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6.0 [ntroduction of Soft skill - Hire Raer &1 IRTI

1< are the property of a human being which he/she gains practically in this real world. Soft skills
sl keystones to SUCCess. Soft skill is something which teaches you to behave and present your

th‘inewhere. It is an etiquette which is needed in an office environment to work and behave as
iszlf sos team work. This includes number of entities as to know and learn which are Labour laws, Self
:;:]r::gement System, Time Management, Ethics & Values, Team Building and Personality

‘ development-
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in this competitive world, both the hard skills and soft skills are required. Everyone can have the
hard skills like a degree; proficiency in computer programming etc. but the success comes with the
ombination of hard skills and soft skills. At present, we can see that people are very interested in
karning soft skills because every company or every firm wants their employees to be best at soft
skills.
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60.1 Importance of Soft skill - |ite Rl &1 Fea

%oft skill play very significant role in our day to day life. By using soft skill you can easily handle

L . . . .
T"}:erpersonal relations. You can take appropriate decisions and communicate anything effectively.
€ most important soft skill are given below:
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* Communication skills - =ifdye Raew
Body language and Making Decisions - af€] afvaor ik fyofa o



* Self Motivation and Leadership Skills - ¥e% wfear L
* Team-Working Skills - €% afé Reed g D PIA
* Creativity and Problem Solving Skills - TP Al ey i yaue AR &9 H & 3
* Time Management and ability to work under pressure - 10 B #’%
&HAT
6.0.2 What s Hard skills 7 - &7$ fepe® 71 &7
g, computer programming knOWIEdge'wﬁti“&?
¢, soft skills are the qualities that make yq,, ,
g, getting along with other people i
r if you have soft skills With i

It is teachable and measurable abilities, such as typin
reading, knowledge of Machine operation etc. By contras :
good employee, such as etiquette, communication and listenin
good manner. It is important for you that you can get good job and honf

hard skills.
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Soft skills | +| Hard skills | =R job requirement
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Soft Skills - dfee Red

= Soft skills are part of your personality. It describe

Distingush between soft skills and hard skill
Hard Skills - g7¢ Raet

= Hard skills are concrete professional skills. It
includes the specific knowledge and abilities | your relationships with others.

required for success in a job. e Reeq amyd aifipe & R &1 T8 TN o
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« Hard skills are teachable abilities that can be | = Soft abilities are personal-driven and subjective
defined and measured. skills and hard to measure.
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The example of hard skills are: The example of Soft skills are:
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= Typing Skills, - ETEfiT Red * Communication Skills - #rIf~dee Rabed

= Basic computer skills and Computer | = Leadershi ;
3 ships skills -
programming - @ HYR Reed 3R | W Teamwol-]lz s - eef¥m Reeq
HHYEX FITAT g ;
S Date analvsla skills, - =iz TR Rees !iecnsnon-making skills - fewirorm afen Raed
= teaching skills, - 1T Revexy Ime management - e/gH Fore
* Creativity - v Teqear
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5.1 Personality Development - PRI ERSE GRE

The term personality has been derived from the Latin word persona which means masks. It is totality

of one’s behavior towards oneself and others. Personality Development includes everything about
the person as his physical, emotional, social and mental behavior.
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"personality is the sum of activities that can be discovered by actual
observations over a long enough period of time to give reliable
information” - J. B. Watson
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“Personality is that which permits a predictionof what a person will
doin a given situation.” - R. B. Cattel
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“Personality is the quality of the individual’s total behaviour.” - R.S. Woodworth
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‘Personality is a dynamic organisation within the individual of those psychophysical systems that
determine his unique adjustment to his environment.” - Allport
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What is personality - =if¥ea @m 22

lerSonahty is the inclusion of your feelings, behavior, symptoms and innate qualities. Said in easy
dNguage, personality is a combination of traits, qualities, thought patterns, emotions and overall

i
thavior that a person follows naturally in their daily life.
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6.1.1 Determinants of Personality - R @ iR

haracteristics, disposition and valueg
It of the combination of four factm:
ach factor determining pers"nality

Personality can be described as the collective qualities, €
person which distinguish anyone from others. It is 2 resu
Biological, Family and social, Cultural. Here we discuss €

separately.
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Type of personality - @R6E & FHR ‘
Some of the major classifications of personality types are as follows-
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A- Constitutional View-Point - ¥¥I Yo gRe®IT :

i- Asthenic - cTH®Td
ii- Athletic - GSrerhrd
iii- Picnic - TMeird -
B- Social View-Point - WIS FRESI :
i- Introvert - 34!
ii- Extrovert - a2l
iii- Ambivert - SWIHH!
C- Values View-Point - 78 gfea®Ior :
| i- Theoretical - §g1f<®
ii- Economic - anf®
iii- Religious - enmfie
iv- Political - ¥rot-ifcias
v- Social - @IS
vi- Asthetic - HelieTa
Factors affecting personality - safdte &1 ywifad &= ardl FRS
1. Biological-Heredity- Genetic source : SRl oae—aTaRIGa— AFarI® I
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i e means the transmission of qualities from M
Mbgl stature, facial attractiveness, temperament, -mmdd Fompe S
P mheﬂtéd’ from one's parents. : e
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—J;‘ pamiliy and social factor : IRAR® 3R ArHIRAS PR
~ pamily and social factors plays a vital role in personality development. It sha
f socialization and identification. S0€Cid

rsonality through the process O zal
identiﬁcation process influenced by home environment, family members and social :

gocialization process starts wi r and her new infants Jater on

th initial contact between mothe
other members and groups also influence the socialization process.You can find that a child
to behave like parents.
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3 culturalFactors:WﬁﬁW

attitudes towards independence, aggression and cooperation.The

lives in that may involve traditional practices, norms, customs,
precedents and values, all are important determinants of

tries

It generally determine
culture in which one
procedures, rules and regulations,
personality.
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4 Situational factors : Rty weEll HRP

It can be observed when a person behaves different and exhibits different traits and
characteristics. You can find that a person’s behavior will be totally different when he is in
his office, in restaurant with his friends, in bar. This factors impact a personality in a
significant way.
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“tabout personality - aiftha & IR ¥ @A

P . . . .
ersonality is unique, specific and self-consciousness.
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= |t includes allthe behaviours patterns as intellectual and a
nscious a

conscious activities but goes deep to semi CO
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Lization of some Psycho-physicy

= [t is not just a collective of so many traits, it is an Orgd et
systems or some behaviours characteristic and functions as @ unl 3 ,
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= Personality is not static, it is dynamic and e
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product of heredity and enviro

=

cess of changé and modification,

nment.

= Every personality is the
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ion of experiences contributes towards growth and development of

= Learning and acquisit

personality.
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6.1.2 Self Awareness - 3 S IRESE =
T

wn character, feelings, motives
d about ourself by us. As you
fundamental tool for self-
professional part of life and

er about the question arised h_-a
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awareness
Jude thoughts, experiences, and abilities.

nvironment, you compare yourself
how you ought to think,

“The conscious knowledge of one’s 0
and desires.” We must even be aware
can say that Self-awareness is a

control.This is necessary part of the

we can answ
d condition.Simply put, self-
que components inc

personal as well, so that
in certain situation an

makes one’s identity unique. These uni
when you focus on yourself, rather than your e

In other words,
with your standards of correctness. These standards of correctness specify
your values and beliefs, otherwise known as your ideals.

feel, and behave. They are, essentially,
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pride or dissatisfaction depending on how well your behaviour matches up with your

ed, you might make changes to your behaviour to bettef

You feel
rent role

standards of correctness. If you're dissatisfi
tandards. For instance, you might note feelings of discontent in your cur

align with your s
and recognize you value creativity but don’t have the opportunity to exercise that passion That
dissatisfaction could lead you to pursue other creative outlets, changing your behavin to ﬁt; your

standards.
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Research suggests that self-awareness is directly related to emotional intelligence and success. ‘Ib

o
' helps you create achievable goals because you are aware of your strengths, weaknesses, and the

drivers that set the goals. This allows you to move forward on the right path by choosing the best ﬁ
opportunities suited to your skills, preferences and trends. This makes it easier to identify situations
and people that provoke our handlers and enables us to anticipate our reactions. This allows us to
make positive behavioral changes that can lead to personal and mutual success.
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6.1.2.1 Why self awareness? - & Siresdr aqi?
= Toknow about self concepts as Who 1 am.
TH AR B R § o B forg s & @ &)
How Self Awareness plays an important role in our life.
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* Importance of assessing ourselves in our career life.
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To know how you can promote youself in various situation.
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When you are self aware you see where your thoughts and feelings take you. Once you know
your thoughts, feelings and words, you can change the direction of your future.
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6.1.2.2 Objective of Self Awareness - 31 SIMTRHAT FT IGALA

The objective of Self Awarness is to know what are components of self concepts. How you can

understand strength and weakness of your personnel life and how you can elaborate your various
skills in different situations.

W TS $T Se¥ T8 ST & 5 W@ AR & ged a1 €| o9 vy Sa @ ofed # aed siR
Wﬁﬁ%ﬁmm%mmﬁﬁawﬁﬁaﬁﬁﬁmﬁﬁwmﬁﬁﬁmﬁmm




Bt L e R

D ‘0" Level Module Ma:ks s

6.1.2.3 Key areas of self awareness - a1 SiTTo®dr @ &85

*  Personality traits. - @ifderra weroi

*  Personal values. - &rférma weaf

®  Habits and Emotions. - 3met 3w wmamrsit

*  Psychological needs. - FIdsf~a mawasard

6.1.2.4 Method to create self awareness - 3T SIRTH®A! Jor caaiid R

*  Seeking feedback from others. - gu=I & I ol
*  Taking self scoring tests - % BT ST o1 - : og AR} B

*  Reflecting on one’s own feelings and behaviours. - &3

6.1.2.5 Benefits of self awarness - 3T WAl @ T
of job satisfaction. It is one of the

|ps you to become a better leader,
etter. It will help you become 3
lign your current life with your

Self-awareness is a critical tool to help you to reach higher levels
most important skills to make real progress in life. Self awarnesshe
improve relationships with colleagues, and manage your emotions b
happier and more productive employee and leader, and can help you a
passions. Here we discuss some other benefits of Self-awareness:
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= Improve skills by recognizing what you do well and what you need to improve
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=  Raise happiness levels by aligning your ideals with your actions
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"= Become a better leader by understanding how employees perceive your behavior
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- = Strengthen work and personal relationships by managing emotions

= Increase work motivation by seeking out your true passions

U IR G B AR PR BT B RO TGIY

= Decrease stress by identifying emotions and lessening tasks you don't enjoy
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= Ifyou are student you can achieve your targeted goal by strong work ethi
ics.
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' m,,gerstand our motives and ourselves. Like any other skill, we can develop seli-z

jovels of self-awareness have been linked with personal development, healthy
ive leadership.Self-awareness is a skill that helps us monitor our behavio

right methods combined with consistent practice. By practicing a range of self-'av_n(ag"ép_
and exercises, we can address our body, emotions, and thoughts. By doing the % ‘
exercises given here, you can improve self-awareness in your day to day life. . sfioM F1.0 ‘
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1. Self-awareness is not learned in a book, but achieved through self-reflection. Use what you have:-.
learned about yourself to inform decisions, behaviours, and interactions with other people.
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"2, predict how you will feel and respond before a situation and reflect on your actual feelings and

response after the situation.
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3. Focus on your choices - What can you learn from your past triumphs and mistakes? Why did you
make a particular decision? How did this choice make you feel?

mmmmﬁﬁ—mmmmaﬁ?nﬁ@w%mﬁ?mﬁémmﬂ
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4. Seek third-party feedback and Monitor your progress- Self-awareness is as much about
acknowledging what you still need to learn as it is about identifying your strengths. Asking for
feedback on your performance, behavior, interactions, can serve to improve your future actions and

responses. Feedback can also identify aspects of your behavior you aren’t seeing clearly (your blind
spots). .

Wﬂamﬁﬁmﬁaﬂ?mmﬁmﬁ—m—mﬁwmﬁaﬁﬁ%ﬁi
Waﬁﬁmﬁ@ﬁm%aﬁ%%aﬂﬁmﬁwmﬁaﬁﬁélmmh
W,ﬁquﬁﬁm%mw,MWﬁw%maﬁ?qﬁmaﬁaﬁWﬁﬁ%mmﬁ

Wﬁluﬁfﬁmmﬁw%wmﬁaﬁmﬁmﬂﬁ%ﬁﬁ%mmmﬁﬁﬁéﬁﬁg



348 (PIEED '0' Level Module M4:RS

W s
"
feelings, perceptions, Choices

flecting on your EXperiencEs'
k about it and Write

5. Rec '
b(Ehavf)“:l ) ?joumal) - Allows you to reflect on daily thoughts,
iours, and interactions with others. Be honest with yourself. Re

f‘“OWS you to learn something that can guide your personal development so thin
itdown!
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6.1.3 Motivation - oo

“A great man is one who can make a small man feel great,

'Wmmﬁﬁﬁ%ﬁwaﬁ%mﬁ’rﬁmwwwﬁaﬂvmmﬁmm%r'

and perform great. X

Motivation is very important for the overall development of the personality and mind of the people. [t
e, it improves efficiency and desire

also puts a person in action and in a competitive state. Furthermor

to achieve the goal. It leads to stability and improvement in work. It helps the person to fight his
negative attitude. The person also tries to come out of his/her comfort zone sO that she/ he can
achieve the goal. At last we can say that motivation is one of the key elements that help a person to be
successful. A motivated person tries to push his limits and always tries to improve his performance
day by day.
aﬂﬁwa&ﬁ%w%ﬁm%wﬁmw%ﬁma@m?lwwmﬁmaﬂ?m
ﬁerf%rﬁ»ﬂmm%wm%m,ugaameﬁ?a&amtamaﬁmﬁﬁmmﬁimwﬁﬁeﬂm
mwm%|wmﬁmmmamﬁwmé|mmmmam
mﬁaﬁﬁmm%aﬁagamgﬁHWWiaﬁﬁgﬂﬁmﬁ%%sﬁﬁwm;rg@ﬂa’fﬁﬁ
W%aﬁ%mﬁﬁaﬁmmﬁmaﬂﬁ%wﬁrﬁammmaﬁaﬁamﬁﬁaﬁﬁmm%
iR i R o weeE B dgeR A Bl IR P & |

i e Needs

Creates desire to fulfill needs (food,
b it i friendship, recognition, achievement).
simple mode :
of motivation < z Behavuqr =
Results in actions to fulfill needs.
e Reward

Satisfy needs, intrinsic or extrinsic reward




 Motivation is one of the coolest industrial base
ot only treated by th

ghat You can doit’. Y

d and even personal kind of self treatment which is

€ organization senior members but also

you can treat yourself to say internally
U can motivate or be motivated in the fol

lowing manner...

