Question No 1

The oral communication is
in nature and bring immediate
Feedback.

A) Conventional

B) Conversational

C) Communal

D) Sensational



Question No 2

In business organization important
observations, suggestions or
objections should be communicated

orally rather than in writing

A) True
B) False




Question No 3

An essential purpose of any
communication may be:

A) to work

B) to impart information, ideas,

attitude, belief or feelings




Question No 4

IS the sharing of infFormation
Ffrom one person to another person.

A) English

B) Communication

C) Letter

D) All of these



Question No 5

Which one is more Formal Form ofF
writing?

A) Oral Comminication

B) Written Communication



Question No 6

Which Form of communication
more affective and bring
iImmediate Feedback?

A) Oral Comminication

B) Written Communication




Question No 7

Letter i1s an example of?

A) Oral Comminication

B) Written Communication



Question No 8

Meeting is an example of?

A) Oral Comminication

B) Written Communication



Question No 1

IF you are at a meeting and are
asked to report on the progress
you have made on a project what
method of delivery you will

B) Impromptu
C) Memorization

D) Reading



Question No 2

____reports are generally
characterized by small group setting
with high degree of audience
interaction and a relaxed manner of
delivery and dress.

A) Social

B) Informal

C) Formal

D) All




Question No 3

reports are usually prepared
well in advance of preparation and
are, therefore well rehearsed.

A) Social

B) Informal

C) Formal

D) All




Question No 01

What is the emphasis of Functional resume?

A) Make your name and professional achievement prominent.

B) Place the name and professional objectives at the top.

) Provide function and tasks the applicant can perform

D) Put the most important information first




Question No 02

Which of the Following is bot the type of
resume? | VOI

A) Functional resume

B) Conventional resume

C) Non conventional resume

D) None of these




Question No 3

Which of the following ia not the element of letter

A. Heading
B. Date

C. Salutation




Question No 01

possess extensive knowledge about a Field in general,
but they might be unfamiliar with particular technical
terms, specifFic equipment, or recent advances in your
document's subject matter.

A) General Expert

B) Specific Expert
C) Expert

D) All of the Above




Question No 02

Share or surpass your knowledge about
a document's subject matter.

A) General Expert

C) Expert

D) All of the Above




Question No 03

In which type of resume an applicant write
his/ her name at bottom or at side?

A) Functional resume

B) Conventional resume

C) Non conventional resume

D) None of these




Question No 04

Which of the Following is the First thing you
must consider while writing a resume.

A) Defining your objectives

B) Planning your objectives

C) Evaluating your objectives

D) Revising your objectives




Question No 01

Which of the following is the synonyms of
the implicit.

A. Unambiguous

C. Precise

D. Specitfic




Question No 3

____ is formal written document soliciting business and
spelling out what will be delivered, the costs, terms,
condition and so forth .

A. Letter

B. Proposal
C. News
D. Memorandum




Question No 02

Have the role of deciding the way an
organization will act in certain situation.

A. Director

B. Implementor
C. Advisor

D. Division Makers




Question No 03
Which of the following are real but unnamed

>aders?
A. Phantom Readers

B. Technical Readers

C. Complex Readers

D. Future Readers




Question No 04
Phantom Readers are called

A. Original
B. Fake

D. Unique




Question No 1

Composition is the process of drafting your message;
it is a later step.

A. Reuisinc
B. Polishing

C. Criticizing
D. Elaborating




Question No 2

A sentence consist of two parts, one is subject which is
the second one?

A. Preposition

C. Adverb
D. Adjective




Question No 3
Which of the following is not the type of sentence?

A. Simple sentence
B. Compound Sentence

C. Complex sentence

D. None of the above




Question No 4

Which of the following sentence in which two or more
independent clauses are expressed

A. Simple sentence
B. Compound Sentence

C. Complex sentence
D. None of the aboue




Question No 5

Which of the following is the composition of business
message

A. Planning
B. Composttion

C. Revisinc

D. All of the above




Question No 6

Which of the following is not to formulate your
message

A. Your first draft
B. Use you attitude

C. Your style and tone

D). None of the above




Question No 1

~ is used to established inside an
organization:

3. Memorandum




Question No 2

Which of the following is not the type of letter

A. Job application
B. Acceptance letter

C. Letter of recommendation




Question No 1

is used to communicate outside the organization

B. Memorandum

C. Both Aand B
D. None




Question No 2

is brief, informal report used to
established record

A. Letter

B. Application
C. News

D). Memorandum
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Question # 10f 10 ( Start time: 10:20:45 AM, 21 May 2024 )

Choose correct article to fill in the blank.

Benhas_______ terrible headache.
Select the correct option
a

O

no article

O

the

O

an

O




Question # 3 of 10 [ Start time: 02:19:54 PM, 20 May 2024 )

When your letter extends onto o second page you should use for the second poge.

