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[Chapter 1

INTRODUCTION TO COMMUNICATION

Student Learning Outcomes:

After completion of this chapter students will be able to:

define the concept of communication and its essential and core components.

analyze the significance of communication in fosteringycollaberation and achieving
objectives.

evaluate the influence of communicationgen personal,“academic, and professional
growth.

critique the effectiveness of communi€ation jin various settings and suggest
improvements.

analyze the function of feedbackdnoise, and channel selegtion in the communication
process.

evaluate the impact of barriers to communicationdn theverall process.
design a communication‘processsthat minimizes'noise and‘enhances clarity.

differentiate between verbal, nonverbal, and written communication with critical
examples.

compare fofmal“and“informal commdunication in terms of structure, purpose, and
appropriateness.

analyze theystrengths and limitations/of various types of communication in achieving
specific goals.

apply“different types of communication in context-specific scenarios to achieve
desired outcomes.

demonstrate communication strategies that effectively integrate verbal, nonverbal,
and written forms for diverse audiences.

Communication is like a two-way street for ideas and information. It is how we
share our thoughts, feelings, and needs with others, and how we understand
what they are trying to tell us. It is not just about talking; it also includes
listening, reading, writing, and even body language like facial expressions and
gestures. Whether we are chatting with friends, texting a family member, giving
a presentation at school, or reading a book, we are constantly communicating.
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Good communication helps us build relationships, solve problems, and learn
about the world around us.

This chapter, "Introduction to Communication,” is all about understanding what
communication is and how it works. We will explore why it is so important in
our lives, whether it is at home, at school, or at work. We will look at the basic
elements of communication, like who is involved, what messages are sent, and
how those messages are received. By the end of this chapter, you will have a
solid foundation for understanding the communication®process and how to
communicate more effectively.

1.1 Definition and Importance of €ommunication

You probably hear people talking aboutie@mmunication all the time. Everyone
needs it and wants it, but what exactlygis®communication? Let us try to
understand it. The word ‘Communication’ comesgfrom the Latin word
commdunicare, meaning 'to share’

Communication is the processef.sharing information,‘idéas, and feelings with
others. It is how we connectiwith the world andythe people around us. This
sharing can happef“in many ways: through spoken words (talking), written
words (writing, texting, emailing), body language (facial expressions, gestures),
and even visual aids (pictures, graphs). Think.of it as a two-way street: you send
a message, and, the other pefson réceives it and (hopefully) understands it.
Then, they might send a message back to you, creating a conversation. This
exchange of,information is what makes communication a dynamic process.
Essential components of communication include the sender, the message, the
channel (how the message is sent, like speech or writing), the receiver, and
feedback (the receiver's response).

Communication is incredibly important for so many reasons. First, it helps us
build and maintain relationships. Whether it is chatting with friends, discussing
things with family, or working with classmates on a project, communication
allows us to connect with others and understand their perspectives. This
directly relates to fostering collaboration and achieving objectives. When we
communicate effectively, we can work together more smoothly, share ideas, and
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overcome challenges as a team. Imagine trying to build a robot with your
friends without talking to each other_ it would be nearly impossible!

Rights

Responsibilities

. You have the right to be treated
with respect.

. You have the right to have and
express your own opinions.

. You have the right to ask for what
you need and want to be
effective.

. You have the responsibility to

treat others with respect.

. You have gthe, responsibility to

listen‘to the opinions of others.

. You_have, the responsibility to

acknowledge and address the
needs of others.

4. You have the right to set |"47 You have the responsibility to
reasonable limits. respect the limits and boundaries
of others.

Table 1.1 :(Communication Rights and’ Responsibilities

Second, effective communication is essential for learning. Teachers share
knowledge through'lectures and discussions, and students demonstrate their
understanding through presentations and written work. Communication is the
backbone ofyeducation. Third, communication”is very crucial for success in the
workplaee. No“matter what career you choose, you will need to be able to
communiegate clearly and effectively with colleagues, clients, and supervisors.
This highlights the influence of communication for professional growth. Think
about a doctor explaining a diagnosis to a patient, or a salesperson pitching a
product — strong communication is a key.

Finally, communication plays a vital role in our personal lives. It helps us express
our needs and wants, resolve conflicts, and build strong, healthy relationships.
This emphasizes the impact of communication on personal growth. Being able
to communicate your feelings and listen to others is essential for building trust.
Without communication, it would be nearly impossible to navigate the world
and live fulfilling lives. Learning to communicate well is a skill that will benefit
one throughout the entire life — personally, academically, and professionally.
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Activity 1.1: Matching the columns

Match the communication component in Column A with its description in
Column B.

Column A Column B
1 Sender a. The way the message is delivered (e.g., speech, writing,
email).
b. The response from the receiver, indi understanding
2. Message
or lack thereof.
3. Channel c. The person who initiates the tion.
4. Receiver d. The information, idea eing shared.
5. Feedback || e. The person who re rprets the message.

1.2 Elements of Communicatioh

Communication is a dynamigfprocessyinvolving séveral key elements working
together. Understanding these elements is crucial foreffective communication.
Let us break them down:

1. Sender: The semnder is the person or entity who initiates the
communicationgThey, havé an idea, message, or feeling they want to share. The
sender's résponsibility is to encode, the,_méssage, meaning they put their
thoughts.into aform that can bé understood by the receiver (e.g., spoken words,
written text, gestures).

2. Message®The message is the actual content being communicated. It could
be information, an idea, a feeling, or a request. The message needs to be clear,
concise, and relevant to the receiver.

3. Channel: The channel is the medium through which the message travels from
the sender to the receiver. This could be anything from face-to-face
conversation and phone calls to emails, text messages, social media, or even a
letter. The choice of channel can significantly impact how the message is
received.

4. Receiver: The receiver is the person or entity who receives and interprets the
message. Their job is to decode the message, meaning they try to understand
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the sender's intended meaning. The receiver's background, experiences, and
even their mood can influence how they interpret the message.

5. Feedback: Feedback is the receiver's response to the message. It tells the
sender whether the message was understood and how it was received.
Feedback can be verbal (e.g., asking questions, agreeing or disagreeing) or non-
verbal (e.g., nodding, smiling, frowning). Feedback is essential for completing
the communication loop and ensuring understanding.

6. Noise:  Noise refers to anything that interferes with or distorts the
communication process. It can be physical (eqgy, loud music, a bad phone
connection), psychological (e.g., distractions, (biases,semotions), or semantic
(e.g., using jargon the receiver doesn't understand). Noise can hinder the
message from being received accuratelys

3. A channel (or path),

2. A sender sends,a auel ze phone/f'a'ce—
message (givi Giving Information to- face (talk/writing)

or asking for is used to transfer

information). CHANNEL 2 e
e A
RECEIVER
1. The communijcatio MESSAGE ’REPLY TO
process startsWith (ENCODING) SENDER
a sender. : (DECODING)
SENDER
CHANNEL
Receiving 4. The message is received
Information 5. The receiver by the receiver.
replies to the
sender.

Figure 1.1: Elements of Communication

These elements are interconnected. The sender chooses a channel to transmit
a message to the receiver. The receiver provides feedback, which becomes a
message itself, potentially making the original receiver the new sender. Noise
can disrupt any part of this process.
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1.3 Types of Communication

Communication comes in various forms, each with its own strengths and
weaknesses. Understanding these different types is essential for effective
communication in various situations. We will explore three main categories:
verbal, non-verbal, and written communication shown in Figure 1.2, as well as
the distinction between formal and informal communication.

1. Verbal Communication: This involves the use of spokemywords. It is the most
common form of communication and allows fér immeédiate feedback and
interaction. Verbal communication can be face-to-facemover the phone, or
through video calls. Example: a classroom disglission, ajob interview, a casual
chat with friends

Verbal Written Non-Verbal
Communication Communication Communication

Bigure 1.2: J¥pPes @ CafMmunication

2. Non=¥erBakCommunication:Fhis encompasses all forms of communication
that do notiinvolve spoken words. Itincludes body language (facial expressions,
posture, gestures), tone of voice, eye contact, and even appearance. Non-verbal
cues often convey more meaning than words themselves, and they can either
support or contradict verbal messages. Example: smiling to show friendliness,
crossing your arms to indicate defensiveness, maintaining eye contact to show
attentiveness

3. Written Communication: This involves the use of written words to convey
a message. It includes emails, letters, reports, articles, and social media posts.
Written communication allows for a more formal and documented record of
the message. Example: writing a formal letter of complaint, sending an email to
a teacher, posting on a blog

L 6 1]
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Formal vs. Informal Communication

Formal Communication: This type of communication follows established rules
and protocols. It is typically used in professional or academic settings and is
characterized by a structured format, precise language, and a respectful tone.
Example: a business presentation, a research paper, a formal letter

Informal Communication: This type of communication is more casual and
relaxed. It is typically used in personal settings or amongsclose acquaintances.
Informal communication often involves slangqcollogudialisms, and a less
structured format. Example: texting a friend, chattinguwith family, casual
conversations

Type.of . Strengths Limitations
Communication .
Immediate feedback, || Can e easily misunderstood,
Verbal : . :
dypamic, flexible fleétings#no record
Conhveys emotions, €an be‘ambiguous, culturally
Non-verbal )
often more believable | dependent
: Formal record, allows |gdlacks immediate feedback,
Written .
for careful thought can be impersonal
Professional,
Formal structured, Can be slow, less personal
documented
Fast, personal, builds || Can be unprofessional, prone
Informal . :
rapport to misunderstandings

Table 1.2 : Strengths and Limitations of Different Communication Types

Integrating Communication Types: Effective communication often involves a
combination of verbal, non-verbal, and written communication. For example, a
teacher might give a verbal lecture (verbal), use visual aids like slides
(written/visual), and maintain eye contact with students (non-verbal) to enhance
understanding.
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Applying Communication in Context: The best type of communication to use
depends on the specific situation and the desired outcome. A formal letter is
appropriate for applying for a job, while a text message might be better for
coordinating plans with friends. Understanding your audience and the context
is key to choosing the right communication strategies.

EXERCISE

A. Choose the most appropriate answer.

1. Encoding a message means:

(a) receiving a message (b)  puttingthetights into a
communicable form

(c) decoding a message (d) ignoring a message

2. Which channel might be used for Wfttten €ommunication?
(a) face -to-face conversation M) email

(c) tone of voice (d) bedy language

3. Feedback in communicatiends:
(a) the sender's message (b) “the receiver's response

(c) noise (d) _ the channel used

4. Which¥s a'strength of writtéh commumai€ation?
(B immediate feedback (b)  permanent record

(c) “ypersonal touch (d) dynamic interaction

5. Effective communication often involves:
(a) using only one type of (b) ignoring feedback
communication

(c) avoiding difficult (d) integrating different types
conversations

6. Which of the following is an example of semantic noise?
(a) aloud construction site (b) a poor internet connection

(c) using technical language, the (d) feeling anxious during a
listener doesn't understand presentation

C s 1]
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Write short answers of the following questions:

Define communication in your own words.

Why is feedback important in the communication process?
What is encoding and decoding a message?

What are some common barriers to effective communication?

Why is non-verbal communication often percieved as_more trustworthy than
verbal communication?

Describe a situation where written communication” would be most
appropriate.

. Comprehensive Questions.

Explain the communication pracess, in€luding all key elements and their
interrelationships.

Discuss the strength$ and limitations of verbal,#hon-verbal, and written
communication with examples:

Analyze how noisé can impact communicatiomyand suggest strategies for
minimizing its.effects.

Analyzefa real-world scenariemwhere miscommunication occurred and
propose solutions for impraving communication in similar situations.

Imagine you are giving a presentation to a diverse audience. How would you
integratebverbal, non-verbal, and written communication to ensure your
message as a clear and engaging one?

. Understand the text of the chapter and fill in the blanks.

Communication is the process of information, ideas, and
feelings.

The person who encodes the message is called the

Anything that interferes with communication is called

A formal letter is an example of communication.
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Talking on the phone is an example of communication.

5. communication is often used in casual settings.

E. Match the communication type in Column A with its description in
Column B.

Column A Column B
1. Verbal a. Uses written words
2. Non-verbal b. Uses spoken words
3. Written c. Includes body. language, “facial expressions,
and tone of veice
d. Follows established rules and protocols, used
4. Formal . . .
in professional,settings
5. Informal e. Casualiand relaxed, used‘inipersonal settings
F. Activities:
) J
Activity-1: io Analysis

ide them with different
misunderstanding between friends,
e the communication issues, identify the

involved, and propose solutions for improving
communication in the scenario.

Activity-2: Communication Challenge

Give students a task that requires them to communicate effectively to
achieve a goal (e.g., building a tower using limited materials on verbal
instructions). Debrief after the activity to discuss the challenges faced
and the communication strategies used.
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[Chapter 2

EFFECTIVE COMMUNICATION SKILLS

Student Learning Outcomes:

After completion of this chapter students will be able

NOT FOR SALE-PESRP

to:
explain the concept and significance of active listening i ive communication.
analyze the role of active listening in building rappor g
misunderstandings.

demonstrate active listening techniques,
providing constructive feedback.
evaluate the impact of poor listening
implement strategies to improve attentivenges
listening challenges in specific si
apply active listening to resolve c

a ing, summarizing, and

n relationships and outcomes.
d engagement after diagnosing

group discussions.

describe the principl concisen N tion.

analyze how excessive information or ambi ssage interpretation.
evaluate the i tance of tailoring me s to thelaudience to enhance

understanding

cise messages that'eliminate fedundancy and ambiguity.
erbose co
concisenes es in written, verbal, and digital

common communication barriers such as cultural differences, noise, and
emotional filters.
analyze the root causes of communication breakdowns in diverse contexts.
evaluate the effectiveness of different approaches to overcoming communication
barriers.
develop strategies to address and mitigate specific communication barriers in real-
life scenarios.
apply techniques such as active listening, clarification, and empathy to bridge
communication gaps.
design inclusive communication processes that accommodate diverse audiences
and minimize misunderstandings.

