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SECTION “A®

Q.1 What do you mean by personality dev

Q2
Q.3

Q.4
Q5
Q.6
Q.7
Q.8
Q.9
Q.10

Q.11

elopment? Give its importance.

Write the importance of public speaking and give tips for better public speaking.

Enlist the ingredients of group presentations and write in det

ail the suggestions for an
effective group presentation.

Explain verbal and non-verbal communication and give the advantages of bott .

Define the term bibliography and describe in detail the bibliographic procedure.

Describe in detail the various types of listening.

Write in detail the types of indexing.

What is field diary? Explain the components of standard field diary.
Write in detail the factors affecting/determinants of personality.
Explain in detail the communication process.

| SECTION ‘B’
Define the following terms:

1) Conference 2) Abstract 3) Group discussion 4) Personality

Fill in the blanks:

1) Communication without language is known as
also known as gestural communication.

idea that he intends to convey it to others.
3)

researcher advanced study is presented through oral or written reports.
4)

emotional control.
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__ communication, which is

is the person who initiates the conversation and has concep-ualized the
refers to the discussion in a small group in which the result of original

is composed of traits such as reserve, lack of sociability, cautious and
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No. | ( Answers should include the following points) Distrib
L4 ution |
1.

|

| Personality Development is the development of the organizational pattern of behavior |
'and attitudes that makes a person distinctive. Personality Development occurs by then
ongoing interaction of temperament, character and environment. |
Importance of Personality Development :

1. Personality Development enhances confidence level.
[t helps to inculcate positive attitude.
It increases better decision making ability.

v AW

. It may provide stress free and healthier life of a person

i

|
|

Importance of Good Public Speaking

In public speaking, there are five basic elements, often expressed as “who is saying what |
to whom using what medium with what effects?" The purpose of public speaking ranges |
from simply transmitting information, to motivating people to act, to simply telling a "
story. Good orators should be able to change the emotions of their listeners, not just |
inform them. Interpersonal communication and public speaking have several components
that embrace such things as motivational speaking, leadership / personal development,
business. customer service, large group communication, and mass communication.
Public speaking can be a powerful tool to use for purposes such as motivation, inf.luence.
persuasion, informing, translation, or simply entertaining. A con.ﬁdent §peake1: is more
likely to use this as excitement and create effective speech, thus 1'n<':rcasmg their o:.'crall
ethos. Professional public speakers often engage in on-going training and edu.cauon. to
refine their craft. This may include secking guidance to improve their speaking skills
such as learning better story-telling techniques, for examph_e. or learning t.mw tf’
effactively use humor as a communication tool as well as continuous research in their

|
[t helps to improve communication skills. \
|

2

topic area of focus.

e ———-
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Cai;z.)d put?ltc speaking Slf]“S works at the time of the interview. It is compylso.
interview before getting a new job. Interviewer will not only judge your vy
but also your communication and fluency in general. In this technology- Sup%‘*
your presentation skills and public speaking skills are also counted along withvy\g "
qualification. "
It is not that we only require public sp;aking skills to speak in front of audien,
give lectures. Public speaking skills are an asset that is worth millions. These Skill(: |
counted not only in our professional life but ar¢ also useful when a person is collcgct
getter. |
[t is common sense that on whatever topic you are speaking, clarity is a must bccausci\]
one would be able to convey your message or whatever you are trying to speak.

Tips for Public Speaking

Know the needs of your audience and match your contents to their needs.

(1Know your material thoroughly.

O Put what you have to say in a logical sequence.
OEnsure your speech will be captivating to your audience as well as worth their time an¢

|

attention.
OPractice and rehearse your speech at home or where you can be at case and

comfortable, in front of a mirror, your family, friends or collcagucs.
[JRecord your presentation with the help of mobile or digital camera or tape-recorder and

listen to yourself and analyze it.
U Know what your strong and weak point

presentation.
OWhen you are presenting in front of an audience, you ar¢ performing as an actor is

onstage. How you arc being perceived is very important. Dress appropriately for the

occasion.
~ Be solemn if your topic is serious. Present the desired

1Look plcasant, enthusiastic, confident, proud, but not arrogant.

ORemain calm. Appear relaxed, even if you feel nervous. |
0Speak slowly, enunciate clearly, and show appropriate emotion and feeling relating to}

s are. Emphasize your strong points during your

image to your audience.

your topic.

Ingredients of Group Presentations Hf'
(1) Clarity - |
a. Clarity of purpose —
b. Clarity of roles -
¢. Clarity of message —
(2) Control-
a. Control in introduction -

b. Control in transitions — |
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| < Control vis-a-vis time and space —

3) Commitment-

| 4. Commit to a schedule -

| b Commit to rehearsing — - . -
. Commit to answering your audxenccts?uestlons -

i ive group presentation .