Select the correct option
plain or colored poper

colored Paper




Question # 2 of 10 { Start time: 02:18:59 PM, 20 May 2024 )

Fill in the bank with appropriate option:
‘What are you doirg __ _ ___ _ the weekend?
Select the correct option




Question # B of 10 { Start time: 02:22:28 PM, 20 May 2024 )

Select the correct option

@ All of the above /




ENG201 - Business and Technical Engllsh Writing (Quiz 2)

Guestion & § of 10 [ Start time: D1:48:00 PM, 20 May 2024 )

afan _____ . should contain necessary information about the services ond products offered.

Select the correct opthon




Question # 9 of 10 { Start time: 02:22:54 PM, 20 Moy 2024 )

m«nmmmmhmmWn{mm

Select the correct option
Ethnic bias

Cultural Bias




& _ . Sentence expresses wo of more independent but reloted thoughts.




i 'was in Japanese restourant.

e e

Restourant senved good food.

e

Select the correct option
the, o




Choose comect preposition to fillin the blank:
She come soma old letters in the callor.

through




application letters ore usuallyof ___ ___ _ .

select the correct option
R

four poges length

e pagas length




By * - . - -

Which of the following complimentary close is occurate in general letter writing?

Select the correct option

All of the given options
® ™

Yours respeactiully,

Yours sincenoly,

Simcanahy,

O
O
®




Which of the following words |s free from ‘Gender-Blos?

Select the correct option

Chalrrorman

All of the abowv




. TIEEEOGEE are more lkely to bring the desired results and they do o better job at building goodwill.

Select the correct option
Concrete




Select the correct option

prasentation
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Question # 2 of 10 ( Start time: 10:22:24 AM, 21 May 2024 )

Using incorrect words, incorrect grammar, and faulty pronunciation is called language and this all suggest the inability to use good English.

Select the correct ﬁl.'l“ﬁl"l

O

standard

substandard
informal
business

O

II O Search “ ‘ Q ; e @ A€ ENG 7
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Question # 5 of 10 ( Start time: 10:26:29 AM, 21 May 2024 )

Which of the following words is free from ‘Gender-Bias'?

Select the correct option

All of the above

O

Policeman

Police officer

Police lady

O
O \/
O

Bl O search e ® O - e @
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Question # 6 of 10 ( Start time: 10:28:02 AM, 21 May 2024 )

Choose the correct option.
Construct effective sentences and paragraphs for

Select the correct option

O

Concreteness

Courtesy

Correctnass

Clarity

O
O
O

Bl O search e ‘ (w0 ; g Q




Select the right option to 18l in the blank.
The children forgot their homework, _______ the teocher was angry with them.

Select the correct option




-Im O | @ wvulmslogin - Search X N5 Quiz x [@ ENG201 Highlighted Handouts & X

() https://vulms.vu.edu.pk/Quiz/QuizQuestion.aspx?ver=cB54bcaa-a776-49a6-a32a-328a0a33 1de1

Question # 4 of 10 ( Start time: 10:24:54 AM, 21 May 2024 )

Which change can make the following sentence correct?

“There have been a lot of rain in the Lower Mainland in the last twenty-four hours.”

Select the correct option

Change "have been” to "has in being’

O

Change "have been” to "has’

Change "have been” to "has been’

Change "have been” to ’is been’

O
O “
@,
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‘ ENG201 - Business and Technical English Writing (Quiz 2)

Question # 10 of 10 ( Start time: 10:34:58 AM, 21 May 2024 )

Choose the correct option. Electronic Message:
Use if you want to overcome time zone barriers.

Electronic message Is the best whenyoudont need immediate feedback but you do need
speed. youdon't need a permanent record but you want to overcome time zone barriers. You
want to minimize oral distortion

Select the correct option

Email

-

snail mail




ENG20! - Business and Technical English writing (Quiz-1) Quiz Start Time: 02:23 P, 04 May

question # & of 10 ( star time: 02:29:15 PML 04 May 2024 ) Total Mo

| Rt e O wteCh Qiverd 1 NDerol Mg OF (e sDnm Tenvmiir

Set oGt v

select the correct option

e t— |

T kg

ArTanormEnt

AClp ST

o e Arsssas O o Y0 Narl Ot




ENG201 - Business and Technical nglish Writing (Quiz-1)

Quiz Start Time: 02:23 PM, 04 May :

Question # 9 of 10 [ Stort time: 02:36:16 PM. 04 May 2024 )

Total Ma

Chooss the comect option

L stoblishing the purpose of o maessage belofe beginreng 1o write it olicws you to

A -

| cegonize the message sffectively

O

w

.I
reduce the chonce thaot the messoge will succeed

owarlook bey components of the messoge

include only ONe purpose in the Metsoge

O O O




ENG201 - Business and Technical English writing (quiz-1) Quiz start Time: 02:23 PM, D4 Mo
Question # 10 of 10 ( Start time: 02:37:29 PM, 04 May 2024 ) Total )
one of the primary diferences batwean written and spoken communicotion i thal wiiting con be faidy _ _ _ _ _ o8 compared 1o spssch