Cn ]



Effective communication can happen if we follow the basic principles of
communication skills. These can be abbreviated as 7 Cs, i.e.,, Clear, Concise,
Concrete, Correct, Coherent, Complete and Courteous. These are further
explained in Figure 2.1.

Courteous
ot ]
ear

Be clear  Use simple Use exact ~ Use correct Word Your Be respectful,
about what ~ words and words and  pronunciation, shoulgimak essage  friendly and
Jd have honest

you want to say only phrases spellings,
say what is language AN all the
needed and needed
gWar‘ . information

Figure 2.1: 7Cs of EffectiVe Conimunication

2.1 Active Listening

Active listening is the foundation of good @dommunication. It builds trust,
strengthens relationships, and prévents misufiderstandings. Think about it: how
much smoother aréyour conversations when you'feel like the other person is
genuinely listening?

But active listening is'hot passive. It requires effort.

Here are some key,techniques:

Paraphrasing®Put the speaker's méssage into your own words. For example, if
your friend'says, "l am so stressed about this upcoming test," you could respond
with, "So, you are saying you are feeling anxious about the test?" This confirms
you are understanding them correctly.

Summarizing: Briefly recap the main points of the conversation. This is
especially useful in longer discussions. For example, your friend says,"We
discussed whether to have pizza or burgers for the team party, and we decided
on pizza." This can be summarized as "basically, we're having pizza for the

party."

Non-verbal Cues:Your body language speaks volumes. Maintain eye contact,
nod, and lean in slightly to show you are engaged.

C 2]
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Asking Clarifying Questions: Don't be afraid to ask questions if something is
unclear. "Could you tell me more about...?" is a great way to show interest and
ensure you are on the same page.

Constructive Feedback: Offer helpful and respectful comments. Instead of
saying "That's bad," try "I think you could improve this by..."

Active listening is also crucial for resolving conflicts. When emotions are running
high, it's easy to get defensive. Instead, try to listen empathetically,
acknowledging the other person's feelings. This dogsn't'mean you have to
agree with them, but it shows that you respect theipperspective.

2.2 Clarity and Conciseness: GettingW¥our Point Across

Clarity means expressing your ideas iniasway that is easy to understand, free
from complicated language. Conciseness means getting your message across
using as few words as possible, without sacrificing clarity. Both are essential for
effective communication.

Strategies for Clarity and Cenc€iseness

i. Use Simple Larig@tage: Avoid using bigswords or.technical terms unless your
audience is familiarwith them.

Example: Instead jof "utilize," sayy'use." Instead of "facilitate," say "help."

ii. Orgamize Your Thoughtsi“Befofe you speak or write, take a moment to
organize your thoughts. A clear structure with a beginning, middle, and end
will makeyour message much easier to follow.

Example: If you are giving a presentation, start with an introduction that
outlines what you will be talking about, then present your main points in the
middle, and finish with a conclusion that summarizes your key takeaways.
Think of it like building a sandwich: you need a bottom slice of bread
(introduction), the filling (main points), and a top slice of bread (conclusion).

iii. Get to the Point: Just talk about the main things, don't add extra stuff.

Example: If you are telling a friend about a movie you saw, focus on the
main plot points and your overall impression, rather than recounting every
single scene. Instead of saying, "So, like, | went to the movies yesterday, and,

C B3]
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um, it was, like, really crowded, and, the popcorn was so expensive, but,
anyway, the movie was actually pretty good..." Say, "l saw a great movie
yesterday! It was about [briefly describe plot] and | really enjoyed it."

iv. Use Active Voice: Active voice makes your writing more direct and
engaging. For example, "The cat chased the mouse" is more direct than "The
mouse was chased by the cat." Active voice generally makes your writing
easier to read and understand.

v. Review of Communicative Sentences
When reviewing your writing or preparing to speak; askéyourself:

Can | simplify this sentence?
« Can | remove any unnecessary words or phrases?
Is my message easy to understand?

Clarity and conciseness are important in allsforms of communication, whether
it's writing an email, giving a presentation, or having.aycasual conversation.

2.3 Communication:Barviers

Communication is not always‘easy. Think.of it likeytrying to throw a basketball
into a hoop while someone is wavingtheir hands in front of your face. Those
"waving hands"fare communication barriers — things that get in the way of your
message getting.through clearlys These barriers can be anything from cultural
differefices;to a'noisy classroom:

These barriers can be removed by different ways such as:
i. Be Aware of Your Own Biases

We all have biases — it is just how our brains work. A bias is like a shortcut our
brain takes, but sometimes those shortcuts lead us down the wrong path.

For example, you might have a bias that athletes are all good students (or not
good students!). If you are working on a group project with someone who is on
the basketball team, this bias might make you pre-judge their contributions.
Maybe you will assume they will be too busy with practice to do their share, or
maybe you will think they will ace the project without even trying. Recognizing
this bias can help you treat them fairly and avoid making assumptions.

L 1]
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__________________________________________________________________________________________________________|
ii. Be Empathetic
Empathy is about putting yourself in someone else's shoes.

For example: you and a classmate are arguing about which topic to choose for
a presentation. Instead of just insisting on your own choice, try to understand
why they want their topic. Maybe it is something, they are passionate about, or
maybe they have a lot of knowledge about it. Understanding their perspective
can help you find a compromise.

iii. Use Clear and Simple Language

Think about explaining how to play your favourite video game to someone who
has never played it before. You would not use all theigames inside jargon, right?
You would break it down simply. The sapne appliés to all communication. If you
are explaining a science concept tola yeunger sibling, avoid complicated
scientific terms. Use words they are able to understand.

If you are giving instructions to a group of friends for how to get to a party, be
specific and avoid vague directions like "It is near the big.tree." Instead, say "Go
past the library, turn left at the traffic light, and it's thethird house on the right.”

iv. Seek Clarification

Imagine your teacherigives instructiofis for an assignment, and you are not
completely, suré whatis expected. Do not just sit there confused! Raise your
hand and askj'Coulddou explain"what yousmean by...?" It is much better to ask
a questionrand get clarification thanfto do the assignment wrong.

v. Be Patiel$

Think about learning a new skill. It takes time and practice to get good at it. For
example: you are working on a group project, and one of your group members
is struggling to keep up. Instead of getting impatient, offer to help them. Maybe
they need extra time or a different way of explaining the task. Patience and
understanding can go a long way in building strong communication.

Active listening, clarification, and empathy are crucial tools for bridging
communication gaps. By being mindful of potential barriers and using these
skills, we can create more inclusive and effective communication.
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EXERCISE

A. Choose the most appropriate answer.

1. Your friend is telling you about a problem they're having with another
friend. Which response shows the best active listening?

(a) "Oh, that is just drama. You (b) "Have you tried just ignoring

need to get over it." them? That's what | would
do."
(c) "l know exactly how you feel. (d) "Wow,thatsounds tough. So,
Let me tell you about what you are, saying you feel left
happened to me..." out because..."

2. Which sentence is the clearest andimos€concise?
(a) "Because it is raining, we (b)# "Well, you know, like, the
should postpone the picnic." weather, it is, I'm, not really,
youfknow, picnic-y, so..."
(c) "Duetothe fact'thatitis raining (d) A“Considering the current
outside right now, "ams0f the meteorelégical conditions,

opinion o that Wg  should the, outdoor recreational

probably¢postpone the picnic activity will have to be
that wéhad previously planned rescheduled.”

for today."

3. You are falking™to a classrdate who just moved here from another
colptry an@toesn't speak miich Urdu. What's the best thing to do?

(a) Talk loudly so they can (b) Use lots of big words to help
understand you better. them learn English faster.

(c) Speak slowly and clearly, (d) Just talk to your other
using simple words and friends and ignore them
maybe some pictures. until they learn English.

4. What would most likely cause a communication problem?
(a) Listening carefully to what (b) Interrupting someone while

someone says. they're talking.
(c) Using words that everyone (d) Trying to understand how
understands. someone else is feeling.

C 16 ]
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5. Your friend is upset because he didn't become the part of the basketball
team. What's the most empathetic thing to say?

(a) "Do not worry, you can try (b) "l understand you are
out next year." disappointed. That must be
frustrating."

(c) "ltis no big deal. There are (d) "Just forget about it. It is not
other teams you can join." worth getting upset over."

B. Write short answers of the following questioffs:

1. Think of a time you had a misunderstandingwithysomeone. How could
active listening have helped to avoid the misunderstanding? Give specific
examples.

2. Rewrite this sentence to make it'elearer and more concise: "In the event
that you are desirous of obtaining afgood grade in this class, it is
imperative that you attend'all of the lectures and complete all of the
assignments that are given toyou by the instructor."

3. Imagine you are explaining the rules of your favourite board game to a
younger sibling. What are’some things you would do to make sure they
understand?'How could’you avoidseommunigation problems?

4. What do yo6ununderstand by ,Be empathetic"?

5. How €an you review your,€ommunicative sentences?

C. CQmpreRensive Questionsgf

1. You and a friend are trying to decide what to do this weekend. You want
to go to a concert, but your friend wants to go to the movies. How can
you use good communication skills to come to an agreement?

2. Your teacher is explaining a difficult concept in class, and you're not
understanding. What can you do to make sure you understand the
lesson?

3. A new student in your class is very shy and doesn't talk to anyone. How
could you use your communication skills to make him feel more
welcome and included? What communication barriers might he be
facing?

C 7]
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D. Understand the text of the chapter and fill in the blanks of the
following sentences.

1. Active listening means giving the speaker your full

2. is restating what someone said in your own words to check
your understanding.

3. Using simple words and avoiding jargon helps make your
communication more

4. A communication is anything thatigets intthesway of a message
being understood.

5. is trying to understand how sameoneelse is feeling.

E. Read the lesson and mark the Senténces as True or False.

T/F

1. Interrupting someone while they ‘are talking isia.good way
to show you are interestedhinwhat they'ré saying.

2. Itis okay to useslang or jargon whengtalking tolanyone, even
if they might.net Understand it.

3. Being aware)of your own biasesicanthelp’you communicate
more, effectively.

4. Clearand concise communicatien is important only when
you are giving a formal presentation.

5. Cultural differences can sometimes lead to communication
misunderstandings.

6. Using big words always makes you sound smarter and
improves communication.

C 18]
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F. Activities:

Activity-1: Telephone Tag (Message Relay)

Ask students to sit in a line or circle. Whispers a short sentence or
phrase to the first student, who then whispers it to the next, and so
on. The last student says the message aloud. Students will listen
carefully and whisper the message exactly as they hear it. Do not add

or change anything. Choose a simple sentenc uss how the
message changes and why (e.g., poor listeni nclear speech).
Through this activity, highlights the import ear listening and

speaking.

N
Activity-2: Simple Instructions DraM

One student gives simple, ste

basic shape (e.g., a_house
cannot see the origi @ ,
The student who wi w

T

instructions exaetly. The teacher wil
Attheend o ivity, discuss
instruction

Activity-3: Active Listening

For this activity, choose a partner. One partner will tell their favourite
memory from this school year. Keep the story short (about 1-2
minutes). The other partner will listen carefully without interrupting.
After the first partner finishes, the second partner will retell the story
in their own words, focusing on the main points and feelings shared.
The first partner would tell the second partner if they accurately retold
the story, and if anything was missed or misunderstood. Switch roles
and repeat the activity.

C v
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[Chapter 3
NON-VERBAL COMMUNICATION

Student Learning Outcomes:

After completion of this chapter students will be able

e explain the role of body language in communicati@n an ontribution to
conveying messages.
e analyze the impact of positive and negative bo u on interpersonal

relationships.

e evaluate the cultural variations and significa y language in different
contexts.

e interpret body language cues in various scenarios to assess emotions and
intentions.

e demonstrate effective body lan e to enhance clasi d build rapport.

e adjust body language app al norms and
professional setting

e differentiate betwee
meanings.

analyze how

align with

xpressions and their

e adapt gestures, posture, and facial expressions to suit diverse audiences and
situational requirements.

e explain the significance of eye contact and handshakes in establishing trust and
credibility.

e analyze the impact of appropriate versus inappropriate use of eye contact and
handshakes in professional and social interactions.

e evaluate cultural differences in the interpretation of eye contact and handshakes.

e demonstrate effective eye contact to convey confidence and attentiveness.

e practice professional handshakes that create a positive first impression.

e adapt eye contact and handshake styles based on cultural norms and contextual
needs.

C 20 ]
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|
Non-Verbal Communication

Non-verbal communication is the message we send to others without using any
words. We send signals and messages to others, through expressions, gestures
and body postures.

