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Part A - Communication Cycle - Chapter 2

1. What is meant by ‘Communication Cycle’?

The communication cycle refers to the ongoing process of exchanging
information between two or more individuals. It's a circular model that
emphasizes the back-and-forth nature of communication, where each step
influences the next. Here's a breakdown of the key components:

1. Sender: The individual who initiates the communication and has a
message to convey. This person formulates the message in their mind,
which is called encoding. They then choose a channel, like speaking,
writing, or using gestures, to transmit the message to the receiver.

2. Message: The information the sender wants to share. This can be
verbal (spoken words), nonverbal (facial expressions, body language), or
written (text, email).

3. Channel: The medium through which the message is sent. Common
channels include face-to-face conversation, phone calls, emails, text
messages, social media posts, and even body language. The chosen
channel can impact how the message is received and interpreted.

4. Receiver: The individual who receives the message from the sender.
They decode the message, which means trying to understand the
meaning based on their own experiences, knowledge, and cultural
background.

5. Feedback: The receiver's response to the sender's message. This can
be verbal, nonverbal, or both. Feedback helps the sender gauge if the
message was received and understood as intended. It also allows for
clarification or further discussion if needed.

6. Noise: This refers to any interference that can distort or disrupt the
communication process. Examples include background noise, language
barriers, cultural differences, or even the sender's own emotions. Effective
communication involves minimizing noise to ensure the message is clear
and understood.

2. Explain the types of feedback?

Feedback is of following types

e Descriptive Feedback
e Specific Feedback
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e Non-Specific Feedback

Descriptive feedback is a type of feedback that provides specific, detailed, and
objective information about a person's performance or behavior, focusing on what
was done well and what can be improved. It is factual, constructive, and often
includes suggestions for improvement rather than just praise or criticism.

Key Characteristics of Descriptive Feedback:

e Specific & Clear — Focuses on particular aspects rather than general
statements.

e Objective & Factual — Based on observations rather than personal
opinions or emotions.

e Actionable — Provides guidance on how to improve rather than just
pointing out mistakes.

e Balanced - Highlights both strengths and areas for improvement.

Specific feedback is feedback that is clear, detailed, and directly related to a
particular action, behavior, or performance. It avoids vague or general statements
and instead provides precise information on what was done well or what needs
improvement.

Key Characteristics of Specific Feedback:

e Detailed & Focused — Addresses a specific part of the performance, not
general praise or criticism.

e Objective & Measurable — Based on observable actions, not personal
opinions.

e Actionable — Gives clear guidance on what to continue doing or how to
improve.

e Timely — Given soon after the event to be relevant and useful.

Non-specific feedback is vague, general, and lacks clear details about what
was done well or what needs improvement. It does not provide actionable
insights, making it less effective for learning or growth.

Key Characteristics of Non-Specific Feedback:

e Too General — Lacks details about what was good or bad.

e Not Actionable — Does not guide improvement.

e Lacks Context — Doesn’t specify which part of the work or behavior is
being addressed.
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3. What is the importance of feedback?

Feedback plays a crucial role in various aspects of our lives, acting as a catalyst
for growth and improvement. Here are some key reasons why feedback is
important:

Sbm

1. Enhances Learning and Development:

Feedback provides crucial information about our strengths and
weaknesses, enabling us to identify areas where we excel and aspects
that require improvement. This knowledge empowers us to learn new
skills, refine existing ones, and bridge any gaps in our understanding.
Whether it's in academic studies, professional settings, or personal growth,
feedback serves as a valuable learning tool.

2. Promotes Growth and Motivation:

Receiving positive feedback can be highly motivating, reinforcing our
efforts and encouraging us to continue striving for excellence. Even
constructive criticism, when delivered effectively, can motivate us to learn,
improve, and overcome challenges. Feedback helps individuals see their
potential and work towards achieving their goals.

3. Improves Performance:

By identifying areas needing improvement, feedback allows individuals to
adjust their approach and refine their skills. This leads to better
performance in various aspects, from academic performance to work
productivity to artistic endeavors. Feedback helps individuals close the gap
between their current performance and their desired outcome.