# 29

select the correct option

O| O[O

trorasent

termiporary

oy eand

L_;'

P et
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ENG201 - Business and Technical English writing (Quiz-1) Quiz Start Time: 02:23 PM, 04 May

Question £ 7of 10 [ Start time: 02:34:05 PM, 04 May 2024 ) Total M

Whan defining your obpectived you toll wihal you want your comimiunicotan (o oo

mjﬂ:l%%

select the correct option

Folgas

C N o el Aragvse? B Riorgas 00 e Dhosasats




ENG201 - Business and Technical English Writing (Quiz-1)

L
Quiz Start Time: 02:23 PM. 04 Moy 2

Question # 5§ of 10 ( Start time: 02:27:52 P, 04 May 2024 )

Total Mar

Hioy dosa the technical writing process differ from the essay wrhiting process?

Ligny wokpioce documenits are coralully reviewsd belore being relesgsed

Ancilynin ol the nesds ol the oudisnce ond expaciotion i critical

'mhmmmmmmmmm

Al of the given optone

lojof o] o
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Question # 9 of 10 ( Start time: 10:33:18 AM, 21 May 2024 ) Total Marks: | .
Choose the best option. o
Theformal _______ style is unconventional, usually impersonal, and contains long and involved sentences.
_I_
Select the correct option
regquest

O

writing

A

Click to Save Answer & Move to Next Question @

v ‘Q;e@ A€ < ENG ﬁ*@i}mmséﬂjﬂ




Question # 2010 ( Start time: 02:24:35 PM, 04 May 2024 ) Total

Choose the cormect option from the following
R s important 1o torget your oudence by idemntfying-—-—--~~----

Page no 25

audence purpose




Question # 3 of 10 ( Stort time: 02:25:38 PM, 04 May 2024 ) Total

The fiest step of oudience anabysis isto_ _ _ _____

select the correct option
Examine the tme and ploce ol your speech

Enamine the locotion of your spsech.

Examine the speaking occasion

| Excamiing the sire of your oudience

O
O
O
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ENG201 - Business and Technical English Writing (Quiz 2)
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Quiz Start Time: 10:20 AM, 21 May 2024

Question # 8 of 10 ( Start time: 10:31:26 AM, 21 May 2024 )

Total Marks: |

Choose appropriate preposition to fill in the blank:
Henry looked the magazine quickly

Select the correct option

ol

through

O

O

over

O

~ €

NG B g D

2231
20/05/2024

2 O o @ X

+
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‘ ENG201 - Business and Technical English Writing (Quiz 2)

Quiz Start Time: 10:20 AM, 21 May 2024 ‘

Question # 7 of 10 ( Start time: 10:29:56 AM, 21 May 2024 ) Total Marks: |
At the top of the second page of a letter, use:
o
Select the correct option
A header
i
A subhead
£
| None of the given options
O
A
A footer
II £ Search “‘ ‘ Q .- e @ A eNng T WD s

20/05/2024

2 O o @ X

+



— s o very vital step in composing a business messoge, cnd if onve commils an arror in this stoge, It will De imeversible,

Select the correct option
Concluding




ENG201 - Business and Technical English writing (Quiz-1) Quiz Start Time: 02:23 PM. 04 May

Question # & of 10 ( Start time: 02:26:50 Pa, 04 May 2024 ) Total M

Which of the lollow(ng lont should be used on Overheod projection tronsporencies [ODrPa )P

i 16

IBpt Times Rornan “

IOpt Tirmes Rormoan

Zipt Timss Bormon

C|O[O]

| ltpt Times Bormoan

@,

CiCk 1D Sove Arevesr & Bowe o Naxt Oussie



Question # & of 10 ( Start time: 02:21:38 PM, 20 May 2024 )

Choose the cormect option.
Toindorm’ isthe ____ ______ purposs of o business massage.




Question & 7 of 10 ( Start time: 02:22:01 PM, 20 May 2024 )

e ey e

Defining the purpose of the docurment halps the writer to

Select the correct option
establish a channed and medium

réspond o the audiance




Question # 3 of 10 [ Start time: 02:33:22 PM, 20 May 2024 )

Of all the announcers, Gory spoke_ ___ .

Select the correct option
More clegrer

Mare clearty




The bwo principal documents that hold relative iImportance in o meeting are the and the

Select the correct option
mieeting minutes, proposal

ogenda, meating minutas

agenda, proposol




Question # 4 of 10 { Start time: 02:20:16 PM, 20 May 2024 )

‘Which of the following is not a charoctaristic of ‘Cormectness™?

Select the correct option

Use the right level of longuoge.

Check accuracy of figures, focts and words.

"8 [ w W it i
sl MR e e A e




Question & 10110 { Start time: 02:18:30 PM, 20 May 2024 )

what is wrong with the following sentence:

Since the beginning of this term.