Motivate customers :
attached with the custo
about the service and p

If i

o you are concerned with a company or organization which is directly
ers then you should make to have the ability to motivate the customer

roduct you or your company supplies.
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«  Ability to think for oneself : We must pursue the ability to think for one that he/she can do this.

You must generate faith upon him/her that he/she can do this. This must not be only be created

into you but also you must have to create this thing into that person you are willing to keep
him/her up.
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6.1.3.1 Role of Motivation In education - v 3 af¥iRor & gt

Motivation is another important factor in learning. Without motivation no learning at all will take
place. It is a process of arousing and sustaining interest in an activity in order to achieve a goal.
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Seta goal and crack it - @& fFEIfRa X iR S B I

If you are a student and aimed to crack Civil service exam or any other examination for getting job,
you should know about strongest work ethics. Friends, it is not easy to get success in any competitive
examination, so that you should develop a strong work ethics during the educational process. You
should rare involve in your personal works as marketing, attending any functions etc., If you involve
during educational period you can’t get sucess to achieve your goal. Be habitual for taking tough
decision for example if you have two option either you go to market or start your study then you
should go for study. Friend this golden time will never come back. A little effort every day makes a
Mman successful.
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You have to follow the rules given below to crack examination
ST Tl B B T B forg A Ry e Pt B T T

dence, improve self-

eness and kee %
* Make your vision clear, improve your confi fr P Positie
attitude
; 0 gfeeapior ¥ |

I AT BT W R, a1 derd, STl T gd I

= If you are preparing for UPSC, State PSC, SSc, Bank etc.you should collect the study Materj)
according to syllabus. N g
uﬁmqﬁmﬂiﬁ,wm,wm,ﬁawﬁﬂ%mﬁﬁgm ®
e A U HRAT AR |

= Planning is the first step towards success and to exec
action plan and monthly plan for study. Break the mon

follow your day plan.
mﬁmwaﬁﬁmﬁwmésﬂ?mmmwmﬁlmzﬁﬁmwm
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ute it the next step. Prepare a detailg d
thly plan in weekly/daily plan. Stricty

= Make a timetable to execute for daily paln at least eight to ten hours. At the end of day assess

yourself and read the plan of the next day.
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Solve mock paper regularly. Make sure you have enough time on your agenda for a minimum
two revisions. If you going to face UPSC/State PSC (prelims) exam you should review twice both

general studies and CSAT syllabus.
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=  You should start framing your own questions and revise the questions that can be asked in the

examination.
: 9 Ut B Rargs eAr Ay |
B 1 FHd & | it g
= For preparing current affair question you should read news paper regularly (Front page, CitY

and regional news, editorial and opinion, sports, appointments award etc,.)
’ BLC:
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i 51’4 Self Discipline - 31 sgemge g

jective.
ture of
make

is neecile::lf;;ﬂ::;oonesﬂf disciplined and mannered according to the nature of job and ob
g A :ha pae then he/she is trained in a disciplined way according to the na
L In discipline in a company according to the rule, in the same way we must

disciplined in our daily life routine to execute our personal task and management.
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kg ST T =@My | :

jf-discipline is not about punishment or even about a restrictive life style,
o control your desires and feelings for something more important. A lack of self-
main reason for the failures we experience in both our personal and professiona
discipﬁﬂed person is more punctual, invests more time and effort in what he or she does,
likely to take control of his or her life, set goals, and take concrete steps to achieve them.
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it is all about, being alzle
discipline is the
1 lives. A self
and is more
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6.1.4.1 Importance of Self discipline - & AR $ AEIIDAT

The importance of self discipline are given below: - JTe SFFARTT PT Hew r far T &

Being disciplined helps one stay focused towards his work, activities or goals.

a@mﬁm@mﬁsaﬁmmnﬁmﬁmmwm%@amﬁmmm%.

» Discipline is the easiest way to get respect either in your society or at workplace.
WMWﬁmWWWmmmmﬂaﬁaﬂ%|

If you are disciplined your life will be healthy because it includes regular habits like exercise,

timely bath, timely taking food, medicine, sleeping etc.
aﬁmwﬁﬁﬁmmaﬁwwmﬁﬁssﬂﬁw,wmﬂmwwwi

zqr, dfg anfe o Prafia amed W €
If you are disciplined you feel that you more active and think positive comperatively other

person.
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* Disciplined person always be careful in his use of words while talking with others. Through
good behavior you builds good relations with people.
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elf discipline student could
out any gap he will cover hig

* In study life self discipline is very important because without
not get good education. If any student goes to school timely with
syllabus with good knowledge.
mmﬁmmm@w?mmm
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* Ifyou are disciplined you have more time in a day so you

uﬁm%tﬁaﬁmw%ﬁ%wamﬁﬁmaﬁﬁﬁ
an achieve your goal easily because you have
n revise your course pefore examination.
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can do extra work.
HTH B D |

* If you are student and self disciplined you ¢
more time. It help you study well in advance. You ca
mmmmmmﬁa‘rmmﬁaw
mﬂmwalwmmﬁmﬁmﬁm
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6.1.4.2 Benefits of Self Discipline - Jop fRiftea & a™

one success. Successful people attribute their success

Self discipline plays a very important role in any
ponsible and respectful.

to discipline.Discipline brings stability and teaches a person to be res

Mﬁmﬁmﬁmﬂ@wmmgima%MWaﬂmm
aﬁéﬁﬂmﬁﬁummgagwmﬁﬁaﬁﬁ@mamwmmmm%l
«  Anindividual with self-discipline builds better relationships.
SR are afth dec Hae a 2
= Having self-discipline heightens your chances of success.If you are disciplin
more knowledge, communication skill which play a key role to achieve your set goal.
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= Self-discipline establishes inner strength and character.
ST~ R wifes ok aR= wenfid Hear 2l

= Discipline is a way of life, where one tries to be on time and live in a systematic way
m@ﬂwﬁwma,mmwwmﬁmm%mwmwmﬁ
YEdl e |

ed you can gain

= Itis a habit and not an adaptation in life. So one can practice discipline for a better life

q8 U aed & SR oied # '
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=  Wake up early in the morning. Meditate re
- gularly, go to the gym, walk -
gaE i< 9ot | frafia w9 § am w, o 9, ewd @ v 5y A LS

= Discipline extends to personal life, career, w
) , work, study, lifestyle and
) even social life.
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mmwmmmmmmmm%mmwm

Continue working on a project, even after the initial rush of enthusiasm has faded away.

wqﬁu\mmmmmw,ﬁammawal

Continue working on your diet, and resisting the temptation of eating fattening foods.
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6.1.4.3 What is Self Management? - ¥e% o (ene waus) @1 2

Management is not only concerned for managerial level employees as leadership is not only for a
leader. You, | and we can even do this to manage ourself.

[ B FauSa wWR B dHERdl | et w8 @ @i Sge 9o ue oiey @ foag T8 R ) o, §
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Self Evaluation : One is needed to evaluate himself to know the capacity of himwhat exactly
capacity and talent one is pursuing. Self analysis is a powerful tool to evaluate oneself to
clarify the objective.

WP : AT HHAT S B AU Y @1 qied de @) navaddl @ b s emar SR
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Self Criticism : As we are criticised about our performance and implementation by someone
else in the audience and senior employees, in the same way we must criticize our self to get
the demerits of ours to detect and rectify by ourself.
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Thoughtful and Responsible : One is needed to be thoughtful and responsive so that a task
with great amount of responsibililty along with the client pressure can be handovered and
implemented as well. An entrepreneur always asks for kind of employee who he/she can
take such kind of responsibility and he/she must be thoughtfull too to take instant decision
about a thing comes under his/her supervision.
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How to become more disciplined? - 3@ Igfd $ T

fyou are looking to take control of your habits and become disciplined you should follow the method
Bven below:
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6.1.5

You should try to know your weaknesses. Strive to take more control of your life.
Tmmﬁmﬁaﬁaﬁﬁmmmamﬁﬁﬂaﬁmﬁvﬁﬁmgﬁm
|
You should think before you act and wait a moment before you react.
F1 ANeq |
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Set clear and small goals and have an execution plan to achieve the goal and also.follow the
plan until you carry them out. This will give you, in time, the strength to handle bigger goals

and plans.
mﬁ{ﬂﬂﬁmﬁmaﬁmmwﬂru’sm.mﬂ.if@ammmma}
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Meditation also has a big impact on our ability to be self-discipli
mental, emotional, physical, and spiritual health all at once, allowing you
biggest results for least time invested.
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Think and realize how important it is to develop self discipline.
ﬂﬁaﬁ?waﬁﬁﬁmwﬁmﬁmmﬁﬁmm@?i

Be aware of your undisciplined behavior. When this awareness increase, you will be more
conscious of your behavior, and will more often seek ways to change it.
mmmﬂﬁmﬁlmwmm%tﬁmmm%aﬁﬁﬁﬁ
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Make a list of what you want to achieve.

39 g1 EIREA Bl A &, 6D D A

Building a positive personality and gestures

WHRIH$ Afthed 3R SR FT fAfor

ned. It helps to improve our
to gain some of the

Your personality is very important in achieving success. In fact, we are told to focus on "personality
development' in such a way that we can achieve our academic success as well as commercial success
It is worth noting here that personality and success go hand in hand, yet some people are unaware of

this.
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ents t .
n:n:::x:’achiev:l:el::s f::il:.sd? l-‘dindeuals and personal goals, with reward & recognition
ivi e
g or creating a new team, ual employees. Team building can also refer to the process of

- » The team member: Successful teams are made
These are people who are experienced, have
the problem, and are action oriented.
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» Team relationships: For a team to be successful the members of the team must be able to
give and receive feedback.

mm:wmﬁwma%mm%mﬂﬁﬁmﬁmmmﬁw
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* Team problem solving: An effective team depends on how focused and clear the goal of the
team is. A relaxed, comfortable and accepting environment and finally, open and honest
communication are required.

M B FH I FA DA : P PG M 39 a0 W AR @l @ B O 31wy e aRa
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up of a collection of effective individuals.
problem solving ability, are open to addressing

* Team leadership: Effective team leadership depends on leadership competencies. A
competent leader is: focused on the goal, ensures a collaborative climate, builds confidence
of team members, sets priorities, demonstrates sufficient “know-how” and manages
performance through feedback.
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* Organizational environment: The climate and culture of the organization must be conductive
to team behavior. Competitiveness should be discouraged and uniformity should be
encouraged - this will eliminate conflict and discord among team members.
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6.1.5.2 Work Ethics - 7 $Rraw (ard 9 3frean) |

After your educational career, what kind of work ethic will be expected of you mi::: W(frkp]am -
Research has shown that the many characteristics of work ethic can be summar using three
terms:

TS e BRR B a1, v A ST P e A AR A TEA B ACH? K g
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* Interpersonal skills - $evudia Ry (aRwaR® ®1ed)
* Initiative - 3RRARY (Tew)
* Being dependable - #¥RWgE B

6.1.5.3 Interpersonal Skill Development - TREIR® ra 31 fA@rd

356 (XD 0’ Level Module M4:RS \g

Strong interpersonal skills create more satisfying interactions in all environment.s. Developmg skills
people involve in building strong relationships, demonstrating ethical behawo.r, communicating
clearly and working effectively in teams. Read below the jump for some strategies on developmg

interpersonal skills.
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6.1.5.4 Identify interpersonal skills in need of development
e 1 smawsa ¥ TRwRs Bha ® gEaE

Looking back on your life, there may have been times when a conflict led to a relationship breakup or
a mis-communication led to the loss of an opportunity. Identifying these experiences assists in
pinpointing interpersonal goals. You may decide to become a better listener, or practice expressing
your feelings more clearly and truthfully.
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6.1.5.5 Focus on building harmonious relationships. - \risreryyf waut @ fafor g7 e 3

If your personal relationships are short-lived or work relationships are cold and distant, concentrate
on the qualities necessary for healthy relationships.

from a different perspective. When peop
leading to greater understanding and unity



, Be inclusive. At home, work, commup;
feel included. Avoid behaviors that exc|
e | R, T,

e A & | U TR |

. practice fairness. If you tend to take more 2
generous. As an example, if a friend or

ty gatherings or social events, practice helping people to

. ude others or make them feel like outsiders.
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an you give in relationships, try to be more
partner is always accompanying you to events that you

enjoy, reciprocate by doing the same for them.
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« Be trustworthy. Relationships are more stable when 2 people trust each another. Keep
commitments and confidences to increase trust.
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ommunicate clearly and carefully : W< w9 § sk wraur ¥ dag =¥

trong communication skills involve listening closely and expressing yourself clearly in person, over
he phone and in written communications.
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Listen carefully. Many conflicts arise from misunderstandings. Listening to others helps to
clear up miscommunications. As people are talking, focus on their words, tone of voice and
body language to clean the true message.
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Speak clearly. In some cases, such as a business meeting, it may be necessary to speak
concisely and get right to the point. In a conversation with a family member, communicating
effectively may involve elaborating on feelings and providing examples. Each situation is
different, but the ultimate goal is to use language that is clear, respectful and effective for

getting your message across.
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times lead to misunderstandings or hy
ater context, words in written
sitive issues Consider speaking

= Practice good judgment in written communications. Humo

clearly in written communications and can some
feelings. Additionally, without a tone of voice or a gre
communications can seem cold, particularly in regards to sen
in person about critical issues. ;
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aware and who do not misu
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People tend to trust those who are self- se “fe.i" power.t: ;:scuce integrity
in your relationships by examining the impact of your behaviors and decisions on o .
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Be a team player - €/ @R ¥
engage in a give and take th
s or criticize ot

at involves collaboration and compromise.

