content, connecƟng with industry groups and boasƟng about accomplishments 
makes the profile a dynamic tool for networking performances or even job-hunƟng. 

 

6.1.1 Importance of LinkedIn in Personal Branding 
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LinkedIn has emerged as one of the dominant spaces for construcƟng a digital professional 
self. It's a chance to showcase qualificaƟons, history and future hopes in a mutli layered 
environment whilst also building relaƟonships with peers, industry leaders and recruiters. 
When opƟmized to its fullest potenƟal, a LinkedIn profile becomes an efficient way for you 
jump ahead in visibility, credibility and reach—so it is no surprise that for Job and Career 
professionals alike LinkedIn becomes part of their personal brand. 

• Linked in is, to a certain extent, an online resume and a networking tool Here professionals 
display their career journey along with their skills and value offered. 

• It improves discoverability to recruiters and hiring managers who are constantly searching 
the plaƞorm for candidates. 

• A strong profile helps in personal branding by proving that your approach is consistent, 
professional and domain focused. 

• Users are able to push out content, share arƟcles and comment on the industry trends - 
further demonstraƟng thought leadership and engagement. 

• LinkedIn profiles are searchable in search engines, so a good profile can help you to be 
searchable online. 

• Most recruiters want nothing to do with profiles that aren't filled out, acƟve, or intenƟonal. 

•It also makes it easier to apply for jobs, join professional organizaƟons and get access to 
learning materials. 

 

6.1.2 Profile Photo, Headline, and Summary OpƟmizaƟon 

Your first impression on LinkedIn is both visual and textual — your photo, headline and 
summary all factor heavily into how you are perceived. These components should be related 
to your career objecƟves, and communicate clarity, professionalism and personalizaƟon. 

• Profile Photo: 

o For the headshot, use a recent high-res image with liƩle to no background. 

o Wear clothing that is industry standard. 

o Relax your face and look confident, but approachable. 

o Keep away from group, casual selfies, or visual cluƩer. 

• Headline: 

o The headline is something that appears under your name and it is searchable, this is one of 
the more valuable fields. 
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o Use a value or skill based headline, rather than just a job Ɵtle. 

 For instance: “MarkeƟng Graduate | Experienced in Digital Campaigns | Future Brand 
Strategist’ 

o Key in keywords that are related to your sector for a beƩer search-visibility. 

• Summary (About SecƟon): 

o Express Your Content in First Person To Make it Personal & Real. 

o Provide 3–5 paragraphs (short) about yourself, what you can do, and what you’ve 
accomplished, career goals and what turns you on. 

o Bullet point any key highlights (eg, cerƟficaƟons or tools). 

o Include a call to acƟon or encourage people who share any interests to reach out such as 
“Feel free to connect” or “Open to opportuniƟes in Data AnalyƟcs.” 

 

6.1.3 Showcasing Skills, Endorsements, and RecommendaƟons 

Showcasing your strengths and asking for recommendaƟon and endorsements can provide 
social proof in your skills. This secƟon establishes credibility, and reinforces your reputaƟon 
through third party cerƟficaƟons in terms of other people who know you. 

• Skills SecƟon: 

o Include 15-20 hard and soŌ skills directly related to the types of posiƟons you’re seeking. 

o Order them by prominence, with your top three skills along the top. 

o Use the precise words recruiters will be scanning for (“Python,” “Market Research,” "Data 
VisualizaƟon"). 

• Endorsements: 

o In a nutshell, these are fast endorsements of the skills you have listed from your 
connecƟons. 

o Offer to help your classmates, colleagues or peers and truly recommend their ability as 
many will do the same. 

o Endorsements increase the credibility of your profile and enhance visibilƟy. 

• RecommendaƟons: 

o These are the wriƩen references that you collect on your profile. 

o Get referrals from supervisors, professors, team leads or colleagues who can aƩest to 
certain works or experiences. 
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o If appropriate offer to write one in response. 

o Highlight results, behaviors and contribuƟons in the recommendaƟon text (ex: “Ravi really 
stepped up as a leader during our product launch…”) 

 

6.1.4 Building a Strong Professional Network 

LinkedIn thrives on connecƟons. Building a powerful network is the founding pillar of finding 
opportuniƟes, understanding industry trends and raising your personal brand. 

Start with Familiar Circles: 

If you’re looking to build a larger, strong network on LinkedIn, the first step is to connect with 
people in your life with whom you are already familiar– classmates, professors, co-workers, 
alumni and mentors. Personalized invitaƟon requests, as opposed to a generic ones, are more 
likely to be accepted and create a stronger professional connecƟon. Example: A student 
contacƟng a former professor with, “I really liked your class on markeƟng analyƟcs and want 
to keep in touch.” 

Join Relevant Groups: 

Industry specific LinkedIn Groups and academic forums are also useful places to meet like-
minded professionals. Through leaving thoughƞul comments or making construcƟve 
contribuƟons in group discussions, you can enhance your visibility and also establish yourself 
as a credible voice in your industry. 

Example: Becoming a member of a digital markeƟng community and contribuƟng to the 
conversaƟon around social media strategies. 

Engage with Content: 

The key to remaining an acƟve member on LinkedIn means engaging with your network, i.e. 
liking, commenƟng and sharing updates. Recognizing accomplishments like promoƟons or 
cerƟficaƟons adds strength to professional relaƟonships and demonstrates that you are 
involved in the milestones of your colleagues. 

Sample: CongratulaƟng a colleague on aƩaining a project management cerƟficaƟon. 

AƩend Webinars and Events: 

LinkedIn regularly has webinars and professional events with opportuniƟes for aƩendees to 
network and engage with speakers. Sharing insights from these events or tagging others in 
posts increases your reach and shows you are a passionate learner. 

Example: AƩending a leadership webinar, sharing top lessons learned, and tagging the 
speaker. 
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Follow Companies and Influencers: 

Following companies and industry experts helps you stay up-to-date on what’s new in the 
market as well as potenƟal career prospects. When you comment on or reshare their posts, it 
sends a signal that you’re aware and interested in your industry, and also works to shape what 
shows up on your feed by giving it more context. 

Example: For sharing workplace diversity insights aŌer an influenƟal HR leader. 

Maintain Professionalism: 

Networking should be targeted and work-focused, not haphazard or overwhelming. Excessive 
random and unsolicited requests or messages will make your company look unprofessional. 
Focus on building a quality network that is relevant to your career, rather than simply a large 
one. 

IllustraƟon: A finance major engaging with people in banking, consulƟng etc rather than 
doing ‘add all’ and vice versa. 

 

6.2 CreaƟng Personal Brand Presence 

If you want to create a personal brand presence, this could mean showing what makes you 
and your professional idenƟty unique across LinkedIn, porƞolio sites or blogs. It’s about 
conƟnuously showing up and not who you are, what you stand for and how you’re making 
waves in your industry. CreaƟng a powerful brand involves sharing content, celebraƟng 
successes, parƟcipaƟng in industry conversaƟon, being professional. A strategically 
developed personal brand adds credibility, visibility and opportunity in any crowded industry. 

 

6.2.1 Defining Your Unique Value ProposiƟon 

Your Unique Value ProposiƟon UVP: What Makes You Different in Your Industry? It’s a 
summary that brings together your assets, enthusiasm, and history into why people should 
pick you over anyone else doing a similar job. 

Begin by idenƟfying: 

Begin to clarify what your parƟcular strengths and focus areas will be. It means knowing 
what you are good at (comps), your interests, strengths such as problem solving or analyƟcal 
skills and so on. What do your coworkers, mentor or employer always say about you? 
SomeƟmes what makes us stand out is not obvious but right under our nose. 

Remember your victories to calibrate your worth in deed: 
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Discuss About achievements from Academic(s)/Professional/Personal Background that prove 
you are a Achiever. These accomplishments offer tangible proof that your talents will 
translate to real-world success. 

Example: Oversaw a project that increased efficiency by 20% Both leadership and problem-
solving are demonstrated here. 

Your UVP should answer: 

Your UVP should express 3 things: Which you are the best, The problems you can solve What 
results will it lead to? This goes a long way to communicaƟng who you are professionally in 
a manner that is targeted, compelling and easy to understand. 

Present your UVP clearly in: 

Your UVP should shine through all plaƞorms and touch points. It can even appear in your 
LinkedIn headline and summary, track into bio secƟons of profiles elsewhere online and pop 
up in personal websites and elevator pitches. 

Example: A data analyst might employ “Transforming complex data into intelligent business 
insights for more informed decision-making” as a headline. 

Be short and original, just related to your career plan: 

Your UVP should be concise, sincere and the answer to your career goals. OverdramaƟsed or 
exaggerated language may take the punch out of it, and authenƟcity is the backbone to trust 
and relatability. 

Example: “FacilitaƟng organizaƟonal growth through out-of-the-box markeƟng strategies and 
tested relaƟonships.” This statement is strong, straighƞorward, and reinforces the idea of a 
tailored career path. 

 

6.2.2 Building a Consistent Professional Image 

A good appearance depends both on your look and how you communicate. In the same 
breath, consistency also creates trust and helps people to be able to idenƟfy and easily 
remember your brand. 

Ensure uniformity in: 

To have a strong personal brand you want to be consistent across plaƞorms. This involves 
having the same professional picture on LinkedIn, personal porƞolios and even email photo 
avatar to establish a sense of recogniƟon. Bios, taglines, and job Ɵtles should be consistent 
across various plaƞorms to present a uniform idenƟty to employers or clients. 

Use professional language and terminologies in: 
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You should never elucidate in emails, posts, or channels that somehow diminish the 
professionalism of your words. Whether you're hanging out in virtual forums, aƩending online 
events or posƟng updates on the internet, your tone and vocabulary choices should be 
commensurate with how you would talk at work and how you want to be perceived 
professionally. 

Example: Using respecƞul, professional language in LinkedIn comments rather than casual 
slang. 

Visual consistency includes: 

Now, if you run personal sites, blogs, or digital project porƞolios, the visual elements (color 
schemes, selected fonts and templates) should be uniform and professional. Likewise, 
resumes and cover leƩers need to use the same formaƫng for a consistent polished 
appearance. 

Example: If you use the same font and design templaate on your resume, cover leƩer and 
personal website. 

Avoid contradicƟons: 

Your online profile should mirror one unified professional personality. If both your Instagram 
and LinkedIn is public, don't present a conflicƟng picture – you don't want to confuse 
potenƟal employers or erode their credibility. 