Select the correct option
@ It is an incomplete sentence

‘Beginning’ is spelled incormacty




ENG20] - Business and Technical English Writing (Quiz 2)

Guestion # 8 of 10  Start time: 01:45:34 PM, 20 May 2024 )

Choots appropriabs prepotition o fill in the blonk:
We ware kooking ______ tha shops whan we were in the market,




ENG201 - Business and Technical English Writing (Quiz 2)

GQuestion # 7ol 10 [ Start time: 01:45:00 PM, 20 May 2024 )

rmakes it oppecr complex




Question # 6 of 10 ( Start time: 01:40:26 PM, 20 May 2024 )




| I-ﬂ-_-—nﬂ-*nh.hhﬁ

Question # § of 10 ( Start time: 01:40:02 PM, 20 May 2024 )




ENGI0 - Business and Technical English Writing [Quiz 2)

Question # 4 of 10 { Start time: 01:39:36 PM, 20 May 2024 )




|M+mmmmmmﬂuﬂ

Question & 3 of 10 { Start time: 01:39:14 PM, 20 May 2024 )

Chiorsn thar correct option,




ENG201 = Business and Technical English Writing (Quiz 2)

Guestion & 1 of 10 [ Start time: 013812 P, 20 May 2024 )

in cose of cegonizing atest _____ __ _ should De followed in which ideas ane Dol upon prenvious oned.




ENG20] - Business and Technical English Writing (Quiz 2)

Guestion & 2 of 10 [ Start time: 01:38:38 PM, 20 May 2024 )

Which of the following s not an examgle of the pair of words?




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 10 of 10 ( Start time: 11:17:47 AM, 04 May 2024 )

Select the option which can bo a sign of bad prasontation delivory.

Select the correct option

Avoiding gazing on the notes

O

Maintaining eye contact with most of the audience

Standing in a frozen position

Speaking softly




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 7 of 10 ( Start time: 11:16:10 AM, 04 May 2024 )

Common implicit goals aro to establish a relationship, creato trust and establish credibility, and

Saelect the correct option

give instructions

document actions

Lo anoct

persuadea the readaer




ENG201 - Business and Technical English Writing (Quiz-1)

Question # B of 10 ( Start time: 11:16:41 AM, 04 May 2024 )

Introduction and background information should be -------- when your reader is a technician.

Select the correct option

omitted

()

comprehensive

O

detail-oricnted

i,




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 9 of 10 ( Start time: 11:17:17 AM, 04 May 2024 )

An underlying goal of all technical and scientific writing is to get the reader to trust the writer's

Select the correct option

authenticity

credibility
@)
. honasty
QO
authority




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 6 of 10 ( Start time: 11:15:32 AM, 04 May 2024 )

We're having a barbecue noxt wook,._7?

Select the correct option

Ware you coming

do you come

will you comao

did you coma




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 5 of 10 ( Start time: 11:14:30 AM, 04 May 2024 )

Chooso the correct option.
Business and Technical English help a specialist---===========,

Select the correct option

to generate ideas

to identify different roles

O

Nono of the given options

to sharoe results




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 4 of 10 ( Start time: 11:13:20 AM, 04 May 2024 )

Foedback can coma in tha form of

Salect the correct option

symbols

O

varbal and non-verbal cues

all of the given options

Picturos




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 1of 10 ( Start time: 11:11:27 AM, 04 May 2024 )

Choose the correct option.

Establishing the purpose of a messogo before baginning to write it allows you to

Select the correct option

ﬁ
O
-y

organize the message effectively

G.

include only one purpose in the message

overlook key components of the message

reduce the chance that the maessage will succead



ENG201 - Business and Technical English Writing (Quiz-1)

Question # 2 of 10 ( Start time: 11:12:02 AM, 04 May 2024 )

Informative speaking and persuasive speaking aro oxamples of prosontation.

Select the correct option

informmal

onal
O

writton

formal




ENG201 - Business and Technical English Writing (Quiz-1)

Question # 3 of 10 ( Start time: 11:12:37 AM, 04 May 2024 )

Extra information would only clog your readers’ path to what thoy need, resulting in

Select the correct option

poor performance

all of the given options

incroased frustration

decreasoed officioncy



ENG201

Business and Technical English
Writing
Total Lectures = 45

Mid Term = 22



1. DefFine Communication.

The process of exchanging of information,
ideas, thoughts and feeling by speaking,
writing, or using some other medium is
called comminication.

2. Write some categories of comminication.

1. Written commonication
2.0ral comminication




3. Define written communication.

Written communication is any written message that two
or more people exchange. Written communication is
more formal but less efficient than oral communication.
It includes planning, structure and stylistic issues. In
written communication we write memos, letters, short
and long reports etc.

4. Define oral communication.

Oral communication is communicatiing through mouth
and spkoen words. It includes conversation. It cover
planning, presentations, group behavior, conducting
meetings etc.




