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UNIT 1

COMMUNICATION SKILLS

Learn how to express, listen, and connect effectively

Chapter 1: Introduction to Communication

What is Communication?

Communication is the process of sharing information, ideas, thoughts, feelings, and emotions
between two or more people. It is a two-way process that involves a sender, a message, a medium,
and a receiver. Effective communication forms the foundation of all human relationships and is
essential for success in personal and professional life.

Importance of Communication
 Helps in sharing information and knowledge effectively
 Builds and maintains relationships at home, school, and workplace
» Supports teamwork, collaboration, and group activities
« Develops confidence and personality
« Helps resolve conflicts and misunderstandings

« Essential for career growth and employment

Elements of Communication

Sender The person who originates and sends the message.
Message The information, idea, or thought being communicated.
Encoding Converting the message into words, symbols, or gestures.

The pathway used to send the message (speech, writing, email,
Channel/Medium etc.).

Receiver The person who receives and interprets the message.



Decoding Understanding and interpreting the message received.
Feedback The response given by the receiver back to the sender.

Noise Any barrier or disturbance that interferes with the message.

Process of Communication

The communication process follows a cycle: The sender forms an idea and encodes it into a
message. The message is sent through a channel (spoken words, written text, email, body
language). The receiver gets the message and decodes it. The receiver then sends feedback to
complete the communication loop. Any noise at any step can reduce the effectiveness of
communication.

Types of Communication

Communication can be broadly classified into three main types based on the mode and channel
used:

Verbal Using spoken or written words Talking, phone calls, letters, emails
Non-Verbal Without words; using body language = Gestures, facial expressions, posture

Visual Using visual aids and images Charts, graphs, videos, maps



Chapter 2: Verbal Communication

What is Verbal Communication?

Verbal communication refers to the use of words — both spoken and written — to share a message.
It is the most direct and commonly used form of communication. Verbal communication includes
face-to-face conversation, telephonic conversation, speeches, presentations, and written messages
like letters, emails, and reports.

A. Spoken (Oral) Communication

Oral communication involves transmitting information through the spoken word. It is fast, direct, and
allows for immediate feedback.

Advantages of Oral Communication

 Quick and immediate exchange of information

« Allows instant feedback and clarification

* More personal and builds rapport

« Suitable for discussing complex or sensitive topics

« Tone of voice adds meaning and emotion

Disadvantages of Oral Communication

* No permanent record unless recorded
« Risk of misunderstanding if not spoken clearly
e Cannot be used across distances without technology

e Memory of spoken words can fade quickly

B. Written Communication

Written communication uses written words to send messages. It includes letters, emails, reports,
notices, and text messages. Written communication provides a permanent record and is more
formal.

Advantages of Written Communication

 Provides a permanent and legal record
e Can be referred to at any time
« Suitable for formal and official communication

* Reaches people across long distances easily



* Reduces chances of misinterpretation with clarity

Disadvantages of Written Communication

» Slow compared to oral communication
* No immediate feedback
e Requires literacy and language skills

« Cannot convey tone or emotion effectively

Tips for Effective Verbal Communication
e Speak clearly and at a moderate pace
» Use simple and appropriate language for the audience
* Maintain a confident and polite tone
e Use correct grammar and vocabulary
e Listen actively while others speak
 Avoid using too much jargon or technical terms
* Be concise — avoid unnecessary words

* Confirm understanding by asking questions



Chapter 3: Non-Verbal Communication

What is Non-Verbal Communication?

Non-verbal communication refers to the transmission of messages or information without the use of
spoken or written words. It includes body language, facial expressions, gestures, eye contact,
posture, tone of voice, and appearance. Studies show that more than 55% of communication is
non-verbal.

Forms of Non-Verbal Communication

Movements of the body that convey meaning — e.g., nodding for
Body Language agreement.

Emotions shown through the face — smiling, frowning, raising
Facial Expressions eyebrows.

Hand and arm movements that support or replace words — waving,
Gestures pointing.

Looking at a person while communicating to show attention and
Eye Contact confidence.