For example: If a candidate's LinkedIn account is full of professional accomplishments, their 
Instagram should not have conflicƟng or unprofessional public content. 

Work towards an image that represents: 

Your personal brand resembles your industry, long-term goals and true personality. I think it 
should be a nice mix between professional and personal that shows who you are while being 
appropriate for prospecƟve employers. 

Example: The graphic designer could showcase creaƟvity in visually interesƟng posts while 
sƟll keeping a professional, job-seeking stance. 

 

6.2.3 Content CreaƟon for Personal Branding 

Doing one thing allows you to demonstrate authority, connect with your audience and stay on 
the radar. You become someone who delivers value, not just takes informaƟon. 

Types of content to create: 

A strong personal brand is built on sharing educaƟonal, Ɵmely, and interesƟng content. It 
could be LinkedIn updates on industry news or your professional opinion, longform content 
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such as blogs and arƟcles that go into depth about a topic, infographics or videos to explain 
ideas simply. 

Example: A finance specialist sharing a quick video about how to budget for young 
professionals. 

Content should reflect: 

Your work should have something to do with your niche, discipline and your professional 
ambiƟons as it will serve as a foundaƟon for shaping an idenƟty in that area of experƟse. Use 
of a single tone, style and voice in all posts or on any plaƞorms, gives you credibility and helps 
your message stand out. 

Example: A markeƟng student that’s consistent in publishing thoughts about digital trends 
while having the same professional, approachable wriƟng style. 

Content creaƟon helps in: 

Content + Sharing = Good Communicator and Expert Share content and you show yourself as 
a great communicator as well as an expert. Over Ɵme this establishes trust, credibility and 
thought leadership that make  your profile more appealing to peers, employers,and industry 
luminaries. IllustraƟve example: PosƟng on a blog about sustainable business pracƟces 
demonstrates knowledge of the subject as well as wriƩen communicaƟon skills. 

Tips: 

Stories makes your content more relatable and adding case studies for example, can make 
your audience resonate with your message. InteracƟng with your network by polls, quesƟons 
or meaningful comments encourages discussions and therefore more visibility. Being regular 
is key, but don't be so regular that the quality of what you're posƟng goes down. 

Example: Uploading a weekly LinkedIn arƟcle sharing career advice and using polls to ask your 
audience what they find difficult in job hunƟng. 

 

6.2.4 Establishing Thought Leadership 

ParƟcipaƟon in thought leadership is more than mere presence; it’s about having an 
influence and teaching and inspiring others in your area. It is earned with trust, consistency, 
and contribuƟon. 

Ways to establish thought leadership: 

Thought leadership is developed by sharing that wisdom consistently in a way that adds true 
value to life and work. Long-form posts or arƟcles will also make your profile look more 
substanƟve if you write to reflect on your pracƟcal experƟse. Providing ideas and opinions 
backed up by data, an individual example or sound invesƟgaƟon all agree with this approach. 
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Speaking at events, webinars or on podcasts also expands your reach and helps establish you 
as an expert in your industry. 

Example: A cybersecurity authority writes a LinkedIn arƟcle on recent data breaches and later 
offers some potenƟal soluƟons in the webinar. 

Engage with other leaders: 

Thought leadership is developed by authenƟc conversaƟons with established leading 
authoriƟes, too. Don’t just leave generic compliments, but thoughƞul commentary about 
their posts that contributes a new perspecƟve. Curated content from credible sources is a 
great chance to show off not just that you have informaƟon, but if you understand the what 
the informaƟon means. 

Example: ReacƟng to a CEO’s post on workplace culture by drawing on personal experiences 
about employee engagement. 

Use plaƞorms like: 

You can demonstrate leadership in a variety of ways on different plaƞorms. I use LinkedIn to 
post professional arƟcles and discussions, Medium for lengthy long-form wriƟng, and TwiƩer 
makes it easy to stay current and pass on rapid insights about industry trends or breaking 
news. 

Example: MarkeƟng strategist who blogged deeply on Medium while tweeƟng highlights 
from industry conferences. 

Indicators of thought leadership: 

Indicators of growing influence could be more professionals interacƟng with your content, 
requests to speak at events or partner on projects and recogniƟon from communiƟes or 
industry associaƟons. These signs are evidence that you’re being respected and your opinions 
truly maƩer. 

Example: Being asked to parƟcipate in a panel discussion on an industry webinar aŌer 
regularly posƟng arƟcles about the subject on LinkedIn. 

 

“AcƟvity: Define and Broadcast Your Personal Brand” 

 

Students will first create a one-paragraph Unique Value ProposiƟon (UVP) based on their 
strengths, passions, and career goals. Then, they will design a consistent professional bio of 
2–3 lines that can be used across LinkedIn, email signatures, and personal porƞolios. Next, 
they will draŌ a short content piece (LinkedIn post format) related to their domain of interest, 
showcasing insight or opinion on a trend or experience. This acƟvity will help learners 
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understand the components of personal branding by creaƟng real, usable elements of their 
brand presence. They will share their draŌ content with peers for feedback and discuss how 
their image aligns across plaƞorms. 

 

6.3 Increasing LinkedIn Post Engagement 

To get more LinkedIn post engagement, good content should be created because it's one that 
engages your own audience and makes them to interact with you. It’s no surprise that the 
most effecƟve strategies involve wriƟng clear, valuable substance of posts making use of any 
method you like whether it be storytelling or real-life examples and visuals such as images or 
infographics. Running polls, asking quesƟons or soliciƟng comments also creates a more 
dynamic system of communicaƟon. Regular posƟng and interacƟng with others’ content is 
advantageous, as this will increase visibility and brand awareness which leads to stronger 
professional relaƟonships across the industry and increased exposure. 

6.3.1 WriƟng Engaging and Relevant Posts 

There are several ways to produce high-engagement content in LinkedIn: Be clear if you want 
to create high engagement content on LinkedIn, it needs to be clear and concise. Posts should 
educate, moƟvate or ask for interacƟon. 

Begin with a hook: 

An aƩenƟon-grabbing introducƟon should interest readers and compel them to keep reading. 
This might be a quesƟon, an anecdote or something personal that you feel strongly about 
and is connected to your topic. 

Example: “Did you know 85% of jobs are filled through networking?” before sharing career 
advice. 

Maintain a professional-yet-conversaƟonal tone: 

Strike a balance between formality and relatability tone wise to keep the content compelling, 
yet believable. Readers experience an inclusive tone in the voice, while professional respect 
is maintained. Example: Discussing internship experience in a thoughƞul yet personable way. 

Focus on topics like: 

Posts should focus on a substanƟve topic (career paths, industry news, challenges experienced 
or learned from new projects and internships). Readers also connect to personal or career-
related milestones. 

One example: Discussing a first public speaking experience and the takeaways. 

Write in simple, short paragraphs with plenty of space: 
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Chopping copy into smaller “chunks” makes your content easier to understand and more 
engaging. Blocks of text deter readers on digital channels. 

Example: Replace one long paragraph with 3-4 shorter ones and clear transiƟons. 

Don't use jargon unless you are wriƟng for experts: 

Jargon can also drive readers away. Avoid technical jargon unless its directed at experts in a 
parƟcular field. 

Example: A generalized post that says “client feedback” Not this: “qualitaƟve response 
metrics. 

End with a call-to-acƟon (CTA): 

Engage in conversaƟon by asking quesƟons or sharing experiences. “Tell me more” is one, 
and “What’s your take?” or “Do you encounter this problem as well?” spark conversaƟons 
and increase engagement. 

Things Give one big takeaway or piece of reflecƟon that makes it worth reading: 

Every blog post should contain takeaway, advice, or something to ponder. Relevant content 
is important, and should be value-driven to establish credibility. 

Example: Talking about how responding to feedback produced a beƩer result in project X, 
and urging other people to value construcƟve criƟcism. 

Always proofread to maintain credibility: 

A high maintenance look has no place for grammar, spelling, or formaƫng errors. Good 
proofreading makes sure the posƟngs are careful and reliable. 

Example: Proofing posts twice before they’re posted to prevent typos or misused verbiage. 

 

6.3.2 Use of Hashtags, MenƟons, and MulƟmedia 

It's simpler to promote post visibility and interacƟon with the right kinds of gamificaƟon tools. 

Hashtags: 

You can extend the reach of your LinkedIn posts by playing wisely with hashtags. Add three 
to five hashtags that are targeted but sƟll broad enough to get in front of new eyes. 

Example: For a post on social media trends, you would tag your post with #DigitalMarkeƟng, 
#ContentStrategy and #SocialMediaTips. 

MenƟons: 
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When you tag individuals or other businesses in your posts, it leads to specific engagement 
and interacƟon. Whether ciƟng mentors, colleagues or companies, thoughƞul tagging builds 
credibility and expands your audience. 

Example: MenƟoning a mentor in post about successfully compleƟng an internship. 

MulƟmedia: 

The best posts are also enhanced with images, infographics, PDFs or short videos to pull in 
an audience and generate more shares. Visually, striking elements demand aƩenƟon and help 
to break down what can be somewhat complex concepts, making viewers more likely to 
engage. 

Example: Using a quick video summary to spread the top insights received from an industry 
webinar. 

Include plaƞorm-naƟve media instead of links to outside sources for best visibility: 

PosƟng directly to LinkedIn as opposed to linking to other sites gets more mileage, since the 
plaƞorm puts a premium on naƟve media in its algorithm. 

Example: Instead of sending a Google Drive link, upload the PDF presentaƟon directly to 
LinkedIn. 

Avoid overuse; relevance is key: 

Use of hashtags, menƟons and tags should be restricted and used only when necessary to 
the content. Overuse of underdeveloped hashtag could make you look unprofessional and 
reduce engagement. 

For example: tagging a company in a post about its product launch is relevant, but tagging 
some random professionals who have nothing to do with the subject… well that’s just spam. 

 

6.3.3 Timing and Frequency of PosƟng 

The when and how oŌen you post really does maƩer when it comes to its visibility. Even a 
great post can get lost in the shuffle if you share it at the wrong Ɵme. 

• Timing Tips: 

o OpƟmal hours are usually on weekdays during morning (8-11 AM) and evening (4-6 PM). 

o Posts made during the middle of the week (Tues-Thurs) tend to do well. 

• Frequency Tips: 

If You Can Do 2% BeƩer Than Everyone Else, You Will Flow O Consistency is more important 
than system Going for 2-3 high-quality posts a week. 
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o Never post too oŌen (audience faƟgue is a bitch). 

• Track analyƟcs to observe when your audience interacts most. 