S. What are the importance of communication?

v/ By communiction you can share your ideas with co-workers,
customers, etc.

v/ Your success in your career is based on your ability to do well
both in written and oral communication.

v/ Strong communication skills are required in every job description listed
by companies. Communication is a primary responsibility in many careers,
such as customer relations, labor relations, marketing personnel, public
relations, sales, and teaching.

v/ Communication is also required in government and non-profit
organizations. Communication skills play a major role at every level.

v/ Even if your work is mainly with figures, as in the accounting
profession, the ability to communicate to those who read your
financial reports is necessary.




@ ENG201

- Lecture 2
Oral Comminication

Concept Short Q.

MCQs KEREGREGCCuCuE Long Q.




1. What is Formal oral reports?

Planned communication such as memo, letter, report, e-mail &
faxes is called formal communication. Formal oral reports are
usually prepared well in advance of presentation and are, there
fore,well-rehearsed. Your manner of delivery is extremely important
in a formal oral report situation.

2. What is infFormal oral report?

Casual (without manner) Communication such as face to face
conversation, phone calls, discussions is called informal communication.
Informal oral reports are generally characterized by small-group settings

with a high degree of audience interaction and a relaxed manner of
delivery and dress. Informal oral presentations can foster the free
exchange of ideas and can be important for producing action items.



3. Write note on categories of oral

presentations.

Oral presentations in a professional environment generally fall into
two categories:

i. Informative Speaking ii. Persuasive Speaking
An informative speech aims to Aims to convince (motivate)
inform the audience about a the audience to perform a

specific topic. certain action.
v/ Audience learning as its v/ Influence what an audience
primary goal. thinks or does.
* Individual or Group Report » Change Belief
» Oral Briefing * To change attitudes

« Panel Discussion * o motivate an audience.




4. Write note on delivery methods of oral
comminication.

I. Extempore

In this method of delivery in
which the thought is planned
before starting to speak. Here

the cue cards are used for help.

1. Memorization

A memorized speech is a speech
that is recited from memory
rather than read from cue cards
or using the assistance of notes.
The memorization method is
risky

. Impromptu

The impromptu speech
Is given without any
advance preparation.

Iv. Reading

This is a simple reading from @
prepared notes.The drawback of
reading is that when you read your
speech, you are communicating
with the text instead of the
audience.



S. How a good oral presentation can be prepared? Discuss.

v/ The preparation and use of visual aids is an important
element of any effective presentation.
v/ Your personal appearance affects your credibility (quality)

v/ Avoid distracting mannerisms, but don't stand in a "frozen”

position.
v/ Don't speak too soft, too fast, or mumble.

v/ You will find things that are irrelevant or superfluous -
delete them.

v/ Never read from a script.

v/ 35mm slides are generally used more sparingly and stay on
the screen longer.

v/ The audience will get bored with something on the screen
for more than 5 minutes.




5. How a good oral presentation can be prepared? Discuss.

v/ Five minutes are sufficient for clarification of points.
v/ Visual aids significantly improve the interest of a

presentation.
v/ Try to limit words per slide to a maximum of 10.

v/ Typically use a minimum 18pt

v/ For text only, white or yellow on blue is pleasant to look
at and easy to read.

v/ Too much light near the screen will make it difficult to
see the detail.
v/ On the other hand, a completely darkened room can
send the audience to sleep.




@ ENG201

- | _ecture 3

Reading Centered Writing

(Letter or Application for Job - Resume)

Concept Short Q.
MCQs REREOMLGLCNCuE Long Q.




1. Write notes on three types of Resume?

i. Functional Resume
It emphasizes the functions and tasks the applicant can perform.

ii. Conventional Resume
Provide the desired prominence by placing the name and
professional objectives at the top.

iii. Non- Conventional Resume
Here you may place your name along the bottom or side.




2. What steps should be followed while writing
a resume & letter of application.

 Defining your objectives
* Planning

* Drafting

 Evaluating

* Revising




v/ To take the reader centered approach, you need to look at
three things.
v/ In the first stage, employers try to attract applications from
as many qualified people as possible.
v/ write your resume you must keep in mind that it must quickly
attract and hold that man’s attention.

v/ In the second stage of recruiting, employers carefully scrutinize

(inspect) the qualifications of the most promising applicants.

v, 10 determine how vour resume will Ittect vOUl reqadel vOu COUll

r-l. y | I_]!lll,\_|j ‘I L ._.' “-!.il :] .

v/ The persuasive argument has two elements.

v When you draft, you transform your plans, notes, outlines, and
ideas into a communication.

v/ Revision literally means to "see again’, to look at something from
a fresh, critical perspective.




Formulating the Message

 Draft
Composition is the process of drafting your message;

polishing it is a later step.

» Style and Tone

Develop relationship with audiences.