4. Builds Stronger Relationships:

Constructive feedback can foster trust and respect within relationships,
both personal and professional. It demonstrates care and a genuine
interest in the other person's development. When feedback is delivered
thoughtfully and received openly, it can strengthen communication,
collaboration, and mutual understanding.

5. Ensures Alignment and Clarification:

Feedback is crucial in ensuring everyone is on the same page and working
towards shared goals. In professional settings, feedback helps identify any
misunderstandings or misinterpretations of instructions, allowing for timely
clarification and course correction. This avoids wasted effort and ensures
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projects are aligned with expectations.
6. Provides Guidance and Direction:

Feedback can offer valuable guidance and direction, especially for
individuals who are new to a task or undertaking a challenging project. It
helps them understand what is expected, identify potential roadblocks, and
navigate the process more effectively.

4. What are the factors that should be considered while giving descriptive
feedback?

The following points should be taken into consideration to make descriptive
feedback effective.

Feedback should be goal oriented.

It should be actionable.

It should be user-friendly.

It shall be in time or timely.

It should be continuous and consistent.

o=

5. Discuss communication cycle with an example.

The communication cycle is a process that describes how information is
transmitted, received, and understood between individuals. It consists of several
stages that ensure effective communication.
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Imagine a manager wants an employee to complete a report.

1. Sender: The manager.
2. Encoding: The manager thinks about the task and phrases it clearly in an
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email.

Message: "Please complete the sales report by Friday and include last
quarter’s data."

Channel: Email.

Receiver: The employee receives the email.

Decoding: The employee reads and understands the request.
Feedback: The employee replies, "Got it! I'll complete it by Friday."

This cycle continues as communication flows back and forth.

Part A - Communication Barriers - Chapter 3

Sbm

. Mention any two factors responsible for causing internal barriers

during communication.

Lack of Clarity: Unclear or ambiguous messages can create confusion and
misunderstandings among employees. Poorly articulated instructions,
vague objectives, or convoluted communication can hinder comprehension
and impede effective communication.

Perception and Bias: Individual perceptions, biases, and assumptions can
distort communication and lead to misinterpretation of messages.
Preconceived notions, stereotypes, and personal biases can influence how
information is received and processed, affecting the accuracy and
effectiveness of communication.

Why is it important to overcome communication barriers?

Overcoming communication barriers is essential for following reasons:

. Achieving Understanding: Effective communication is crucial for ensuring

that messages are understood accurately by the intended recipients. it,
reduce misunderstandings, and ensure that messages are conveyed or
interpreted correctly.

Building Relationships: Clear and open communication fosters positive
relationships among individuals, teams, and organizations. It promotes
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trust, respect, and cooperation, enhancing collaboration and teamwork in
the workplace and in personal relationships.

Facilitating Problem-Solving and Innovation: Communication barriers can
hinder problem-solving, promote innovation and decision-making
processes by impeding the exchange of information and ideas.

Resolving Conflicts: Communication barriers can contribute to conflicts
and misunderstandings among individuals and groups. Overcoming these
barriers enables parties to address differences constructively, resolve
conflicts, and build consensus through open dialogue and negotiation.

Minimizing Risks: Poor communication can lead to errors,
misunderstandings, and missed opportunities, increasing the risk of
accidents, compliance issues, and financial losses. Overcoming
communication barriers helps to mitigate these risks by ensuring that
information is communicated accurately and effectively throughout the
organization or people.

3. What care should be taken while giving feedback?

Sbm

When giving feedback, it's essential to approach the process with care and
consideration to ensure that it is constructive, respectful, and
well-received. Here are some key considerations to keep in mind:

. Be Specific and simple: Provide specific examples and details to support

your feedback. Vague or general feedback can be confusing and less
actionable for the recipient.

Focus on Behavior, Not Personality: Frame feedback in terms of behaviors
or actions rather than personal attributes or character traits. This helps to
depersonalize the feedback and makes it more about improving specific
actions or outcomes rather than criticizing the individual.