When working with others,
hers. Praise others for work well done and

Examine tendencies to dominate situation

be open to receiving praise.
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Resolve conflicts - faral 1 Fersrd

Conflict is a natural and inevitable part of
enriching. When opinions clash, try to und

thinking. In most cases, resolving conflicts invo
some cases, it may be necessary to let go of attachments to unimportant issues.
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6.2 Self-esteem - self-efficiency - 3T TN — 3TH THGHIRAT

life. Diversity of opinion, perspectives and ideas can be
erstand people's view points and avoid black and white
lves an honest and respectful expression of feelings. In

Self esteem gives you the courage to try new things and also gives the sense to believe in yourself. It
a.lso gives the confidence to make healthy choices for your mind and body now and throughout c;ur
life. Self-esteem refers to the way we see and think about ourselves. The followi & y

self-esteem: . owing steps to lead to
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You should Know your self and understand what makes you feel great.
mmmﬁmmﬂqmmmﬁsmmmmgl

You have to set your goals to achieve what you want,
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You should recognize things that get you down,
; mwﬁlﬁiaﬁ%aﬁmmﬁmﬁhaﬂmfﬁmﬁl

You should develop trusting friendships that make you feel good.
mmtrdaﬁmmfdmm:ﬁmmfaqaﬁanmmmmi

You should help the people and ask for help.
ammia’hﬁaﬁmmﬁa@qaﬁ?mnhﬁlmﬁ:’m

You should stand up for your beliefs and values,

anumﬁ&rzﬁnrwmrﬂ&ﬁwapﬂ&ﬁﬁﬁqmﬁmﬂml

* You should take good care of yourself and take responsibility for your own actions.
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These are the five Positive Self Concept examples: - waRTwHs WA B forg e werewor #- -
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* There are many ways to solve a problem

I'am an okey person. - 4 va i3 orfey 4
I have definite strengths and abilities,
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I'see myself as being as good as my friends. - # g 3 oy < B TWE A srest I &I
HTEROT # JER H ) Ay

g the following method:

HIIRV H IR TR T § -

You should identify and recognize your strengths to improve confidence,

mwﬂﬁwﬁwmaﬁmmﬂmﬁwml

You should learn to praise yourself,

wmqaﬁmm!ﬂmmml

Method to improve you self concept - 399 T

fou can improve your self-concept by excersin
M Srtfef fafy @1 agsn B AT -
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The self-efficacy that a person believes in the ability to complete a task or achieve a goal is called self. 7“.
efficacy. Self-efficacy can affect our understanding of whether we will actually succeed in a task,

feht o B qof B W v e A e B e 4 v @ B o e @A 2, I A
Zﬁsﬁhmmmﬁm%ﬁﬁswﬂwﬁwﬁawwﬁﬁﬁswwwﬁ%ﬂﬁm
I

In other words, we have the ability to complete a task or achieve a goal depending on whether we cap
do it (self efficacy), and whether we think it is a good outcome (rather than an outcome) Will happep,
TN =l H, TR N aE @ O s @ e we B oara a3 @) oamar @ wH R R e g
f5 & 3 (1 wEHIRa) FR W@ 2, ok & o @ 5 @ @ aret aRom (@R @ 3e) g

6.2.1 Self-motivation - & 3o

Imagine yourself sitting all alone talking to your inner self. Listen a voice come from the inner yoy
asking why are doing things you are not even passionate about. Whenever you are alone this inner
voice would not let you stick to your comfort zone and will always tell you what should you do.
Finally one day you will stand up and decide to follow your dream and doing stuff you are passionate
about by quitting the work youhave been doing which you don't even love to do.

FT HTR 43 U DA W qd B Y QS B Fod N HY | G AR H T It Awedl € S 39 Y9 w2 E
% Wi Aol 7 3% w2 # R AR § a1y wige T8 &) 9@ A I sl B € Al U8 AiaRe W
HIPT ATD HHe WA (GRw &7) & Ry TE @ IR 2 SR AP g Far @ 6 s ®n e
=fen | o ¥ U 29 MU WS & WGT AR AU WO FT G I B AR o SR ) e B W @
B S A9P) afe A g TE o, 99 B <

Don't settle for something less my friend. Work hard and accomplish every dream of yours. You don't
belong with the people competing in the Rat race. You are born to do something great, So better leave
your comfort zone and stop listening to your friends, Family, people. Just listen to your inner self.

W R W B D Y FHEIAT 79 B | AETT BRI AR AU B AU DG Y | A9 g Y A F wfeeqt
H A AT A A TE E) AU §58 HE s Bx @ for der g # swft dear e b ey oy ae
Wi (GREn &7) F1 B § 3k 39H A% B YA 47 R | T W AR D ga B G|

For success, self-observation is necessary to perform a task properly. By observing the work done by
ourselves through self observation, we can rectify our own mistakes. Observing oneself and making
necessary corrections in it is possible only through self-reflection. The purpose of self-reflection is to
know oneself and improve one's own behavior or style of functioning. Usually during self-
contemplation the person churns on the work done in the past. The main purpose of self-reflection is
to revise those actions or behaviors and bring them the expected improvement or change. Self-
reflection is best to do past, present, future in all three situations.

Wherd 89, f@dl e B w6 WS A YA B o T sraeeT b o amavas FaAE B
mm$WMﬁmmmﬁmmmmﬁmmwﬁmﬁﬁgmi$mmﬂ
Frlieror o S 1w QER a1 - B R W & | TR @7 Sdvd w@d B TR
W$Wmmﬁwmélmwmﬁﬂﬂ$ﬁhﬁmﬁﬂmﬁﬁ;awm“
BT XA £ | §7 PN A AAERT BT GRS IS I SR GUR a1 wRad oy acfiad
J& ST 8 | ST e, oA, s de @ Rl § @ e v 2



' fechniques of Self Motivation, - TR B T

Set goals for yourself. -z fore wea PeiRe =3
Find intrinsically inspiring work. - aafe sy 3 WRE B @t |
Get feedback on your performance. - 379 weviy v wfafsar ara &%)

Apply Bfahavior Modification Improve your skills relevant to your goals.
mmmﬁmmﬁ%mmmmﬁwm
Increase your leve] of self-expectation. - 317 aTe—amEr & w I 420 |
Develop a strong work ethic. - v agd B Aify Refea ¢

6.2.1.1 Steps for Self Motivation - WU B TR

A good way to have self motivation continuously is to im

plement something like these steps.

Mﬂmmmmwmmﬁwﬁtﬁ@aﬁmmm

Keep motivators around your work area - things that give you that initial spark to get going.

mmmamm@-mﬁmmmma

Keep good company because positive and motivated people are very different from the
negative ones. They will help you grow and see opportunities during tough times.
mmﬁm@mmmmmmmm@wmaw
W B AN ST BT g AR T § A weg B9 |

Read and try to take in everything you can. The more you learn, the more confident you
become in starting projects.

mw@vﬁmmz@a@mmmﬁmwmmeﬁtm
8 AT ¥ A9 Soee R oY 9ad #

When encountering obstacles or challenging goals, you want to be in the habit of finding
what works to get over them.

mﬁmﬁﬁ@a@mmmﬁm,mw@mﬁmm%mmmm
BT B

Keep a tally or a progress bar for ongoing projects. When you see something growing, you
will always want to encourage it.

mvﬁwﬁﬂmﬁ%hwéﬂ?mwm&?ﬁlmmwmaﬁm@miaﬁ
1Y B9 IHBT GO HRAT GBI |



How to achieve success : wwerar 39 mre gt 2

By doing the following stepts you can get success: -
Frafafa m BT e m am Dkl R t

Ready to do at nght time. - T8 T R

"'.ﬁ,-d [ "1‘-1"’“ +1 T P

Right time: m‘? 7Y
Persistence :§3 :.;-Falling alsoa sﬁap tos su q”

Creativity: va=IcHHar

Commitment: Ffwgar | Winning edge. - Sfia a1 lmn Pt gupE s 0
Learning: #@r | It is life long process. - @€ ffa 'ﬂ'\' ira’-al inﬂ’T m ?l

Planning: o1 ‘Piannhlgshoulﬂ'beexach - T WX !\"ﬁ "‘“ﬂ‘”

Goal Setting and analysis - o9 ffzor aiR fveror
= |dentify the goal and list all your dreams.
TG BT UEAT iR A9 Wl WoAl B gAEaE B |
Goal is personal, positive, practical, flexible, time bound and measurable.

e AfpTd, GPRIES, AAER®, d, THag 3R 3 3ot 31 2 |

= Identify anybody has already achieved success.
gger feel A ol ved A & Ahed g B 8|
=  Focus on your most successful moments in life.
Sfias 3 39 weW Wl &V W & §
= Identify the internal and external obstacles in achieving each goal.
WS @& B W YA H 3MaRe iR e annsii I gEEH |
= Identify the resources, people, materials and institutions help you in achieving goal.

TS A& dB Uga B forg 3mavgd Ui 3R AIER B gEEE B |

* Identify the qualities and behavior required to reach each goal.

s, afdrl, wmiEl iR SR B uEEE W W dua 98 w1 B 3§ Aee e ¥

*  Youshould prepare a step plan to reach goal.

P! e P Yga @ forg Ud WY WF AR FA AR |

* You should start implementing the plan of action.
9B B AT B AL AT Y6 BT AR |
* You should review the progress in implementation plan.

ST frfa Ao A TR A e a wRy

* Youshould start behaving and acting as if you have already achieved your goals

mmﬁwmmmaﬁﬂﬁﬁmmammwmmﬁmm
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- 6.2.2 Time management - w7 waeH

- Time me.magement is said to be carefully arranged and the time taken to perform different tasks.
proper time management provides efficiency, increases productivity, and completes tasks at the right
time.

A== BTl B 3 D o T T ok SR B D B A Are-RER B waRed wRA W
gag PEAT ® | WHRE W yae ) e fiod 2, Seredd ded @ ok a1 9 e W R ¥

Time management is the act or process of planning and exercising conscious control over the amount
of time spent on specific activities, especially to increase effectiveness, efficiency or productivity.
“Time management” is the process of organizing and planning
how to divide your time between specific activities. Good
time management enables you to work smarter - not harder P
- so that you get more done in less time, even when time is
tight and pressures are high.It is a meta-activity with the goal
to maximize the overall benefit of a set of other activities
within the boundary condition of a limited amount of time.

g wayq falme ool w wd By o oawa @ osEr w®

9 wu | wrasiicrdl, S AT IdTEdhdl 9gR B Ay Ao M 3R wEa Primer a1 B ar wiear 21
g ey fAftre TRl @ 99 swn B P9 i oiR e s @ A | s g
U 9P] J8AN BT P H WEH g9 & — Biod TEI — TP A9 9 9y ¥ Ife I W, A B
TG B9 B 3R ard e 81| U8 Ua Al R, Rrel den @ Wyt A b g am #1 iftrsan
T & AT T @ Wifta Refd @ «fiar s afafafe |

NVMioney

Time is a non renewable resources once it is gone, it is gone. You will never see this moment again. You
have 86400 second in a day. You should spend every second in an efficient and productive way.

T7T v W Fhevoiy warT & T8 v @ goll T3 a °ell AT/ 39 9 9 @) fbv o 78 @ 9y
TP I U 3 ¥ 86400 0HS ¥/ H9B AT WHS Bl VH GV I TUIRH avi@ & @d pear eyl

6.2.2.1 Importance of time management - §7d W&t &I Jraeqdl

Time is special resource that you cannot store or save for later use so you should manage your
precious time for achieveing your goal. Bad time management become cause of stress. The theory of
time management will help you to set up your priorities. It also helps you make conscious choices, so
you can spent more of your time doing things that are important and valuable to you. It keep you

healthy and stress free.

T vy wawE 2 R oY arg § SuanT & fAy Wudd W wew A€ Wahd € gHfery sl IO T
WE HE @ faU SO WA WEa Waf SR AIfRe| 9 W FaUE T b1 RO & W R | W
Wit 1 Rrgid sTUd e wefiddiel @) Wi e § AEE BT | TS AUD ATED fAmeq a4 H{
mm%.wﬁmmmaﬁmwmﬁhﬁaﬁmﬁﬁﬁmméﬁhmmwm

YA # | e o) @R AR ad e I # |
6.2.2.2 Benefit of time management : §7d WaeA & W4

The benefit of time management are given below :
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WA 1 A A T @
k and feel stress free.

af) FE R TqFA E ay

It helps you to reduce stress. By managing your time you ¢an do all tas

wamﬁmaﬁmmﬁﬁmm%mﬁwmmmm
TqA1T b HEYH IR qdd 8 |

i time
It helps you to save time which is more precious then money. By mananging AL A

more control over your job responsibilities.
memﬁmm%mﬁﬂmaﬂmﬁémﬁmﬁ
A8 A PreERE w e PR @ wad 8

It helps you to function effectively being a constructive a
your time you can increase your work output. Time mana

yaue D AT g

nd productive worker. By managing
gement helps us to more done in less

time.
uaamﬁwﬁwmmmaﬁ?a%mﬁm
1 S TXD M9 AT T IEYe B 9T Wl € |
Hee ol B |

7 @ Pl HEY F GG PN €| I Fog
e & PH wad A fE B I 3§

your task. It also helps you to plan a task better what

Time management helps you to prioritise
k is a great benefit of time management.

to do first and what to last so scheduling of tas
wwmﬁmﬁﬁmm?mwmmm%mﬁmwmw
mmﬁmﬁﬁmm%fﬁmmméaﬁ?mzﬁmmﬁmhm$mm
yau @1 % a91 A €|

It helps us to put quality work because quality is more important than quantity. It also helps us

to discipline ourselves.
mﬁmmmmﬁmmﬁmﬁﬁﬁmwamm?m@ﬁ@ﬁ
i @A § ) 7eE B B

Time management helps you to make sure to deliver what is promised. If you are a student and
set a good to crack any competitive examination then you should follow the time management
theory. You can increase your output four times by managing your time and you can crack your
examination easily.

|9Y WAy 39! e arer Y T oyt &1 gARTa ¥ § Werar #Rar 8| afe ey uh uiF 8
ah@maﬁaﬁmmﬁ%i?m@mﬁufﬁamﬁ%aﬁmwﬁmﬁm%ﬁmwm
A | A9 I T BT YAUH PN U ASCYS DI AR [ q¢1 GHd § AN AT JuAT uhe 3
T ¥ AP B W ' py

The major themes arising from the literature on time management include the followi
ng...