« Use "you" attitude

The' you' attitude is best implemented by expressing your
message

Na yours 10 exc 'hen assigning the plams
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1. What are Target Audience?
Target audience’ is a specified audience or

demographic (human population) group for
whom a message is designed.

v/ To be effective, technical writing must target its audience
or audiences.




2. Distinguish between two types of experts.

I. General Expert
Have extensive knowledge about a field in general,

but they might be unfamiliar with particular technical
terms, specific equipment, or recent advances in your
document's subject matter.

I. Specific Expert

Share or surpass (exceed) your knowledge about a
document's subject matter.




3. Write some Strategies fFor Writing to Technicians.

I. Keep introductions and background
information brief.

1. Make information accessible.

lii.Provide short definitions or explanations
of any unfamiliar terms, tools, devices, or
procedures.
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Lectures 5,6, 7, 8,9, 10 and 11

Effective Communication

Lectures S and 6 - DefFining Objectives

Lectures /, 8, 9, 10 and 11 - Seven Cs




Defining Objective
Defining the objectives of your communication is extremely
important.

Defining objectives has a strong link with the audience
analysis.




Q.1 Define Explicit purposes of the documents.

Explicit Purposes

The purpose which is clearly stated.
* To provide information
* To give instructions

* To persuade the reader
» To enact (or prohibit something)

Implicit Purposes
The purpose which is not clearly stated.

Synonym = Hidden *To establish a relationship
* |0 creqate trust
 To document actions (Record)




Q.2 Write note on characteristics of readers (role of readers).

i. Decision Maker

The decision maker’s role is to say how the organization
will act when faced with a particular situation.

ii. Advisor

Advisors provide information and advice for the
decision makers.

iii. Implementor

Implementers carry out the decisions that have been
made.




Q.3 Write note on types of readers.

i. Phantom Readers
These real but unnamed readers are called phantom

readers.

ii Future Readers

The readers who will be reading your document/s in
future are your future readers.

iii. Complex Readers

Complex readers are the readers consisting of diverse groups with
widely varying backgrounds and responsibilities, each with a different
agenda, each with a different way of functioning and communicating.




v/ Communication not only conveys information but also establishes a
relationship between a speaker and listener, or a writer and reader.

v/ Scientific and technical writing is based on precision.

v/ Scientists, engineers, and managers often use writing to create
permanent records of their thoughts and actions.

v/ Consequently, technical communication is often more effective when it
IS written down.

v/ Make important observations, suggestions, or objections in writing.
v/ Readers of technical writers are often busy people.

v When defining your objectives, start by identifying the final result you
want from your communication.

v/ Readers perform tasks of locating, understanding, and using
information in many ways, depending on the situation.
v/ At a general level, all tasks are the same for all readers.

CQg

v/ Each reader is unique.
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Business Message

1. Planning 2. Composing
* Define Purpose » Organizing Message

* Audience Analysis » Sequencing Message
» Establish Main ldea » Formulating Message

e« Select Channel and Medium

3. Revising

« Edit the message

« Style and Readability
vWord Choice
v Create Effective Sentence
v Develop Coherent Paragraph
v Designing




Define Purpose
Why do you need to have clear purpose?

Knowing the purpose of your message will help you make important
decision such as how to precede, how to respond to the audience,

Business messages have the following general purposes:
* Inform

* Persuade
* Collaborate

Beyond having a general purpose, your message might
have a specific purpose

General Purpose
« To inform

Specific Purpose
» To present last month's sales figures to the Vice President of marketing




Audience Analysis

* Try to identify the people who are most important to
your purpose.

« Estimate the Audience’s reaction.

« Know the audience's level of understanding.

* Define your relationship with the Audience.

* Determine the Audience Size and Composition.

* Focus on the common interest of the Audience, but be
alert to their individual concerns.

* [dentify primary Audience.

« Avoid unstated questions.

* Avoid any additional information.

* Make your Message easier to comprehend.




Select Appropriate Channel and Medium
Oral Written

v Best when you want immediate v Best when you don’t need
feedback. immediate feedback.
v Use this medium for simple J Use this medium for detail
message. and complex message.
v/ Give no any permanent record. v/ Provides permanent record.
v/ Encourage interaction. v/ Minimize the distortion.
Electronic

v No immediate feedback.

v Have speed.

v No permanent record.

v Overcome time zone barriers.
v Minimize oral distortion.




1. Planning of Business Message

* Define purpose

* Analyze audience

» Establish main idea

» Select channel and medium

* Technology
* Collaboration

» Scheduling




Organizing the Message

Successful communicators rely on organization to make their message meaningful.

What does Good organization mean?

» Purpose is clear.

 |deas are grouped and presented in a logical way.
« All necessary information is included.

What are the Benefits of Well-Organized Message?

* Helping your audience understand the message.
 Saving your Audience's Time.
« Simplifying your Communication Tasks

Write some Ways to Achieve Good Organization.

« Start with the Main ldea.
» State the major points.
 |[llustrate with Evidence.