• Use tools like Buffer or Hootsuite to automate scheduled posts so that you keep a rhythm. 

• Vary your post format (text, polls, visuals) to keep things fresh. 

 

Did You Know? 

 

“Studies show that LinkedIn posts made between Tuesday and Thursday mornings receive the 
highest engagement. PosƟng too oŌen—more than once daily—can actually decrease 
visibility due to LinkedIn’s content saturaƟon algorithm. Maintaining a balanced frequency of 
2–3 posts per week, combined with strategic Ɵming, helps build consistency without 
overwhelming your audience. Regular posƟng at opƟmal Ɵmes increases the chances of your 
content being seen, shared, and commented on by relevant connecƟons.” 

 

6.3.4 Engaging with Comments and ConnecƟons 

Engagement doesn’t finish once you post — what you do aŌer is as important. 

Reply to Comments Reply to every comment that has substanƟve value - with graƟtude or 
addiƟonal commentary: 

Taking the Ɵme to leave a thoughƞul comment should be respected. Acknowledgement and 
expansion of ideas is a sign of respect, and it also furthers conversaƟon to inspire others' 
comments. 

Example: A commentator agrees with your post about leadership, and you thank him and 
share another point of view on what moƟvates a team. 

Here are this week’s FiveThirtyEight Jargon Busters: To keep the conversaƟon going, you 
should ask some follow-up quesƟons: 

Engagement increases when you ask others to contribute more of their thoughts. Asking 
related follow-ups generates conversaƟon, maintains the conversaƟon raƟo and drives up 
post viewability. Example: Responding with, “That’s a great point—how does your team deal 
with similar challenges?” sparks further interacƟon. 

Do not respond with a generic statement; this will lead to commenƟng on what the 
commenter said: 

Short responses such as “Thanks” can sound too distant. However, responding to what a 
commenter said with a comment of your own talking directly just shows that you're being 
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sincere and it makes the post useful. Example: Instead of responding with “Thanks,” you might 
reply, “I agree—Ɵme management is really the key to juggling an array of projects effecƟvely.” 

Recognize shares or menƟons of your arƟcle: 

Each Ɵme that someone else says something about you or shares your item, publicly thanking 
them makes that pro link stronger and builds good will. This also makes it even more likely 
that others will share your work in the future. 

Example: “Thanks for posƟng my arƟcle on workplace diversity; glad it hit the mark for you.” 

Consistently like and comment on other posts – engagement is a two way street: 

Staying acƟve in your network and responding to their posts will conƟnue to reinforce those 
relaƟonships. Regular engagement is a collaboraƟon and can lead to more aƩenƟon on your 
own posts. 

Example: Consistently commenƟng on peers’ career updates means they feel supported and 
that you remain visible in their network. 

Send connecƟon requests to users who consistently interact with your content: 

If someone constantly comments on, or “likes” your posts, if might be a perfect Ɵme to take 
an acƟve role by reaching out to them. This is a great way to help grow your professional 
network with people who already appreciate what you can do. 

Example: Making a request and noƟng, “Thanks for liking my posts on project management, 
I’d love to connect.” 

UƟlize LinkedIn’s messaging feature to either thank commenters or conƟnue the conversaƟon 
if you haven’t already: 

And more than public responses, direct messages to acƟve commenters can help culƟvate 
your professional relaƟonships. This personal consideraƟon can pave the way for future 
partnerships. 

Example: TexƟng, “Thanks for your insighƞul response to my arƟcle on remote work—stay in 
touch!” 

As I have been asked, join conversaƟons inside of industrious(tm)s groups to get more 
promoƟon outside of your network: 

ParƟcipaƟng in group conversaƟons introduces you to a broader audience beyond your 
immediate network. It’s an opportunity to demonstrate experƟse and say something 
meaningful. Example: CommenƟng on a discussion in a LinkedIn group about new AI tools can 
help you make contacts across industries. 
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6.4 Social Media 

Social media serves as an important site for the formaƟon of professional idenƟty, 
networking and career development. Sites such as LinkedIn, TwiƩer, and even Instagram (in 
the creaƟve industries) offer a place to showcase experƟse, share insights and connect with 
industry communiƟes. Social media; used correctly and wisely; allows to build a personal 
brand, is a place where thought leadership can be illustrated, and is the go-to source for 
trends. But you also need to be professional, consistent and authenƟc if you want them to 
take your seriously and if you don't want to sƟfle your personal expression with aspiraƟons of 
what pageant girl should be. 

 

6.4.1 Role of Social Media in Personal Branding 

 

Fig.6.1. Role of Social Media in Personal Branding 

 

The digital landscape as social media becomes more and more of a relevant aspect of curaƟng 
one’s professional idenƟty. It’s so much more than a personal update – it’s an opportunity to 
build credibility, increase reach and show thought leadership. 

• Exposure: You can extend your network of industry professionals and recruiters via sites such 
as LinkedIn, TwiƩer and Instagram. 

• Content Sharing: Allows professionals to post and share insights, porƞolios, or work 
situaƟons. 

• Networks: Engages users with experts, influencers and peers around the world. 
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• AuthenƟcity: Empowers people to dictate the narraƟve of who they are and where they are 
going in life via curaƟng content around values, skills and vision. 

• Professional PosiƟoning: It helps in posiƟoning the individuals as experts or rising voices in 
their field, through regular and good interacƟon. 

• InteracƟve branding (part II): Polls, discussions or comment threads make for live 
interacƟon with your audience. 

•One Brand on Cross-plaƞorm: One company’s idenƟty over all plaƞorms increases 
recognizability and trust. 

• Recruiter Insight: Many companies look for candidates’ public profiles to see if their culture 
and values align. 

 

6.4.2 Professional vs. Personal Social Media Presence 

Balancing social media trends with professional decorum is crucial for personal branding. 

Professional Presence: 

Much of what is posted online publicly, professionally, to social media we can assume is that 
person’s “professional self” or what they want their professional selves to be like. The tone is 
usually formal, respecƞul and informaƟve – and discusses accomplishments, skills and 
career-related details. Profiles typically show professional photos, correct job Ɵtles, 
accomplishments and current contact informaƟon. In addiƟon, they are purposeful in their 
engagement – commenƟng under industry posts, sharing thoughƞul comments and 
aƩending/pushing webinars to establish things like credibility and build connecƟons. 
Example: Sharing the updated compleƟon of a new cerƟficaƟon on LinkedIn and talking about 
how it brings business value. 

Personal Presence: 

Social-media personal presence reveals interests, way of life and social acƟvity. It’s less formal 
and personal, with the content usually based around family, hobbies or humor. Privacy 
controls are oŌen higher to restrict access, sharing occurs mostly with friends, family and 
members of one’s immediate social circles. Example: Posts about a holiday on a private 
Instagram account with close friends and family. 

Guidelines for SeparaƟon: 

You have to separate work and personal life. Your privacy seƫngs should determine who sees 
personal posts, and if necessary, you can have separate accounts - Instagram for your personal 
life or LinkedIn for work. EVEN professional accounts must refrain from making controversial 
statements and think thrice before publicly posƟng anything for fear of how this will be 
viewed professionally: Nothing’s as it seems on the internet! 
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For example: Sharing industry content only on LinkedIn with no personal views or life 
updates, which can be shared in private. 

 

6.4.3 Leveraging Plaƞorms beyond LinkedIn (TwiƩer, Instagram, etc.) 

LinkedIn sƟll stands firm as the main channel for professional networking, though other media 
can contribute to one’s personal brand with the right strategic approach. 

TwiƩer (now X): 

TwiƩer is a great source for the most up-to-date news, views and opinions about your 
industry. Professionals can increase their reach and engage in trending conversaƟons by 
leveraging relevant hashtags. Simply by following influencers, retweeƟng the perspecƟves of 
experts and chipping in to discussions, you can start to construct your own micro-communiƟes 
based on common interests. 

Example: A data analyst who posts short insights to TwiƩer about AI trends with a post 
launching  #DataScience and #MachineLearning hashtags. 

Instagram: 

Instagram best serves storytelling through images, and as such is parƟcularly useful to 
creaƟve/design specialists, business professionals and sales marketers. It can be employed 
by professionals to display projects, behind-the-scenes acƟon or top moments from events. 
Features such as Stories and Highlights make it easy to keep up to the moment and record 
accomplishments in a cute visual manner. 

For example, a graphic designer who shares design porƞolios in their feed and then uses 
Stories to highlight the process of creaƟon. 

YouTube: 

You have another home for anything long-form, like tutorials, educaƟonal content, or think 
pieces. The smarts and rich depth of content in the material will posiƟon you as an authority 
behind the wall. 

Sample: You’re a career coach who posts weekly videos on resume wriƟng and interview 
prep. 

Medium or Substack: 

Medium and Substack are good places to publish longer content like blog posts, deep 
reporƟng, or opinion essays. WriƟng in these, however, places people in a situaƟon to be 
thought leaders within their niches and draw readers looking for further analysis. 

Example: A sustainability consultant wriƟng arƟcles about eco-friendly business pracƟces on 
Medium. 
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Best PracƟces: 

For opƟmal impact, it is important that the content in all media align with professional 
mission and career objecƟves. Consistent usernames, bios and profile elements builds 
stronger personal brand. Channels can adjust strategy by tracking analyƟcs including views, 
likes and engagement rates to be sure content is hiƫng the right audience. 

Example: A marketer using the same bio across TwiƩer, Linkedin and Instagram with an eye 
towards tracking engagement to opƟmize posƟng Ɵmes and formats. 

 

6.4.4 Risks and Ethics of Social Media Branding 

Social media could be used to enhance one's personal brand; however, it was also a negaƟve 
factor if it were not used ethically or responsibly. 

Risks: 

Social media can be powerful but has potenƟal risks if not managed with care. Those 
unwanted posts - no maƩer how old they were when shared - could come back to haunt you, 
damaging your professional reputaƟon. There is a fine line between personal and professional 
boundaries when oversharing can make it hard to keep up with who you want people to think 
you are. As well as making false or exaggerated claims about success can give your credibility 
a hit if it is found out. Taking public sides or presenƟng as negaƟve can also harm a professional 
reputaƟon and close doors. 

Ethical Guidelines: 

Ethics are important to consider within professional social media use. Always give credit to 
original creators while sharing or posƟng content to honour their intellectual property rights. 
It’s a no-brainer that you should never disclose classified or confidenƟal informaƟon on your 
social plaƞorm. When describing accomplishments, abiliƟes or endorsements be sure to do 
so honestly and without exaggeraƟon. For respect and professionalism, always conduct 
online discussions as you would have face-to-face even if adversarial, to show maturity and 
validity. 