Importance of Non-Verbal Communication
In our day-to-day communication, it is observed that most of the

communication is done using body movements (face, arms, movements, etc.),
eye contact, gestures, and voice control (voice, tone, etc.). As we can

S
see in Figure 3.1, most of the communication is - alfWe communicate
using words, tone of voice and body language as.sh igure 3.1.
3.1 Types of Non-Verbal C u tion

Non-verbal communication makes o essage stronger. Using the right
gestures while speaking makes ogr mes more effective. Knowing non-
verbal communication helps us understand our audi 's reaction and adjust

our behaviouror commu ica@

VERB 5%

: N AL 65%
Expressions
of Voice
Mo ent
Appearance

Eye Contact
Gestures
Posture

ingly.

Figure 3.1: Methods of Communication

Using the right gestures and postures helps us to be understandable at work. If
verbal messages are blocked by noise or distance, etc, we can use hand
movements to exchange our message. Placing a finger on the lips to indicate the
need for silence and nodding the head up and down to say ‘yes'.

We communicate non-verbally in many ways. Let us learn about some of these
with the help of Table 3.1.

C2a ]

NOT FOR SALE-PESRP



How to make use of

. . non-verbal
Type What it implies communication
effectively?
Gestures describe * Avoid pointing at
movements of parts of the people  with  your
body, especially hands or finger.
head, to express anideaor | « d of keeping

Gestures or Body
Language

Facial Expression

meaning. This includes
waving, pointing and using
our hands when speaki

For example, raisingya
hand may meap aski
question. Bitin sh
nervousness.

ATacial'expression mian

times’shows the ings o
person. For
hen we are
expressd u ile
or wh e sad, we

show a my face.

r hands in pocket

talking, try to

ep your hands on
the sides.

* Bend your head a little
while  talking or
listening to show that

ou are paying
tion.

*» Keep your face
relaxed.

 Try to match your
expression with what
you are saying.

If you agree with
something, you may
nod while listening,
which indicates that it
has your assent.

Eye Contact

Maintaining an eye contact
with the person you are
talking indicates interest,
whereas, looking away can
make the other person feel
ignored.

* Look at the person

who is speaking.

* Keep a relaxed,

pleasant look.

» Break the look every

few seconds.

Table 3.1: Types of Non -V erbal Communication
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Paralanguage is the tone of |¢ Use a proper tone
our voice, speed and and volume while
volume that makes a speaking.
difference in the meaning e Maintain a moderate
of the communication. rate (speed) of
Speaking too fast may talking.
show excitement or

Paralanguage nervousness. Speaking too
slow may show
seriousness, sadness or @
making a point.

3.2 The Silent Language-Understanding Body
Language
The silent communication speaks velumes thfough our gestures, posture, facial

expressions, and more. Let us explore the fascinating™world of body language
and learn how to use it effectively:

3.2.1 What is Body Lahguage?

Body language encémpasses all non-verbal cues we use to communicate. It is
a complex systém“thatwoften operates subconsciously, revealing our true
feelings andhintentions, sometimes éuenicontfadicting what we say. Think of it
as a silent language that complements or even overrides our spoken words.

3.2.2 Impgrtance of Body Language in Communication

Body language plays a crucial role in communication for several reasons:
Conveying Emotions: Our facial expressions, posture, and gestures often
reveal our emotions more accurately than words. A genuine smile, for example,
is easily distinguishable from a forced one.

Building Rapport: Mirroring someone's body language can create a sense of
connection and understanding, fostering rapport and trust.

Clarifying Meaning: Body language can add emphasis to our words, clarifying
the message we're trying to convey. A pointed finger can add force to a
statement, while a gentle touch can express sympathy.

C 23 )
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Revealing True Intentions: Even when someone tries to hide their feelings,
their body language can betray them. Restlessness, avoiding eye contact, or
fidgeting can suggest nervousness or dishonesty.

Cultural Significance: Body language varies significantly across cultures. What
is considered polite in one culture might be offensive in another. Understanding
these differences is crucial for effective cross-cultural communication.

3.2.3 Decoding Body Language Cues

Let us explore some common body language cuestand(their potential meanings
mentioned in Table 3.2:

Facial Expressions: The face is a
powerful  communicator. Smiles,
frowns, raised eyebrows, and pursed
lips all convey distinct emotions.

Eye Contact: Eye contact c

interest, engagements {0 ven
aggression. wever, its
interpretation vari ross cultures. ‘

O

Upright posture o
suggests confidence, while slouching
can indicate insecurity or boredom.

Gestures: Hand movements can
emphasize points, illustrate ideas, or
express emotions. However, some
gestures have different meanings in
different cultures.

[ 24 ]
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Proxemics (Use of Space): The
distance we keep from others also
communicates something. Proximity
can suggest familiarity, while greater
distance can indicate formality or
discomfort.

Table 3.2 Some Common Body Language Cues

3.2.4 Positive vs. Negative Body’Language

Positive body language creates a welcomingg4and approachable atmosphere.
Comparison of positive and negative body languages is provided shown in

F

igure 3.2.

Positive body language ineludes:

1.

vk~ W

Maintaining eye,contact (@ppropriate for the ‘¢entext)
Smiling genuinely

Open peosture (unfolded arms, selaxed shoulders)
Nodding to'show agreement

Leaning,slightly forward to showjinterest

Negative body language can create barriers and hinder communication. It
includes:

1.

vk~ wn

NOT FOR SALE-PESRP

Avoiding eye contact

Frowning (to contract the brow, as in displeasure or deep thought)
Crossed arms

Slouching (lazy posture)

Fidgeting (making small movements)

C 2 ]



+ POSITIVE NEGATIVE
BODY LANGUAGE BODY LANGUAGE

—
—

HEAD d FURROWED
NODDING BROW
shows patience, ° shows confusion,
understanding disagreement,

® L discomfort
MAINTAINING LACK OF EYE
EYE CONTACT ¢ ¢ CONTACT
shows interest, shows discomfort,
confidence \\ dishonesty
SMILING FROWNING
GENUINELY shows discomfort,

shows positivity, disinterest, tension

warmth

LEANING
BACK

shows resistance,
disinterest, doubt

LEANING L
FORWARD

shows interest,
concern,
understanding

3.2.5 Body Language i

It is crucial to rem

- )
5
=Y Va

3.2.6 Developing Your Body

anguage Skills
To develop your body language skills, you need to improve in the following
areas:

i.Self-Awareness: Pay attention to your own body language. Are you sending
the messages you intend to?

ii.Observation: Observe the body language of others. Try to understand their
emotions and intentions.

iii.Practice: Practise using positive body language in your interactions.

iv.Cultural Sensitivity: Be aware of cultural differences in body language and
adjust your behaviour accordingly.
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3.3 Types of Gestures

The following are the five types of gestures that are used in non-verbal
communication:

1. Emblems

These are gestures with specific, culturally defined meanings, like a thumb-up
(generally meaning approval) or a wave (greeting or farewell). It is crucial to
remember that emblems can have vastly different meanifigs across cultures. For
example, pointing with a single finger in some ‘cultures isfa way to indicate
something. When directed at a person, it is often considefed impolite or even
rude.

2. Hlustrators

These gestures accompany our words and help'to visualize what we are saying.
For instance, using your hands to show the'size of a fish you caught ("It was this
big!") or pointing in a direction while giving directions.

3. Affect Displays

These gestures communicate emotions. Wfinging your hands when nervous,
clapping when excitéd, or covering yoursface in“surprise are all examples of
affect displays.

4. Regufators

These@estures control the flowof canversation. Raising your hand to signal you
have a question, using a hand motien to indicate someone should stop talking,
or nodding to encourage someone to continue are all regulators.

5. Adaptors

These are often unconscious gestures that are responses to physical or
psychological needs, like scratching an itch, fidgeting with a pen, or adjusting
your glasses. This is notable that overuse of adaptors can be distracting.

3.3.1 Using Gestures Effectively

Using gestures effectively is about enhancing, not replacing, your verbal
message. Think of gestures as punctuation marks that add emphasis, clarity,
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and dynamism to your communication.

Example: Instead of saying "The project was very successful," you could say it
while making a sweeping upward gesture with your hand to emphasize the
success.

3.3.2 Posture: Projecting Confidence and Interest

The way we hold our bodies, communicates a wealth of information about our
confidence, attitude, and level of interest that is called"posture. It is a silent
language that often speaks louder than words. Difference’between open versus
closed posture is illustrated in Table 3.3.

Open Posture Jf 'med Posture

Relaxed shoulders, arms at your Crossed arms, hunched shoulders,
sides or gesturing naturally, and an and 4a rigid stance, can signal
upright stance, conveys confidence, | defensiveness, disinterest, or even
approachability, and opennesss hostility.

Table 323 : Open vs. Closed Pasture

Leaning
Do You Know?

Leaning slightly, forward shows™interest#and | pyring a job interview,
engagement in, the" conversation, while leaning | maintaining an upright
back camysuggest boredom, detachment, or even | posture, making eye
arrogance. contact, and leaning
slightly forward shows
the interviewer that you
are confident, attentive,
and genuinely interested
in the opportunity.

Body Orientation

Facing someone directly shows that you are paying
attention to them and respect them. Turning away,
even slightly, can signal disinterest, disrespect, or a
desire to disengage.

3.3.3 Facial Expression Emotions

Facial expressions are one of the most powerful and immediate forms of
non-verbal communication. They can convey a vast range of emotions, from
happiness and sadness to anger and surprise, often before we even realize it.
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Key Facial Expressions

While some basic facial expressions are considered universal, like smiling for
happiness or frowning for sadness, there can be cultural variations in their
intensity and interpretation. For example, some cultures value more restrained
emotional expression than others.

Micro Expressions

These are brief, fleeting facial expressions that can revealhidden emotions. They
are often difficult to control and can be very revealing, even ifsomeone is trying
to mask their true feelings.

Eye Contact

Eye contact is a crucial aspect of facialgexpression. It can signal interest,
engagement, honesty, or even aggression. However, the appropriate amount of
eye contact varies significantly acrgss cultures. In some cultures, prolonged eye
contact is a sign of respect, while.in‘ethers, it can be'considered challenging or
rude.

3.3.4 The Interplay offNon-verbal Cues

Gestures, posturgrand facial expressions do not operate in isolation. They work
together te,create a‘complete and,often complex non_verbal message. Itis
crucial that these“eues are consistent with your verbal message. A mismatch
between,yotirswords and your bedy language can create confusion, distrust,
and even make you seem insincere.

3.4 Visual Communication

Another important method of communication is visual communication, which
involves sending and understanding messages only through images or pictures.
The main advantage of this type of communication is that you do not need to
know any language for understanding it. It is simple, easy to understand and
remains same across different places. Table 3.4 shows some common types of
visual communication.
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Visual Communication: Exchanging Information through Images
Traffic  symbol  which Traffic  Lights — Red
communicates not to for Stop; Yellow for
blow horn Wait and Green for

Go
Sign for ladies and gents Sign showing railway
toilet crossing
Sign for flammable Sign fomslippery
substances surface
Sign used to pause a video Sigh which
or audio file in smartphone communicatesythat
or computer the area i§.a no
smoking zone

Table 3.4: Examples of Visual Communication

3.5 The Artof the Handshgke
3.5.1 What is a Handshake?

A handshakeuis,aybrief grip and ‘shake of another person’s hand, often used as
a greetingyor to seal an agreement, It is a universal gesture of respect and
professionalism.

3.5.2 Why does a handshake matter?

To Create a First Impression | A firm handshake can leave a positive and
lasting impression.

To Show Respect It is a way to acknowledge someone and
show that you value the interaction.

To Build Connections A good handshake can help establish
rapport and trust.

[ 30 ]
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3.5.3 Giving a Great Handshake

Always remember following steps in giving a great handshake:

Step 1: Make eye contact and smile.

Step 2:  Extend your right hand with your thumb up.

Step 3:  Grip the other person’s hand firmly (not too hard, not too soft).
Step 4:  Shake up and down 2-3 times.

Step 5: Release the hand and continue the conversation.

3.5.4 Handshakes in Action

Meeting Someone New | A handshake isga polite, way to introduce
yourself.

After a Sport Game Players oftengShake hands to show good
sportsmanship.

In a Job Interview A handshake at the beginning and end of the
interview shows professionalism.

3.6 Combining Eye/Contact and Handshakes
3.6.1 Why Combine Them?

When you combine “eye contact and a handshake, you create a powerful
nonverbal message that says, "I am confident, respectful, and engaged.” This
combinationtis especially important in\formal’settings like interviews, meetings,
or networking, events.

3.6.2 Common Mistakes to Avoid

Eye Contact Mistakes Handshake Mistakes

Starring: Too much eye contact can | Weak Grip: A limp handshake can
feel uncomfortable or intimidating. make you seem unsure.

Looking Away Too Often: This can | Too Strong: Crushing someone's
make you seem disinterested or | hand can come across as
nervous. aggressive.

Forgetting Cultural Differences: Not Letting Go: Holding on too
Always remember that to make eye long can make the other person

contact is taken differently in different T —
cultures.
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3.6.3 Real-Life Applications

In School Use eye contact and handshakes when meeting new
teachers or classmates.

Practise these skills during group projects or
presentations.

In the Workplace | Use these skills during job interviews, internships, or
part-time jobs.

Show professionalism when meeting co-workers or
supervisors.

In Social Settings | Use eye contact and handshakesawhen meeting new
friends or attending evepts.