WY W W IR W S~ 81 a1 W vt ¥ e e #

Creating an environment conducive to effectiveness

yuraeiiadr & forg srgaa araraRer g

Setting of priorities



~ Soft skill Personality Deﬁéldpmqiﬁ' (& T Balaji X 5
i b
| srferal B g

» Carrying out activity around those priorities

94 wrfddish | WAt vhefife g

» The related process of reduction of time spent on non-priorities

R-merfdeel R @d fy 0w 9 w9 @ GiRa s
Here we will discuss about the methods to maximize your productivity
78 & TP SUCHA BT W B TBT D AR F T B

1. Plan the next day task night before which you want to do. When you going to sleep at night

your sub conscious mind is most alert at that time and whatever you feel in your mind stayed
with you till morning hours.

& &g I A Ao a9 BRY amg o B wen wed €] we a9 wd B A & ar smasr

AHIIT H I WA WA SAQT TP e & 3R S 79§ o N 7eqw £ & 98 [a§ aB D
iy YEdl & |

2. Prioritising tasks is very important as what kind of task is to be done first, what kind of task is
to be done second number, third number, foruth number etc,.

w1l B WS 31 9gd weayl @ F#ifd 5w R w1 aEl vrd R W R, e veR @1 e
T TR W, TR TR W, WY TR R B R

3. You should try to complete your task before end of the day and the task left incomplete you
should carry over the task for next working day.

P AT FE B RA B A A UBA QU XA B WA vl Afey AR R w @ aem vie
fear a1 & 99 U el B Raw @ fow & w @ S wfke |

These are the steps to maximize your productivity: - ¥ U SRS I IfRHTH B B o101 & ¢

1. List Your Tasks: Keep comprehensive lists of all things you want to do and all things that you need
to do Extract these from all sources notes, emails, memos, meeting minutes, websites, articles etc.

I P H A T : 99 ) Al B Aus e TR B S 3 S gEd § A @ @ wal |
P o S rew, $9, T, d99iEe, $e |

2. Apply ABC method

A technique that has been used in business management for a long time is the categorization of large
data into groups. These groups are often marked A, B, and C—hence the name, Activities are ranked
by these general criteria:

ABC ¥ @ X : UH qoeIh Ol od HE W A9 FeeH H SUEM $ @I 8, 98 Wil H 49 ¥ &
Tidwo | 37 wEl @) s@R A, B, 3R C- T A ffka fem omn @) wfRfet @ g wme Amest
1 g e S 2 |

* A- Tasks that are perceived as being urgent and important,

W Bl R aeTa 3R FEwqel WA o @
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=  B- Tasks that are important but not urgent,
¥ T S wEAq & ofda sEva® T

»  C- Tasks that are unimportant but urgent,

¥ B O FEAA Afde AAAED &

Each group is then rank-ordered by priority. i
choose to then force-rank all "B" items as either
three groups. Time management is not actually about managing

Surprisingly we do not automatically focus on the things that are most important.
mwaﬂmaﬂwa%mtﬁamﬁmm%mmﬁwaﬁ@?mWm%m’,@
mﬁﬁ-wm~c--$mﬁw--3"maﬁmaﬁa%mgaa%mscWfﬂ?‘*mm?‘
mﬁmaﬂmélwmmﬁwmﬂ%aﬁﬁaﬁ?lmmwﬁmm%W?’%mm
mmammwmmﬁawammaﬁmgmmwﬁl

on, some individuals

o further refine the prioritizati
corporate more than

"A" or "C". ABC analysis can in Ay
time. Its about managing priorities,

3. Pareto analysis (80/20 Rule)

0% of tasks can be completed in 20
of the time. This princip
lysis it is recommended that tas

% of the disposable time, and the
le is used to sort tasks into two
ks that fall into the first

The 80/20 Rule is the idea that 8
remaining 20% of tasks will take up 80%
parts. According to this form of Pareto ana
category be assigned a higher priority.

ao/zoﬁmasﬁaw%ﬁsao%mzm%vﬂﬁaﬂwakzo%ﬁgﬂfammmsm%,aﬁ?mzo%
mmo%mm,mﬁmﬁmwmﬁamﬁmmﬁmmma|m
ﬁﬁw%wm$mu€a§maﬁaﬁﬂé%qﬁﬁ&vﬁﬁmmﬁmiﬁwﬁma

o |

The 80-20-rule can also be applied to i
productivity can be achieved by doing 20% of the t
20% of activity. If productivity is the aim of timem
higher.
mamragﬁa%f%mswzoﬁmvﬁmﬁmwaﬁ%‘:uﬁwm%ﬁs20%amﬁaﬂm#@lao%
STEEal S @) o gHd 2| g6 avE, 80% URUTAI Bl 20% TR @ forg Rrder sEvmn o1 el & |
If> SeuTedwal GG VaUE B Se¥d €, al g4 @l B wrerfidar 9 S e |

4. The Eisenhower Method

nerease productivity: it is assumed that 80% of the
asks. Similarly, 80% of results can be attributed to
anagement, then these tasks should be prioritized

ML box" to help evaluate urgency and importance. Items may be placed at more
preFlse points within éach quadrant.The "Eisenhower Method" stems from a quote attributed to
Dwight D. Eisenhower: "7 have two kinds of problems, the urgent and the important. Th

not important, and the important are never urgent." € Igeat &g

' ‘

fory AR Saxo 9 Sweh 2 : 59 91 wR @ T
3R | FEwgel Ff T AE B E E AR FEwYl | Teprer Hewayel € €,



the Eisenhower Decision Principle,
tasks are evaluated using the criteria
jmportant/unimportant and urgent/not urgent. Tasks are then handled 25 follows:

ﬁ#uhzhmammmm : , :
: /FEAEA A wA / FE 38 g 1 9T 3%
#ﬂﬁ'“'*“lmtlmmmwmmam/:ma; .

1. Important/Urgent quadrant are done i
i e immediately and personally eg crises, deadlines, .

HEATH / THA TgAt A e e & o wfE wu B e wae, wn A, T

2. Important/Not Urgent quadrant get an end date and are done personally e.g relationships, ‘
planning, recreation.
"3‘5?‘/ﬁ?€mwmmmmzmmmmafmwa;mm,
A, FATA |

3. Unimportant/Urgent quadrant are delegatede.g. interruptions, meetings, activities.
HEAEA / AT BqAt geATatm & | $E- vaEs, dzw, nfatafad |

4. Unimportant/Not Urgent quadrant are dropped e.g. time wasters, pleasant activities.
e A1 o B savas i 3 v Ra wm 21 SR e, gEE A |

Obstacles to effective time management - ¥/l ¥%4 Fag= § MM
1. Unclear Objective - 79 33273
2. Being Disaorganised - #@af®sa g1
3. Lack of Planning - a5 @1 &1
4. Interruptions - &4

Time management has been considered to be a subset of different concepts such as...
4G yaua 3 RAf=T smarenst o9 5 SweE 3 e f
» Project Management: Time Management can be considered to be a project management

subset and is more commonly known as project planning and project scheduling. Time
Management has also been identified as one of the core functions identified in project

management.
e Mie : TEa dve 31 e Aawhe Hate A o 9%l @ IR 38 SR W AEe
Wmmﬂﬂﬁﬂ$mﬁmmzlmmaﬁmﬂmﬁmﬁwg@
Fl § 9 tF @ w9 4 A gEEE T 8

* Attention Management: Attention Management relates to the management of cognitive
resources, and in particular the time that humans allocate their mind (and organize the minds
of their employees) to conduct some activities.

mmm:mﬁmmmﬁmﬁmammamam
mmngmmﬁmaﬁmﬁam%(&ﬂvaﬁaﬁmﬁﬁ%%mﬁmaﬁmm%)@
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Time Management Concept for the work - & & g wwa yaer e
which is quite able to be

One is needed to take a thought about the concept of time management
hich accepts and takes

considered. As we do think about the technique of time management W
conscious control over time spent to execute certain task at end.

muﬁaaﬁm%zﬁﬁﬁmmﬁ$ﬁmwaﬁmﬁ&ﬁm
2 S B & T e ) a4 A § o o A o w3 I
Y R HYd 8 W 2 |

Here we see... - 981 &9 2@ &

w fEr fém S wem
3 & foe @d 5y

= Attendance: We need to make the employee’s
attendance attentive so that we can save and use the
time. It is most disciplined and convenient way to act
in time to have the attendance record to save the time.
SRuf: & FHd @ SuRefl B dww @ A Sy  a
aTavamal & A BN W B a9 we SR Sua ax | oreees Prleneet
3| 98 W B agn @ foy, SuRefy ReR v @ |
m.mﬁmmﬁﬁ%mmajwﬁﬂaﬁ?’
GRS T B f o 4

» Discipline: We must to be disciplined to execute and v
implement any task you are assigned or handovered ~ o
within time so that you can be able to save the time. | Review
SO W B IR Md gR W A ;o | Ty |
Mﬁﬂﬁﬁ%ﬁﬁﬂﬁﬂmﬁ%mgﬁmﬁﬁmwmmmmﬁ
W B 6D |

»  Punctuality: We need to be punctual what makes a company to create a healthy environment to
be attentive and conscious about the time management.
wﬁﬂﬁ:zﬁm%ﬁm%ﬁﬁﬁwaﬁvﬁawﬁ%ﬁwwwmwﬁ%m
P FY g0 B I FHE P arae e A |

= Act in time on Commitment: Whatever task you are assigned, you must make sure to act and
implement and finish that within time as per the commitment with the client. This comes under
the service quality and reputation of your personal attention and commitment.

yREET B AR B BN : 9 N ! W T R, sue wed D Wy wfodga & AgER B

FRAT AR AL BT AR FHG BRAI GARET BAT AIMRY | € [ & orae T
3R wfygega & ufer @& 3ifa e 2| Ui i

6.2.3 Stress Management : 719 YaE

Stress management is very important. It is part and partial of our life we can’t do away form it.
Howe\fer, what we can do is try to manage it and try tomake sure that you do not get affe:ted by it.
There is no short cut to manage. In all over world 90 per cent of total population is suffer from t‘rySS

om stress.
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Ly : ight
is part of our daily life loosing a friend. loosing job, loosing relationships, putting on weigh

' e, B ' W
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emg-es can be defined as our mental, physical, emotional and behavioural reactions to any perceived
‘demands or threats. As we understand that in anyone life demands are increasing day to day and we
jeel that due to lack of resources we unable to cope of the demands which cause of stress.

7mﬁmm,mﬂﬁammaﬁ?mmﬁmﬁmﬁa%mﬁuﬁmﬁaﬁﬁmmmm

rmftmm%%ﬁvﬁﬁtﬂmﬁﬁﬁwﬁa—mﬁ?mmm%sﬁ?ﬁm?f%ﬂmﬁﬁaﬁ
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Cause of stress : ¢ & SN0

There are two types of causes of stress the first one is internal causes
worry, pessimism, rigid thinking and unrealistic expectations the second one is external causes as
broken relatinships, work pressure, financial

problem, college, major life changes, busy schedule etc.
Here we will discuss the various causes of stress in details:

as negative self talk, chronic

You feel stressed when situationsarise as s
asked for preparing a presentation and sen
when the moment you face pressure becau

trong demands for example if you have been

d mail immediately to your boss.You feel stressed
se of timeline.,

ﬁaﬁ%fﬁnmwa_a\m@.m

mmmaﬂﬁélmm,ma%mmmﬂ
B E W MY T HEww w7 | e

You feel stressed during life transitins as moving out of country or city, changing school of
children, going to divorce etc.
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[ Depl‘ESSiOH and Anxiety, weight problem, heart_ digestive, memory loss etc. are effects of‘

stress on health. Lack of enthusiasm, excessive worry, short tempered are also effects of
stress.

R ol Rien, o o W, ge, e, e @1 @ A AR W@RRA W T B I g
TR B 30, Jufs fi, o wwe f) o @ mma ¥

" You feel stressed, when you find the situation as dangerous, difficult and you feel the lack of
resources to cope of the situation

M T R T E, o A Ry B @, S w & ofiv ama Rafd B AR B 3
R e A T e

Learn to manage stress : 91 ® Wafd &A1 @A
To maximize your ability to cope with stress, try the following:

T A Ao A e s 3 ofeaw ww @ fag, PrafeRaa wara &

* Recognise signs that you are experiencing stress; for example, feeling hot and tense. Use
stress management strategies which work for you; for example, take a quick walk, use
humour, or have a chat with someone to clarify your options.

S Hadl B ggar R a9 aHE @1 3Ha o v@ 8§, Saex @ for, T weRE w AR fifa
B | O919 WaE vl @1 Suar e o) anud fa B awdl § SereRv @ forg, ash 9§ ewq,
ERY &1 [T B, A1 IO Adedl & we & & forg faedl |/ amadia |

= Learn to balance your time between work and social activities.