The way you sit or stand — upright posture shows confidence and
Posture interest.

The use of personal space in communication (distance between
Proxemics people).

Vocal qualities like pitch, volume, speed, and tone that affect

Paralanguage meaning.
Appearance Clothing, grooming, and presentation that create an impression.
Touch Physical contact like a handshake that communicates trust or care.

Importance of Non-Verbal Communication
 Reinforces or contradicts verbal messages
* Expresses emotions that words may not convey
« Builds or reduces trust in a relationship
 Helps in understanding the true feelings of a person
 Can substitute for words in many situations

e Crucial in interviews, presentations, and public speaking



Positive vs. Negative Body Language

Positive Body Language Negative Body Language

Maintaining eye contact Avoiding eye contact

Smiling genuinely Frowning or blank expression
Open posture (uncrossed arms) Crossed arms (defensive)
Nodding while listening Looking at phone or away

Firm handshake Weak or aggressive handshake



Chapter 4: Barriers to Communication

What are Barriers to Communication?

Barriers to communication are factors or obstacles that prevent the message from being transmitted
or received effectively. When a barrier exists, the communication becomes incomplete, distorted, or
misunderstood. Identifying and overcoming these barriers is essential for effective communication.

Types of Barriers

Obstacles in the environment such as noise, distance, poor telephone connection, or bad weather
that interfere with the message.

1. Physical Barriers

2. Language Barriers

Differences in language, dialect, vocabulary, or use of jargon that make the message difficult to
understand.

3. Psychological Barriers

Mental blocks like fear, stress, anxiety, prejudice, or lack of interest that affect how messages are
sent or received.

4. Cultural Barriers

Differences in cultural backgrounds, customs, and beliefs that lead to misunderstandings.

5. Emotional Barriers

Strong emotions like anger, sadness, or excitement that can cloud judgment and distort
communication.

6. Perceptual Barriers

Different perceptions and viewpoints that lead to misinterpretation of the message.

How to Overcome Barriers

Strategies to Remove Communication Barriers

e Use simple and clear language suited to the audience
e Choose the right medium for the message

* Be an active and empathetic listener



 Avoid making assumptions — ask for clarification
 Provide and encourage feedback

« Respect cultural and personal differences
 Control emotions before communicating

* Remove physical distractions like noise and poor lighting



Chapter 5: Listening Skills

What is Listening?

Listening is the active process of receiving, understanding, interpreting, and responding to spoken
messages. It is different from simply hearing — hearing is a physical process, while listening
involves conscious mental effort. Effective listening is one of the most important communication
skills.

Types of Listening

Fully concentrating on the speaker, understanding their message,
Active Listening and responding thoughtfully.

Passive Listening Hearing the speaker without full concentration or engagement.

Listening with sensitivity and understanding of the speaker's
Empathetic Listening feelings and emotions.

Evaluating and analyzing the message to form a judgment or
Critical Listening decision.

Appreciative Listening Listening for enjoyment and pleasure, such as music or storytelling.

Active Listening Skills
« Give full attention to the speaker
* Maintain appropriate eye contact
 Avoid interrupting while the speaker is talking
* Nod or use brief affirmations to show you are listening
¢ Ask relevant questions when the speaker finishes
e Summarize or paraphrase to confirm understanding
* Do not let your mind wander — avoid distractions

* Be patient and avoid judging before the speaker finishes

Benefits of Good Listening Skills

Why Listening Well Matters

* Reduces misunderstandings and conflicts



« Builds trust and strong relationships

 Helps gather accurate and complete information
 Improves learning and academic performance

« Makes others feel valued and respected

e Essential in job interviews and workplace settings



Questions & Answers

Unit 1: Communication Skills

Very Short Answer Questions (1-2 marks)
Q1. What is communication?

Ans: Communication is the process of sharing information, ideas, thoughts, feelings, and
emotions between two or more people using a common system of symbols, signs, or
behaviour. It is a two-way process involving a sender, message, medium, receiver, and
feedback.

Q2. What are the main elements of communication?