Be Timely: Offer feedback in a timely manner, ideally soon after the
observed behavior or action. Prompt feedback allows for immediate
reflection and adjustment, increasing its effectiveness and relevance.
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Use a Balanced Approach: Balance positive feedback with constructive
criticism to provide a well-rounded perspective. Acknowledge the
recipient's strengths and accomplishments, while also offering
suggestions for improvement or areas for development.

Be Empathetic: Approach feedback with empathy and sensitivity,
considering the recipient's feelings and perspective. Acknowledge the
impact of your feedback and strive to deliver it in a supportive and
compassionate manner.

Encourage Two-Way Communication: Foster a dialogue rather than a
one-way critique by inviting the recipient to share their perspective and
insights. Listen actively and demonstrate a willingness to consider their
viewpoint, fostering mutual respect and understanding.

Follow Up: Follow up on feedback discussions to monitor progress and
provide ongoing support and guidance. Check in regularly to offer
additional feedback, encouragement, and recognition for improvements
made.

Maintain Confidentiality: Respect the confidentiality of feedback
discussions and avoid sharing sensitive or personal information with
others without consent. Build trust by demonstrating discretion and
professionalism in handling feedback conversations.

Part A - Effective Communication - Chapter 4

1. What are the key factors of effective communication?

Sbm

The key factors of effective communication are as follows:
A. Content:

Content refers to the language used in communication or message.
The meaning of words are interpreted differently basing on language
and body language. In certain languages some words have different
meaning basing on the context.
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B. Process:

Process is the way how a message is delivered. Out of the spoken
communication only 7% of words are interpreted, where as 55% is
interpreted from body language. The other 38% comes from
intonation.

C. Context:

Context is the situation or environment in which the message is
delivered. This includes physical, cultural and development factors.
Communication is always adapted according to the context.

Why is the content of a message important?

The content of a message is crucial for the following reasons:

. Clarity: The content determines how well the message is understood.

Clear and concise content ensures that the intended meaning is
communicated accurately and effectively.

. Relevance: The content should be relevant to the recipient's needs,

interests, or concerns. Relevant content increases the likelihood of
engagement and receptiveness to the message.

Accuracy: The content should provide accurate and reliable information.
Inaccurate or misleading content can undermine credibility and trust in the
communicator.

Conciseness: Concise content saves time and prevents information
overload. It allows the message to be delivered efficiently and effectively,
respecting the recipient's time and attention.

Completeness: Complete content ensures that all relevant points or
aspects of the topic are covered. Incomplete content may leave the
recipient with unanswered questions or confusion.

Objectivity: Objective content presents information without bias or
personal opinions. Objectivity enhances credibility and allows recipients to
form their own opinions based on the facts presented.
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What are the 7C’s of communication?

The 7 C's of effective communication are a set of principles that help guide
communicators in crafting clear, concise, and impactful messages. They
are:

. Clarity: Ensure that your message is clear and easy to understand. Use

simple language, avoid jargon or technical terms, and provide specific
details to convey your meaning accurately.

Conciseness: Keep your message concise and to the point. Avoid
unnecessary words or information that may dilute the main message.
Respect the recipient's time by delivering information efficiently.

Consideration: Consider the needs, interests, and perspectives of the
recipient when crafting your message. Tailor your communication to
address their specific questions or concerns, focusing on what matters
most to them.

Completeness: Ensure that your message covers all relevant points or
aspects of the topic at hand. Provide enough context and background
information to help the recipient fully understand the message and its
implications.

Correctness: Ensure that your message is accurate, reliable, and free from
errors. Double-check facts, figures, and details to avoid misinformation or
misunderstandings. Maintain credibility by presenting information
truthfully and objectively.

Courtesy: Communicate with courtesy and respect towards the recipient.
Use polite and courteous language, and avoid any language or behavior
that may be perceived as disrespectful or offensive. Treat others as you
would like to be treated.