Digital Footprint Awareness: 

Everything that goes online will always be around, whether public or in the archives as part 
of a person’s digital footprint. Professionals need to regularly monitor their social media 
accounts so that what is disseminated remains consistent, accurate and professional. Seƫng 
privacy levels and deleƟng old or irrelevant content also helps keep an online profile looking 
clean. 

Employer SensiƟvity: 
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Workers should always keep in mind their company’s social media policies, and not post 
anything that could be considered a breach of trust or confidence in their workplace. It can 
result in reputaƟonal or legal woes to speak out publicly about internal company maƩers. 
Also, sensiƟve poliƟcal or religious topics should be avoided unless this is part of your personal 
brand in a posiƟve and professional way. IllustraƟon: Sharing an arƟcle on work diversity 
could boost your credibility, but calling out company decisions in a negaƟve manner can taint 
reputaƟon of an individual and the company. 

 

AcƟvity "Audit and Align Your Social Media Presence" 

 

Students will conduct a personal audit of their exisƟng social media accounts (LinkedIn, 
Instagram, TwiƩer, etc.) and evaluate whether their current content aligns with their desired 
professional image. They will idenƟfy areas for improvement such as profile photos, bios, 
recent posts, or comments. Next, they will draŌ a short “professional bio” that can be used 
across all plaƞorms for consistency. Finally, they will plan one week’s worth of content (2–3 
posts) that reflect their interests, skills, or career goals. This acƟvity helps learners reflect on 
how they are perceived online and take acƟonable steps to align their digital presence with 
their personal brand. 

 

6.5 Professional ConversaƟon 

Collegial conversaƟon is the act of doing so in a courteous, unambiguous, and goal-oriented 
manner within professional or career contexts. It is about acƟve listening, a purposeful tone 
and the right words for your audience. Good professional conversaƟon avoids jargon or too 
flat nostrum but supports collaboraƟon, clarity and trouble shooƟng. MeeƟng, interviewing, 
emailing, networking – all require you to carry on a conversaƟon in as professional way as 
possible. CulƟvate strong professional conversaƟonal skills to build trust and respect, forge 
relaƟonships and create the kind of posiƟve work environment that lends itself to producƟvity. 

 

6.5.1 Principles of Professional EƟqueƩe 
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Fig.6.2. Principles of Professional EƟqueƩe 

 

Professional eƟqueƩe is the accepted behaviour and pracƟce in a workplace, or society. 
Adherence to these beliefs fosters trust, forms good relaƟonships and facilitates teamwork. 

Punctuality: 

Punctuality to meeƟngs, interviews or professional calls is a sign of reliability and respect for 
others’ Ɵme. Being there on Ɵme creates trust and shows you are seriously commiƩed to the 
job. 

Appropriate GreeƟngs: 

Formal salutaƟons, using Mr., Ms., or Dr. should iniƟate all exchanges, unƟl you have been 
granted permission to call the person by first name. This shows courtesy and professionalism. 

Dress Code Awareness: 

Dressing in a professional and deeply workplace appropriate manner reflects seriousness and 
respect for the company. Proper aƫre also helps for a good first impression. 

Respecƞul Language: 

Speech should be polite, and slang or too colloquial an expression are to be avoided. A word 
of politeness” improves communicaƟon and avoids confusions. 

Turn-taking in ConversaƟon: 
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It takes paƟence and aƩenƟon to interact in a professional space. It is powerful to let others 
complete their turn before responding, which embodies true listening and values each 
person’s input. 

Email & Message EƟqueƩe: 

All wriƩen correspondence should be in a formal format (headers, greeƟngs and goodbyes) 
with appropriate salutaƟons, grammar and professional tone. It always feels good to see a 
message before you send it, just in case there is a miscommunicaƟon. 

AcƟve ParƟcipaƟon: 

Engagement in meeƟngs means staying on the ball and contribuƟng ideas, and respect here 
means understanding when someone else has a point. It demonstrates interest and creates 
collaboraƟon. 

Privacy & Boundaries: 

There are certain things that should remain off-limits in professional conversaƟons — like TMI 
and personal or workplace taboo subjects. Professional boundaries are respected when you 
interact. 

The example: Everything about proper professional conversaƟon can be found here, in a 
business meeƟng arriving on Ɵme, greeƟng aƩendees and carrying on formal greeƟngs; 
parƟcipaƟng in the discussion with respect for colleague ideas; and finishing with an email 
summary. 

 

6.5.2 AcƟve Listening and Clarity in Professional InteracƟons 

Listening aƩenƟvely and communicaƟng clearly are fundamental to understanding, to 
making decisions, and for developing relaƟonships in the workplace. 

AcƟve Listening Includes: 

AcƟve listening is crucial in any form of professional conversaƟon so that mutual 
understanding and respect can be maintained. It means keeping eye contact and using open, 
aƩenƟve body language to express interest. Nodding or grunƟng agreement (as in “I see” or 
“Understood”) lets the speaker know you are aƩenƟve. Eye contact - not geƫng distracted 
and looking into your phone - shows concentraƟon. -Will ask a clarifying quesƟon as necessary 
-Uses paraphrasing and/or summarizing to validate comprehension. 

Example: AŌer a colleague provides an update in a team meeƟng, concluding the person’s 
summary with this “So, we have to finalize the budget by Friday, right?” ensures alignment. 

Clarity in CommunicaƟon: 
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CommunicaƟon is just as important as being heard. It calls for the use of clear, succinct text; 
some industry include jargon, but the gobbledygook is quesƟonable at best. It makes it more 
accessible to others if you organize informaƟon in a logical order (what, why and how). 
Complex ideas become easier to read or more engaging when sources include a few tools such 
as examples, bullet points and visuals. Cheek-by-jowl with the maturaƟon is a pioneer’s 
guide to erudiƟon that includes phrases like “Does it make sense?” or „Do you want that I 
explain?“. generally, leaves nothing to the imaginaƟon. 

Example: By breaking something down as this ask to create a report “First, collect the data, 
second analyze trends, third prepare a report by Monday” makes it easy understand and 
acƟonable. 

Not only does acƟve listening and communicaƟon clarity diminish the potenƟal of 
miscommunicaƟon, it also helps to facilitate more respecƞul conversaƟons and professional 
interacƟons. 

 

6.5.3 Handling Difficult ConversaƟons 

Challenging conversaƟon may consist of criƟcism, disagreement or emoƟons running high. 
Engaging them with emoƟonal intelligence and preparaƟon can help work through conflict 
producƟvely. 

PreparaƟon: 

It's important for us to wrap our minds around the issue before we even consider discussing 
it professionally. CollecƟng data, examples and possible soluƟons keeps the conversaƟon 
clearer and more posiƟve. PreparaƟon also shows serious intenƟon and respect for the 
person’s Ɵme. Example: If you need to discuss a missed deadline, first take the Ɵme to gather 
informaƟon on Ɵmelines for the accident, how much work this made her behind and what 
was happening that may have caused it so your discussion can be focused around soluƟons. 

During the ConversaƟon: 

Professional discussions need to be focused on being low-key and neutral in tone, even if the 
topic is controversial. Using “I” statements is a way to express issues without sounding 
accusatory — so instead of saying, “You always delay work,” try: “I noƟced the report was 
delayed.” Being silent and paying aƩenƟon without interrupƟng is an opportunity for the 
other person to discuss, whilst agreeing with or opposing is a maƩer of respect. Example: “I 
know your workload has been heavy but the client deadline sƟll needs to be met” strikes a 
good balance between empathy and accountability. 

ResoluƟon-Oriented Approach: 
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The point is to solve the problem, not to hit on the person. Discussing where we agree and 
propose compromise ideas only helps find common ground. Both sides can depart the 
conversaƟon with a clear sense of where things stand and what happens next. 

IllustraƟon: Agreeing for a colleague to send draŌs two days earlier in future so that revisions 
can be made. 

Follow-up: 

Simply put, toffs (and Labour poliƟcians) should not be allowed to rant unchallenged without 
a slagging. Following the conversaƟon with key points recap helps ensure mutual 
understanding and accountability. Formalizing agreements by sending a short recap or even 
an email may reinforce them. The temporal monitoring of the situaƟon indicates that the 
problem is solved successfully and does not return. 

Example: A manager sending a short email, “Thanks for talking about the project today. As 
discussed, you’ll be sending draŌ reports on Wednesday from now on.” 

 

6.5.4 Cross-cultural and Virtual Professional CommunicaƟon 

Global Workforce As the workforce becomes global, effecƟve communicaƟon must consider 
cultural and virtual contexts. 

• Cross-cultural CommunicaƟon: 

In today's world of work, being able to communicate across cultures is a must. There are some 
cultures which prefer a candid exchange as opposed to subtlety for instance. Respect for 
hierarchies and formaliƟes also varies, making cultural sensiƟvity crucial here as well. Avoid 
idiomaƟc or humorous expressions and slang, which may lose meaning in translaƟon from 
one language (or region) to another. Simple hellos or gestures that are acceptable in one 
culture to another will help connect with the local decorum, and show respect. 

Example: Using “Konnichiwa” as a greeƟng in Japan during a business interacƟon is mindful 
and polite. 

• Virtual CommunicaƟon: 

In virtual environments, addiƟonal preparaƟon is necessary to facilitate interacƟon. Before 
you start, verify the internet connecƟon, cameras and microphones to avoid interrupƟons. 
The schedule needs to manage Ɵme zones to respect global colleagues availability. Non-
verbal gestures of smiling, nodding and keeping eye contact to the camera also communicate 
aƩenƟveness and that you are involved. Focus has always been the anƟdote to mulƟtasking, 
success is proporƟonal to trust and responsiveness. Lastly, direct the members to send 
wriƩen summaries of meeƟng points and decisions so that everyone is on the same page 
without confusion. 
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Example: Following a virtual team meeƟng with colleagues in different countries, an email 
recapping acƟons and deadlines reduces misunderstandings. 

Being culturally sensiƟve and digitally professional fosters mutual respect, inclusion, and 
global collaboraƟon. 

 

“AcƟvity: Role-play and Reflect: PracƟcing Professional ConversaƟons” 

 

Learners will be paired into small groups and assigned real-world workplace scenarios 
requiring professional conversaƟon—such as delivering feedback, clarifying instrucƟons, 
resolving conflicts, or conducƟng a virtual team meeƟng. Each student will take turns acƟng 
as the iniƟator and responder. AŌer each role-play, observers will provide feedback on 
eƟqueƩe, clarity, listening, and tone. Learners will also reflect in wriƟng on their comfort level 
and improvement areas. This acƟvity helps in building confidence, empathy, and verbal 
fluency in handling both rouƟne and challenging workplace conversaƟons. 