F 3R amife afofdf @ 9 o awa # dafera s W |

= Take regular exercise each week and eat a healthy diet - avoid over indulgence in alcohol.
Don’t over burden yourself with an excessive workload.However, even if you cannot exercise
regularly, remember that even a single episode of exercise can be a great way to relieve
stress and improve mood.
e HarE Fafa amm e sk @ SER | - IRE B 3G da Q99 | e SR @
T Gg B A A 7| ETAiP, Wl € 9 I §u W @am 9 )9S, de @ 5 s @
U M QTS T B gR B AR AR A IR B B U WEER abT B bl 2

* Sleep 7-8 hours of uninterrupted sleep per night to improve your mood and boost your
immune functioning. '

AT T P GoRA SR ot wferen e A qgrar @3 B fg v v 7-8 w2 9 Pl S 9|

*  Look for the humor in stressful situations, and find ways to express your emotions through
writing, art, or talking with friends and family.
aagl uRRerfal 3§ e/ & donw W, SR o Al Y AR R gRaR
. ; . R qda @
HEZH A AU MR B @A B B a9D @i |

Working under Stress : 1@ & 3jaifa &M $er

Working under pressure or stress involves tackling difficult situations which are challenging to
resolve. The difficulty of the situation may be the result of time constraints complex problems



_Prevention of workplace stress - wrfvwre o #) ATy

The prevention of workplace stress is most successful w
change and individual stress management is used. That is
- the employee and the employer make an effort.
T4 HTeAeTd IRadT iR aftera aea waeE @ @
ﬂwmmmm%mumﬁmwﬁwﬁsﬁaﬁm,aﬁw—?ﬂmmmwmm
g

hen a combination of both organizational
, like any healthy relationship, both parties

Wmaﬂnﬁmm‘a.ﬁmmaﬁ

What can the company do to manage stress? - a1 ®) Wafla s & forg #oh 7 R wadh ¥

* Promote leave, rest and breaks;

Encourage exercise and meditation, both within and outside of work hours;

A AR & B WefRa &, H B B 0 B e s Ay,

Ensure the workload is in line with workers’ abilities and resources;
ﬁﬁ%ﬁ%ﬁmﬂﬁﬁﬁmaﬁmméma
Provide stimulation and opportunities for workers to use skills;

Boost workplace morale by creating opportunities for social interactions;

SIS FeHfiea & sawR 91 eva wrRed & wHEd B 9an,

Clearly set out workers’ roles and responsibilities;

Afai B qfrere sl R B we w1 9 FuiRe o,

Encourage participation in decision making that affects individuals roles;

Frofa &9 # srferd @1 denfRa s o et @) afest B mfa s R,
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* Encourage open communication;

M BB B R B,

= Establish no tolerance policy for workplace discrimination; '

Hrive Ao @ o o wfkwmr R wnfia e,

= Engage an external consultant to suggest a fresh approach to any existing iSSUES; ’
Rl 1 st 30 Ry 0 gz @7 T 33 @ R T A0 FAEDR W D X

alance; and provide training for

= Create family-friendly policies to encourage work-life b

workplace stress management. . g
-t TgE T SR we) @ forg aRaR b o A A, S PTR T

% forg ufderor gem &=

Improve your abilities to work under Pressure/Stress -

TA@ /T B T8 S B B AT &l F AR BN

* Take time to assessthe situation and don’t allow yourself to rush into

making rash

emotionally-driven decisions.

Rufy 1 rEe @R B Fre T AFR AR o I @) WEeE wa ¥ dEfed P o |
STeaarotl 9 @R |

* Learn to manage your time and resources effectively. Make an effort to be well organised in
order to reduce pressure on yourself.
T T Y g W SR Al BT WA 3R W | 9] W Fa[d Bl B B @ for s
e ¥ Gfed BN BT 94 BN |

=  Think positively. Negative thinking closes down your options, generates anxiety and leads to
poor performance. Learn to look for positive aspects and opportunities in a situation.
AHRIS Gra W | AHREE O™ aud Awen & 48 e <t 2, far d57 wRal ® iR we
yaea &) 3R o 9 2| U Refy § GHRIGE UEGRl AR IaERl B T HIAT A |

= Delegate. Where possible and suitable, delegate responsibility to others to reduce pressure
on yourself in difficult situations.
Tfite | wiEl w99 R Uy B, Bfed uRRufdl § g7 w® <@ w8 e @ fow g™ @
forererd wiY |
Focus on the tasks and responsibility over which you have control. Don’t waste time and energy
worrying about other people’s responsibilities when you can only take action in relation to your
own commitments. '
1 Frat 3R Rrerd w® & < B w amua fao @ | s | 3 SR @ an § B e
@ fog wa 3R Ful g9l T B 94 19 Dadd I AREagmet S Gay § PrarE B "By ¥ |

Tips to manage stress for student - BT & &Y ama &1 yaue & @ frg fewy

Types of stress for students: There are so many stress faced by students as pressure for getting good
marks, high expectations of parents, comparision with others, fear of being left out alone, fear of
rejection, fear of being ridiculed by parents, siblings, friends, teachers, neighbours etc :



T B fy zam, wer-fa @ ve 9, @Rl @ 9
g A P T | e, et <, R, vl stk g Swere R

uld plan his stu i :
nt should p dy according the available time 24 hours in a day according to tentative

date. You should count how many da
ys you have. You can pla ime -
to 8 hours and rest 5 to 8 hours for miscellaneous work SR

@ I iﬁwlt!ﬁmmagquﬁaﬁm P ITAR R 4 24 W Suerer W B AR AT I B AN T
'QQISTN:' ﬂaﬁéaﬁﬁsﬂﬁmﬂﬁﬁ#ﬁﬁ%lmm%mm—a%1oﬁé$mﬁmﬂ1
a7 fafaer @raf @ forg 5 & 8 w2 aga s ¥ Free T E

schedule your subject and take disciplined action: - 3y fyg fuilRa X R FgERE FraE a%

fou have to schedule your subject in prime study time as morning - 03 hours, afternoon - 02 hours,

wening -02 hours and night - 02 hours. Reading plan, Writing Plan and Revision Plan. You should act
your plan and follow your schedule.

mmne@asﬂﬁga?—osﬁé,aﬁm—ozﬂé,m—ozﬂéaﬁvw—ozdé%awm
fyg 31 WA ARUTEE BT B | UG Ao, o A SR Rére A | et A AT WS
o At 3R 3O T ARU BT G Bl A1fen |

Do the Difficult subject first - Tgal Hfe vy o #

Youshould avoid postponing the unpleaseant task and start with the most difficult subject first. Don’t
hide your weakness ask for help from your teachers, friends.

mmmwmmﬁmwmmmﬁwammm|mmﬁ
3 7 fourt s e, Al | AES A |
Avoide Distractions: - &I Wed™ ¥ a9

lFyou want to achive your goal you should avoid the social occasions, cricket matches, social media
and un-necessary phone calls.

R A T wed B e R e & A o S s, e i, e AR o vl
W Bt § o =R |

Take right amount of rest: - F& AT # AR B

:"“ should take small break during study and do the concentration excercises. You should sleep 7 to
hours, don't skip sleep as it will make you lethargic.

FW*WW%@WWWMWWIM7QBQQWW.%
O i TRy iy w Mo R a4 S

fesson health and have a positive Attitude: - Tred 9% &1 ¥ ol qENS grear

its, milk and avoid fast food. You should think,

Oy .
should drink lots of water, wholesome meal, fru
od about yourself.

and see yourself as successful with the mark you desire. Think and feel go
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6.2.4 Etiquettes and Manners - Rremr aiv smad

EFiquette is also known as the science of living. It is defined as the good behaviour which helps
distinguishing human beings from animals. Being a Social animal it is very important for a human
being to behave in on appropriate way. Behaving in a socially responsible way is what etiquette
refers to. According to Laurence Sterne, "Respect for ourselves guides our morals, respect for others
guides our manners."

&wwaﬁuﬂaqaﬁ#a%ﬁw%mﬁwﬁmmmgammgwa%mﬁ:rﬁwﬁﬁﬁmwéw
mﬁmﬁwmﬁﬁmm%|mﬁmm$wm$ﬁﬂﬁﬁmﬁw
W@W%lmwﬂmmﬁmmmaﬁmﬁﬂmélmm
& AR, “ma%ﬁwwm#ﬁmmmmﬁmamzamwmmm
Artee HRar 2 |

Having courtesy, politeness or good manners are all about respecting your ownself as well as others,

In everyday life manners become important to make a good impression on others. Manners also help

you to feel good about yourself and your identity.

ﬁmm,ﬁwmmaﬁﬁwﬁ#%wmﬁm$mm—mqmﬁmﬂﬁwmmﬁmw
$Wﬁﬁmﬂgﬁwwaﬁmm$mmam%|ﬁmﬂﬁﬁmmm

o TEgH @ AR ¥ 0T WEqH B § HGS Bl 2|
Benefits of good etiquettes : 3= RremR & @M
so many benefits of good etiquettes: - 7% Rrer@R & Tgd |R ™ &

walking alongwith social behaviour and helps making onea

There are

= It teaches one the way of talking,
cultured person.
wwmﬁmw%mm—wma,aﬂﬁmaﬁmﬁm%aﬁ?@wwﬁﬁmﬁ
#ag Pl & |

It is very important and helpful for an impressive and everlasting first impression. Your
personality and up-bringing are judged by the way you interact with your superiors, parents,
fellow workers, friends etc. '

ugqmmmnaﬂaﬁvﬁmmﬁluﬁﬁw%ﬁmagﬁnﬁqﬁsﬁ?wﬁlmmﬁﬁaﬁ?
aER B 3TTS AR, AR, el sriwdte, adl sl @ W AT T B AW q A

ST B |

=  Etiquette helps the individuals to earn respect and appreciation in the society. A person who
does not know how to speak or behave in the society is ignored by all and no one feels like
talking to him/her. Etiquette instiles a feeling of trust and loyalty in an individual. One
becomes more responsible and mature. It also helps individual to value relationships.
ﬁmﬁmﬁfﬂﬁwﬁwaﬁvmaﬁmmﬁmmglwmwmﬁ
QI A1 AaER BT Al S €, 98 W B R AoRsiET fhar wirer @ ik g i 9we 9



’/ Soft skill Personality Devempmenm

‘ 6-2"'1 Types of Etiquette - firerr B TR

B Business Etiquette-
‘ for any business pe
of manner that is r
avoid to cheat cust

Zz:;:éfti'?c(;sictlive image in public business Etiquette is very lm;?ortant
equired in a udes fNays to conduct a certain business manner. It is a set

professional environment within the workplace. You should
omers and try to present true picture.

m@:g;ﬂ“ﬂ-wﬁmﬁmmmﬁwmmvamé%QMﬁmﬂm
e 'Q'E'q'qﬁﬁwalmwﬁmmmmﬁmﬂmﬁaﬁm

ﬁm“ﬁﬂm‘*ﬁ?wmﬁﬁmq@m IS TAD BT U W 8 | ATPT UEHI B

2. E_mail etfiguette-— Email etiquette refers to the principles of behavior that one should use
when wr-ltln.g or answering email messages.It is also known as the code of conduct for email
communication. We must follow email etiquette in our professional communication because
it is a form of communication which is a reflection of senders and responders. Bad email
etiquette reflects badly on us, and a record of this is kept in mailboxes over which we have
no control. Good email etiquette reflects well on us, improves our public perception and
persona and increases the chance of a prompt and comprehensive response.

- Rremr- $e firermr amer @ Rrgidl @) weffa o & o sia 3wl @ foad
SAP1 WA G I SUANT Feel AR | 59 9 HOR @ fre ameR wifRdr @ w9 3§ A S S
21 B AT R AR P Rremr &1 aem o 9l @it 18 WuR @1 U w9 & o
ol AR SeRErE @ ufafda 2| v e RremR ' w9 ave § aRfiRe e 2 R
TP P Re$iS Herdas # v snar 8, B w g9 a1 friao w8 ] aret 99 Rremr &
® e TR W wffdfad swa &, e adafiE aren iR @ftea 3 guR awar € 3R e @Ra
IR s wfafda ) waan qerr 2 |

Whenever you send any business mail you should follow the things given below:

e A Y PIE Ao A A9 dF et A § E i B greE e gk

*The matter should be concise, Direct according to subject,
fawy & sgER | wid, ge B Ry,
*Email should be written in respectful and polite manner with proper greeting.

e &) Sfd afiared & Wy wHEeEd R o o | fora o =Ry |

=Email should be written in Correct Spelling andGrammar.

i 31 98 W R arR A o s =Ry |

»Email should be clear and only Essential Information should be given.

el W g1 ARy iR Bad AEvad HAHGRI € S =Ry |

*Email matter should be end with clear Closing.

e Yoy W FAIGA @ 6T WA g ARy )
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3. Social Etiquette- It teaches anyone how to behave in the society.

W RIrEe— 7E R i o Rrar @ R w3 S @EER RS

4. Corporate Etiquette- It relates to at work place behavior. Under this etiquette anyone Shoy)y
needs to maintain the decorum of the organization.
mﬁm%mmwﬂmhsﬂmﬁwﬁﬂﬁﬁ‘hmq
Rera ® 770 & ) smawrear a9 @Ry |

5. Meeting Etiquette- Anyone should need to adopt this etiquette when h.e/ she is going t
attend meeting, seminar, presentation etc. You should reach in meeting timely. Yoy shoulg
prepare well for meeting. During meeting you should not use mobile phone and aAvoide
talking with others. You have to attend meeting with notepad and start jot downp,
important points.

ﬁﬁwﬁw—%@ﬁﬁwmﬁmﬁWMWaﬂw%.‘ﬁm
SOTRY SN A W O S e B | ST W W e N g AT | S AT B frg are
TE ¥ AT TR AR | Yo B AN D) AN G BT STAT T T AR IR g 3
T G B W I AR | TR Aede @ e do@ W 96T o B 3R AEe g @ a
¥ gaET B8N |

6. Cubicle etiquatee- Your cubicle is a place of work. Don't use it as a dressing room or a place to
put on makeup, floss your teeth, cut your nails, etc. Donot use speaker phoneuse
headphones, avoid loud music and voice. Keep your hands off others desk and computers
and never interrupt your collegues without permission.