Concreteness: Use concrete and specific language to make your message
more tangible and relatable. Provide examples, anecdotes, or visual aids to
illustrate  your points and enhance understanding. Concrete
communication helps to make abstract concepts more accessible and
memorable.



X Class CBSE Information Technology Notes

4. Describe the principles of effective communication?

Effective communication ensures that the message is clearly understood and
leads to the desired response. Here are the key principles:

Sbm

1. Clarity: The message should be clear and easy to understand. Avoid jargon
or complex words if the audience is unfamiliar with them.

Example: Instead of saying, "We need to optimize the synergistic workflows,"
say, "We need to improve teamwork to complete tasks more efficiently."

2. Conciseness: Keep the message brief and to the point. Avoid unnecessary
details that might confuse the receiver.

Example: Instead of "I just wanted to let you know that the meeting has been
rescheduled to tomorrow at 2 PM instead of today at 3 PM," say, "The meeting
is rescheduled to tomorrow at 2 PM."

3. Correctness: Ensure the message is grammatically and factually accurate.
Incorrect information can lead to misunderstandings and errors.

Example: Using “affect” instead of ‘effect” can change the meaning of a
sentence.

4. Courtesy: Be polite and respectful, regardless of the situation. Use a
positive tone and avoid offensive language.

Example: Instead of saying "You didn't do this correctly” say, "Here’s a
suggestion to improve this part.”

5. Completeness: Provide all necessary information so the receiver does not
have to seek clarification.

Example: Instead of saying, "Submit the report soon,” say, "Submit the sales
report by Friday at 5 PM."

6. Consideration (Audience Awareness): Tailor the message to the receiver’s
background, knowledge, and emotions.
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Example: Explaining technical terms to a non-technical audience in simpler
words.

7. Coherence: The message should be logical, well-structured, and
connected. Ideas should flow smoothly for better understanding.

Example: An email should have a proper introduction, body, and conclusion.

8. Active Listening: Communication is a two-way process, so listening is as
important as speaking. Pay attention to the speaker, ask questions, and give
appropriate responses.

Example: Nodding or summarizing what the speaker said to show
understanding.

9. Feedback: Ensure the receiver understands the message correctly.
Encourage responses and clarify doubts.

Example: After explaining instructions, ask, "Does this make sense?"

10. Appropriate Medium: Choose the right communication channel based on
the situation.

Example: Use email for formal communication, but a phone call for urgent
matters.

ist the benefits of effective communication?

Effective communication plays a crucial role in personal, professional, and social

inte
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ractions. Here are some key benefits:

1. Improves Understanding: Ensures that messages are clearly delivered
and understood. Reduces misunderstandings and confusion.

2. Enhances Relationships: Builds trust and strengthens personal and
professional relationships.Encourages open and honest discussions.

3. Increases Productivity: Clear instructions lead to better task execution.
Reduces time wasted on clarifications and mistakes.

11
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4. Boosts Confidence: Helps individuals express their thoughts and ideas
clearly. Encourages participation and engagement.

5. Reduces Conflicts: Prevents misunderstandings that can lead to
disputes. Encourages respectful and constructive discussions.

Part A - Basic Writing Skills - Chapter 5

1. What is a phrase? Give one example of each type of phrase.

Sbm

A phrase is a group of words that work together to convey a particular
meaning but do not form a complete sentence. Here are examples of
different types of phrases:

1.

Noun Phrase: A group of words that function as a noun in a
sentence.

Example: "The quick brown fox"

Sentence: The quick brown fox jumped over the lazy dog.

Verb Phrase: A group of words that function as a verb in a sentence.
Example: "is running quickly"
Sentence: She is running quickly to catch the bus.

Adjective Phrase: A group of words that function as an adjective,
describing a noun or pronoun.

Example: "full of toys"

Sentence: The box full of toys was in the corner.

Adverb Phrase: A group of words that function as an adverb,
modifying a verb, adjective, or another adverb.

Example: "very quickly"

Sentence: He ran very quickly to the store.