EXERCISE

A. Choose the most appropriate answef

1. Crossing your arms can oftéh be interpreted asi
(a) openness (). defensiveness
(c) interest (d) “eonfidence

2. Proxemics refegs to:
(a) thestudy,of gestures (b)  the use of space

(cya. vocal cues (d) facial expressions

3. aMhich ofthe following May bhe’an example of haptics?
@, smiling (b)  shaking hands
(c) ~ maintaining eye contact (d) leaning forward

4. Vocalics (paralanguage) includes:

(a) the words you choose (b)  your tone of voice
(c) your clothing (d)  your posture

5. Cultural differences in non-verbal communication can lead to:

(a) enhanced cross-cultural (b)  misunderstandings and
communication misinterpretations
(c) universal understanding (d) decreased need for verbal

communication
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5.

Write short answers of the following questions:
How can facial expressions impact a conversation?
Why is cultural sensitivity important in interpreting non-verbal cues?

Give two examples of how vocalics can change the meaning of spoken
words.

What is the importance of consistency between verbal and non-verbal
messages?

Why is it important to be aware of your !tone’ of voice" when
communicating with someone you disagree with?

Comprehensive Questions.

Discuss the various components®of non-verbal communication and
explain how they interact to create meaning.

Explain how non-verbal communication caps€ontribute to or hinder
effective  communication “in “different social /settings (e.g., school,
workplace, home):

How would you use bedy language; posture, and facial expressions to
engage your<audience and convey your message effectively during any
presentation?

Discuss hew cultural differencesmean impact the interpretation of
non-verbal communication with specific examples.

What is visual communication, State its uses through images.

D. Understand the text of the chapter and fill in the blanks.

1.

LA A

NOT FOR SALE-PESRP

encompasses all forms of communication except
spoken or written words.

refers to the use of space in communication.

are hand and arm movements used to express meaning.

includes vocal cues like tone, pitch, and volume.

is communication through touch.
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__________________________________________________________________________________________________________|
E. Match the non-verbal cue with its potential meaning.

Non-Verbal Cue Potential Meaning
1. Upright posture Disinterest
2. Avoiding eye contact Confidence
3. Smiling Happiness

4. Crossed arms Defensiveness

m o N w >

5. Leaning forward Interest

F. Read the given statements carefully and mark thea€ True or False.
Non-verbal communication is less importantsthan,verbal communication.
Facial expressions are universally understood,across all cultures.

Our tone of voice can change the meaning of our words.

It is impossible to misinterpretnon-verbal cues.

Cultural differences can_significantly impa€t ‘the interpretation of
non-verbal cues.

G. Activities:

Activity-1: S%:t% Game \
Divide the £lass,i eams. Each team mber acts out a word or

members guess the word
students practicse using gestures

v o=

Activity-2: Interpreting Emotions

Observe people interacting in a public space (e.g., a cafe, park). Try to
interpret their emotions and intentions based on their body language.
Discuss your observations with your classmates.

Activity-3: Posture Analysis

Have students observe the posture of different people in a video clip
or a public space (respectfully and from a distance). Discuss what
messages their posture might be conveying. Consider factors like
their facial expressions and the context of the situation.

[ 34 ]
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[Chapter 4

WRITTEN COMMUNICATION SKILLS

Student Learning Outcomes:

After completion of this chapter students will be able tos

e comprehend the significance of professional email€€ommunication in formal and
informal contexts.

e recognize the key components of a well-structured €mailiiincluding subject lines,
salutations, body text, and closing remarkss

e understand the common mistakes to ayoid in_emaiheorrespondence, such as tone
mismatches, grammar errors, and inapprepriate attachments.

e draft clear, concise, and professional emails_tailored to the audience and purpose.

e apply proper formatting, tone, and etiquette in different email scenarios (e.g.,
inquiry, follow-up, complaint),

e review and proofread.emails foraccuracy, professionalism, andieffectiveness.

e recognize the impactiofidigital presence on personal and, professional reputation.

e understand appropriate‘online’behaviour and théjimportance of maintaining
boundaries onsacial mediaiplatforms.

e identify the risks associated with overharing or engaging in unprofessional
conduct opline:

e createjand manage a professional‘onlineypresence across social media platforms.

e communicateéffectively andfrespectfully in digital spaces, adapting language and
tone to'suit different platforms.

o utilize privacy settings to safeguardypersonal information and maintain a balance
between personal and professional profiles.

4.1 Writing Skills: Parts of Speech

When we talk or write in English, we use sentences to express ourselves.
Sentences are important because if you do not clearly write sentences then, the
meaning of the same cannot be understood clearly. A sentence is a group of
words that communicates a complete thought (Example: Ali goes to school.). A
group of words, which does not make complete sense, is known as a phrase
(Example: Ali goes). A sentence always begins with a capital letter, and either
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ends with a question mark, full stop or exclamation mark. Read out aloud the
examples given below.

» Did you work on your project?

* | completed it yesterday.

* Thatis good!

4.1.1 Using Capitals

We know that all sentences begin with capital letters:‘Do‘you know at what other
points in a sentence, we should use capital letters?

It is easy to know what to capitalise if yousfemember the word ‘MINTS'. MINTS is a
set of simple rules that help you capitalise words correctly. Each letter in the word

MINTS refers to one capitalisation rule as shown.n Table 4.1.

Alphabet M | N T S
What it Months Letterl4" | Names Titles Starting letter
shows: of sentences
Rule Capitalisey/Capitalise |Capitalise | Capitalise | Capitalise the
the first the lettermy,| the first the first first letter in
letterinall | 'I' whén it Jjletter in letter in every
the'names | is used the names | the titles sentence.
of months. | asa of people, |used
pronoun places and | before
days. people’s
name.
Example | will go to || play This Dr. Shah The cat ran
college in | tennis with | Tuesday, |and Mr. Ali | out of the
June. him every | Rida will work house.
day. be in together.
Rajanpur.

[ 36 ]
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4.1.2 Punctuation

It is a set of marks, such as the full stop and the comma, which help us separate
parts of a sentence and explain its meaning. Like uppercase letters, punctuation
is also a very important part of sentences and has some rules. Some common
punctuation marks and their use have been given in Table 4.2.

Punctuation| Sign Use Examples

Full stop . | Shows the end of a sentence. Itijis [This is a sentence.
also used to show short fopm,ofThis is another
long words. For__ examplenpsentence. Aliis a
‘doctor’ can be shgrtened toyPr.’ | doctor. His

when we use it as autitle before a | patients call him
name. Dr. AlL.

Comma , | Sometimes, weyuse a comma to [‘After the waiter
indigate@ pause ih the sentence. Jgave me a menu, |
ordered food.

We can“also use a_commayto || bought apples,
Separate items when we are |oranges and
listing out more than twa items | grapes.

in a row.
Ques ? | We use a queStion mark at the|What is your
mark end of a question. name? How

old are you?

Exclamation | ! |We use an exclamation mark at | What a pleasant
mark the end of a word or a sentence | surprise! You are
to indicate a strong feeling, such | late!

as surprise, shock or anger.

Apostrophe | () | We use an apostrophe followed | That is Rida’s pen.
by an s to show that something | Are these Ali's
belongs to someone. books?

Table 4.2: Punctuation Marks
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We also use an apostrophe to
indicate the shortened form of
some words in informal speech.

Let's go. (Instead
of Let us go.)

He isn't here.
(Instead of He is
not here.)

4.1.3 Basic Parts of Speech

There are eight basic parts of speech in the English language, as shown in Figure
4.1. These are noun, pronoun, verb, adjective, adverb, preposition, conjunction
and interjection. The part of speech indicates hew“the word functions in
meaning as well as grammatical placement.

A noun is a word for a person, place, thingror idéa. Nouns are often used with
an article (the, a, an), but not always. A prendun‘is a word used in place of a
noun. A verb expresses action or being. An adjective modifies or describes a
noun or pronoun. An adverb modifies of describes a verb, an adjective, or
another adverb. A preposition is aword placed beférexa noun or pronoun to
form a phrase modifying anétheryword in the séntence. A conjunction joins
words, phrases, or clausesf Anjinterjection is a‘word Usedfto express emotion.
One should be able to use these parts of thé speech in making sentences.

AL 7 apsectve |

| NOUN VERB ADVERB |

My DOG is a Dubbo.

I really ENJOY when people
SING with me while | PERFORM
on stage.

The sun is very BRIGHT at
noon time.

If you don't get on the train
QUICKLY, the doors will
close and you will not get on.

PRONOUN

PREPOSITION

CONJUNCTION

INTERJECTION

| love granny because SHE
is a great cook.

It is a common misconception
that you cannot swim AFTER
you eat.

| like dogs, BUT | do not
like cats.

OUCH! My stomach hurts,
Doc!

Figure 4.1: Eight Parts of Speech
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Let us read more about them in Table 4.3.

::Lt;;f What they do? Example Sentences E‘)I(:::::e

Noun Nouns are words that | In the sentence, ‘Sara | camel
refer to a person, |wrote a letter.” Both |table
place, thing or idea. |Sara and letter are |Ppakistan
These are nouns. Ali
‘Naming words.’

Pronoun A pronoun is a word | In the seeendsentence, ||
used in place of a |“Sara wrote'aletter. they
noun. She is tiked.” 'She’ is |he

used in place of the |you
nowRs” Sara; it is a
pronoun.

Adjectives | Adjectives are words®| In the sehtence “Sara | small
that deseribelother | wroteda long, letter.” | blue
words. Long isyan adjective |sharp

that deseribes the ||oud
noun ‘letter’.

Verbs Verbs are wordsfthat |lnythe sentence: “Sara |run
show action. wrote a letter.” Wrote is | eat

the verb. think
It tells what action Sara | sjt
did.

Adverbs Adverbs are words |In the sentence “Sara |easily
that add meaning to | quickly wrote a letter.” | always
verbs, adjectives, or |Quickly is an adverb. It |inside
other adverbs. They |tells us how Sara did | pefore
answer the questions |the action (writing).

— How? How often?
When? And Where?
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Let us now see how these words are used. Read aloud the sentence given

below.
Wow! Sara went to the shopping mall and met a famous actor.

We already know that Sara, shopping mall and actor are nouns. Famous is an
adjective here because it describes the noun actor, and the words went and met
are verbs because they describe an action.

What about the remaining words in this sentence wow, to, the, and? What are
these words called? We use such supporting words to join the main parts of
speech together and to add information to the senten make. Let us now
look at these supporting words.

- Supporting Parts of Speech
Along with the main "Parts of Speech’, e more words we need for
making a sentence. These are shown in

@ Sentence nce

Article onjunctions
On
In Under
Prepositions Interjections

Figure 4.2: Supporting Parts of Speech

Let us learn more about them using Table 4.4.
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Supporting
Parts of Speech

Use

Examples

Articles

The words ‘a’, ‘an’ and
‘the’ are known as
articles. Articles are
generally used before
nouns. An is used
before words with a
vowel (a,e,i,o,u) sound

A is used before nouns
with a consonantg(all
other alphabets) sound.
The is used toefer ta
specific or “particular
words.

The car _stopped suddenly
becausefa catran in front of it.

a book

an apple
an(umbrella
the sun

Conjunctio <

Conjunctions are words
that join two nouns,
phrases or sefitences:
Some commen
conjunctions are

‘and’, ‘'or and 'but’.

Instead ‘of 4Mehwish went to
thetmarket. | also went to the
market.

Mehwish and | went to the
market.

Instead of, “Do you want
oranges?

Do you want apples?”

“Do you want oranges or
apples?”

Prepositions

Prepositions  connect
one word with another

to show the relation
between them. They
usually answer the

Some common prepositions
are ‘on’, ‘at’, ‘'under’ and 'in".
The cat is on the roof.

The shop is at the end of the
road.
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questions ‘Where’,
‘when’ and ‘how'.

Ali is standing under the tree.
| live in Karachi.

Interjections

These words express
strong emotions, such
as happiness, surprise,
anger or pain. They
have an exclamation
mark at the end.

Wow!
Oh!

Oh no!
Thanks!
Help!

4.2 Writing Skills: Sentences

4.2.1 Parts of a sentence

As you have learnt in English classes, almost alllEnglish'sentences have a subject

and a verb. Some alsohave antebject. A subject isthe person or thing that does
an action. A verb,describes the action. Object is the person or thing that

receives the,action. Far example, read aloud the simple sentence “Sara reads a
book”, Let us see the different Qarts of the sentence in Figure 4.3.

A subject is the &rson

or thing that performs
an action.

The question, "Who or
what performed the
action?" will help you
find the subject.

In this sentence,

“Sara "is the subject.

The object is the

Sara reads

person or thing that
receives the action.
The question, "Who or

a book.

Subject

Verb

what received the
action?" will help you

Object

The verb describes the action.

find the object.
In this sentence, "a

The question, "What is the action?"

will help you find the verb.
In this sentence, "reads" is the verb.

Figure 4.3: Parts of a Sentence
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Read aloud the example sentences shown in Table 4.5 and understand which is
the subject, verb and object.

Sentence Subject Verb Object
| ate an apple. I ate an apple.
He cooked dinner. He cooked dinner.
She kicked the football. She kicked the football.
Sara and Ali broke the bottle. | Sara and"Ali broke the bottle.

Table 4¢5: Parts of a Sentence

4.2.2 Types of Objécts

The object in a sentefice can be either direct or indirect. Direct objects are the
ones directly ‘actedyoniby, the action word (verb). If the verb is ‘reads’ and we
ask "What @does Sara read?” The answenis '‘beok’ which is the direct object. A
direct object answers the question ‘what?’.

An indirecti@bject answers questions, such as ‘to whom’ and ‘for whom'. For
example, in the sentence "Ali gave a gift to his mother.” The verb is ‘gave’. As
you can see, there are two objects here — 'gift’ and ‘mother’.