 

6.6 Group Discussions 

Group discussions are an interacƟve medium through which parƟcipants share their 
thoughts, opinions and views on a specific subject. They are commonly used in academia, 
employment, and leadership to determine communicaƟon, criƟcal thinking, team-oriented 
prioriƟes, and leadership ability. Good parƟcipaƟon also involves aƩenƟve listening, clear 
expression, respect of other’s ideas and comments, and keeping to the subject at hand. An 
effecƟvely facilitated discussion group promotes fair contribuƟons of ideas, creates effecƟve 
problem-solving, and aids in informed decision-making. 

 

6.6.1 Purpose and Importance of Group Discussions 

Group Discussions (GDs) are conducted in educaƟonal insƟtuƟons, for recruitment and in 
similar places to assess one's ability to communicate, think criƟcally and work together with 
a team. 

Key Purposes: 

Group acƟviƟes Group discussion is the most effecƟve method of observing parƟcipants 
communicate and express themselves. They also demonstrate virtues such as leadership, 
teamwork and good listening. And group discussions also check one’s logical thinking, ability 
to cardinally frame ideas and express the point of views collecƟvely. 
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Example: ParƟcipants who organize arguments and counterarguments, making them clear as 
they acknowledge those of others, are showing leadership. 

Importance in Recruitment: 

Group discussion oŌen become selecƟon criteria for campus placement and Job Interviews, 
as it not only makes the recruiter gauge an individual under stressful situaƟon but also lays 
down a candidate’s personality and subject knowledge. They see self-assurance, clear thinking 
strong under pressure and teamwork - all essenƟal for a successful working life. 

Example: There is a placement round where oŌen the candidate who strikes this balance of 
asserƟveness and respect for others rises to the top. 

In Academic Seƫngs: 

Group discussions enhance proponent learning through exposure to different perspecƟves 
on a similar topic. They also help students learn criƟcal thinking and speaking skills, learning 
to present ideas before an audience. 

Example: Students acquire new understandings during a classroom GD on climate change at 
the same Ɵme, that they pracƟce structured argumentaƟon. 

Professional Relevance: 

In professional seƫngs, group discussions simulate acƟviƟes such as decision making during 
meeƟngs or brainstorming. Persuasive, paƟent, analyƟc and problem-solving skills are 
qualiƟes that they emphasize contribute to the accomplishments of the team. 

Examples: Engineers at a business meeƟng debate a product design and collaboraƟvely arrive 
at some decision that trades off innovaƟon versus feasibility. 

 

6.6.2 Strategies for EffecƟve ParƟcipaƟon 

There is a tension between parƟcipaƟon and cooperaƟon in group conversaƟon – it is 
necessary to contribute to the ongoing conversaƟon (or at least follow the conversaƟon well 
enough that one can offer construcƟve feedback), but cooperaƟng requires other acƟviƟes 
like turn taking. 

PreparaƟon: 

PreparaƟon lies at the heart of successful parƟcipaƟon in group discussions. Maintain a 
general awareness of news, social issues, and general knowledge base that consƟtutes the 
foundaƟon on which to make meaningful contribuƟons. Training in how to structure 
arguments and anƟcipate counterarguments is crucial, [for] it hones more general criƟcal 
thinking skills as well as prepares individuals for engagement with a wide diversity of 
perspecƟves. 
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For example: Reading arƟcles on solar and wind power will help frame balanced arguments 
while preparing to serve in front of a GD about renewable energy. 

During the Discussion: 

It’s all about being involved — but in moderaƟon. IniƟaƟng is good if it feels open and leading 
can be too - I don't want to dominate the conversaƟon. Arguments must be backed by facts, 
examples or sound logic to enhance your believability. Keeping eye contact with everyone 
involved, not just the moderator, keeps people engaged. Deep listening and respecƟng the 
views of others symbolise respect, while adopƟng a polite dicƟon and no interrupƟon ensure 
professionalism. Example: “I agree with the point you made on affordability, but I’d like to 
contribute a thought on long-term sustainability” demonstrates respect and independent 
thinking.” 

Tone and Body Language: 

The manner and way in which one speaks, the demeanour of one’s presentaƟon is as 
important as the substance. It's key to maintain a confident and relaxed tone for clarity and 
asserƟveness as well as use-controlled body language that you have pracƟced. Aggressive 
and over expressive body language, however, can detract from the communicaƟon. 

E.g., a steady voice & careful hand movement to present a counter-argument will make you 
look composed and professional. 

 

6.6.3 EvaluaƟng PerspecƟves and Building Consensus 

The more one respects le difference de chacun in these clubby forms of gathering – and the 
beƩer one can manipulate it to herd people to a consensus conclusion – the more favourably 
you’ll be received. 

PerspecƟve EvaluaƟon: 

'In a group discussion, one must not rush with the response but try to listen all views very 
consciously. Acknowledging that your criƟcs may have a point, even though you reject it, is 
the hallmark of an open and respecƞul mind. Asking for clarity assists you further in 
understanding where others are coming from, and it adds to a deeper interacƟon. 

Sample: “InteresƟng point you made about cost efficiency… Can you talk about how that 
affects long-term sustainability?” demonstrates aƩenƟveness. 

Consensus Building: 

When a high performer begins integraƟng the thoughts process, to move closer to finding 
commonaliƟes among the group, they tend to organize and summarize all of what was 
previously discussed when it comes Ɵme for a final conversaƟon. When contradictory views 
emerge, it represents progress if suggesƟons for compromise or common ground are made. 
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ConnecƟve language, such as “I agree with X and also” or, “We seem to be in agreement on 
this point so let’s push it further,” inspires a sense of partnership. 

Example: In a GD on online educaƟon, one’s person view on accessibility can be paired with 
someone else’s point about the flexibility to come up with a conclusion as a group. 

Role as a Team Player: 

Part of being a good team player is learning to respect difference without causing 
unnecessary fuss. If you can get quieter members to speak up, everyone will feel beƩer about 
whatever decision is made. DemonstraƟng the ability to flex your posiƟon in the face of 
powerful logic is a sign of maturity and malleability. 

Example: When one of the other people says, “That’s a valid point, I agree it changes the way 
we should look at this issue,” shows openness and teamwork. 

 

6.6.4 Common Mistakes to Avoid in Group Discussions 

By avoiding these common piƞalls and remaining professional, cooperaƟve in the sandbox 
that is working with others, producƟveness. 

DominaƟng the ConversaƟon: 

Rambling on and not giving others a chance to talk can seem aggressive and rude. D group 
discussions prize equal parƟcipaƟon and hogging the conversaƟon does not typically benefit 
evaluaƟon. 

Example: InterrupƟng with big points rather than allowing others to weigh in could leave a 
bad feeling. 

InterrupƟng Others: 

InterjecƟons imply a failure to listen and an absence of respect for the dynamic of the team. 
A well-behaved player lets other people get out of the way before they share their 
perspecƟve. 

Example: If I may add aŌer you finish,” is more polite than cuƫng someone off mid-arƟcle. 

Lack of PreparaƟon: 

Arguments in threads that don’t know enough to discuss the maƩer tend to be poor, 
rehashing, or off topic. It reflects seriousness and certainty to contribuƟons. 

Example: In a GD topic of climate change, speaking in vague terms without numbers will 
weaken your stand. 

Being Aggressive or Dismissive: 

Page 30 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127659999

Page 30 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127659999



Harsh words, or a denial of others’ point of view, jeopardize group harmony and professional 
image. And you are always more effecƟve with a calm, respecƞul tone. 

Example: Saying “That’s irrelevant” comes off as dismissive, while “I see your point but I’d like 
to offer an alternaƟve perspecƟve” preserves respect. 

Failure to Listen: 

Not listening tends to restate what has already been expressed, demonstraƟng inaƩenƟon. 
AcƟve listening ensures that the query remains relevant and avoids repeƟƟon. 

Example: If you have failed to contribute to the discussion of “cost effecƟveness” then keep 
bringing that up without adding new informaƟon or just asking quesƟons (and listen to 
answers) makes you a poor listener. 

Inconsistent Body Language: 

Twitching, failing to maintain eye contact or acƟng distracted makes you seem disinterested 
and less credible. AcƟon 5Confident body language Body language conƟnues your acƟve 
parƟcipaƟon in the conversaƟon. 

Example: You could sit up straight and make eye contact to convey aƩenƟon, as opposed to 
slouching or checking your phone. 

No ContribuƟon: 

At the same Ɵme, being quite during a conversaƟon is just as bad since it demonstrates lack 
of drive or self-assurance. Also even a liƩle bit of contribuƟon in the right direcƟon is beƩer 
than nothing. 

Example: It’s beƩer to offer one strong logical point than no words. 

Awareness of these errors will promote effecƟve parƟcipaƟon and improve results. 

 

“AcƟvity: Mock Group Discussion and ReflecƟon” 

 

Learners will be divided into groups of 6–8 parƟcipants. Each group will be assigned a topic 
related to current affairs, industry trends, or ethical dilemmas. One learner will act as an 
observer to track speaking turns, contribuƟons, and interacƟon quality. AŌer the discussion, 
the group will reflect on performance—idenƟfying who took iniƟaƟve, how consensus was 
reached, and what could be improved. Observers will provide construcƟve feedback based on 
criteria such as communicaƟon clarity, listening, teamwork, and respect for others’ opinions. 
This acƟvity builds pracƟcal confidence, encourages peer learning, and prepares students for 
real-world GD scenarios in placements or group-based evaluaƟons. 
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6.7 Interview 

An interview is a formal meeƟng that takes place between a job applicant and an employer in 
which they discuss the details of the candidate's qualificaƟons for the job. It allows to judge 
not just the qualificaƟons and experƟse, but also capabiliƟes to communicate and express 
oneself, self-assurance, solving problems and cultural compaƟbility with your company. 
Interviews can also take different forms - face-to-face, on the phone or virtual depending on 
context. Interview success comes down to preparaƟon, professionalism, and demonstraƟng 
you are a good fit by arƟculaƟng the value you bring back with clarity and confidence. 

 

6.7.1 Types of Interviews (HR, Technical, Behavioral) 

Interviews test a candidates skills, personality and fitness for a parƟcular role. Knowing the 
different types of meeƟngs helps you prepare beƩer. 