Prepositional Phrase: A group of words that begins with a
preposition and functions as an adjective or adverb.

Example: "under the table"

Sentence: The cat is hiding under the table.

12
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2. What is a definite article? Where is it used? Give three examples.

Sbm

A definite article is a word that introduces a noun and specifies it as
something known to the reader or listener. In English, the definite article is
"the." It is used to refer to a particular item or items that are specific and
identifiable within the context. Here are three examples of the definite
article in use:

a. ldentifying a Specific ltem:
Example: "The book on the table is mine."
Explanation: "The book" refers to a specific book that both the
speaker and listener know about.

b. Referring to Unique Entities:
Example: "The sun rises in the east."
Explanation: "The sun" refers to the one and only sun that is
universally known.

c. Mentioning Something Previously Introduced:
Example: "l saw a dog. The dog was very friendly."
Explanation: "The dog" refers to the specific dog previously
mentioned.
How is the usage of ‘a’ different from ‘an’ in the English language.

In English, both "a" and "an" are indefinite articles used to refer to a
non-specific item or one that is not previously known to the reader or
listener. The choice between "a" and "an" depends on the sound that
follows them:

Usage of "a":
"A" is used before words that begin with a consonant sound.
Example: "a dog," "a cat," "a university" (where the "u" sounds like "you").

Usage of "an":
"An" is used before words that begin with a vowel sound.

Example: "an apple," "an hour" (where the "h" is silent), "an honor."

Examples to lllustrate the Difference:

13
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1. Consonant Sound:
Example: "a book"
Sentence: She is reading a book.
2. Vowel Sound:
Example: "an umbrella"
Sentence: He brought an umbrella because it might rain.

3. Silent Consonant:

Example: "an honest person"

Sentence: She is known as an honest person.
The key rule is to listen to the initial sound of the word following the article,
not necessarily the first letter. This ensures smooth and natural-sounding
speech.

Part A - Chapters 1 - 5 Additional questions.

1. What is public communication?

Sbm

Communication that takes place when one individual addresses and a
large gathering of people listen. Ex. public speeches.

Name the three basic methods used in the process of
communication.

The three basic methods of communication are

a. Verbal
b. Non-verbal
c. visual
What is verbal communication?

The communication which happens with words in exchange is called verbal
communication. With this people exchange thoughts, feeling and ideas
with others with words.

What is encoding?

The process by which the sender or communicating person tries to
communicate is called encoding.

14
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Ex: spoken or written words / language. Signs or body language.
What is the difference between verb and adverb?

Verb is the word which shows an action or state of being. Ex: go, speaking,
lived, been, is etc.

Adverb is the word that modifies or describes a verb, an adjective or
another adverb, expressing manner, place, time etc. ex: slowly, very slowly,
well, today.

What is an article?

An article is a word that is used to modify a noun. There are two kinds of
articles ‘a’ & ‘an’.
What is the difference between sender and receiver?

Sender is the person who expresses his opinion, idea, or message and
sends it to the receiver.

Receiver is the person for whom the message is intended or sent.
Why should simple language be used for communication?

Simple and precise language will ensure better understanding. The
complex or complicated words will confuse the receiver. So simple
language can be used for communication.

How does feedback help in the learning process?

Feedback is a critical component in the learning process, playing a vital
role in helping communicators improve their understanding, skills, and
performance.

Following statements show how feedback contributes to effective learning:

1. Feedback provides communicators with specific information about
their performance, highlighting what they are doing well and what
needs improvement.

2. Feedback helps communicators understand the expectations and
standards they need to meet, guiding them towards the desired
outcomes.

15
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3. Constructive feedback can boost communicators' motivation by
acknowledging their efforts and progress.

4. Feedback enables communicators to self-assess their performance,
reflecting on their strengths and weaknesses.

5. By pointing out errors and misconceptions, feedback helps
communicators correct their mistakes and avoid repeating them in
the future.