What did Ali give? The gift. To whom did Ali give the gift? To his mother. Here,
‘gift’ is the direct object and 'his mother” is the indirect object. Some sentences

only have direct objects while some have both direct and indirect objects.

Read aloud the examples given in Table 4.6 and practise finding the direct and
indirect objects.

L 4]
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By whom . .

Sentence Verb What? / to Du:ect Indl.rect

object object

whom?

Ali bought bought |vegetables Vegetables
vegetables.
Fatima and Sonia | played tennis tennis
played Tennis.
He offered me an| offered | orange ge me
orange.
The teacher gave | gave homew homework us
us homework.

Read aloud the

the two se
1. Ali
2. The gl

Table 4.6: Dire

4.2.3 Types of Sen :@

i. Active and PassiugSente

hown in Fi

lass.

S

was broken by Ali.

re 4.4.

ﬁlndirect Objec

A

m

Ali

broke

The glass

was

broken

Figure 4.4: Types of Sentences
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The action (verb) in both the sentences is breaking of the glass but the ‘subject’
of both sentences is different. In the first sentence, the subject (Ali) does the

action. In the second sentence, the subject (the glass) receives the action.

Active action

Ali

the glass.

Passive Receives the
action

Theg broken by Ali.

Figure 4.5:ActfVe and Passive Sentences
Read the sentences in Fi ur@a . e subject does an
action are known to be<inyt ive voic which the subject

receives an action knownto be in th [ i
Read aloud som mples given in Table 4.6.

Voice Passive Voice
She wrotea letter. A letter was written by her.
He opened the door. The door was opened by him.
Ali played the hockey. The hockey was played by Ali.

Table 4.7: Active and Passive Sentences
ii. Types of Sentences (according to their purpose)

Each of these sentences has a different purpose. Also, notice how each sentence

in Figure 4.7 ends.

L4 )
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Who broke
the bottle?

Ali broke
the bottle.

No, | did not!

Figure 4.6: Different Types of Sentences

Pick up
the
pieces.

Read the examples in Figure 4.6: to practice the differént.types of sentences.

Types of Sentences

Statement or Question or eaction Order or
Declarative Interrogative lamatory Imperative
Sentence Sentencef € Sentence
This is the most | This typely, ofy An exclamatory These
common type of | seRtence asks a | sentengé expresses | sentences
sentence. |t questien. 1t a stfong emotion, | show an
provides always “ends such as joyasadness, | order,
information or With a question|fear or wonder. It|command,
states a, fact It [omark (7). always/ends with an | request, or
always ends, with exclamation mark (!)| advice. It can
a 'full-stopiy(.9: end with a full
stop or an
exclamation
mark ("." or 'l").
Examples
| go to school. | [Did you go to || came firstin class! | Go to college
like eating school? today. Go eat
vegetables. jetls

vegetables.

Table 4.8: Types of Sentences
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Do you like

eating

vegetables?
It is very cold. How is the | Oh,it's so cold! Wear your
This room is |weather? Could sweater. Clean
unclean. you help clean this room.

this room?
| completed my |Did you | completed “my Complete
project. complete your | project! your project.
| exercise project? Do you Go and
everyday. exercise exercise

everyday? today.

4.3 Paragraph

You have learnt about sentences” A groups0fisentences forms a paragraph.
While writing a paragraph, make sure the sentencesihave a common idea. When
you want to write;about a different idea, make a new paragraph.

For example,if you.are writing about yourséehool, the first paragraph can be of
sentences ‘aboutithe name, location, size and other such details. In the next
paragraphiyou can use sentences toidescribe what you like about your school.

Example:

| go to Government Higher Secondary School, Lahore. There are about 1,000
students and twenty-five teachers in my school. My school is on the main road,
very close to the City Railway Station and local hospital.

| love going to school and learning new lessons. My school has a playground
where | play cricket with my friends at the end of the day. There is a library too
and | borrow one book every week. | love my school.

C 47 ]
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4.4 | Etiquette of Writing Email

Email is a popular means in written communication nowadays. You need to
develop your skills in writing a good email to become successful in academics,
the professional world, and personal interactions.

4.4.1 Email Etiquette: Crafting Professional and Polished
Messages

Email remains a cornerstone of communication, particularly in formal settings.
Mastering email etiquette ensures your meSsages are clear, professional,
respectful, and achieve their intended ptrpose.

Following are the etiquette for writing an emaik
i. Subject Line: The First Impgession

A compelling subject line is crucial. It is the first thing the recipient sees
and influences whether they,open the email atiall. Avoid vague or misleading
subject lines.

*  Goodg Exampies: "Project Proposal - [Your Name]", "Inquiry

Regarding Summer Internship“y:Meeting Request - [Date and Time]"

*, Pooi Examples: "Hi", “lmportant”, "Question”

iil. Greeting/Salutation: Setting the Tone

The greeting sets the tone for the entire email.

* Formal: "Dear Mr./Ms. [Last Name]" (Use when writing to someone
you don't know well or in a formal context).

* Semi-Formal: "Hello [Name]’, "Hi [Name]" (Appropriate for
colleagues, acquaintances, or when you've previously interacted with

the recipient).

* Avoid: "Hey", "Yo", "To Whom It May Concern" (unless necessary).

[ 4 ]
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iiii. Body of the Email: Clarity and Conciseness

The body of your email should be clear, concise, and well-organized.

* Structure: Break your message into paragraphs for easy reading. Use
bullet points or numbering for lists.

* Language: Use professional language. Avoid slang, abbreviations
(unless widely understood within your context), and emojis in formal
emails.

* Purpose: State the purpose of your email clgarly’and early.
¢ Tone:Maintain a professional and respectful tone.

* Example (Good): "Dear Mr. Ahmad, 4 am, writing to express my
interest in the Marketing Intérnship ‘advertised on your company
website. | am a BBA student at.[€0llege Name] with a strong interest
in marketing and experience in_[relevant experience]. My resume,
attached for your review, provides further details on my
qualifications.”

* Example (Poeg): ““Hey Mr. Ahmad, | 'wanna know about that
internship. | am in, BBA and like gnarketing. Check out my resume.
Thanks."
iv. Closing: AdRkofessional Farewgll

The €losing should be polite"and professional.
emkermal: "Sincerely," "Bestsregards,” "Kind regards”
¢ Semi-Formal: "Best," "Regards," "Thanks"

* Avoid: "Cheers", "Later", "Talk to you soon" (in formal contexts).

V. Signature: Your Digital Identity
A professional email signature is essential.

* Include: Your full name, contact information (phone number, email
address), and any relevant affiliations (school, organization).
Vi. Proofreading: The Final Polish

Always proofread your email before sending it. Check for typos, grammatical
errors, and clarity. A poorly written email can damage your credibility.

C 4 ]

NOT FOR SALE-PESRP



4 ALWAYS REMEMBER )

Reply Promptly: Respecting Others' Time

Respond to emails in a timely manner, even if it is just to acknowledge receipt and indicate
when you will provide a full response.

BCC: Privacy and Professionalism

Use BCC (Blind Carbon Copy) when sending an email to a large group and you want to
protect the recipients' privacy. Avoid using BCC for general correspondence.

Think Before You Send: Pause and Reflect

Before hitting send, consider the tone and content of your email. Avoid sending emails when

you are angry or upset. Take a break and review your message later.
- J

Mastering written communication is esSential forisuccess in the digital age. By
practising proper email etiquette and engaging in responsible online
communication, you can ensure, your iméssages are clear, professional,
respectful, and achieve their intended purpose.

_ EXERCISE -
A. Choose the most appgopriate answer:
(i) A word thatYaames a person gplace, thing, or idea is a:
(a)s. pronoun (b) verb
(c) ‘adjective (d)  noun
(i) Which*of these is a pron@un?
(a)"» book (b)  runs
(c) she (d) quickly
(i) An adverb modifies:
(a)  anoun (b) apronoun

(c) a verb, adjective, or another (d) a preposition

adverb
(iv) Which part of speech connects words, phrases, or clauses?
(a) preposition (b)  conjunction
(c) interjection (d) article

[ 50 ]
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(v) "Wow!" is an example of a/an:
(a) conjunction (b) interjection
(c) preposition (d) adverb

B. Write short answers of the following questions:

1. Define the terms "subject,” "verb," and "object" in a sentence.
Give two examples each of nouns and pronouns.
Explain the difference between an adjective and an,adverb.

What is the function of a preposition? Give/two examples.

vk e

What are the four main types offsentencesibased on their purpose?
Give one example for each.
C. Comprehensive Questiongs

1. Explain the importance’of'understanding parts of'Speech in
constructing grammatically €orrect senténces?

2. Analyze the following'sentence, identifying,all the parts of speech: "The
friendly dog“quickly ran across the park andfetched the red ball."?

3. Explain how the meaning of a sentence/can change depending on
whether itis in'active or passive voice?

4. Createvasshort paragraph(344 sentences) using at least five different
parts of speech correctly.
5. Write an email to your friend regarding examination.

D. Understand the test of the chapter and fill in the blanks:

—

A is a word that names a person, place, thing, or idea.

are words used in place of nouns.

describe nouns or pronouns.

express action or being.

A

connect words, phrases, or clauses.

L s ]
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E. Match the part of speech with its function:

Part of Speech Function
A. Describes a verb, adjective, or
1. Noun
adverb
2. Verb B. Connects words or phrases
. N . place, thing,
3, Agfesie C Names a person, place thing, or
idea
4. Adverb D. Expresses action‘of being
5. Conjunction E. Describesfa neun or pronoun
F. Mark the following statementSasgfrudor False:

1. All sentences must have a subject ands@ verb.
Adjectives modify verbs.

Prepositions usually.come before a nounfor prénoun.

W

Active voice is generally preferred in‘writing.
5. Exclamatory.sentences express strong emotions.

G. Actitiities:

Ac aking Sentx
Form pairs of students. First, w down three sentences that contain

direct objects. Then, write down three other sentences that contain both
direct and indirect objects. Use different colours to mark the different
parts of each sentence (Subject, Verb, Object). One volunteer shows
their list to the class.

Activity-2: Email Practice

Students draft emails for various scenarios, such as requesting
information, applying for a program, or apologizing for a mistake,
paying close attention to email etiquette.

[ 52 ]
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Activity-3: Active and Passive Voice

With the same pairs as above, write a paragraph on any topic. The
paragraph should have at least two sentences in active voice and two
sentences in passive voice. One volunteer reads out their paragraph to
the class. The class gives feedback, if correct.

Activity-4: Types of Sentences

With the same pairs as above, make a list of mini ht sentences.
These should have at least two sentences ach type — declarative,
interrogative, exclamatory and imperativ type of sentence,
different volunteers read out theif se o the class. The class
gives feedback on the correctness e sentences.

[ s3]
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[Chapter 5

CONFIDENCE BUILDING AND
SELF-PRESENTATION

Student Learning Outcomes:

After completion of this chapter students will be able

to:
explain the psychological and physiological factors contri% shyness and social
anxiety.

analyze the impact of shyness and social anxiety o nication and social
interactions.

evaluate strategies for managing social
contexts.

apply cognitive and behavioural techni
gradual exposure, to overcome shyness.
practice social skills in structured anéunstruc
interactions.

iety cing its effects in various

reframing negative thoughts and

create a personalized action r aging social @ pecific scenarios, such
as meetings or public eyents. ’
identify the psycholog f ns of self. and its role in achieving

personal and professional
analyze factorsthat under
preparation, and resilience.

evaluate th rm-benefits of self-confidence in decision-making, leadership, and
relationshi
develop and habit foster self-confidence, including goal setting,

speech,assertiveness, and open body
apply strategies to overcome setbacks and maintain self-confidence in challenging
situations.

differentiate between assertive, passive, aggressive, and passive-aggressive
communication styles.

analyze the benefits of assertive communication in fostering respect and achieving goals.
evaluate the negative consequences of aggression and passive behavior in interpersonal
relationships.

demonstrate assertive communication techniques, such as "i"* statements, active
listening, and respectful disagreement.

identify and adjust behaviours or language that may unintentionally convey aggression
or passivity.

apply assertiveness strategies to real-life scenarios, such as negotiating, giving feedback,
or resolving conflicts.

[ 54 )
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5.1 Shyness and Social Anxiety

Shyness is a feeling of discomfort or nervousness when interacting with others,
especially in new or unfamiliar situations.

A shy person might feel uneasy about speaking in front of others or being the
center of attention. It is normal to feel shy sometimes, but for some people, it
can make it hard to make friends or participate insactivities.

Social Anxiety is a more intense form of shyness. It is aicondition where a person
feels extreme fear or worry about being judgedyor ‘émbarrassed in social
situations. People with social anxiety might avoid speaking in public, attending
social events, or even meeting new peopledecause

they fear negative evaluation. This can interfere

with daily life and make it difficul&ito enjoy social

experiences.

There may be different reasons for shyness and
social anxiety. Theseinclude both psychelégical as
well as physiologi€alfactors.

5.1.1¢Psychological Facters

a. Among the psychological factors contributing to shyness and social anxiety,
negative thinking is very important. People with shyness or social anxiety
often worry about being judged or embarrassed. They may have negative
thoughts like "Everyone is watching me" or "l will make a mistake."

b. Another important factor is low self-esteem among people who may feel
that they are not good enough to interact with others. Past experiences may
also play an important role in increasing shyness and social anxiety. Previous
negative social experiences, such as being teased or rejected, can cause a
person to fear similar situations in the future, leading to social avoidance.