AP RremR— aus wRed & o1 ®FE 81 IR W9 a1 463U R WA B e e @
Y H THST TRA 9 P, AGA @l D) G B, AU ARGA B Ble, gAE WER BF 5
SHAIA 9 &N, EBSHIF BT IUANT B | JUA BRI D TN B S AR PYSR A T W 3R A
Fgafa & N 7w P F el B qifed T B

7. Telephone Etiquette- Good telephone etiquette is essential because the person cannot see

you but can listen to your voice and judge your personality. You should avoid on long holds.
If you interact with the other person over the phone you should identify yourself when you
received call and speak clearly and slowly.

AP Rrermr— o1 TfieM Rremr smavas @ F0ifs afs amye 3w =8 wodr @
T FEAS G FHA ® R HUD ARBE B UG B GHAT | AU o GHG qF G 3

BIeS FX W 991 AR | AR MY WA W qER @fe D W e aed E ) s s w0
R T w9 A Ao B AU IR EE 8 ARy |

Eating Etiquette- You should follow certain decorum while eating in party or any public
meeting. You should not leave the table unless and until everyone has finished eating.
M # Rrermr- sm@ ol @ fh N adeife Yee

WV FR Rremr 3
qre HE AR | SUBl T4 GF e 6 vre W Wik u b g

T & wiva afg wom 9w Al

‘aman is known by his dress and address"
ould bewell clean and ironed properly. You
hould be in light makeup,

9. Business Dressing Etiquette- It is rightly said that *

should not use stong deo and perfumes. Women s
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psic gxamples of Good Manners and Etiquettes - st o aik Rrerr 3 IFrardy SeTeTT

Choose your words Wely and don't rush to comment about things you don’t know much
about. Being a good listener is often better than speaking. You don't need to have an opinion
on everything.
a0 TR P X G AR T Al B am A o e A sreearsh 7 B R ar 3 o
mﬁwg»lwmmmmwammmmmmwwm
@A P A TE R |

Thml? things out before you speak, especially if you are a person who may be poor at finding
the right words to say. Don't start a sentence, with ‘ums’ and ‘ers’ in between, it seems

awkward and you should try speaking to yourself in front of a mirror, it works! It increases
your confident in speaking.

ale ¥ UEC W, W AR a1y ) v wiom § ek §) v a3 A ), 49 3 ‘ums’
3ﬁ?'ers’$m.WWW?WWW%WQH#WW#IWMW.
7 B BXAI 8 | T€ e § AU arefivary qara 2 |

Don'’t speak loudly. You will quickly lose respect if you do, as this can be seen as overbearing
and rude. It can also make other people angry and upset with you before you even establish
some kind of relationship with them. They will see you as a ‘big mouth’ who cannot be
trusted with anything confidential. So practice turning your volume down if you tend to have
a loud voice.

qS rarst H A dlel | Afe a9 U B E, A oAU ook ¥ wEE @ 3, @ifs a8 9gd &
IETeliet 3R e gaeR @& wU # W@ O wHA ¢ | I R 5 Iy I Wiy fRA g @1
WA WUT FF TP, THY @R AFT i AR AR R W 8 9 8 | 9 AUD T 98 HE D
w9 H <@, O W @p At Qv 78 b on qear 81 3@ 319 99 rarst § A e # o oef
AT H AT B BT AT DN |

Speak with respect to and of others. You can do this by avoiding negative remarks that may
insult someone else. The general rule is- if you don’t want someone to speak about you that

way, you don’t speak about them to others.
TR § WA @ | alel | 30 APRS fewt § gud) VAl R Hhd £ W [0 SR B o
T GHAT 2 | G w2 afe oy wE ared 6 $iE @fth aud aR H 39 9RE 9 &, o 3y

9% AR # IRl ¥ 9| F R
Always respect older people and listen to them and learn. This applies to all elders and not

just parents and grandparents.
BN T S B e A iR S A g AR 9| 78 W A W an B R, | fr R
AT 3R TR W
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= Using the terms ‘Thank You’, and ‘You are Welcome’ shows that you have good Mannerg
People who lack manners do not use these terms.
'WWWWW,W'WW??WW%%MWWQng
for ol # RierarR & &9 & 9 7 weat o1 SuanT T8 ae ¥

= Speak highly of your parents respect them, even if there are things about them that yoy g,
not like. If you cannot do that, stay away from speaking about them at all. It looks bag to
insult or speak badly withthem.
mm—ﬁm@mﬂmmﬁﬁ,wwaﬁ,wﬁﬁmaﬁﬁwmﬁﬁwmm
Hﬁlaﬁmﬁfmﬂﬁaﬂm,aﬁmaﬁﬁmﬂr@rqvﬁltﬁaﬁﬁaﬂmmmm
I WA T HhaT § |

6.2.4.2 Office Etiquetts - 359 RremR

Office Etiquette or Office Manners is about conducting yourself respectfully and courteously in the
office or workplace. Effective office etiquette can help transform a company culture and can evep
result in the difference between business success and business failure. Good office etiquette is easily
achieved by using common courtesy as a matter of course. Some important office etiquetts are given
below:

SRt Rrerar a1 Sl <wR o 3 & w=rds s Remargds srriea a1 ek 3w o
® AR F E| A S Rrerr ww arh 3wl @) 9ge § weg I} wEar & R TE 9
ARG FHerdl A fawerar & 9= iR N = wwar 2| oS aifha RreER B EE ¥ @
Rrere &1 SwnT #va ra R s 2 | w9 wewyt sy RremEr 99 Ry o

= Firstimpressions are important! You are the ambassador of the business

YorH UHTG AT BIY (SRINF) AT AU aHd & ey 2 |

= Be punctual don’t be late in office.

GHY B UGG &1, BT | e T8 21 A1y |

* Beagood team player and avoid using slangs and vulgar language in office area.

U 3BT CH ©IR &4 3R drafera &3 7 1 SR afre wmer o1 SuEnt vy ) 99 |

*  Always act with honesty and dignity
B SHMERY 3R TRAT & a1 B B |

* Wear appropriate office dress, for example correct footwear, not thongs (flip flops) - they
are strictly casual or swimwear
SUYH PECd GTE U, S & forg W o, o (e weite) T8 - 4 fifeg w9 9
IHRFS a1 Raafar & |

= Treatall co-workers with respect and courtesy.

Tl WEaHal & w wEE 3R Rremr | U e |

* Weare put off by smelly people. So, be sure to shower regularly and use a suitable deodorant
Eﬁﬁggﬂ&hﬁﬂ%mmﬁ,mﬂﬁqlsﬂﬁw,ﬁﬂﬁaméwmsﬁ?ww
feaige &1 SuarT wer yfifea a9
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Do not cough or sneeze in T TR )

. A anyone’s direction. Use a tissue, if possible, to contain the germs
farly B TR TR { @ A1 iy _ .
o ST T AR o e T ST S foe, o e @ ey

s The essence of good manners anq etj

with everybody qQuette is to be respectful and courteous at all times and
s amed 3R Rrermr 1 9w T
AT B

« Show respect for each others et
operative with each other

wﬂ;&lmm%mwmummammmmm$mmm

pace. Knockbefore entering. Be helpful and co-

Don’t gossip about any co-worker’s private life and don't try to sell things to your colleagues
gﬁﬁﬂmﬁ%ﬁﬁm%mﬁwwﬁ@mmﬁﬁéﬁaﬁma
Take respm?sibility for your mistakes, apologise and go about correcting the mistakes
aﬁﬂﬂﬁdlfﬁﬁﬂfﬁiﬁﬁ,mqﬁaﬁ?wﬁiﬁﬂﬁﬂuﬁl

Apologise if you are clearly in the wrong. If in doubt, apologise anyway.

I} T W wU W Td 8, df 7o) A7 | R 2w ¥, 99 N | 56

* Never blame someone else if it is your mistake.

wfl fhdl 3 @1 A9 79 < PR 98T TR Terdt R |

We must develop a very good office environment where one could easily feel relax and homely but
disciplined and time savy to work things and generate output within time given and as per the target.

7 5 95 o1 brfer aERel f[AGRIT S ARy el Afh I § ANH B W AN W BT AR
T T IIIRG IR W B gd B W BH B [ AR Y T G D IR AR A D IR
RS S PR D |

6.2.4.3 Interview Etiquette - HIETR RremER

Interview is nothing but an interaction between the employer and potential employee where the
employer tries to judge the individual on various parameters for prospective employment in
organization. Interview etiquette refers to codes of conduct an individual must follow while appearing
for interviews.
Wmﬁﬁﬁwmﬁmmm%mwm%wmwﬁﬁﬁw
§d) G & Pro R TOEe R W B A PR oe ¥ WerwR B AR fxh @fe a
WETHR Rrem™R 7 aed Ul SR e |

*  Youmust be present at the interview venue before time at least 20 minute before.

mﬁmmﬁwwwémﬁmzoﬁ%mmﬁwmm|
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*  You should be very particular about your appearance. Follow the professional dregg I

an everlasting first impression. Ode fo,
mmm$mﬁmmmm|m$mmma&mgﬁmm
qred B |

* You should enter the interviewer’s cabin with confidence. Greet him with a warm Smile, M
an eye contact with the interviewer. Avoid looking here and there. ke
mm$wm$mﬁmmm|wwaﬁw¢
TIDPR PN | ARITHRSAT & HT TGS F¥ | FUR—SR @ & 79 | o

* Youshould be honest with the interviewer. Remember a single lie leads to several ot
Avoid fake stories. It might land you in trouble later. Take care of your tone. Be p
firm. Once you are done with the interview, do not forget to thank the interviewer.,
mwmmwahhméqmmmmlmwwﬁaﬁﬁmg@aﬁsﬁvam%
0 FER & | T S A R A et e {1 A T @ | g
ﬁﬁlwmmmmwﬁmﬁ,mwmaﬁmémqﬁﬁ|

6.3 Communication Skills and writing skills:

HAR P AR oG Prere

The communication takes place to a far larger audience than through face-to-face or telephone

conversations. Writing skills are an important part of communication. Good writing skills allow you
to communicate your message with clarity and ease.

W—Wméﬁﬁﬂmﬁﬂﬂwﬁm?ﬂﬁ$ﬁmmﬁlé@?mwmww
fevem 8 1 3BT TR BTl MUY TN WA B Ve SR FEGAT G W FAE BT B AT 27

6.3.1 Objective - S5

The objective of communication skill is to create awareness, imparting knowledge, projecting an
image, shaping attitudes, stimulating a want or desire, effecting a sale etc.

her ]ieS_
olite but

HAR DIl B S WNTHSHA IST BIAI, T4 TG B, Uh B U9 A1, SREDIT BT MR 1, 15
BT AT ST BT STIT Bl U [ashl &I wifaa oeam anfe 2

6.3.2 Attributes and categories of communication
TEee iR HaR @ Sftr

The word “communication” has been derived from the Latin word “communis”, meaning
common.Communication skill is the most important thing for any person. Communication is a
process of exchanging information, ideas, thoughts, feeling and emotions through speech signals,
writing or behavior.A person having effective communication skill can get success both on the job
and in personal relationships. By using effective communication skill you can do your work
easily.Communication skills are always top of the ‘essential skills’ list in any job advertisement. It
allow you to understand and be understood by others.

TR R dfed e Rt & R w2, R el wem 2| AR S e 6 ot @
fog wa9 eyl @ }) §OR WU G@dl, o@H o1 G9ER @ AEEH ¥ gEe, f@Ewi, a7
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Wm’mﬁmﬂ@ TR W o S W A @l B Aed sy afer wdE e
ﬁ;ﬂﬁw'ﬁgmﬁ'wﬂm"mmmmﬁmﬁﬁmmgim»ﬁ

TS B BT GA H e STPT GERT BT FHA
?ﬂﬂﬁaﬁﬂqﬁfeﬁﬁl i o &1 7 ESal
6.3.2.1 Means of communication: - ar & A

1. Verbal co.mmunica?:iom— Verbal communication refers to the form of communication in which
message 1s transmitted verbally, communication is done by word, speak and piece of writing.
The verbal communication are divided in oral and written.
ﬂ%m—ﬁﬁamﬁawﬁamﬁﬁm%wmﬁ%ﬁmﬁmmw%mﬁam
Sl €, HAR ¥, Ao SR e @ v & 2r | Mifas wuR dfes ik faiad F Rl #1

* In oral communication, spoken words are used. It includes face to face conversation,
video, radio, television, video calling, speech etc.

HIRgs WX H, el Y vl &1 SuAe fear o €] 39 om—arn aradia, dfedr, R,
Telifaar, difsar sifer, i anfy wfe ¥

In written communication, written signs or symbols are used to communicate. The
example of written communication are written message, message written on social

media, message written and transmitted via email, letter, report, memo etc.
fafaa dar # fafaa waal @1 udfiel &1 Suan 9uR o @ foy e s 2 faRea |@ar

1 IR forfad wow, rerel M w forar T w2v, ¥, v, Rud, sue anfe & ArgH
I ufa forar e 21

2. Non-verbal communication - IR—A\fas Har

Non-verbal communication is the transmission of messages or signals through a non-
verbal platform such as eye contact, facial expressions, gestures, posture, and the
distance between two individuals.

R_wiRes FaR TP IR-ARae ©ehH & AeEH A A< AT Ghdl B HERU § oW S e |
HOE, TE B W, E1EETE, I, AR A AfeAl $ dE B A |

432.2 Types of communication - ¥R & &R

1. Interpersonal communication : Communication between two or more people is called
inter-personal communication. It is a process in which people communicate with themselves
either consciously or unconsciously.

TERE WA ¢ @ 3 W s Sl B 4 AR B RN HAR FE S €1 9 U3
S & fore ST ST oM W AT AT A A A B

2. Group communication: Group communicationis a small groups consists of three or more
people who share a common goal and communicate collectively to achieve it.