HR Interview: 

The HR round checks a candidate’s aƫtude, composure, and communicaƟon skills in addiƟon 
to his personality, etc. Interview inquiries are oŌen centered on personal, strengths, 
weaknesses and career goals. The most common quesƟons are “Tell Me About Yourself” or 
“Where Do You See Yourself in Five Years?” which allow interviewers to interpret your long-
term goals and fit. 

Technical Interview: 

A tech interview evaluates what a candidate knows and how they would use it on the job. It 
could take the form of coding quesƟons, problem-solving acƟviƟes, case studies or even 
whiteboards to challenge their applied knowledge. Typically the candidates experƟse should 
be with tools, programming languages and/or domain specific knowledge that's applicable to 
your role. 

Behavioral Interview: 

Behavioral interviews are based on what a candidate did in the past, not what they would do 
in the future. You can also use the STAR method (SituaƟon, Task, AcƟon, Result) to frame your 
responses. QuesƟons such as “Tell me about a Ɵme when you had to overcome an obstacle” 
or “Describe a situaƟon in which you led a team” point out problem-solving, teamwork and 
adaptability. 

Other Formats: 

Interviews, meanwhile, can be in many formats according to the situaƟon. Phone or video 
interviews are typical for first screen or remote candidates. Panels interview on a points 
system for mulƟple summarized skills at one Ɵme. Stressful interviews are specifically 
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designed to provoke stress as a means of assessing how well it can be managed, and to also 
observe composure and ability to think on one’s feet in adverse condiƟons. 

Sample: A candidate would have to start with a telephonic verificaƟon, followed by technical 
coding round then passing through the behavior panel interview at last ending it in an HR 
discussion. Being prepared for any format makes you confident & adaptable during the 
interview cycle. 

 

6.7.2 Preparing for Interviews: Research and PracƟce 

PreparaƟon leads to confidence and success. 

Company Research: 

PreparaƟon for your interview should start with lots of research on the company. Candidates 
must have a good grasp of what the mission, product and services are and how they fit within 
our work culture. Looking at recent accomplishments, honors or assignments gives you the 
opportunity to refer them when discussing with your interviewer demonstrates genuine 
sincerity and preparaƟon. 

Example: “I was very impressed to read about your compnay’s new sustainability iniƟaƟve,” 
says you’re conscious and excited. 

Role Analysis: 

Reading the job descripƟon carefully can make sure what you bring to the table is matching 
up with their need. Be ready to talk about how your background is a good fit for the role and 
what you can bring to the team. 

Example: “In a markeƟng posiƟon, emphasizing past success in running campaigns that 
increased engagement directly Ɵes your value to the job,” explains Darwendale. 

Mock Interviews: 

Rehearsing with friends, mentors or the career center is helpful in perfecƟng answers and 
receiving posiƟve feedback. PracƟcing various types of interviews, e.g. technical, HR or 
behavioral interview decreases nervousness and builds confidence. 

Example: A pracƟce technical interview might show you’re a bit slow at solving certain types 
of problems, so you have Ɵme to improve before the real round. 

Common QuesƟons: 

You must pracƟce for the most common quesƟons. QuesƟons such as “Why do you deserve 
the job? or “Tell me about a Ɵme when you had to solve a specific problem in your work” This 
lets candidates show strengths, adaptability, and problem-solving ability with a clear example. 
The STAR method helps in preparing your answer to be both clear and organized. 
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LogisƟcs: 

This helps avoid the last minute rush as you already know when and what the interview is 
going to be (in-person/telephonic/virtual) and what to wear! For virtual interviews, test your 
internet connecƟon and have a professional-looking in the background fully lit room to look 
professional. 

Example: Signing on to a video interview 10 minutes before it starts conveys that you are 
punctual and well prepared. 

Documents: 

Always having mulƟple cheque leaves of the important documents like updates resumes, 
cerƟficates (if required), valid ID proofs is readiness. And for virtual gatherings, you will want 
to keep your digital copies organized enough so that you can share them quickly. 

, like that you’re always prepared to use for emailing in case a potenƟal employer asks during 
the interview. 

 

6.7.3 EffecƟve Answering Techniques (STAR Method) 

The STAR method allows you to organize your responses in a clear and compelling manner in 
behavioral interviews. 

• S – SituaƟon: Explain the circumstance or situaƟon. 

• T– Task: Describe the task you had or what you needed to do. 

• A – AcƟon: Describe precisely what you did. 

• R – Result: Report the result, focusing on the posiƟve impact made or lesson learned. 

• Example: 

o Scenario: “While I was interning, our team had an unexpected decline in user engagement.” 

o Task: “I had the responsibility of looking into engagement metrics.” 

o Outcome: “I researched oils, and from Google AnalyƟcs found the main concerns.” 

o Result: “My ideas contributed to reshaping the landing page, which resulted in beƩer 
engagement by 30%” 

• Aids in maintaining structured, focused and evidence-based answers. 

• Allows the interviewer to get a view of your thought process and results. 
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Did You Know? 

 

“Behavioral interview quesƟons are commonly used by over 80% of Fortune 500 companies 
to assess how a candidate might behave in real-world work situaƟons. The STAR method not 
only provides clarity but also helps reduce rambling or going off-topic. Candidates who use 
STAR structure are perceived as more organized, confident, and self-aware, giving them a 
compeƟƟve edge in high-stakes interviews. PracƟcing STAR responses can significantly 
improve communicaƟon and storytelling skills during the interview process.” 

 

6.7.4 Do’s and Don’ts during an Interview 

Keeping it professional and respecƞul during an interview makes a difference. 

• Do’s: 

Professionalism is important even when it comes to interviews and simple gestures can leave 
a lasƟng impression. and not only dress in the company culture which is stated but show up 
ten to fiŌeen minutes before Ɵme that will show you are puncƟal and ready. MeeƟng 
respondents with confidence—a firm handshake IRL or a courteous [email protected] nod 
online will only help overall. Eye contact and open posiƟve body language show confidence 
and sincerity. Engaged listening and asking quesƟons that show interest are a few of those, 
while being a good listener also means knowing when not to talk and keep answers short and 
sweet. For example, inquiring, “Can you tell me a bit more about the team I may be working 
on?” shows a real enthusiasm for the posiƟon. 

• Don’ts: 

There are some things that you can do that will ruin your credibility in the interview. Talking 
trash about old bosses or coworkers makes you seem unprofessional. InterrupƟng 
interviewers or hurrying to provide answers comes across as impaƟent with poor listening 
skills. False claims or overstatement of success can lead to being called out and lost trust. Use 
an excess of filler words, such as “um” or “you know,” and you sound less sure. Lastly, you 
leave out a chance to walk way with the interviewer thinking “hm, they didn’t forget” and that 
is by thanking them at the end. Ending with something like, “Thank you for your Ɵme and the 
chance to discuss my experience,” helps maintain professionalism and ends things on a good 
note. 

ConducƟng Interviews with Dignity, clarity and respect sounds mature and professional. 

 

“AcƟvity: Interview Roleplay – Walk In, Speak Out” 
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Students will parƟcipate in a mock interview roleplay session in triads: one student as the 
interviewer, one as the candidate, and the third as the observer. Each candidate will be asked 
2–3 HR, technical, or behavioural quesƟons. Interviewers will be given a rubric to assess 
communicaƟon, clarity, body language, and structure (e.g., use of STAR method). Observers 
will note strengths and suggest improvements. AŌer the roleplay, the group will switch roles. 
At the end, students will reflect on what they learned, how they felt during the interview, and 
what skills they plan to improve. This acƟvity provides realisƟc exposure, improves 
preparaƟon, and helps build interpersonal confidence in interview seƫngs. 

 

6.8 Panel Discussions 

Panels In panel discussions some presenters must discuss a topic in front of an audience. They 
support sharing of different view-points, criƟcal discussion and co-operaƟve problem solving. 
Panel discussions are standard in academia, business, non-profit organizaƟons and 
government. Insighƞul interchange benefits from preparaƟon, thoughƞul communicaƟon, 
listening and respecƞul discourse that is useful for knowledge sharing and public cogent 
expression. 

 

6.8.1 Structure and Dynamics of Panel Discussions 

Panel discussions are formaƩed in a formal way, with representaƟves of many experts who 
face an audience. It’s about including variety of opinion, not just in the comments but in the 
‘minds’ on our own side. 

Structure: 

Panel discussions tend to have a specific order in which the discussion unfolds. Introduce The 
moderator should start out by introducing the panelists, puƫng a frame around the 
discussion and laying out ground rules. The panelists each present a few minutes of opening 
statements to explain their views or experƟse. That, in turn, is followed by the main 
conversaƟon, where the moderator prompts quesƟons and fosters debate among the group. 
If allowed, the audience can parƟcipate by either asking quesƟons or making comments. The 
session wraps up with panelists closing comment and the moderator’s summary statement. 

Dynamics: 

The power of a panel is when different perspecƟves are heard with respect and challenge. It 
takes a mix of controlling the game’s direcƟon and pausing for the players’ input to add depth. 
For just about anyone – on the dais, or off it moderaƟng a session – acƟve listening, being 
nimble and arƟculate are key to keeping things relevant during any panel discussion. 

Suitable for: 

Page 36 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127659999

Page 36 of 48 - AI Writing Submission Submission ID trn:oid:::3618:127659999



Panel discussions are common in academic conferences, corporate meeƟngs, campus events 
and even news shows that strive to present mulƟple perspecƟves. They are quite enriching 
when dealing with themes that have policy, technical or social implicaƟons or serving for 
ethical debate. Through a melding of knowledge and structured interacƟon, panels foster 
depth and engagement on complex subjects. 

Example: A university’s “The Future of ArƟficial Intelligence” panel might have professors, 
execs and policy makers each with their own perspecƟve, though they all discuss relaƟvely 
cordially. 

 

6.8.2 Role of Moderator and Panelists 

Whether a panel does or doesn't work has so much to do with how well the moderator and 
panelists do their jobs. 

Role of Moderator: 

A moderator is key to the success of a panel discussion. They start by introducing the session 
with a short introducƟon to the topic, learning objecƟves and relevance. All panellists are 
brought on by the hosts with their accreditaƟon or credibility being cited at introducƟons. 
Moderator shape and direct the running discussion using open-ended quesƟons encouraging 
balanced contribuƟons. They set the pace, make sure that everyone gets an equal share of 
parƟcipaƟon, and jump in if things start to go off track or get too heated. The moderators 
also bring the room into Q&A, and they keep the audience engaged by ensuring high energy 
and inclusiveness. Before concluding, they encapsulate the top learnings so that parƟcipants 
maximize the session’s takeaway. 