Sequencing the Message

You have two options for sequencing your message

Direct Approach Indirect Approach

It means putting the main idea To put the main idea later and
first followed by evidence. evidences first.

* Direct Request * Persuasive Message
* Routine * Bad News

* Good News * Longer Message
« Goodwill




3. Revising Business Message

I. Editing the Message

Ii. Style and Readability
* Word Choice
» Create Effective Sentence
» Develop Coherent Paragraph
» Designing




I. Editing the Message Create Effective Sentence

+ Stick to the point To give your sentence variety, use
* Put main idea in first paragraph the three types of sentences:
» Put key features in the middle * Simple
» Eliminate useless ideas + Compound
« Complex

Il. Style and Readability i Bt M
» Word Choice " Active voice se

« Stress on you attitude
» Use Plan English (easily written, easily understand) Develop Coherent Paragraph

* Use familiar words Five Ways to Develop a Paragraph
» Use strong words :
o lllustrations

* Used short words _
+ Avoid confusing words o Comparisons and contrasts

*« Remove abbreviated words. o Cause and effect

» Use bias free language. o Classifications

Cultural Bias o Problems and solutions
Gender Bias

Racial and Ethnic Bias
Disability Bias




Types of Sentence

Clause

Group of words with a subject and verb (predicate).
Example: They went inside.

SDJ predicate
Independent Clause Dependent Clause
Makes complete sense. Does not Makes complete sense.
Not depends on another clause. Depends on another clause.
All ate Pasta. Because she was hungry.

Sara went to the park. After he finished school.




Types of Sentence
1. Simple Sentence

Independent Clause

2. Compound Sentence
Independent Clause
+

Independent Clause
3. Complex Sentence

Independent Clause
+

Dependent Clause
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Seven C's of EFfFective Communication

Accuracy

1. Completeness
2. Clarity

5. Correctness
4. Conciseness
5. Consideration
6. Concreteness

/. Courtesy
8. Coherence




1. What are the characteristics of a good
technical communication?

1. Must be Complete
2. Must be clear

3. Must be correct

4. May be Concise
5. Have accuracy

6. Must be coherent




Accuracy

Care of truth and fact in writing.
* Document Accuracy
Proper coverage of your topics in appropriate detail.

» Stylistic Accuracy

Word choice and careful use of language to express
meaning.
» Technical Accuracy
Accurate understanding and representation of the
subject. Clear in concept.




1. Completeness

Your message is complete when it contains all the facts
and full information.

* Provide all necessary information.
* Answer all questions asked.
» Give something extra, only when desired.

Benerfits

* Bring the desired results.
DI a better job at building goodwill.
* Inconsequential information becomes effective.




2. Clearity

Easy to understand the purpose of message, specific
message at a time.

* Choose as precise (short) word as possible.

» Use familiar words.

» Limit the average sentence from 17 to 20 words.

* Not write more than one main idea in a sentence.
« Write main idea in early sentences.

L

a epOrt was ano 1alele N down by age @




I. Structural Clarity . Stylistic Clarity

» Table of contents « Word choice is a factor
* Graphs and tables In stylistic clarity

* Descriptive titles » Simple and direct

« Attractive headings language.

lii. Contextual Clearity

* Purpose

* Importance

« Application

« Authorization




3. Correctness
O nNant correctness In ";-"'3.-| ""I-*.”'-"iif'__l‘i.f_ MUus|
apply following instructions:

* Maintain writing mechanics.

(Grammer, Punctuation, Spelling)

» Use the right level of language.

» Check accuracy of figures, facts and words.




4. Conciseness
Conveys your message in fewest possible words.

1

BenerFits

« Saves time and expense for both the sender and the receiver.
* Increases emphasis in the message.

* Shows respect for the readers by not cluttering them with
unnecessary information.

To achieve conciseness, observe the following suggestions:
* Eliminate wordy expressions.

* Include only relevant material.
« Avoid unnecessary repetition.




"Will you ship us some time, anytime during the month of
October would be fine, or even November if you are rushed
(November would suit us just as well, in fact a little bit better)
500 of the regular Dell Computers.

Thank you in advance for sending these along in parcel post,
and not in express, as express is too expensive.”

Goncise Version of the Letter:

Please ship parcel post, 300 Dell
Computers before the end of November.




J. Gonsideration

We should look and think from the receiver angle.

v/ Preparing message with the message receiver in mind.
v/ Understand our audience.

In business communication, there are three specific ways to
Indicate consideration:

* Focus on ‘you’ Instead of ‘I’ or ‘we’.
« Show audience benefit or interest.
« Emphasize positive & pleasant facts




b.Goncreteness

We should write to the point message based on fact.
* Vivid not vague.
. SDECiﬁC not General
e Definite not Indefinite
» Use connotative not denotative words.
Vague, General & Indefinite:
Student GMAT scores are higher.

Concrete:
INn 1996, the GMAT scores averaged 600; by 1117

they had risen to 610.




b. cnncreteness

We should write to 1 t message based on f
* Vivid nof \f{fl{_gi_if;'?.