Ww:wwwwwﬁmmmmmﬁmwmwm%mw
szgmqqummﬁﬂmmﬁl
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3

10.

e
Mass communication: Communication through electronic gadgets (mass media) like bOOks,
mass media, journals, Television, newspaper etc.

N SR : FAdie Torew (e W) SR fhardl, wra Aifea, o, é’éﬁf&aq,amn
e @ wegq § GaR |

Formal communication: It implies the flow of the information along the lines of authorj
formally established by the enterprise for example conferences, meetings, offi
policy manuals, memos, notification etc.

MWWWWWWW%WWWWE
fory sem gr1 SivaRe wu & enfia wfdyevor & a6l ) gET @ waE d 2

cial maj

Informal communication : It includes instances of free and unrestrained communicatigp

between people who share a casual report with each other for example personal and casual
conversation, friend and famly conversation etc.

WW,%WW—WWWW?%WW—WE%WWWWW
TS B B |

Vertical communication: Communication between a superior and subordinate is known as
vertical communication. ;

aﬁm#aw:wmaﬁ?ama%eﬂawmaﬁaﬁzﬁawwzﬁmﬁmm%e

Horizontal Communication: In this communication the information communicate between

same level of organization hierarchy as communication between two or three chief sales
executives,

ﬁﬁﬂ?ﬁ%:m@wﬁ@m@mﬁwﬁwwzﬁﬁaﬁm%ﬁawm
SfereiRAl & 9 Haw # |

Downward communication: This type of communication follows the line of authority from
the top to the bottom of the organization.

ﬁﬁaﬂ?ﬁaﬂzwwmww:ﬁw@:ﬁéwqﬁﬁmﬁmmwm
=

Upward communication: It means the flow of information from the lower levels of the
organization to the higher levels of authority.

wﬂﬁﬁn:mmﬁ%@m%ﬁmﬁmﬁﬁmmmmﬁamﬁ
AT BT T |

Diagonal communication: This type of communication is a transfer of information between
people who are neither in the same department nor on the same level of organization for

example some Government order are issued for various departments called diagonal
communication,

ﬁfﬂﬁﬁﬂaﬁﬁﬂsmmmeWﬁ%ﬁﬂWWmﬁmWI%Gﬁﬂﬂ?W@Wﬁ?

AR T & HreH & wWR U L@ @ oo BB WEN sy fafr= e @ e wrd fapg T &
2 Srasimer war @ o 2

|
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4.3.2.3 Effective Communication : 74d SR

you can make your communication more effective through the following methods:

gra et R & wem X o HaR 3 e sl @ e #

* Positive body language. - Wifsréa af< st (@arors TS )
= Gather your thoughts. - ar9% faRt va3 @i

* Voice modulation. - dfaw dtgerem (@mara @ 7f)

* Listening.- =

* Eye contact and postures. - 3@ & Hua 3% am

* Smiling face expression. - H¥HRICT 31 AT THRANIH

* Questioning skills. - TBaT® Herd

6.3.3 Writing Skills - 9@ o«

If you are a student or a teacher or an employee,theacademic writing skill are necessary in today’s
world. Essay, reports, presentations and research paper are just some examples of documents
written in the academic style. Academic writing, when used appropriately, present a polished and
professional image. Academic writing skill include strong composition, excellent grammar and a
consistent stylistic approach. Writing skills also includes resume writing, letter writing, report
writing, making presentation etc. Here we will discuss about the format and methodology of writing
letter, resume, preparing report and making presentation.

I a9 TE BE A1 R A1 e BHER) €, O thsie oEd Biee ot @ g § sraws g | A,
Rurs, wrgfrt oik ¥y oo vasfie deh ¥ Ry Ty TwRSl & EE SETERY 8| Teeie owH, wd St
®U W SUENT fF o 8, Ue diferr ok YR By upa eRan © | Udeie e BIve § Aeigd o,
S AR AR TH gETd A g mite 81 e Reo # Regw owe, o ded, Rac ok,
Iorer g9 onfe wnfie ¥ wet w9 uF form @ wite iR srivunel @ ar # ==t w3, Regm, Ra &R
Fofee GIR &R |

6.3.3.1 Resume writing skill - a/reRT a1 Rever

Resume is a summary of your qualification, your experiences, hobby and curricular activities as well
as your personal information. To write a good resume,youhave to follow the steps given in the table.

qrarerer 3 amae AEdn, ey el wie 3R ureusmH Al & wer—wer rud! ARG SBr) B
RS £ T vt Rog foras @ forg, smuay aferdt § fRY ¢ RN T qrer AT 81 |

Stepl Name, Address(es), Mahendra Mishra
Phone Number(s), : Address: 10/85
Email Ashok Nagar Kanpur
Phone Number: .......
Email D

Step2 Objective: The reason you are sending the resume to the employer (optional)
Step3  Name, Name Mahendra Mishra
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POIN A

===
Father's Name..... Father’s Shri S. N. Mishra
Name
Step 4 Educational Qualification Educational High School S 5 e
Qualification  Intermediate ...................
BA o
Step5 Experience Work Three years working experienca
experience in T Balaji Publicatiop at
Allahabad.
Hobby Hobby Playing cricket and listning ¢,
music.
Step 6 Curricular activities Curricular Music composing
' activities
Step7 Signature with Name (Mahendra Mishra)

6.3.3.2 Letters Writing skills - 5 s Raa

When you write a letter to your family members, friends you have to start with the following address
given in the table below:

mmmvﬁawzﬁmjHﬁﬁm%ﬂqa%sﬁmaﬁwqa%aﬁ%‘,aﬁm%ﬁvémﬁ
fa 1Y ud | ¥w HET BN ‘

Official Simple letter Sir, Madam,
Official Demi Official letter ‘ Dear...... (name of the officer)
Dear Sir,

Dear Madam

My dear father
Friends, father, Sister My dear friend

My dear sister
Dear mother
Principal Dear Sir,
Older person Dear Mr

Letters to friends and close relations should be written in an easy, conversational style. A personal
letter should have the same tone as a friendly chat. And as a general rule they should be
unpremeditated and spontaneous compositions. After opening salutation you have to put a colonora
comma for example: Dear sir, My dear sister, My dear brother, My dear father, etc.

il iR e el & v ue A, WAl deh ¥ frEr W @Ry ue @feTd o § U@
TG S WEE TR S ARG, AN Uh A R B w0 §, 9= aneig aiR wes veEe 8 Al

gﬁmﬂﬂﬁam%mmwwﬁmmmﬁ?mmm:mw,ﬁﬁmaﬁﬁm
wIg, WX @R fan, oy |
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B

Note: Except Demi-Official letter all the letters starts with the opening salutation like Dear sri.... Dear
5ir, My dear father...., My dear sister.... Etc. should be finished with Yours faithfully. Demi-official (DO
etter) should be finished with Yours sincerely.

T2 SA-STRERG T3 B Ve T v B A A e geera T @ W g w €| B e,
ﬁqﬁﬁm".l,"mmﬁlaﬁﬁmma%mWMWHraﬁm%ﬁ—eﬁﬁﬁm@aﬁ

) T TR | FA B A |

Application for Job : Job application should be written in clear and easy language. Application should
pe written in three paragraphs. The steps of Job application and other application/letter is given in the
table below:

Mﬁmaﬁﬁ:ﬂﬁ%mﬁaﬁwaﬁ?wmﬁ%mmmﬁmméﬁmmﬁ
%mmﬂﬁ?iﬁﬁﬂfﬁ%ﬁvmm&m/w%m%ﬁﬂémﬁmm%:

Letter

Step 7 | Name and address of Employer To,

The Managing Director

T Balaji Publication

Prayagraj.
Step 2 | Subject Subject: Application for appointment of

accountant.

Step 3 Salutation Sir,

First Paragraphs- In this paragraph With due respect I am to state that I have seen
you have to clearly mention why you | the advertisement in news paper and your
are writing and how you know about website www.thalaji.in/ regarding this
vacancy. | am applying for this post.

Step 4

this vacancy.
Step 54| This is the second paragraph you | I have recently completed the “Tally”
have to mention clearly how your successfully from Government organization.
qualifications match the job you are | The course was conducted under the flagship
applying for. scheme of Government ‘Kaushal Vikas
Mission’.

I will be thankful if you give me an

Step6 In Last paragraph you have to
opportunity in your publication to prove

conclude your application with
thanking  the  company for | myself best.

considering you for job. Thanks.

Step 7| Signature and address of the Yours Faithfully,

candidate.
(ABC)

Kidwai Nagar, Kanpur
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6.3.3.3 Report writing skill - R9E a7 Rea

A report is a presentation of facts and findings of an investigation or of any matter on which deﬁm@
information is required. It is based on observation and analysis. It also gives an explanation of 3
circumstance. Reports are required for judging the performance  of
departments/organization.

S
Vangu,};

@ R @i, 0 Sifg a1 foeh f A B Pk A ow el @ R R PRET TR @ Sag |
m%lwwaﬂvﬁ?ﬁmwmmuﬁﬁﬂﬂ%ﬁqﬁmmmtﬁéﬁ%;%!
fawmit /e & WA BT i @ e R & sazasar 2 21

Objective of the report - Ruid & ggdvy

Understand the purposes of a report and plan a report.

vE RAId & Seedl &Y wndi aik v RO 29 o a9 |
= Understand the structure of a report.
U RUIE P =T P g |
Collect information for your report and organize your information.
AT R & ford ST v @ aiR arod ST araferd @Y |
You should use an appropriate style of writing.
ATID] G B TH UG AN BT UG P ARy |
= Present data effectively.
S B T T IR P |
Understand how to lay out your information in an appropriate way.

W%Mmﬁaﬁt{ﬁrﬁaﬂzﬁﬁ%ﬁmaﬁ1

Types of report writing: You should know to write the following different types of report writing that
may be asked to write in your examinations.

ﬁﬁéé@a%m:mﬁmﬁaﬁm%ﬁam?ﬁﬁqﬁém%@mm@ﬁﬁ*mwmﬁﬁ
fora & forg wer on w@dar 21

Thesis: A long essay or dissertation involving personal research.
N : 7 sfar Fraler a1 vy e Rt @aRera s wfer
Technical report and Laboratory reports. - T&+# Ruré aiiw wivremey Rure |

* Reports of a work placement or any industrial visit.

TP wiie I1 e sienfe amn @ Rad |
* Inspection report of any field visit. - [ ¥ &= &7 ar=m 2 fSeqor RUre |
= Evaluation report. - §edi®q R |
* Audit report. - 3if$e Rard|
* Performance report. - WHrH ROE |



pusine ss report to communicate gr tq attract investors
’

Wa‘fﬂﬂrﬁﬁmﬁmamﬁam%m Re |
Fmancial report - fafr R

ing report and Feasibilj
: Marketlng P ity report etc.
g g“mc;mce of report writing - Ruré S S
; e significance of report Writing are given below:

- oo R sie wRiffare Ra anfe

- RaE o a1 75w A R mar 2

y research study.

ST 2 |

, Anyreport signed by the head of the office has legal significance.
Wm‘mgmmﬁﬁaﬁiﬁiﬁﬁmmmmmél

. Report should be concise and self speaking and it should
investigation.

» Agood reportis always fact finding and not fault finding,
o e RIS &en dae wEfén a6 2 9 5 wiee mrefe

» Report should communicate the planning and policies so writing any report should needs skills
and draft carefully.
R # PRI 3R Aifeell &1 W @ aifky gafn fh & Rud a1 fraa w9g 3o o 592
@) WAUTgdd JHTETIBAT B 91T |

» Good report should be drafted in simple and clear language.

WA AR Wee 9re7 § b Ruid o1 agier dur fean s anfgu

Report is considered a major component of the an

i 1 fodl 1 ¥ I 31 v 7 e

give the complete picture of

» Atrue report also helps in problem solving.

TF Tl RS TR BT gl BYA H Wl HEE Bl 2|
Report contents : RAIE & @ee

* Introduction. - 4R=A

* Body of report. - Ruié @1 dr<l

" Organisation of report. - RdI< @1 HTST ‘ (

* Appropriate heading and sub-headings. - SUgad sﬁﬂmaﬁq B‘q_gﬁq'-cﬁ |
* Emphasize on significant ideas, policies. - Heeayyt e, Hfedl ) @R <
" Right sentence and Paragraphs - ared AR URTETE

Rare @1 Frepd

Conclusion of report. -

Advantage of report - RUE & A

* Itsolves current problem. -

' Itdiscloses unknown information.

(-
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* Reliable permanent information. - fd¥aa+r eI} = :
* Internal communication. - 31aR® FIR ]
» Updated information and - 3/era SHHR) 3R

= Decision making and planning. - fofg o sl gromT a9 % weme 1
6.3.3.4 Presentation : YSi=¥ (Fregciianeon)

Apresentationis the process of presenting a topic to an audience. It s typically 5
demonstration, lecture, or speech meant to inform, persuade, or build good will. *

|
|

wmmmw%&wmmﬁmmwmmwwmﬂmmf
mwgﬁm%,aﬁmzﬁs%maﬁiﬁamﬁwﬁmﬁnmaﬂﬁaﬂmm%l

A presentation can formally be defined as... - T TR o= w0 & IRRT A o1 T 2.