'SUTCS:;::SO[:: ’:)'; (:hn:c:;ncafcrs Fopbc in charge. If this is not done and som(.:tl“.nvg
| lhexzzctcd occurs, no one has the responsibility for.tﬁe group which ma.y Io'sc Crii:jbﬂ:}z
| because of uncertainty in how to responfi. In addition, wt.men a quesuon.licacsx e;ﬁse.
| speaker — in — charge immediately refers it to the person wn!) the apprcl)é)na : :n s
thus there is no uncertain pause because no one knows who will answer the (ilucs [ ;
i 2. Each speaker should know what the other speakers are going to say..Th:s knowledge
will help them avoid duplication of material and they can ma!<c appropn-atc‘ references }:o
another speaker’s content if it applies. This knowledge helps insure continuity among the
| di speakers. '
(.“:I t-'E'cl:tc:nltas}t) words of each speaker should synchronize with what the next speaker will
cover. This adds unity to the entire presentation and gives the new speaker a smooth

financial aspects of our proposal and help you understand the benefits this will give you."
| 4. If possible, the strongest speaker should end the group presentation. The ending is the
most important part of the presentation; people remember best what you say last‘. You
want to haven ending speaker who can show passion and enthusiasm for the topic.
| 5. Finally, a dress rehearsal is essential. The group members need to get a feel of the
complete message to see how they can best contribute. In addition, with several people
speaking it is hard to judge the time the speakers will take. This dress rehearsal allows
the group to time the presentation and to make adjustments in each portion in order to be
under the time limit; the more people involved the more unpredictable the total time.
With everyonc hearing the other speeches, each speaker can give feedback to the others

that will improve the quality of the whole presentation. Extraneous and redundant
material can be eliminated as well.

opening to his or her material. An example might be, "Now Susan will cover thc‘

|

|

|

e ———————————
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Verbal and Non-Verbal Communication
Verbal Communication

The Verbal Communication is a type of oral communication wherein the message is
transmitted through the spoken words. Here the sender gives words to his feelings,

thoughts, ideas and opinions and expresses them in the form™ of speeches, discussions,
presentations, and conversations.

Non-Verbal Communication

The Non-Verbal Communication is the process of conveying meaning without the use of
words either written or spoken. In other words, any communication made between two or
| T0re persons through the use of facial expressions, hand movements, body language,
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ng, which is only one

sounds. It is & passive
¢ In sleep. Listening on the other hand is work. 1t

ng attention and understanding, Listening involves ‘
complex affective, cognitive, ang behavioral processes, Affective processes include the
motivation to attend to ot

thers; cognitive processes include attending to, understanding,
receiving, and Interpreting content an behavioral processes

the physical act of receiving
' process that occurs even when we ar
' means not only hearing but also payi
.l

d relational messages; and

| include responding with verba] and non - verbha] feedback,

Types of Listening
(1) Active Listening |
| (2) Passive Listening

| (3) Appreciative

(4) Conversational Listening

(5) Caurteous Listening

(6) Critical Listening
1 (7) Discriminative Listening
' (8) Sympathetic listening
1 (9) Empathetic listening
| (10) Therapeutic
7. | Indexing

———
IR

S

e

A SEESa—

| The process of pointing out the proper location of les easily and

' quickly is called indexing. Indexing means to inform or to guide the persons or reader for
the easy and quick location of required files or documents. An index is a reference list for

| locating a particular document in the file. )

' Types of Indexing

| Types of indexes are also known as m

i theindexing method that suits and aids

document or records in fi

cthods / systems of indexin

g. Each institute uses
its filing system. The following are some of the
typesof indexing systems,
I (1) Page index
. (2) Loose or Vertical card index
| (3) Visible card index
(4) Strip index

|_(5) Wheel indexing
8. | What field dia

e
e
i

ry? Explain the components of standard field diary,
The field diary

is the basic document which contains all the data collected
 Facts and interpretations are to be written separately and conversation 1o be noted in the
vemacular languages

The components of standard field diary
It consist of foyr elements :

A) Diary
—_!__B) Species accounts

Telegram - AgroMind



C)
p) Equipment

—

human
| Person
dependent on
stage of lifec
1. Heredity
2. Family factors
3. Intelligence

4. Health and physica
5.N eighborhood

ity all through

ycle the individual is

] states

/C»amloguc//

ality or Determin

the life. The relative con

—‘\\‘ 3)
Soyn

ants for Personality
a2 and many factors shape and detery;
i

3 qo Person

g. | Factors Affecting .
personality 15 81 all encompassing phenomen

4)

tribution of each of these factors is ¢

1

passing through.

6. Culture
Communication
The communicatio
by the sender who
rurn gives the feedback in th
| frame.

' Thus, there are seven major €
Sender

Encoding

Message

Communication Channel
Receiver

Decoding

Feedback

10. Process

then transmits the
e form

S

Q.1L Definitions
1) Conference- Conference is gathering

2) Abstraci- An abstract is a concise an
similar to that of the original document.

An abstract is a brief summary of a research pa
indepth analysis of a particular subject.

n is a dynamic proces

lements /

of people for
d accurate representation of the contents of a document

with the conceptualizing of idea:
el to the receiver, who 11

al within the given time

s that begins
sage through a chann

mes
sage or sign

of some mes

components of communication process:

ECTION “B”

a brief period for intensive discussions.
in & style

OR
per, article, thesis, review, conference proceeding of any
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