» Specific not Gene '-M

. Definite not Indefinite

» Use connotative not a,_lf_:‘"?-*f_"jl-'[f’[l”';f

L - ‘

WO i'L" f::F

» Use specific facts and figures.
 Put action in your verbs.

» Choose vivid, image-building words.




1.Gourtesy

Friendly and helpful behavior for others.
Respect for others.
Knowing your audience allows you to use statements

of courtesy.

» Tactful, thoughtful, and appreciative.
« Omit irritating expressions.
* Omit questionable humor.

* Choose Non-discriminatory Expressions
* While using names, treat each gender with respect.




Coherence is the quality of hanging together, of providing the reader a

. ... easily followed path.
v/ Flow in your writing. ’ 2

v/ Connections among the parts of the document.
v/ The paragraph is one of the most powerful instruments of coherence.

opmeni achieve | partly througd the

Enumeration:

enumeration Mention one by one.
exemplification Series

comparison and contrast List

analysis E lification:

definition xemplification: _

descript Use of examples to clearify the message.
: ESCI’IDIIQF’I

Comparison and Contrast:
Mention similarities and differences.




Question No 01

Which one of the following is the characteristics
of effective technical communiction

A. Accurate
B. Clear

C. Coherent

D. All of the Above




Question No 02

Which one of the following is achieved through
balance between precise language and familiar
language

A. Clarity

B. Correctness
C. Concreteness

D. Consideration




Question No 03

Accuracy covers which of the following

A. Document Accuracy

B. Stylistic Accuracy

C. Technical Accuracy
D. All of the above




Question No 04
means prepare every message

with the message in the receiver mind
A. Clarity

B. Correctness
C. Concreteness

D. Consideration
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Memorandum
Also known as memo or reminder.

v Informal report.
v Use to established record.

v Used for internal communication.
v Within organization.

v E-mail messages typically take the form of memoranda.
Purpose

Memoranda are written for numerous internal purpose such as
 To request information

* To make announcements

* To outline policies




Format of Memorandum

Sample Memo Format / Template
TO:

FROM:

DATE:

SUBJECT:

First Sentence

Reason for the memo

Second Sentence - Main Body
Any Instruction or information
Closing Sentence




Meeting Documents

To encourage productive and efficient meetings we use two
types of meeting documents:

1. Agenda 2. Minutes

List of topics to be Record what actually
discussed in meeting. occurred in meeting.
Prepared before the Prepared during or

meeting. after the meeting.

Jl ..|:_::' £ | l




Proposal

Formal written documents.

Proposal is an idea or plan which is suggested for
people to think about it and decide it.

The aim of a ‘business proposal’ is to establish a working
relationship to make it happen.

Proposal Structure

e Front matter

e Body

e [Introduction

e lechmcal approach

e  Management requirements

. ‘n'm;lx.pltm

e End matter
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Letter

A letter is a written message sent by one person to another.
Letters are used to communicate outside your organization.
Whereas the memorandum is the primary vehicle for
communication within an organization.

Types of Letter

1. Formal Letter
2. Informal Letter
3. Social Letter

4. Business Letter
5. Circular Letter
6. Employment Letter
7. Official Letter




Types of Letter
Business Letters

« Job application letters

« Acceptance letters
Transmittal letters

Inquiry letters
Technical-information letters
Letters of recommendation

6. Letter of Recommendation

I .l | ||‘. ... Irl |. -r - : 1 .'. -I [ Ir ¥ l‘i | |i ; — | 1 [ i
an INAaivIaual s work or acaaemi
performance

J Also called letter of reference

M0

1. ]ob Apphcatmn Letter

nanda | 51 one poi ng ton

"2, Acceptance Letter

3. Transnuttal Letter (C over Letter]

¥ ]r i FI
Lhl

4. Inquu'y Letter

»OITHE0] Tur [H CiTi INTOrmMatol

on r|_|u|1l|1

5. Technical Information Letter

Announce new technical information, such as a software
bug and its solution, or a new feature.

liNing the

A letter of InQuiry ask

Inside Organization - memorandum format
Outside Organization - Letter format




Types of Letter
Business Letters

« Job application letters

» Acceptance letters

* Transmittal letters

* Inquiry letters

« Technical-information letters
 Letters of recommendation

Format of Letter
Full - Block Formatted

* Every line starting at the
left margin.

» Business heading at the top.
Elements of Letter

* Heading

* Date

» Recipient's address
» Salutation

» Boay

» Closing

* ENnd notations




Vancouver Manufactuning
VIR MV Cgeey Ve swmwni, W pabops s YA
) 55 AT www s amnphs e

Format of Letter
Full - Block Formatted

« Every line starting at the
left margin.

» Business heading at the top.
Elements of Letter

* Heading

» Date

» Recipient's address
« Salutation

» Boay

» Closing

* End notations