6. Positive feedback reinforces correct understanding and behavior,
consolidating learning.

7. Feedback helps communicators set realistic and achievable goals by
providing a clear sense of what is needed to progress.

8. Feedback can clarify misunderstandings and fill in gaps in
knowledge, providing additional explanations or resources.

9. Feedback that challenges communicators to think critically and
analytically promotes deeper understanding and higher-order
thinking skills.

10. Effective feedback encourages a growth mindset by emphasizing
effort, learning, and improvement rather than fixed ability.

What is the difference between specific and non-specific
feedback?

Specific feedback provides detailed information about something
particular, relating to a task or the individual's performance. For example,
“it was impressive that you started with a question to hook the listeners. |
like it.”

Specific feedback can be highly constructive. It is beneficial to receiver, as
it gives the receiver something substantial to think about and work on the
areas which need improvement.

Non Specific Feedback provides a vague response to the receiver. For
example, “Great job!”. The given remark is not specific. It does not indicate
what went right that led to success. It also does not provide any detail
about how to repeat the success story in future.

.How can prejudice cause miscommunication?

Prejudice or bias against a particular person may lead to false assumptions
and cause miscommunication. For example if you do not like somebody

16
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personally, even if he is saying something in your favour, you may not
believe him. The mistrust that you have against that person has caused a
barrier between the two of you.

What is a common and effective way to overcome all
communication barriers?

Overcoming communication barriers is essential for effective interaction,
whether in personal relationships, educational settings, or professional
environments. Active listening is a highly effective way to overcome
communication barriers by ensuring clarity, building trust, and fostering
empathy.

Active learning can be implemented as followed

Pay Full Attention: Focus on the speaker and avoid distractions.
Show That You're Listening: Use verbal and non-verbal cues.
Provide Feedback: Paraphrase and ask clarifying questions.
Defer Judgment: Listen without interrupting or judging.

Respond Appropriately: Offer relevant and thoughtful responses.

Additionally following are common ways in overcoming communication
barriers.

Language Barriers: Use simple language and visual aids.
Cultural Barriers: Respect and understand cultural differences.
Emotional Barriers: Be empathetic and supportive.

Physical Barriers: Ensure a conducive environment.
Perceptual Barriers: Address biases and assumptions

The information being conveyed through the communication
should be clear. Explain?

The information conveyed through the communication should be as
transparent as possible. Clear information will avoid complex words,
sentences and confusing language.

If the message or information is clear, It can be conveyed effectively to the
receiver and the sender can share his thoughts correcily.

17
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14. Write in detail about any 3 principles of communication?

Effective communication is guided by several key principles that ensure
messages are conveyed clearly and understood accurately. Some of the
fundamental principles of communication are:

Clarity: It is the principle showing straightforwardness in the
message. Usage of simple language and avoiding complex or
confusing words will make the communication clear.

Concise: conciseness refers to explaining things in a brief yet
comprehensive manner. Adding unnecessary details makes the
communication ineffective. The message must be precise and to the
point. Short and brief messages will maintain receivers’s attention.

Correct: Accuracy is the important element of communication. It
avoids miscommunication and mistrust, and creates a positive image
in the mind of the receiver. Correct language i.e, grammar,
vocabulary and sentence construction should be used to ensure a
proper response. While writing, correct spelling and punctuation
should be applied. The facts and figures used should be accurate..

15. What rules should we follow while writing a sentence?

Rules that should be followed while writing a sentence are

® Qoo o

Short sentences are to be used.

Limiting the sentence content.

Using simple words.

Arranging the sentences in proper sequence.
Sentences should emphasize the topic.

16. What are adjectives? Explain with the help of an example.

Adjectives are the words that describe, modify or give more information
about the nour or a pronoun.

Ex.

1.

Sbm

“The tall man brought a pair of black leather shoes.”
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In the above sentence the tall word is emphasizing the pronoun man
saying the man is tall and the word black leather emphasizer the

noun shoes

. “The cat has silky fur”

In the above sentence silky is the word showing more meaning to
the cat’s fur (noun).

Sbm
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