Sample: The moderator of a session at a corporate conference on sustainability making sure 
all panelists add their comments while guiding discussions toward concrete plans. 

Role of Panelists: 

Panelists help to provide other perspecƟves based on their professional experience or 
research. Their job is to answer quesƟons clearly and respecƞully, and recognise points of 
view within the spectrum of opinions. It is important to remain a professional, especially 
when you disagree and being an acƟve listener keeps things in perspecƟve. (3) Panelists 
should not dominate the conversaƟon, but should present to tell us something useful within 
their Ɵme. Providing examples from the real world, staƟsƟcs or case studies makes their 
arguments weighty. Keeping your session punchy and on-topic promotes an exciƟng, 
informaƟve session. 

Example: A panelist in a discussion on digital privacy versus technology leaders who respect 
alternaƟve opinions, and quote specific legislaƟon to buƩress their case. 
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By collaboraƟng, moderators and panelists influence the tone, caliber and trustworthiness of 
the conversaƟon. 

 

6.8.3 Strategies for Meaningful ContribuƟon 

When you’re on a panel, being on top of your game means preparaƟon, enunciaƟon and 
engagement. 

Before the Panel: 

Panel discussions PreparaƟon is very important when it comes to a panel discussion. Panelists 
needed to be well-informed on the issue, informed about current trends, debates or 
developments that have occurred relevant to the topic. SimulaƟng potenƟal quesƟons and 
objecƟons in advance, they are able to prepare reasoned responses. By having two to three 
key messages or takeaways prepared ahead of Ɵme, they’re able to say just what needs to be 
said, even with limited Ɵme. Example: A renewable energy panelist draŌing the core points 
about affordability, scalability and policy support. 

During the Panel: 

When you speak, clarity and organizaƟon are key. Formulas such as Point–Example–Result 
have cured me of studying that way, it helped to make those responses seem logical and 
rememberable. CiƟng or expanding on what other panelists have already shared creates the 
feeling of a conversaƟon and belonging. Focus on the subject maƩer and control of speech 
demonstrates professionalism; it also ensures files are given fair treatment. 

Example: “To second Dr. Mehta’s point on cost, one way scalability factors long-term 
adopƟon.” 

Engage with the Audience: 

There is great value in audience parƟcipaƟon to panel discussions. No maƩer how tough the 
quesƟons are, responding politely demonstrates respect and poise. Carefully deployed 
humour or a brief anecdote can make the panelist seem relatable, but it has to be kept 
professional and context-specific. 

Example: Gently recounƟng a personal story about overcoming a difficult workplace situaƟon 
while on a leadership panel to relate to the audience. 

AŌer the Panel: 

The conversaƟon doesn't stop at the session. Panelists are encouraged to post key-takeaways, 
summaries or recordings on professional networks such as LinkedIn for broader impact. Post-
panel networking with your fellow panelists and with the audience helps to establish 
professional relaƟonships and potenƟal opportuniƟes for down the road. Ex: Sharing an 
update on LinkedIn with top takeaways from the panel and tagging your co-panelists. 
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SubstanƟal contribuƟons demonstrate not only what you know, but how well you can 
communicate, listen and work with others. 

 

6.8.4 Managing ConflicƟng Opinions 

It’s perfectly normal, usually even healthy, for panel discussions to contain contenƟous views 
—- as long as they are treated well. 

Respecƞul Disagreement: 

Panel discussions tend to have diverse opinions, and civil disagreement is an essenƟal part of 
the process in maintaining professionalism. Phrases like, “I understand where you’re coming 
from, and yet I’d like to provide an alternaƟve viewpoint,” help keep the conversaƟon 
construcƟve. But then the focus needs to be on ideas, not people —let’s try and avoid 
excessive interpersonal conflict. 

Example: Rather than staƟng, “You’re wrong,” say, “I see the data differently and here’s why…” 
This type of language fosters healthy discourse. 

Use Evidence: 

Factual or data-driven arguments are generally more effecƟve than emoƟve ones. This is a 
helpful method to enhance credibility and enrich the discussion for readers. Cue: QuoƟng 
from a recent industry report to support an asserƟon that the market is growing. 

De-escalaƟon TacƟcs: 

When tempers starts to flare, admiƫng the sensiƟve nature of the issue can cool things 
down. “I know this is a difficult issue” are empathic expressions. Where there isn't 
reconciliaƟon, then having the pulling in the moderator is a professional way to deal with this. 

Example: Stopping and deferring to the moderator if two panelists sharply disagree on policy 
implicaƟons. 

Stay Composed: 

Speaking with a level voice, even and composed expression, and standing straight or siƫng 
up in meeƟngs communicates confidence in the face of disagreement. Being too defensive or 
aggressive does not help your credibility at all. Example: Controlling the urge to mouth off 
and trying to make a counterpoint with a straight face is an exercise in discipline. 

Seek Common Ground: 

HighlighƟng shared points of agreement, while in the midst of a debate, helps offset conflict 
and keep the conversaƟon producƟve. Focusing on similariƟes creates cooperaƟon instead 
of fragmentaƟon. IllustraƟon: Saying, “There may be differences in the approach, but we both 
agree there must be priority on sustainability.” 
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Controlled conflicts can add depth and authenƟcity to a panel that will leave an impact on 
challenges or disagreements with your audience. 

 

6.9 MeeƟng 

A meeƟng is a formal assembly of people whose purpose is to bring up topics, take acƟons, 
make decisions, and solve problems. [0005] MeeƟngs can be formal or informal and may be 
held in person (collocated) or remotely using one of a variety of media. They are central to 
facilitate coordinaƟon, communicaƟon and cooperaƟon among teams or organizaƟons. THE 
SECRETS TO SUCCESSFUL MEETINGS Clearly defined goals, planning and preparaƟon, 
involvement and staying focused are the keys to success By EDGAR H. SCHEIN AND WARRREN 
G. BERGER The purpose of having a meeƟng is not simply to have it but rather to do 
something producƟve with all that Ɵme and energy? yours and everyone else’s? that you’re 
puƫng into it. When well-structured, meeƟngs drive producƟvity, create goal alignment and 
help find the right resources to solve problems. 

 

6.9.1 Types of Professional MeeƟngs 

MeeƟngs are formal appointments that have a variety of business purposes; brainstorming, 
review. 

Staff MeeƟngs: 

Regularly speaking, employees working for a parƟcular department gather together and 
discuss the latest news as well as exchanging views, arranging the various maƩers 
encountered in their respecƟve work. They keep all their team members on the same page 
with goals and progress. 

Example: A weekly department meeƟng within HR to discuss how the recruitment day is 
going, and what needs to be done before the deadline. 

Client MeeƟngs: 

PresentaƟons are made to outside parƟes to discuss a proposal or project requirements or 
status. They can’t just be made up as you go along, they need to be thought through and 
should be clear and professionally appropriate – with documentary ones filed away under 
records. 

Example: A presentaƟon to a client for a new campaign of markeƟng. 

Project MeeƟngs: 

Project meeƟngs concentrate on tracking progress, syncing schedules and keeping cross-
funcƟonal teams in sync. They  are crucial for a project to progress smoothly. Example Project 
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meeƟng between a developer, designer and tester to agree a schedule for launching 
soŌware. 

Board or Strategic MeeƟngs: 

These are upper-level sit-downs, headed by senior management or board members who need 
to talk about policy changes, fiscal performance or strategic planning for the long-term. 
Decisions here will very oŌen set precedent for the future of their business. 

Example: A quarterly occurrence of board meeƟngs which reviews the financial results of the 
operaƟng company and approves new investment strategies. 

One-on-One MeeƟngs: 

These are two-person meeƟngs that typically cover purposes such as feedback, mentorship 
or interviews. They are more inƟmate and allow for candid, specific and personalized 
communicaƟon. 

For example, a manager having a one-on-one with an employee to review performance and 
career development. 

Virtual MeeƟngs: 

Virtual Kukkiwon meeƟng is held online using a plaƞorm like Zoom, MS Teams, Google Meet. 
These need technical readiness, online eƟqueƩes and Ɵme zone sensiƟvity when the 
parƟcipants are internaƟonally dispersed. 

Example: A remote meeƟng with internaƟonal clients scheduled at an agreeable Ɵme for 
each party, despite different zones. 

Conclusion: 

Picking the right type of meeƟng—internal, client-centric, project-based or strategic—
ensures goals are achieved with enthusiasm and everyone remains valuable and effecƟve. 

 

6.9.2 Preparing Agendas and ObjecƟves 

An agenda well-prepped with clear goals is key in a meeƟng remaining focused, and in geƫng 
things done. 

Importance of an Agenda: 

An agenda is like a roadmap for your meeƟng so that people can stay on track and keep 
focused. It's a way to get parƟcipants thinking ahead, working in unison and not veering off 
course. By creaƟng an objecƟve-driven agenda, you’ll know exactly what needs to be 
discussed beforehand and what problems need soluƟons. 

Agenda Components: 
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A full agenda should have the name, date and Ɵme of the meeƟng, as well as a list of topics 
in order or priority. AllocaƟng Ɵme slots for each item ensures that the meeƟng runs on Ɵme 
and the idenƟficaƟon of presenters makes it clear who is responsible. If there is 
documentaƟon to review, it should be listed on the agenda so that parƟcipants have Ɵme to 
prepare. 

For instance: A project review agenda might list “Budget Update – 15 minutes (Presenter: 
Finance Manager).” 

Seƫng ObjecƟves: 

Every meeƟng needs clear objecƟves so you can make it purposeful. These goals might be to 
inform parƟcipants about updates, decisions made (e.g., approving a budget), or issues 
resolved (e.g., workflow stalled). The objecƟves have to be SMART (Specific, Measurable, 
Achievable, Relevant and Time-bound) in order to result in meaningful outcomes. 

Example: Rather than a general objecƟve like “Discuss project,” the SMART version might be 
“Finalize project Ɵmeline and assign tasks for Phase 2” by the end of the meeƟng.” 

Pre-meeƟng CommunicaƟon: 

DistribuƟng the agenda to meeƟng parƟcipants 24-48 hours in advance of the meeƟng allows 
everyone Ɵme to adequately prepare. Allowing for items to be suggested is an inclusive way 
to address all potenƟally relevant issues. This process also reduces any 11th hour surprises 
and helps keep the conversaƟon flowing beƩer. 