Ans: The main elements of communication are: Sender (who sends the message), Message
(the information shared), Encoding (converting into words or symbols), Channel/Medium (the
pathway used), Receiver (who receives the message), Decoding (understanding the
message), Feedback (response of receiver), and Noise (any barrier or disturbance).

Q3. What is the difference between verbal and non-verbal communication?

Ans: Verbal communication uses spoken or written words to share a message, such as talking,
telephoning, or writing emails. Non-verbal communication uses body language, facial
expressions, gestures, posture, and eye contact without words. Non-verbal cues often support,
contradict, or replace verbal messages.

Short Answer Questions (3—4 marks)
Q4. What are the barriers to effective communication?
Ans: The main barriers to communication are: Physical barriers (noise, distance), Language
barriers (different languages, jargon), Psychological barriers (fear, stress, prejudice), Cultural

barriers (different customs and beliefs), Emotional barriers (anger, excitement), and Perceptual
barriers (different viewpoints).

Q5. What is active listening? How is it different from hearing?

Ans: Active listening is the process of fully concentrating on the speaker, understanding their
message, and responding thoughtfully. Hearing is simply a physical process of receiving sound
waves. Active listening requires conscious mental effort, focus, and engagement, while hearing
is automatic and does not require attention.

Q6. Why is non-verbal communication important?



Ans: Non-verbal communication is important because it reinforces verbal messages, expresses
emotions that words may not convey, helps build trust and rapport, reveals the true feelings of

a person, and plays a crucial role in interviews and public speaking. Research shows that over
55% of communication is non-verbal.

Q7. What are the advantages of written communication?

Ans: Advantages of written communication include: it provides a permanent and legal record,
can be referred to at any time, is suitable for formal communication, reaches people across
long distances, and reduces chances of misinterpretation as the message is documented
clearly.

Long Answer Questions (5-6 marks)
Q8. How can we improve communication skills?

Ans: We can improve communication skills by speaking clearly and confidently, using simple
language, practising active listening, maintaining eye contact, using appropriate body
language, seeking and giving feedback, reducing barriers, and practising regularly through
group discussions and presentations.

Q9. What is feedback in communication? Why is it important?

Ans: Feedback is the response or reaction given by the receiver to the sender after receiving a
message. It is important because it completes the communication cycle, confirms whether the
message was understood correctly, allows the sender to clarify any misunderstandings, and
helps improve future communication.

Q10. Give two examples each of formal and informal communication.

Ans: Formal communication examples: (1) A letter written by a student to the school principal,
(2) An official email sent by a manager to employees. Informal communication examples: (1) A
casual conversation between classmates during break time, (2) A WhatsApp message sent
between friends.



UNIT 2

SELF MANAGEMENT SKILLS

Discover how to manage yourself for a better life

Chapter 6: Self-Awareness

What is Self-Awareness?

Self-awareness is the ability to recognize and understand your own thoughts, emotions, strengths,
weaknesses, values, and how your actions affect others. It is the foundation of self-management
and emotional intelligence. A self-aware person can reflect on their behaviour and make better
decisions in life.

Components of Self-Awareness

Skills, talents, and abilities that you do well — your positive
Strengths qualities.

Weaknesses Areas where you need improvement or face challenges.

Core beliefs and principles that guide your decisions and

Values behaviour.

Emotions Feelings that influence your thinking, decisions, and actions.
Habits Regular patterns of behaviour that can be positive or negative.
Goals What you wish to achieve in life — short-term and long-term.

SWOT Analysis — Know Yourself

SWOT stands for Strengths, Weaknesses, Opportunities, and Threats. It is a tool used to
understand yourself better and plan for personal growth.

S — STRENGTHS W — WEAKNESSES

What are you good at? What do others praise What areas need improvement? What skills are
you for? What skills do you have? you lacking? What habits hold you back?

O — OPPORTUNITIES T — THREATS



What chances exist around you? How can your What obstacles do you face? What challenges
strengths help you? What trends can you benefit ~ might stop you? How can you reduce these
from? risks?