[ s5 ]
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5.1.2 Physiological Factors

a. When faced with a social situation, the body may trigger a stress response,
releasing adrenaline, which can cause symptoms like a racing heart,
sweating, and shaking — physical signs of anxiety. Similarly, some people
may be more genetically predisposed to experience social anxiety. Family
members of individuals with social anxiety are more likely to develop similar
feelings.

b. Brain activity also plays an important role in increasing shyness. Research
suggests that overactivity in certain brain areas, stchfas the amygdala
(responsible for processing fear), can lead to heightenéd feelings of anxiety
in social situations.

5.2. Impact of Shyness and So€fal Anxiety

The following table shares some impacts of shyness and social anxiety:

Impact \ess ‘O‘Odal Anxiety
. ON

Social anxiety
causes intense fear

A shy person™may feel

Difficulty in of judgment and
S nc:]rvous olr( unFomfzrl’Fable e e
Thoughts W, En SO Priic or leading to silence or
with strangers. avoidance of
conversation.
People with social
Shy individuals might avoid | anxiety avoid
Limited Social group  activities,  social | situations  where
Interactions events, or even casual | they might interact
conversations. with others, leading
to isolation.

Shy people might be | Those with social
misunderstood as unfriendly | anxiety may be

or uninterested. misunderstood in

Misunderstanding
by Others
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Impact

Shyness

Social Anxiety

relations as they

appear distant or

unengaged.
Fear of  being
. judged can lower
Sh'y.persons may doubt their self-esteem -

Low Self-Esteem abI|I'FIeS and have low Lrgdence,
and Confidence confldence, making them affécting a person'’s
hesitant to speak up. ability to interact

with others.

Impact on
Academic and
Career
Opportunities

Shyness may 4prevent
students from asking for
help in" class, \speaking up
during lessons, or

Social anxiety may
prevent  students
from participating
my,  extracurricular
activities, projects,

showeasing their talents. or  presentations,
limiting
opportunities.

5.3 Strategies for Mafiaging Social Anxiety

Social anxiety can be managed“through a variety of strategies, helping
individuals to feel more comfortable and confident in social situations. Here are
a few strategies for reducing the effects of social anxiety across different
contexts:

a. Gradual Exposure

It involves slowly facing social situations that trigger anxiety. By starting with
less intimidating scenarios and progressing to more challenging ones,
individuals can build confidence over time. This strategy allows individuals
to face their fears in a manageable way, reducing anxiety in a step-by-step
manner. Exposure can be used in any situation that causes discomfort, from
meeting new people to speaking in public.
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b.

Relaxation Techniques

Relaxation techniques, such as deep breathing, progressive muscle
relaxation, or mindfulness, can help manage physical symptoms of anxiety,
such as a racing heart or shallow breathing. These techniques help
individuals remain calm during social situations and reduce the
physiological symptoms of anxiety. They can be learned and practised
regularly, allowing individuals to apply them during stressful moments.
These strategies are useful in any context where anxietyuis experienced, such
as before start of a presentation, in group dis€ussions; owhile attending a
social event.

Positive Self-Talk

Replacing negative or self-critical thewghts with positive affirmations can
boost confidence. This includes reminding oneself of past successes and
reassuring oneself that anxiety4s manageable. Positive self-talk is a practical
strategy that individuals cammusetin real-time, h€elpingsthem focus on their
strengths and approach, social situations with a moére positive outlook. It is
useful in any social context wheére anxietysarises, including meetings, public
speaking, or casual interactions.

Building Sécral Skills

Improvingysocialskills, suchsas active listening, initiating conversations, or
maintaining.eye contact, canthelp individuals feel more confident in social
interactions. Training in social skills boosts confidence by providing the tools
to navigate social situations more effectively. These skills reduce the fear of
making mistakes in social interactions. This strategy is particularly beneficial
in situations where communication is key, such as interviews, group
discussions, or networking events.

Mindfulness and Meditation

Mindfulness involves staying present and accepting one’s feelings without
judgment. Meditation can help individuals become more aware of their
anxiety and manage it effectively. These techniques help in reducing the
constant worry about how others perceive them. Mindfulness and
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meditation are helpful before and during social situations, such as during
stressful meetings, public speaking events, or group activities.

5.4 A Personalized Action Plan for Managing Social
Anxiety

Managing social anxiety can be challenging, but by greating a personalized

action plan, one can build strategies to handle specific situations like meetings
or public events with confidence.

Following are the key steps to create a_plan to manage social anxiety:

i) ldentify the il Prepare for
) 1 Vi P Present

Situations e Situation
ﬁ /‘ ) Moment

ii) SetR IisG w viii) Reflect and
Goals su Adjust

i) Use B i) Challenge
Relaxation Negative
Techniques Thoughts

& J I i) Focuson the

Example: A 9th grade student, Saeed, prepared the following action plan to
overcome social anxiety:
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Step Action

Attending a school club meeting and presenting

Identify the Situation .
an idea.

Speak at least once during the meeting and share

Set a Goal )
ideas.

Practise deep breathinggbefore entering the

Relaxation Techniques :
meeting room.

Challenge Negative|| Replace negative thoughtslike "I'll mess up" with
Thoughts "I've prepared,’and I'm ready."

Start by speaking up in smaller group discussions

Gradual Exposure S .
P beforegparticipating in larger meetings.

Review the agenda béforehand and note down

Preparation : .
P key points to discuss.

Listen actively, and participate without worrying

Focus on the Present :
about how/ others perceive me.

Afterythemeeting, note down what went well and

Reflect and)Adjust . .
what | can improve next time.

5.5 Psychological Foundations of Self-Confidence

Self-confidence is the belief in one's abilities and judgment. When we are
confident, we trust ourselves to make decisions and face difficulties, which helps
us achieve both personal and professional goals. Confidence often begins with
self-acceptance — recognizing that no one is perfect and that mistakes are
opportunities to learn and grow. This foundation of positive thinking
encourages individuals to pursue their dreams with greater determination.

Self-confidence plays a critical role in achieving our goals. It enables individuals
to take risks, try new things, and persist through setbacks. With confidence, a
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person is more likely to set high goals, take action towards them, and believe
that they can succeed, even in the face of challenges.

5.6 Factors that Undermine or Enhance Self-Confidence

Several factors can either undermine or enhance self-confidence, including our
thoughts, preparation, and resilience.

a. Self-Talk

The way we talk to ourselves shapes our self-confidence. Positive self-talk,
such as “l can do this” or "I am capable,” streAgthens confidence. Negative
self-talk, on the other hand, like "I'llzneverfsuceeed” or “I'm not good
enough,” can weaken confidence afid hold, ussback from reaching our full
potential.

b. Preparation

Being well-prepared for tasksibuilds confideneé. Whether it is studying for
an examination or pragtising a skill, preparation leads tobetter performance,
which reinforces the belief that we can sicceed. Thefmore we practise, the
more competentwe feel.

c. Resilience

Resiliencey, orythe” ability togbounce back from setbacks, enhances self-
confidence. Resilient individualséview failure as a temporary setback and
learn from their experiences, while those with low resilience might give up
too quickly. Learning to handle failure and keep going builds mental
strength and self-assurance.

5.7 Long-Term Benefits of Self-Confidence

Self-confidence does not only affect immediate outcomes—it has long-term
benefits in various areas of life.

a. Decision-Making

Confident people trust their judgment and are more decisive. They make
decisions faster and with more clarity, which helps them move forward in
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life. The confidence to make choices also helps in navigating uncertainty and
taking advantage of opportunities.

b. Leadership

Effective leaders are often confident in their vision and ability to lead. Self-
confidence allows leaders to inspire trust and motivate others. They make
decisions that guide their teams through challenges, and their belief in
themselves encourages others to believe in them as well.

c. Relationships / Linkages

Confidence enhances relationships by fostéring® open communication,
assertiveness, and trust. People who'are confident are more likely to express

themselves honestly and respect the boundaries of others. This contributes
to healthier, more positive connections with friends, family, and colleagues.

5.8 Developing Rdutines and MHabits, to' Foster Self-
Confidence

Developing self«€6nfidence is a process that can be cultivated over time
through specific routines and habits:

Goal ;tting

Visualization

Positive Reinforcement

Setting small

achievable goals helps
build confidence. By
breaking larger goals
into smaller steps, one

can see  progress,
which  boosts self-
belief.

Visualization is the
practice of imagining
yourself achieving a
goal. This mental
rehearsal helps for
success by reducing
anxiety and increasing
motivation.

Regularly affirming your
strengths and
accomplishments
reinforces self-
confidence. Take time to
reflect on achievements
and give credit for the
effort you put in.
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5.9 Communication Styles that Convey Self-Confidence

To convey self-confidence, it is important to practice certain behaviours and
communication styles that make you appear assured and capable. These
include:

« Speaking clearly and at a steady pace helps
ensure that your message is understood. When
Clear Speech you articulate your thoughts confidently, others
are more likely to respect y inions and
take you seriously.

+ Assertive communi invelves expressing

your though needs directly

o and respe being passive or
Assertiveness aggressive ertive shows that you

value both
others

rights and the rights of

Open Body
Language

5.10 Ov Q-g Se

Setbacks a normal part of life, but how we react to them can influence our
self-confidence. Here are strategies to overcome challenges and stay confident:

a. Reframe the Situation

Instead of focusing on failure, focus on the lessons learned. Ask yourself,
“What can | improve next time?” This perspective shifts your thinking from
a negative to a growth mindset.

b. Maintain a Positive Self-Talk

U

In setbacks, it is easy to fall into negative self-talk, such as “l can't do this.’
Replace those thoughts with more positive statements like “I'll keep trying
until | get it right.”
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Seek Support

Do not hesitate to reach out to others for guidance or encouragement.
Talking things through with a friend, teacher, or mentor can help you regain
perspective and confidence in your abilities.

. Take Action

Focus on small, manageable steps to overcome challenges. When you take
action, even in small ways, it can help restore yourssense of control and
confidence.

5.11 Understanding Communication StyleS

Understanding the different communication “styles helps you navigate
conversations more effectively. Assertive] passive, aggressive, and passive-
aggressive are the most common communication styles.

a.

Assertive Communicatian

This is the healthiest style./'It involves
expressing your thoughts and needs in a
clear, direct, and respectful way, while also )

. . h 'f | E | . "|f | communicators are more
considering others eelings. Example: "I feel | ol 1o build  positive
frustrated when meetings withafriends run | relationships, gain respect
late because it'impacts my schedule. Can we | from others, and achieve
try toyfinishmon time?” their goals.

Po You Know?

Studies show that assertive

Passive’'Communication

In passive communication, individuals may avoid expressing their true
feelings or needs. They may be too afraid of conflict or may not feel their
opinions matter. Example: “It is fine if we're late, | don’t mind.”

Aggressive Communication

Aggressive communicators express their thoughts and needs in a way that
may be disrespectful or hurtful to others. They often dominate conversations
and disregard others’ feelings. Example: “Why is everyone always late? This
is so disrespectful!”
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d. Passive-Aggressive Communication

This style involves indirect resistance to expressing feelings. The person may
appear to agree on the surface but act in a way that sabotages or
undermines the situation. For example: “Sure, | don’t mind if we're late,” but
later on they show up late without explanation.

5.12 Benefits of Assertive Communication

Assertive communication has many benefits:

Being assertive shows that you respect both.youriown opinions and those
of others. It encourages open and honestidialogue, where everyone feels
heard and valued.

Assertiveness helps build trust and understanding in relationships. By clearly
expressing your needs and listening to others, you create a balanced
environment where both pastiesiean express themselves freely.

When you are assertive; you are more likelyto getyourneeds met. Whether
in school, work, or personal life, clear communication ensures that others
understand your expectations, which®makes achieving goals easier.

5.13 Cansequences of"AggresSion and Passive

Behaviour

Both aggressive and passive communication styles can have harmful effects on

relationships:

Being aggressive often causes conflict. It can hurt the other person’s feelings,

create tension, and lead to resentment. Over time, it can damage relationships

and prevent effective communication.

When someone is passive, they may suppress their feelings, which can lead to
frustration and a sense of being unheard. This can cause stress, resentment, and

a lack of self-esteem. Relationships may become unbalanced, as one person’s

needs are neglected.

C-
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5.14 Adjusting Behaviours or Language

Sometimes, we may unintentionally use language or behaviour that comes
across as passive or aggressive. If you often interrupt others, use harsh tones,
or speak in a way that puts others down, try to soften your approach. Focus on
calm, clear speech, and avoid blaming or accusing.

Similarly, if you tend to avoid expressing your opinions, practice speaking up.
Start by sharing small thoughts or preferences in everyday situations to build
confidence in expressing yourself.

One can apply assertiveness strategies in various situationssFor example, when
negotiating, use assertive communication to exXpress your needs clearly while
also listening to the other person’s perspettive.

Use constructive feedback to help othersqmprove. For example, “I appreciate
your effort, but | think you could improve_infthis area by doing....” Similarly,
when resolving conflicts, stay calmiand express your feelings without blaming
others. Focus on finding a solutien that benefits everyone, Example: “I think we
have a misunderstanding. Let's find\a way to reselveithis together.”