For example, circulaƟng a draŌ agenda in advance of a client meeƟng and seeking feedback 
can ensure that all the key points are addressed. 

Having that clear plan will result in a focused discussion, and accountability and Ɵme saving. 

 

6.9.3 EffecƟve ParƟcipaƟon and Note-taking 

EffecƟve parƟcipaƟon requires acƟve listening, crisp communicaƟon and correct recording. 

Before the MeeƟng: 

Something that is essenƟal in the form of training and must happen if parƟcipaƟng is to mean 
anything. By reviewing the agenda ahead of Ɵme, you will know what’s on tap and have an 
opportunity to prepare any updates, quesƟons or relevant data. And you need to know your 
role, who is presenƟng, discussing or taking notes. 

Sample: As a scribe, I'd have prepared a template in advance to ensure proper recording. 

During the MeeƟng: 
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“The rock responds beƩer when you pay aƩenƟon to it,” he said. Keeping focused and 
avoiding things like your phone or other unrelated work demonstrates professionalism. 
Answer clearly and intervene only when essenƟal, always being respecƞul of the turns of 
your opponents. When you face dissagreements, polite language in combinaƟon with 
collaboraƟve previewing, can ensure that the tone of your review remains posiƟve. If Ɵme 
gets away from you, having a summary of your points may help recenter the group. 

Example: Saying, “To be clear, I think we should hold off on Phase 2 unƟl the budget is locked 
in” gets the message across. 

Note-taking Best PracƟces: 

Well-craŌed notes increase accountability and facilitate follow up. Using the agenda as an 
outline helps to facilitate organizaƟon of notes by topic. Decisions, tasks and queues should 
be spelled out clearly. Calls and dates and deliverables can be more easily found since the 
names will be liŌed up. 

Example: “Task : DraŌ markeƟng proposal – Assigned to : Priya – Deadline : 15th March.” 

Digital Tools: 

CollaboraƟon and producƟvity in meeƟngs is further developed by technology. Real-Ɵme 
note taking that you can share with parƟcipants is a snap with tools like OneNote, Google 
Docs, or even meeƟng-specific templates. These soluƟons also make the records easy to 
access later for review or follow-up. 

EXAMPLE: Using Google Docs in a virtual meeƟng so everyone on the team can see and write 
acƟon points live. 

AcƟve parƟcipaƟon means that everyone gets to share their piece, and accurate notes 
contribute to accountability and follow-through. 

 

6.9.4 Post-meeƟng AcƟons and Follow-ups 

Write up minutes and acƟons immediately aŌer the meeƟng to maintain momentum. 

Post-meeƟng Minutes: 

Minutes keep the aƩendees (and those unable to aƩend) in the loop regarding what 
happened, so everyone is on the same page. The minutes shall reflect the principal issues 
considered, decisions reached and assignments made. PosƟng them within 24 hours 
maintains momentum and prevents miscommunicaƟon. Example: Sending an email with a 
summary of decisions made on authorizing the budget and next steps. 

AcƟon Item Tracker: 
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And to hold people accountable, every task should be designated to one person with a 
specific deadline. Shared documents or project management soŌware such as Trello, Asana 
or Monday. com offer a way to monitor progress and make sure responsibiliƟes are in plain 
sight for all team members. 

Example: A Trello card that looks like, “DraŌ quarterly report – Assigned to Rohan – Due: 
March 20.” 

ClarificaƟon and Feedback: 

Any unclarity to be followed-up in short messages or quick meeƟngs. RequesƟng feedback 
on the flow and usefulness of the meeƟng gives you an opportunity to improve future 
meeƟngs. Example: A message to be sent: “Can you let me know the budget figure agreed on 
yesterday?” ensures accuracy. 

Follow up in next review: 

Follow-up is best when steady progress is evaluated. Kicking off the next meeƟng with a 
status report on acƟon items holds everyone accountable. Task compleƟon can have a 
moƟvaƟng factor on team members, while delays can also be evaluated for correcƟve acƟons. 

Example: Kicking off the next meeƟng with, “We got that acƟon item from our last discussion 
on client feedback done— awesome job everyone.” 

Best PracƟces: 

Fast distribuƟon of minutes, reminders for follow-up acƟon and not closing any doors are 
essenƟal if you want to maintain good post-meeƟng governance. This way there is ownership 
of decisions and teams remain accountable. 

Example: Seƫng reminders for deadlines in my calendar so that I do not skip any of them. 

Well-executed post-meeƟng takeaways fill the communicaƟon gap and ensure projects 
conƟnue to progress seamlessly. 

 

6.10 Summary 

 It is crucial for students and professionals alike to establish a robust, visible idenƟty in 
the digital and professional domain through personal branding. 

 Online personal branding, profile opƟmizaƟon, content disseminaƟon, and 
professional networking rely heavily on the usage of LinkedIn. 

 Producing content, episodic reviews and frequent interacƟon to build credibility and 
expand visibility on plaƞorms such as LinkedIn and TwiƩer. 

  Social media should be used in a professional manner ensuring that personal and 
professional persona‟s are strictly separate to ensure clean digital footprint. 
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 Professional discourse must be carried out with decorum, acƟve listening, and respect 
for cross-cultural & virtual norms. 

 Into Group: Discussion allows assessment of communicaƟons, leadership and problem 
solving skills; those aƩending should be able to speak together clearly. 

  Prepare for interviews, research firms, pracƟce answers (STAR technique), and 
behave professionally at all Ɵmes. 

 Panel discussion being a funcƟon of moderaƟon and panelists interesƟng interacƟon 
benefited from organized communicaƟon and/ or differences. 

 MeeƟngs must be planned, well run and followed up to acƟon with accountabiliƟes. 
 Success in the digital era is about more than knowing how to do your job or simply 

having access to tech tools – it’s about being able to connect, communicate and 

collaborate in a meaningful way with other people. 

 

6.11 Key Terms 

1. Personal Branding – The process of craŌing a professional image based on one’s 
strengths, values and skills. 

2. LinkedIn OpƟmizaƟon – OpƟmizing your LinkedIn profile with keywords, content and 
connecƟons for beƩer visibility. 

3. STAR Method – A formulaic approach to interviewing that stands for: SituaƟon, Task, 
AcƟon and Result. 

4. Professional Conduct - Standard regarding the proper and respecƞul behavior in 
business communicaƟon. 

5. Group Discussion – An organized conversaƟon where people present and criƟque 
ideas collecƟvely. 

6. Thought Leadership – Establishing authority by regularly offering valuable thoughts 
and expert opinions in an industry. 

7. Moderator – A host who leads panel discussions by posing quesƟons, direcƟng the 
conversaƟon and balancing parƟcipaƟon. 

8. Agenda – A formal list of items to be discussed and the issues to be raised during a 
professional meeƟng. 

 

6.12 DescripƟve QuesƟons 

1. Describe the significance of LinkedIn for personal branding. 
2. Describe what makes a good LinkedIn profile. 
3. How can students find balance between personal and professional social media? 
4. Explain how thought leadership is created through the act of content creaƟon. 
5. How do I follow professional eƟqueƩe when speaking in business? 
6. Explain how to prepare and structure a great interview using the STAR technique. 
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7. How do members make a genuine contribuƟon to the forum? 
8. Explain av moderator and panelist in a panel discussion. 
9. How can we parƟcipate in meeƟngs and record their outcomes successfully? 
10. Write short notes on: 

a) Virtual communicaƟon eƟqueƩe 

b) Building consensus in group discussions 

c) Follow-up acƟons aŌer a meeƟng 
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6.14 Case Study 

Construct a Digital IdenƟty — A Journey of Aanya Sharma 

IntroducƟon 

Aanya Sharma, 22, a final year BBA student in a well-known business school was aiming to 
make her in the cut-throat markeƟng industry. Although she had good academics and 
internship experience, she found it difficult to stand apart from her classmates at her campus 
placements. Her resume presented her poorly to recruiters, and she’d barely touched her 
LinkedIn profile. With an understanding for the importance to beƩer present herself, Aanya 
made use of social media and her professional contacts during a project on how one should 
have a professional branding strategy going throughout your BUS 254 course. 

Background 
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During a professional branding and communicaƟon campus workshop, Aanya was 
enlightened about maintaining an updated LinkedIn profile, filtering contents specific to her 
domain, indulging in mock interviews and group discussions. She took the following steps: 

• Updated her LinkedIn profile with a professional photo, compelling summary and industry-
specific key words. 

• Began posƟng weekly content about markeƟng trends and her internship experience. 

• Joined groups on LinkedIn, and started commenƟng on thought leaders’ posts. 

• Rehearsed the STAR method with peers to help shape her interview answers. 

• Made an effort to aƩend college-organized panel discussions and meeƟngs to sharpen her 
oratory skills. 

Problem's Statements and their SoluƟons Problem 1: No Online Existence 

Aanya’s LinkedIn profile was incomplete and did not do jusƟce to her skills. 

SoluƟon: She opƟmized her profile with a target Ɵtle, summary of experience, displayed 
cerƟficaƟons and connected to more people with relevant backgrounds. 

Issue 2: Engagement and Visibility Is Low 

Even aŌer posƟng on LinkedIn, she wasn’t geƫng views or interacƟon. ResoluƟon: She 
started using hashtags, tagging friends and mentors, creaƟng regular posts and author 
aƩracƟve content parallel to markeƟng trends. 

Problem 3: Nervousness During Interviews 

If I asked her a quesƟon about behavior, she had trouble answering and lacked arƟculaƟon. 
Response: She readied herself for interviews by using the STAR method and conducƟng mock 
interviews, so that she would speak clearly, in a pleasant manner and answer thoroughly. 

Case-Related QuesƟons 

How did Aanya Go about building her personal brand? 

How LinkedIn helps to create professional visibility? 

What makes the STAR method work in interviews? 

How does group discussion help in building confidence and communicaƟon? 

What You can learn From Aanya : What are the 3 things that we can take away from this case 
to apply to our own personal brands? 

Conclusion 
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Aanya’s story exemplifies how professional branding can transform a career. Through being 
more proacƟve on digital plaƞorms, honing good communicaƟon skills and engaging in 
formal interacƟons such as interviews or workshops, she was able to build her profile into a 
successful showcase of her talent. Three months, she got interviews in droves and landed a 
role with a top digital markeƟng company. Her story shows that a focus on building personal 
brand and communicaƟon is as important as the technical skills required to make it in today’s 
compeƟƟve recruitment market. 
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