Benefits of Self-Awareness
« Helps you make better and informed decisions
» Improves relationships by understanding how you affect others
* Increases confidence and self-esteem
 Helps identify and work on areas of improvement
* Reduces emotional reactions and impulsive behaviour

« Essential for leadership and personal growth



Chapter 7. Goal Setting

What is Goal Setting?

Goal setting is the process of identifying what you want to achieve and creating a plan to reach it.
Goals give direction, motivation, and a sense of purpose to your life. Without clear goals, efforts are
scattered and progress is difficult to measure.

Types of Goals

Goals that can be achieved within a few days, weeks, or months.
Short-term Goals E.g., completing homework, passing a test.

Goals that take months or years to achieve. E.g., becoming a

Long-term Goals doctor, learning a new language.

Personal Goals Goals related to personal development, health, and relationships.
Academic Goals Goals related to studies and school performance.

Career Goals Goals related to future profession and work life.

SMART Goals Framework

SMART is a widely used framework for setting effective and achievable goals. Each letter
represents an important quality your goal should have:

Specific Clearly defined goal Score 90% in Maths
M Measurable Can be tracked/counted Improve by 20 marks
A Achievable Realistic and possible Study 2 hours daily
R Relevant Meaningful to your life Aligns with career goal
T Time-bound Has a deadline By end of this term

Steps to Achieve Goals
« Step 1: Identify what you truly want to achieve
 Step 2: Write your goals down clearly (SMART format)

« Step 3: Break big goals into smaller, manageable tasks



 Step 4: Create a timeline and set deadlines

« Step 5: Identify resources and support needed
« Step 6: Take consistent action every day
 Step 7: Monitor your progress regularly

« Step 8: Adjust your plan if needed and stay motivated



Chapter 8: Time Management

What is Time Management?

Time management is the process of planning and organizing how much time you spend on various
activities to work smarter, not harder. Effective time management allows you to accomplish more in
less time, reduces stress, and leads to greater success in life.

Importance of Time Management
* Helps complete tasks on time without rushing
e Reduces stress and anxiety caused by deadlines
* Creates more free time for hobbies and rest
 Improves focus, productivity, and quality of work
« Builds discipline and a sense of responsibility
* Leads to better academic and career performance

¢ Helps in achieving short-term and long-term goals

The Eisenhower Matrix (Priority Matrix)

The Eisenhower Matrix is a time management tool that helps prioritize tasks based on their urgency
and importance:

- URGENT NOT URGENT

IMPORTANT DO FIRST (Crlses., deadlines, SCHEDULE (Plarmlng, learning,
emergencies) exercise)
NOT IMPORTANT DELEGATE (Inte_rruptlons, some ELIMINATE (T|mg wasters, social
emails) media)

Tips for Effective Time Management

Practical Time Management Strategies

« Create a daily to-do list and prioritize tasks

« Set specific times for studying, recreation, and rest



* Avoid procrastination — start tasks early

« Break large tasks into smaller, manageable steps
« Limit distractions such as social media and TV

e Use a timetable or planner to organize your day
 Learn to say no to low-priority activities

» Take regular short breaks to maintain focus (Pomodoro technique)



Chapter 9: Stress Management

What is Stress?

Stress is the body's natural response to challenging or threatening situations. It is a feeling of
emotional or physical tension that can come from any event or thought that makes you feel
frustrated, angry, or nervous. Some amount of stress can be motivating, but excessive stress is
harmful to health and performance.

Types of Stress

Positive stress that motivates you to perform better — e.g.,
Eustress (Good Stress) preparing for exams, excitement before a competition.

Negative stress that overwhelms and harms you — e.g., fear of
Distress (Bad Stress) failure, family problems.

Short-term stress that is intense but goes away quickly — e.qg.,
Acute Stress being late for school.

Long-term, ongoing stress that can damage physical and mental
Chronic Stress health — e.g., prolonged financial problems.