* The process of offering for consideration or display

ﬁawmmﬁq%mﬁ?mmﬁa%m

* Asocial introduction, as of a person at court

Wﬁwwﬁﬁ?’mﬁ,wwﬁ?ﬁw

* Ademonstration, lecture, or welcoming speech
U US¥H, AR, 1 &RTd qrgoy

A manner or style of speaking, instructing or putting oneself forward

ﬁaﬁ,ﬁéﬂﬁmmﬁmwﬁmmm%

The formal introduction of a person, as into society or at court; debut

TP @RS BT huaiRe wRem, S 5wt § @ orerer # wer e
Computer based graphical presentation: - #/ex amemRa M ENEE

You can even present a topic using the computer based graphical presentation which is operated and
manipulated by using some software. These softwares allow you to create graphics and even texts in
the form of graphics as decorated text. We can create a computer based presentation using text,
graphics, images, drawings and tables as per the need. We do see and reveal the presentation to a
computer monitor screen or using projectors.

mmmmmmwmwmﬁwwmﬁﬁ@ﬂwﬂ
mmmmwmm%mﬁmmmaﬁmw%mﬁmﬂ
Eﬁmﬁmwmeﬁmﬁaﬂﬁaﬁwﬁéﬁ§|mm$wm,m.W,W
ﬁ?mﬁmmmmmﬁaﬁ%ﬂﬁwmﬁmmqﬁamﬂmwﬂ
SYANT X IoIee 3 Sad 3R vae wey ¥

A presentation program, such as Microsoft PowerPoint, LibreOffice impress, Apple
Keynote, OpenOffice.org Impress or Prezi, is often used to generate the presentation content. Modern
internet-based presentation software, such as the presentation application in Google
Docs and SlideRocket also allow presentations to be developed collaboratively by geographically
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_parate collaborators. Presentation viewers can be used to combine content from different
tation programs into one presentation.

resen

3 ft PowerPoint, LibreOffice $%d<, Apple Keynote, OpenOffice.org 9 I i S s
g BT STERT AFER JOic¥ Fee B a9M @ fog fEm S 21 amyfie gevie—miRa
Wq’rqaﬂ'a{ G‘T@f.ﬁ? Google S 3R wget@c ¥ Uoreyd Ufaay W Hfas $U 9§ S
quﬂmﬁmmﬁmmﬁwﬁﬁﬁlﬁwwﬁﬁﬁﬁ?
Pl

MicrOSO

mqua%ﬁzaﬁwﬁﬁéﬁmﬁmﬁaﬂ#%ﬁﬂsma%mmm%l

. Microsoft Office PowerPoint or LibreOffice impress

ArepETe e urararge A1 fod by g9

. EDP based computer application and may more...

EDP TTETRT FHYR TRADYH AR ...
6.3.4 Interview skills and body language - 33 Ree 3Rk I T

Body language with Interview skills is very important for candidates who are going to face an
interview for any perticular job. As you see that most candidates spend a lot of time in preparing
good answers for common interview questions. While at a job interview, you might think that if you
have the best answers to the interview questions, you'll get the job, but that isn't necessary. A big
part of the success of your answers is nonverbal communication which is called body
language.Nonverbal communication is as more important than, verbal communication. The
interviewer will be observing your nonverbal communication throughout the entire interview. If
your nonverbal communication skills aren't up to par, it won't matter how well you answer the
questions.The percentage of verbal/spoken words is 7, Non-verbal - 55 and vocal/voice tone - 38 as
depicted in chart below:

Wm$waﬁmwwﬁﬁ$m@w@%ﬁ%ﬁmm$m
mmamwmawﬁwv%%mﬁw%méaﬁ%%aﬁmﬂwﬁzmwm%mﬁ%
mwﬁmmﬁﬁagawwnﬁ%aﬁﬁ%mw%aﬁ?ﬁm@am%ﬁsuﬁmw
W$W$WWW§@WW%M,W%W@%|WW
ﬁmmwmmmwammmmmmmmm
WﬁwﬁmW§|W@W$ﬂmmmﬁmeﬁ
mluﬁmsﬁmwmﬂﬁﬂﬁ%,ﬁmaﬂ%q#ﬁm%mmmmm
T ¥ O o3 §| Afes /e o a@ et @ e 7, AR - 55 iR WR/TE OF - 38 @
oy =rd & gariar mar &) -
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*3
3

W Verbal /Spoken words

H Non-verbal/Body
Language

m Vocal [voice tone

S —————— il

Non-verbal communication during the Interview: The non verbal communication of the interviey
means body language. Body language is unspoken form of communication that we use during
interaction with another person. It tells us exactly what the other person is thinking by analyzing the
movement of his hands, gestures and tone of speaking.

WEPR & IR RS HaR : TR & i diee war o aof 8 IR A o) I e
P IA¥I T & FrAHT I & 6 o @fts @ Wy adia & SR v ¥ 9€ w6 e @ g
f 3 gl H Ale, BTaTE SR Ao S oTgol S AN B 77 WA a2 |

Candidate should maintain eye contact with the interviewer for a few seconds at a time. It

shows the confidenceof candidate. When you make an eye contact while speaking, you can |

understand what the other person is actually saying.

IHNEAR P TP G99 H O WSS & (oY WEHRSA & T @l BT WIS Y & MRy
599 SRiqar &1 Rvar fawar 81 99 3119 died 999 U9 S | 6ua oRd E, O A9 6 wed
g f5 g afts avaa 3§ T @8 @ 2|

Facial expressions talk about what is going on in your mind.

AT B WG YD FHNT ¥ FT I Vel B, 39 R H 979 dd § |

Be polite and keep an even tone to your speech. Make your emotins visible on your face.

fomg < ol ool 9t W §I9 < | UHl Haeei B e Iy W R <

Gestures are a form of non-verbal communication which indicate particular messages in
reference to the conversations. They includes the movement of hands, face and other body

parts.

TR AR FR T T 9 S e b S § R e qufd &) o ae, AR o
a1 WY @ wgie w2 |

Posture is one of the most important thing which interviewer notice. A good posture exhibits
strong confidence of candidate.

ST TR e | & o aErad A AR ¥ G oo ared gEeaR @
efavare Pr weii €|

Candidate should pay close attention to the interviewer and listen. Candidate should

interrupt during interview.

3

not _
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gafieaR AETCHRE W) IR & & 3R G | GeoR P aRME SHear I 96 3§ 318 o @@
ST T8l BT ALY |

candidates should keep their arems and hands open. Candidate should not keep their arem
in his pocket.

gafearRt BT IO BT ol IE A1fey | SHEAR BT A0 gl BT o oid el Y e |

Like exams, interviews require a great deal of preparation. In order to do well, you must assess your
knowledge about the position, study the employer, and anticipate difficult questions. In a

| current 5 T
| competitive job market it’s especially important to follow these steps to interview success:

'ﬁmﬁmg,wma%magﬁmﬁmﬁﬁwwm%lwmﬁamﬁ%i’m,mm
ﬁﬁﬁy@ﬁqﬁaﬁwmmmﬁmmmwmaﬁqmwwmw
maﬁq;gﬁﬂ&ﬁﬂmﬁwﬁwwwmﬁﬁwﬁﬂmwmwmm
Wg‘ ‘

»  Analyze the Position - Refey @1 favergor &3

»  Research the Employer - s/aifax =¥ R¥d &%

«  Review Your Experiences - 39 rgal @1 FHIel BY

« Practice - Ufdes

Analyze the Position: Review a copy of the job description and highlight the qualifications and main
responsibilities. Go to company website and know about the history, founder/CEO of the
company.Keep in mind that employers with lengthy qualifications statements rarely findapplicants
strong in all areas, so do not get discouraged if you do not meet all of the specified requirements, just
be sure to emphasize your strengths.
ﬁuﬁﬂmﬂﬁ::ﬁﬁﬁwﬁwﬁaﬁwﬁwﬁaﬂ?mﬁaﬂiﬂmmﬁﬁﬁlﬁ
# dewIEe W W R U b gfaEr, Fremus /e & AR F o | e < 6 o A aret i
wﬁaﬁiﬁmﬁﬂwﬁﬁ%Wﬁmﬂﬁﬁwmﬁﬁwqﬁmﬁam
7 | A Ted R SR <A geftEd B

Research the Employer: Learn as much as you can about the employer’s mission, services, products,
and future prospects. Understand how this organization compares with similar or competing
organizations. The best place to start your research is on the employer’s website.

ﬁﬂ‘mﬂwsﬁaaﬁ:ﬁuﬁ?ﬁrzﬁﬁaﬁ,ﬁmﬁ,wraﬁaﬁvwﬁmaﬁmaﬁiﬁm%ﬁﬁmﬂrﬁwmﬁ
maw%mﬁ%agﬁmwmwﬁmﬁ@mﬁ%w%ﬁwm%mwamaaﬁ%ﬁm
T e e PRI @) dewse ©

Review your Experiences: When reviewing your qualifications, consider all experiences valuable

even if they do not directly relate to the position. Review the following: ,
Immﬁaﬁwﬁ:aqq:ﬁuimmaﬁwﬁmmﬁm,wﬁ@ﬁaﬁwmﬁ,ﬂﬁa%m
i%ﬁﬂﬁﬁaqﬁ;ﬁmﬁfﬁﬂﬁaﬁﬁmﬁ:
*  Work experience - P AT

= Internships - SeARM
= Volunteer experience - THdl T
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»  (lass projects - ¥ Hioiae

* Course work - HRf g%

Student group experience - BT WHg 1 AT
* Interests and hobbies - Sfr Tor 3itH

S able to s
For each experience, identify the skills and knowledge you developed. Be Y hoy,
experience has prepared you to contribute to an organization

mm$fmmﬂ%mﬁwﬁqﬁﬁmmmmaﬁaﬁwﬁ|wmﬁw?§% :
ﬁm%ﬁwﬁi!ﬂmm%m%ﬁﬁmﬁm%l

Practise: Try the following methods to boost your interviewing confidence:

m:ﬁﬂmmﬁmﬁEﬁ%mﬁﬂﬁﬁmmmmﬁ:

® Practice saying your responses

out loud. Answering potential questions in front of a Mirror Ca"’A
be useful for assessing your facj

al expressions.

,mﬂﬁwmﬁmﬁwmwmﬁwmmﬁwwma@$w
$W$mwam%|

Have a career counselor or friends and famil
on the following: content and organization

easy to follow) and your presentation s
contact, hand gestures, etc.)

y ask you a list of questions and give yoy feedback
of your answers (completeness, level of detail, hoy
tyle (pace, voice quality/tone, energy, posture, eve

w%ﬁmmmmwmﬁmmaﬁw@waﬁvvﬁm%w
Hﬁrﬁmﬁzmwﬁwmwﬂ({ﬁmﬁwwmw,%ﬂmwﬁ)mm
Wjﬁl%ﬁ(ﬂﬁrﬂmaﬁm/w,migmﬁaw,w%mm)

Tape your responses and review

your performance. Ask yourself: did I look/sound confident, |
what does my body language say,

did I look/sound relaxed, and did I sound enthusiastic?

Think of your accomplishments, T
about you and practice telling th
prepared for your interview.
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ﬂ/r

, Keep in mind that you are not the only person being evaluated during the interview. You can also ‘
think about what implression the interviewer makes on you and view him or her as a resource to,
Jearn more about the company and the position. This will help give you a sense if this employer
is one that you would like to work for and whether or not this position fits in with your goals.
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» Build rapport in the first 5 seconds.First impressions can set the tone for the rest of the
interview. When your interviewer comes into the waiting room and calls your name, walk
toward that person with confidence, make eye contact, extend your hand for a handshake, and
say, “Hello I'm (insert your name here).” This should help set the tone for a successful interview.
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o’s &don’t while interviewing! - SET@HR & SR @471 ¥ iR 797 7 3¢ |
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Be positive and confidence in yourself.
i Express genuine interestin company.
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Don’t choose party wear and don’t arrive late in
interview.

Tl b UG A UE o WETHR § 38 ¥ 7 ug |

Dress in a professional manner and be
respectful to everyone.

S g+ |

Don’t tell anything about previous company. If the
board ask anything about your previous company then
tell about the company. Remember don’t make negative
comment about previous employers.
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Arrive 20 minutes before with clean copy of
your resume.

T qRSIeT @ W B @ W 20 e
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DON'T use poor language or grammar.
ERTG AT AT ATHEIO BT SYANRT 9 Y |

Switch off your mobile phone.

9T HiaTge W R i @ |

DON'T’ discuss salary in the early stages of the
interview.
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K?EP complete knowledge about company.

T D AR g S v

DON'T bring up personal situations or problems.

fterra Ruftrit a1 waemet 1 99 o

| DO show interest in the company and the
!| Position,

S e et sters # of

DON'T chew gum.
IS T |




394 CIIED 'O’ Level Module M4:R5

’ | . onduct ‘\
DO pay attention to the interviewer and | DON'T be 2 comedian. C yourself in 5 Sergy
Us |

listen. manner. e fau e
AETPREd W & S Y G | T PRISAT B RE ST e
A ATERT B | W
Before you leave, thank the interviewer. Don't chew gum oOr smell like smoke. Yoy, Pers
D ST Y UEe, WETHRE B gwgarg | appearance is important. i
gl géaﬁmﬁmmmﬂﬁ;mmﬁmamw
&
DO maintain good eye contact. DON'T be arrogant or ovgrly aggressive,
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Do bring original copy of certificates. DON'T wear heavy perfume or cologne. Don’t ask 5

THOTIST BT HoA Uiy &g | result of interview. :
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Now we see the pattern facing interview...
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Face to Face Method: It is very important that how you prepare yourself to face an interyiey |
because an interview is one of the most important things in getting a job. You have to develop your |
personality by doing homework. Here we will discuss how you will get success in your interviey,
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Online Interview: Now-a-days, more and more companies incorporate Internet through Video Call
Technologies into their recruitment process. It is easy and economical. A company can easiy
organized this method and select the candidates without taking time. An online interview is a form
of online research method. It takes many of the methodological issues raised in traditional face to
face (F2F) interviews and transfers these online with some key differences.

ﬁhammmw:wﬁﬁﬁﬁ,a@wﬁa@mﬁﬁ%ﬁaﬁéﬂaﬁﬁ%wﬁmﬁ
ufd &1 i Bl &1 g8 3T SR fPEd &1 U B omar § 9 Ugfy @ e &Y i ¢
3R T g9 fAerel SRICART &1 999 IR GHd 2| B STeTET AEehR a9y ugld @ 1@
2| 78 URuR® Bw < »W (F2F) § 9OIU U $F HEWOIER T @l GEHR N §o g dw @ T
TS TABY PR ¢ |

Telephonic Interview: This one is also the most preferred and convenient way to a
organize interview. People from anywhere and even on move, attend interviews.
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