EXERCISE -

A. Choose the most appyopriate ansWer:

1. A faltgr Gausing social anxi€tyjis:

(@, positive thinking (b)  negative self -talk

(€). physical exercise (d) loud environments
2. Gradual exposure is:

(a) avoiding social events (b) facing fears step by step

(c) ignoring anxiety (d) practicing deep breathing
3. An example of assertive communication is:

(a) interepting others (b) avoiding opinions

(c) expressing needs (d) blaming others
4, Aggressive communication is:

(a) respecting others (b) ignoring problems

(c) being too forceful (d) itaying silent
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5. We can build self-confidence by:
(a) setting small goals (b) avoiding challenges
(c) seeking approval (d) ignoring weaknesses
B. Answer the following questions briefly:
1. Define shyness and social anxiety. How are they different?
2. How does negative self-talk impact self-confidence?
3. Name two strategies that can help manageisocial anxiety.
4. What is the role of self-confidence in achieving personal and professional
goals?
5. Differentiate between assertive and aggressive communication.
C. Match the terms in Colymn A 9W#th the correct descriptions in
Column B:
Column A ColumnsB

& essing Nghts clearly and

4. Assertive

Communication

d) Saying “I can’t do this" instead of “I'll try”

5. Passive Communication || e) Avoiding conflict by staying silent

D. Answer the following questions in detail:

1.

Analyze how past negative experiences can shape a person’s social
anxiety. Provide examples.
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2. Evaluate the effectiveness of gradual exposure and positive self-talk in
overcoming social anxiety. Which do you think is more effective and
why?

3. Compare and contrast the long-term impacts of self-confidence and low
self-confidence in professional success.

4. Apply the assertive communication techniques learned in this unit to
resolve a conflict between two classmates. Provide a possible dialogue.

5. Create a personalized self-confidence improvement plan for a student
struggling with public speaking. Include at, least” three steps with
explanations.

E. Activities:

Activity-1 Ask students answer the following questions:
v
in

"Describe a time you felt n in a social si . How could you
have handled it differe strategies s unit?". The
students will pair up.and heir res&zs.

hJ
Activity-2 hree short freal-life_scenarios: handling stage
fright, % onflict, and asking a question in class. Students will
write or di ow they re using confidence-building

Activity-3  Let students write one key takeaway from the lesson and
one strategy they will apply in real life.
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[Chapter 6

PERSONAL GROOMING
AND HYGIENE

Student Learning Outcomes:

After completion of this chapter students will be able to
recognize the role of personal hygiene in promoting ove d well-being.

understand the link between hygiene, self-co e, ‘and creating a positive

impression.

identify common hygiene practices enti intaining cleanliness and
preventing health issues.

demonstrate proper daily hygiene routines, includifg oral care, bathing, and nail care.

select and use hygiene products effectively for personal needs.

cultivate habits that ensure consiste giene in personalland professional settings.
understand the significance ing healthy sk
grooming.

recognize the basic skin't
care requiremen
identify commonis

s like acne, dandruff, or dryness and their preventive measures.
routine tailo idual needs, including cleansing,

s, including washing, conditioning, and styling

ents to address specific skin and hair concerns.
dressingappropriately for different occasions.

recognize the importance of dressing to match the formality and purpose of an
occasion.

differentiate between casual, business casual, formal, and cultural dress codes.
understand how attire impacts firstimpressions and professional credibility.

select and coordinate outfits suitable for various occasions, ensuring proper fit and
style.

incorporate accessories and footwear to enhance overall appearance while
maintaining appropriateness.

adapt dressing choices to cultural norms and specific workplace or social expectations.

(N
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6.1 Personal Hygiene

Personal hygiene is essential for maintaining
good health and well-being. It is the practice of
keeping oneself clean and taking care of the
body through daily habits and routines. By
following proper hygiene practices, we not only
improve our physical health but also enhance our
self-confidence and create a positive impression
on others.

6.1.1 Personal Hygiene for PromotifigyHealth

Personal hygiene plays a significant role in“preventing the spread of diseases
and infections. By practising good hygiene activities; Such as washing hands,
brushing teeth, and bathing régularly;swe can reddce therisk of illnesses.

Proper hygiene habits help maintain «theWcleanliness, preventing the
accumulation of hartnful germs and baeteria that,can cause various health
problems. This ipsturnypromotes overall wellsbeing and ensures a healthier,
happier lifestyle.

6.1.2 Hygiene for Self-Confidence and Positive Impressions

The way we maintain our personal hygiene directly influences our self-
confidence and the impression we leave on others. When we are clean and well-
groomed, we feel better about ourselves and project a positive image. This
confidence can affect our interactions with others in social, educational, or
professional settings.

Good hygiene habits not only make us feel good but also enhance our social
relationships, as people are more likely to respect and appreciate someone who
takes care of personal hygiene. People do not like to interact with someone who
has bad breath, long dirty nails, or dirty and untidy clothes.
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6.2 Hygiene Practices for Maintaining Cleanliness

Developing a daily hygiene routine is essential for maintaining personal
cleanliness and overall health. These routines are simple yet effective practices
that help prevent infections and ensure that we feel fresh and confident
throughout the day. By consistently following proper hygiene habits, we can
keep our bodies clean, healthy, and free from harmful bacteria. Let us discover
some key hygiene routines, including oral care, bathing, and nail care, that
should be incorporated into your daily life.

a.

Hand washing: Regularly washing hands with,soap,orhandwash and water
helps eliminate germs and prevents the (spread _Of illnesses. It is more
important before and after taking méals. Remiember to dry your hands with
a clean towel or tissue paper.

Oral care: Brushing teeth at least twice a day helps prevent tooth decay,
gum disease, and bad breath.“Visiting the dentist regularly is also very
important for healthysteeth andigums.

Bathing: Taking regularshowers remove$ ditt, sweat;yand bacteria from the
skin, keeping th&body fresh and cleansit also helps you avoid any bad smell
sue to sweataglnWaddition, withfthe growing age keeping clean from
unwanted hair is also important foribetter hygiene practices.

. Naikgcare: Keeping nails trimimed.and clean prevents the buildup of dirt and

bacteria, reducing the risk of infections. This includes the nails of both hands
as well as,of toes.

Food and Kitchen Hygiene: It is important to wash fruits, and vegetables
thoroughly before eating and cooking. They should be stored raw and
cooked separately. In addition, for healthy kitchen hygiene, it is important
to keep cooking utensils and surfaces clean as it will prevent foodborne
illnesses.

Environmental Hygiene: Other than personal hygiene, environmental
hygiene is also crucial for a healthy lifestyle. Trash should be disposed of
properly. Moreover, living spaces like floors and bathrooms should be
cleaned regularly. Ensure safe drinking water by boiling or filtering. These
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practices will help you reduce pests like mosquitoes and flies and diseases
like dengue and cholera.

g. Respiratory Hygiene:

Cover your mouth with a tissue or elbow when coughing or sneezing. It stops
the spread of airborne illnesses like colds, flu, and tuberculosis.

Do You Know?

When you sneeze, you can release up to 100,000 ger ? These tiny droplets
can travel as far as 6 feet and land on surfaces, your han en other people nearby.
That's why it is so important to cover your n nd en you sneeze — using a
tissue or the inside of your elbow helps prevent t from spreading.

6.3 Using Hygiene P, s Effect
Hygiene products play % in main mg clea

ess and addressing
specific personal needs osing the ri
products and usin em effectively res
e nd protected. Fro
toothpast 00, and de®
' @ unique
. s important
to learn w to select the best hygiene
products for your needs and how to use them
properly for maximum benefit.

a. Selecting the Right Hygiene
Products

Selecting and using the right hygiene products is essential for personal care.
For example, choosing the right toothpaste, soap, shampoo, deodorant, and
skincare products can help maintain cleanliness and prevent skin issues. It is

important to select products that suit your skin type and preferences while
being mindful of allergies or sensitivities.
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b. Using Hygiene Products Properly

Using hygiene products properly ensures their effectiveness. For example,
applying deodorant after a shower, using the right amount of shampoo for
your hair type, and ensuring toothpaste is used correctly for brushing teeth
all contribute to better hygiene. Make sure to follow the instructions on the
packaging and replace products when they run out or expire. One must
know the date of expiry given on the product.

Maintaining consistent hygiene is important natonly in"personal life but also
in professional environments. The way you take cake ofyéur appearance and
cleanliness speaks volumes about your discipling,and respect for others.

6.4 Skin and Haircare Basics

Healthy skin and hair are key components of personal grooming and contribute
significantly to overall appearance“and well-

being. Taking care of yg@ur skin and hair not

only enhances your physical appé€arance but

also promotes self-gonfidence:

Understanding the basicsf skin and hair care

is essentidal, for maintaining h@althy, and
addressing common concerns4lt is important

to learn‘about'the importance of'skin and hair

care, recoghize different skin typesvand hair
textures, and identify common issues and their
preventive measures.

6.4.1 Recognizing Skin Types and Hair Textures

Everyone's skin and hair are unique and recognizing your skin type and hair
texture is essential for providing them with the appropriate care. Common skin
types include:

i. Oily Skin: This type of skin tends to produce excess oil, leading to a shiny
appearance and potentially clogged pores.
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ii. Dry Skin: Dry skin lacks moisture, often appearing flaky, rough or tight.

iii. Combination Skin: A mix of oily and dry areas, typically with oily forehead,
nose and chin, and dry cheeks.

Similarly, hair textures vary from person to person and can include:
i. Straight hair

i. Wavy hair

ii. ~ Curly hair

Each skin type and hair texture requires specific N@d care routines to

maintain their health and appearance.

6.4.2 Common Skin and Hair Issue

Several common skin and hair problems rise due to various factors such

as environmental conditions, génetics, or lifestyl oices. Some of these
include:
i. Acne: Acne often clogged gpores, oil production, or

hormonal changes.

ii. Dandruff: This e flaking of thefscalp caused by dryness or oily skin.

iii. Drynegs: B and hair can me dry due to factors such as weather,
harsh c rimprop :

s early on, you can take preventative steps
em and maintain the health of your skin and hair.

to address

6.5 Developing a Basic Skincare Routine

Cleansing and Moisturizing

A good skincare routine begins with cleansing, which helps remove dirt, oil, and
impurities from the skin. Choose a cleanser suitable for your skin type to avoid
irritation or dryness. After cleansing, moisturizing is essential to lock in
hydration and keep the skin soft and smooth. For oily skin, opt for a lightweight,
oil-free moisturizer, while dry skin benefits from richer, more hydrating
formulas.
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6.5.1 Sun Protection

Protecting your skin from the harmful effects of the sun is crucial in preventing
premature aging, skin damage, and other skin conditions. Using sunscreen with
a Sun Protection Field (SPF) of at least 30 is essential to shield your skin from
ultraviolet (UV) rays. Make it a habit to apply sunscreen daily, even on cloudy
days, and reapply it every two hours when outdoors.

In the days when smog is very high, using a face mask is also important to save
your skin from certain problems.

6.6 Effective Haircare Practices

a. Washing and Conditioning
Washing your hair regularly helps remeove dirt, oil, and buildup from styling
products. The frequency of washing depends on your hair type and lifestyle.
For example, oily hair may need more frequent washing, while dry hair may
benefit from washing less often.“€onditioning after washing helps nourish
and hydrate the hair,(making it softer and mére manageable.

b. Styling Appropriatel
Styling your hairfappropriately involves using the right products and
techniques that suit yéur hair typeland texture. Avoid over-styling or using
harsh chemicals that can harpa"your haigsshealth.

6.7 Treatments for Spé¢€ific Concerns

If you experience specific concerns like acne, dandruff, or hair thinning,
consider using targeted treatments. For example, over-the-counter acne
creams or shampoos designed to reduce dandruff can help manage these
issues effectively. However, it is important to seek professional advice if the
problem persists or worsens.

6.8 Dressing Appropriately for Different Occasions

Dressing appropriately for different occasions is an essential aspect of personal
grooming and plays a key role in making a positive impression. The way you
dress reflects not only your style but also your understanding of social and
professional expectations.
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Dressing appropriately for the occasion shows that you understand the event's
formality and purpose, and it communicates respect for the people involved.
Whether you are attending a formal gathering, a business meeting, or a casual
get-together, wearing the right attire demonstrates that you are mindful of
social expectations and are prepared for the occasion. Proper attire can help
you feel more confident, comfortable, and ready to engage in the event at hand.

Different occasions often come with specific dress codes, and understanding
these can help you choose the right outfit. The main dress codes include:

a. Casual: This is the most relaxed dress code, typigallyiwafn for informal events,
casual outings, or social gatherings with friends and family. Examples include
jeans, T-shirts, Shalwar Qameez and casual shoes:

b. Business Casual: Business casual attire is_suitable for professional settings
where formal attire may not be necessary, such as casual office environments
or meetings. Examples include dress paptsfor trousers with button-up shirts
or paired with shoes like loafers'or flats.

c. Formal: Formal dress codgs are, typically reserved far‘events such as formal
office or business meetihgs,etc./This includés suitsytuxedos, formal dresses,
and dress shoes.

d. Cultural Dress €ades: In certain séttings, dressing according to cultural
norms or traditiohs isk€ssential. This. may involve wearing specific outfits for
religiousieeremonies, festivalsg®riother cultural events that honour heritage
andseustoms:

Each dress,code serves a purpose,‘and understanding these categories will help
you decide What to wear to match the occasion.

6.9 Selecting Outfits for Various Occasions
a. Choosing the Right Fit and Style

When selecting outfits for different occasions, it is important to focus on
both fit and style. Clothes should fit your body properly to ensure comfort
and confidence. Clothes that are too tight or too loose can make you feel
uncomfortable and may negatively affect your appearance.