Common Causes of Stress in Students

Stressors for Students

e Academic pressure — exams, assignments, and deadlines
« Fear of failure or low performance

 Peer pressure and comparison with others

» Family problems or conflicts at home

* Social media and unrealistic expectations

* Physical health issues or lack of sleep

e Uncertainty about career and future

Stress Management Techniques

Physical Techniques
« Exercise regularly — running, yoga, cycling

» Get adequate sleep (8 hours daily)



e Eat a balanced and nutritious diet

« Practice deep breathing exercises

Mental Techniques

« Practice meditation and mindfulness
e Write in a journal to express feelings
* Read books or engage in creative activities

 Focus on solutions, not problems

Social Techniques

« Talk to a trusted friend or family member
» Seek guidance from a counselor or teacher
« Join support groups or hobby clubs

« Volunteer and help others



Chapter 10: Positive Thinking & Motivation

What is Positive Thinking?

Positive thinking is a mental attitude that focuses on the good in any situation. It does not mean
ignoring problems or difficulties, but rather approaching challenges with a confident and hopeful
mindset. Positive thinkers believe that things will work out and take action to make them happen.

Benefits of Positive Thinking
* Improves physical and mental health
« Increases resilience and ability to cope with setbacks
« Enhances relationships and social skills
 Boosts creativity and problem-solving ability
« Leads to greater success and achievement
* Reduces depression, anxiety, and stress

« Creates a more fulfilling and happy life

What is Motivation?

Motivation is the internal drive or desire that compels a person to take action toward achieving a
goal. It is the 'why' behind your actions. Motivation can be intrinsic (from within) or extrinsic (from
outside forces).

Motivation that comes from within — doing something because you

enjoy it or find it personally meaningful. E.g., studying because you
Intrinsic Motivation love the subject.

Motivation driven by external rewards or pressure — such as
Extrinsic Motivation grades, money, praise, or fear of punishment.

How to Stay Motivated
« Set clear and meaningful goals that inspire you
« Celebrate small achievements along the way

 Surround yourself with positive and motivated people



¢ Remind yourself of your ‘why' — your purpose and vision

« Visualize your success and believe you can achieve it

« Learn from failures — treat them as stepping stones

« Break big tasks into small daily actions to build momentum

 Avoid comparing yourself with others; focus on your journey

Developing a Growth Mindset

A growth mindset (coined by psychologist Carol Dweck) is the belief that your abilities and
intelligence can be developed through effort, learning, and perseverance. People with a growth
mindset embrace challenges, learn from feedback, and see effort as the path to mastery.

Fixed Mindset Growth Mindset

Intelligence is fixed

Avoids challenges

Gives up easily

Ignores feedback

Threatened by others' success

Intelligence can be developed
Embraces challenges
Persists despite setbacks
Learns from feedback

Inspired by others' success



Questions & Answers

Unit 2: Self Management Skills

Very Short Answer Questions (1-2 marks)
Q1. What is self-management?

Ans: Self-management is the ability to regulate and control your own thoughts, emaotions,
behaviours, and actions in order to achieve personal goals. It includes skills like
self-awareness, goal setting, time management, stress management, and maintaining a
positive attitude.

Q2. What is self-awareness? Why is it important?

Ans: Self-awareness is the ability to recognize and understand your own thoughts, feelings,
strengths, and weaknesses. It is important because it helps you make better decisions,
improves your relationships, builds confidence, allows you to work on areas needing
improvement, and is the foundation of emotional intelligence and leadership.

Q3. What is a SMART goal? Give an example.

Ans: SMART stands for Specific, Measurable, Achievable, Relevant, and Time-bound. A
SMART goal is clearly defined and has a realistic deadline. Example: 'l will score at least 85%
in my Science exam by studying 1.5 hours daily for the next 3 weeks.' This goal is Specific
(Science exam), Measurable (85%), Achievable (1.5 hrs daily), Relevant (academic goal), and
Time-bound (3 weeks).

Short Answer Questions (3—4 marks)
Q4. What is time management? List any four tips for effective time management.

Ans: Time management is the process of planning and controlling how you spend your time to
accomplish goals more efficiently. Four tips: (1) Prepare a daily to-do list and prioritize tasks by
importance, (2) Avoid procrastination and start tasks well before deadlines, (3) Use a timetable
or planner to organize study, rest, and recreation, (4) Limit distractions like social media and
television during study hours.

Q5. What is stress? What are the common causes of stress in students?

Ans: Stress is the body's natural physical and emotional response to challenges or threatening
situations. Common causes of stress in students include: academic pressure from exams and
assignments, fear of failure or poor performance, peer pressure and social comparison, family
conflicts, lack of sleep, and uncertainty about career choices and future prospects.



Q6. Differentiate between eustress and distress.

Ans: Eustress is positive, motivating stress that helps you perform better and achieve goals —
for example, the excitement before a competition or the motivation to prepare for an important
exam. Distress is negative, harmful stress that overwhelms you and damages your health and
performance — for example, prolonged anxiety about failure or chronic family problems.

Q7. What is positive thinking? How does it help in daily life?

Ans: Positive thinking is a mental attitude of focusing on the good aspects of any situation and
approaching challenges with hope and confidence. In daily life it helps by: improving physical
and mental health, increasing resilience to cope with setbacks, boosting creativity and
problem-solving, enhancing relationships, reducing stress and anxiety, and leading to greater
personal success and happiness.

Long Answer Questions (5-6 marks)
Q8. Distinguish between intrinsic and extrinsic motivation with examples.

Ans: Intrinsic motivation is the drive that comes from within a person — doing something
because of personal interest or enjoyment. Example: studying a subject you love, playing a
sport for pleasure. Extrinsic motivation is driven by external rewards or pressures. Example:
studying to get good grades, working for a salary, or practicing to win a prize. Intrinsic
motivation is more lasting and powerful than extrinsic motivation.

Q9. What is a growth mindset? How is it different from a fixed mindset?

Ans: A growth mindset is the belief that intelligence and abilities can be developed through
effort, learning, and perseverance. A person with a growth mindset embraces challenges and
learns from failures. A fixed mindset is the belief that intelligence and talent are fixed traits that
cannot be changed. A person with a fixed mindset avoids challenges and gives up easily. The
growth mindset leads to greater achievement and fulfiiment in life.

Q10. How can a student manage stress effectively? Suggest five strategies.

Ans: A student can manage stress effectively by: (1) Exercising regularly through yoga,
jogging, or sports to release tension, (2) Getting 7-8 hours of sleep every night to allow the
mind to rest, (3) Practising deep breathing or meditation to calm the mind, (4) Talking to a
trusted friend, teacher, or family member about problems, (5) Managing time well by using a
study timetable to avoid last-minute pressure. Maintaining a positive attitude and focusing on
effort rather than only results also reduces stress significantly.



Quick Revision Summary

UNIT 1 — Communication Skills: Key Points
e Communication = Sender - Message - Channel — Receiver — Feedback
« 8 elements: Sender, Message, Encoding, Channel, Receiver, Decoding, Feedback, Noise
« 3 types: Verbal (oral/written), Non-Verbal (body language), Visual (charts/images)
* Non-verbal communication accounts for over 55% of all communication
« Barriers: Physical, Language, Psychological, Cultural, Emotional, Perceptual
« Active listening = Full attention + No interruption + Feedback + Clarification

* Good listening reduces misunderstandings and builds trust

UNIT 2 — Self Management Skills: Key Points
« Self-awareness = Knowing your Strengths, Weaknesses, Values, Emotions
« SWOT = Strengths, Weaknesses, Opportunities, Threats
« SMART goals = Specific, Measurable, Achievable, Relevant, Time-bound
e Short-term goals (days/weeks) vs Long-term goals (months/years)
e Eisenhower Matrix: Do First / Schedule / Delegate / Eliminate
« Stress types: Eustress (good) vs Distress (bad) | Acute vs Chronic
e Motivation: Intrinsic (from within) vs Extrinsic (external reward)
« Growth Mindset: Intelligence can grow with effort and learning

« Positive thinking improves health, resilience, creativity, and success
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