Pay attention to the occasion's dress code and choose clothes that
complement your body type, personal style, and the overall formality of the
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event. For example, formal occasions call for structured clothing, while
casual events may allow for more relaxed fits.

b. Coordinating Accessories and Footwear

Accessories and footwear play an essential role in completing your outfit. A
well-chosen accessory, such as a watch, tie, or scarf, can elevate your
appearance and add a personal touch. Shoes are equally important, as they
should match the formality of your outfit. For example, formal shoes like

loafers or dress shoes are suitable for business me . while sneakers or
sandals may be more appropriate for casual outi

c. Understanding Cultural Expectati
In many societies, dressing in accordance w ltural norms is essential.

Being mindful of cultural expecta s you show respect for the
customs and traditions of the people d you. In workplaces or social
settings, you should also consider the cultural norms and preferences of the
people you interact wit sure that ssing choices are
appropriate.

____________________________

A. Choose th
Them t ygiene is:

(b) applying makeup
(c) “keeping a tidy room (d)  regularly washing hands
2. The skin type, characterized by dryness and flakiness is:

(a) oily skin (b)  combination skin
(c) dry skin (d)  normal skin
3. The primary purpose of using sunscreen daily is to:
(a) protect skin from UV rays (b)  keep the skin moisturized

(c) improve skin texture and tone (d) remove acne and freckles
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4. One of the major benefits of maintaining good hygiene is that it:

(a) increases social media (b) reduces the risk of infections
followers and diseases
(c)  makes one famous (d) improves one's memory

5. A preventive measure for dealing with dandruff is:

(a) avoiding shampoo (b) usinchemicals
(c)  using dandruff-specific (d) a g.sheavy oils to the
shampoo I
B. Answer the following questions brigfly: @
1. Why is personal hygiene importa overall health?

Name one common hair cam'ﬁje a rovide a solution for it.

What are the pri
How can you preven

C. Match the itemST Column A withfthe correct*descriptions in Column B.

vk W

olumn B

. Suita for social gatherings and professional
settings

d. Requires regular washing and oil-free products
e. ldeal for weddings, galas, or business meetings

2.
b. Common issue caused by clogged pores and
3. Acne excess oil
4. Sunscreen c. Helps protect skin from harmful UV rays
5.

Formal Attire

D. Answer the following questions in detail:

1. Explain the significance of maintaining healthy skin and hair as part of
personal grooming. Discuss how it impacts health, self-confidence, and
social interactions.
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2. Describe how to identify different skin types and explain the specific care
required for each type.

3. What are the basic hygiene practices that should be followed daily to
maintain cleanliness and prevent health issues? Provide examples.

4. Discuss the different dress codes (casual, business casual, formal, and
cultural) and explain when and why each is appropriate.

5. Explain how dressing appropriately for different occasions impacts first
impressions and professional credibility.

Ask students to create a Daily Hygi hart for themselves. This

chart should include steps for oral care, like hing teeth, flossing, bathing,
nail care, hair care and skin caré’ The template in their notebooks should
include a morning routine and anjevening routine

Ask students to fill i
might improve or w t
chart, students uld w

E. Activities:

Activity-1: Daily Hygiene Routi

any areas they
completing the

grooming prac can impact thej onfidence, and overall
well-being. r them to discuss any .changes they would like to
make th nes.

N
Activity-2: Dress for the Occasion

Prepare a set of scenario cards that describe various occasions. Examples
might include a job interview at a corporate office, a family wedding, a
casual outing with friends, a formal business presentation, a religious or
cultural event (e.g.,, Namaz-e-Eid (Eid Prayer), wedding, a day at school.

In pairs or small groups, students should select one card and discuss what
type of outfit they would wear for that specific occasion. They should
consider formality level, cultural norms, accessories and footwear. Each
group will present their selected occasion and describe the outfit they
chose, explaining why it is appropriate for that situation. They should also
explain how their choice of outfit might influence first impressions.
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[Chapter 7
SOCIAL MANNERS

Student Learning Outcomes:

After completion of this chapter students will be able to:
« identify key elements of proper dining etiquette in formal
« explain the significance of table manners and appropriate
« demonstrate correct use of cutlery, napkins, and table settin

rmal settings.
r during meals.
ormal dining

situations.
« apply dining etiquette principles to create lis spectful impression.
» describe the roles and responsibilities offosts a s at formal events.

« analyze the importance of planning, org
hosting and attendance.

« plan and execute formal events witlPattentio
seating arrangements, and decor.

« exhibit appropriate behavio
adherence to event pr (o}
« explain the role of cult o d traditio

e compare variations in socia
e adapt communi n and behaviour to
practices.

« demonstratg awareness and sensitivity to'foster inclusive and respectful
social in tio
Every hu being needs food foréxistence. It is the need of our body. Most

of the people dine at least twice a day. Let us

d courtesy in successful event

ct and accemmodate diverse cultural

learn the etiquette of dining.

7.1 Dining Etiquette

From suitable dressing to the way you
communicate with others, all matter a lot.
Another important characteristic of a well-
groomed personality is following the dining
etiquette.
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Dining etiquette is an essential part of formal and informal settings. Whether
you are attending a family dinner, a formal event, or a casual gathering,
understanding and applying proper dining manners helps create a respectful
and polished impression.

7.1.1 Key Elements of Dining Etiquette

Dining etiquette refers to the proper and respectful way of having meals. While
dining practices may vary across cultures, there are seyérabuniversal rules that
help make dining experiences more pleasant. The key elémehnts include:

Table Setting: The way the table is set refle€ts the formality of the meal. In
formal settings, cutlery, glasses, andplates are arranged systematically to
ensure a smooth and organized meal.

A formal table setting typically includes multiple utensils like a soup spoon,
dessert spoon, fork, knife, and.glassware for drinking water.

Cutlery Usage: The propef usejof cutlery is cru€ial. Infoemal dining, the rule
is to start using the utefisils,from the outside andworkéyour way inward, as
each set of utensils is meant for a specific curse of the meal. The knife is
held in the right'hand, and the forks*feld in the left hand while eating, if
used, usually imspecific setting.

Napkin ‘Etiquette: The napkinisiusedateswipe the mouth during the meal.
Whensseated, you should place the napkin on your lap. After using it, fold it
neatlyhand place it to the left ofiyyour plate. Do not use the napkin as a tissue.

Every human being needs food for existence. It is the need of our body. We dine
at least twice a day. Let us know the etiquettes of dining:

7.1.2 Table Manners and Behaviour During Meals

Good table manners are important for creating a positive impression. They are
a sign of respect for others and reflect your upbringing and understanding of
social norms. Here are some key table manners to follow:

a. Chewing with Mouth Closed: Start with Bismillah or any prayer as per your
religion and chew your food with your mouth closed and avoid making noise
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while chewing. This demonstrates
good manners and helps maintain a
pleasant dining atmosphere. Chew
thoroughly and avoid rushing.

b. Speaking Politely: Avoid talking
with food in your mouth. Wait until
you have swallowed your food
before engaging in conversation.
Always speak politely and avoid
raising your voice or interrupting
others. Do not criticize food; if
disliked, simply refrain from eating its

c. Passing Food: When passing food, offer it to others before serving yourself.
If someone requests a specific,item, pass it to them directly instead of
reaching across the table. Take\food from the partyof the plate closest to
you, not the center.

d. Sit Respectfully: Avoidreclining arrogantly‘or lyingidown while eating. Also,
avoid resting your elbows on the tablé while eating. Keep your posture
straight and use<the table for suppart only whemnecessary. Blowing on hot
food is against'the table manners.

e. Forlk andiinife Use: In formal'settingsptheé fork is held in one hand, and the
knifesissheld'in the other hand while cutting food. Cut only small portions at
a timeyand do not overload your,fork or spoon. Use a spoon as you need.

7.2 Use of Cutlery and Napkin

Start with the outermost utensils for the first course and work your way inward.
For example, a soup spoon will be placed on the outermost side, and a fish fork
will be placed next to the plate if fish is served. The dessert spoon or fork is
placed above the plate.

When you sit at the table, immediately place the napkin on your lap. If you need
to leave the table temporarily, place the napkin on your chair. After finishing
the meal, fold the napkin and place it to the left of your plate. Never leave a
napkin on the chair or under the table.
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7.3 Groomed and Respectful Impression

Dining etiquette is not only about the proper

use of cutlery but also about displaying Do You Know?

respectful behaviour during the meal. To In the 16" century, Europeans
create a polished impression one needs the believed that it was impolite
following acts: to use utensils like forks? They

were seen as a sign of luxury.

7.3.1 Be Punctual It wa til later that forks
ec common for

. . , ' d now, th
Arriving on time for a meal is an essential part now, they are

ential part of dining

of dining etiquette. It shows respect for the e

host and other guests.

7.3.2 Engage in Pleasant Conversati

Keep the conversation light an e&ful. Avoid co ersial topics and make
sure everyone feels included ISEussion.
7.3.3 Wait for the Ho &

In formal settingsmit,i ite to wait for the host to begin the meal before you
start eating, Thi @ nstrates respectfor their position.

7.3.

s and Gra

After the meal, always thank the host for the meal and the company. A thank
you note leaves a lasting positive impression.

7.4 Hosting and Attending Formal Events

Formal events are occasions where people gather to celebrate, commemorate,
or conduct business in a structured setting. These events require a high level of
planning, organization, and etiquette to ensure a smooth and enjoyable
experience for everyone involved. Whether you are hosting or attending a
formal event, understanding your role and responsibilities is key to ensuring
success.

[ 8 ]
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7.4.1 Role and Responsibilities of Hosts and Guests

At formal events, both hosts and guests have specific roles and responsibilities
to ensure the event is successful and enjoyable.

i. Responsibilities of Hosts

a. Planning and Organizing: The host is responsible for organizing the
event, including deciding on the venue, sepdin tions, preparing
the guest list, and arranging seating.

b. Welcoming Guests: It is the host's dutyfto greet'guests as they arrive,
introduce people to one anothef, ‘and re that everyone feels
comfortable and included.

c. Ensuring Comfort: The host should e sure that all guests are taken

care of, offering food, drink§yand any other negessities. The host should
also ensure that any sp eeds are met.

d. Maintaining Flo h t is res ible eeping the event

g s the program fl smoothly and everyone

organized, in
participates i event activitier

ii. RespegnSibilities of GuéSts

a. Punctuality: Guests should artive on time, neither too early nor too late,
to show respect for the host and other guests.

b. Adhering to Event Protocols: Guests should follow the event's rules,
dress code, and social norms, such as waiting for the host to begin the
meal or ceremony.

c. Engagement: Guests should participate politely in conversations, avoid
monopolizing discussions, and be respectful towards other attendees.

d. Gratitude: At the end of the event, guests should express their gratitude
to the host for the invitation and the experience, either in person or
through a thank-you note.

C 8 ]
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7.4.2  Importance of Planning, Organization, and Courtesy

Hosting and attending formal events requires careful planning, organization,
and courtesy to ensure that everything runs smoothly. These elements are
critical for creating a positive environment and ensuring the event's success.

a. Planning and Organization:

Every detail of a formal event, from invitations to the agenda, should be planned
in advance. This includes selecting the venue, decidifg ‘on the theme, and
arranging for food, drinks, and entertainment. A"wellsofganized event makes
everyone feel at ease and shows respect for the guests’ tife.

Proper seating arrangements are essentialuin fogmal settings. The host should
consider the relationships between gdestsgthe “hierarchy of attendees (e.g.,
senior guests or important figures), and*any cultural norms when assigning
seats.

The decor sets the tone for the eventyWhether it is alcorporate dinner, wedding,
or a formal gathering, the’venue should be decogsated to suit the event's theme.
The right decor enhances:the experience and adds to the @verall atmosphere of
the event.

b. Courtesy in H@sting and Attenfling

Courtesy ishkeyiat formal eventsgHosts, shodld be respectful, attentive, and
polite towards all*guests, while /guests should express gratitude and
appreciation*ferthe event and the fospitality.

In formal settings, guests should follow expected behaviours, such as adhering
to the dress code and following dining etiquette. This respect for the event's
protocols enhances the social experience for everyone.

At formal events, avoiding disruptions or inappropriate behaviour is essential.
This includes managing noise levels, avoiding personal conflicts, and refraining
from controversial or offensive topics of conversation.

7.5 Planning and Executing Formal Events

Planning a formal event requires attention to detail. Here's how you can plan
and execute a successful event.

[ & ]
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Event Planning Checklist for Hosts

1. Event Concept and Theme

[ 1 Decide on the event type (e.g., formal dinner, casual gathering, celebration).
[ 1 Choose a theme (e.g., seasonal, cultural, elegant).

[ ] Set the tone (formal, informal, festive, etc.).

2. Budgeting
[ ]Set a budget for the event.

[ ] Allocate funds for food, drinks, decor, entertainment, a enue (as
applicable).

[ 1 Account for any additional expenses (invitations,\ n, etc.).
3. Venue and Location
[ ] Choose the venue (home, restaurant, e h .

[ ] Book a convenient venue in advance (if ex

4. Invitations

[ 1 Create a guest list.

[ 1 Design and send out invitation ysical or digital) well in advance.
[ 1 Confirm the final guest coun

5. Menu Planning
[ ] Decide on the menu ( i tary restri
[ 1 Order food from a catererer prepare it yourse

[ 1 Organize the negessary serving equip

[ ] Decorate the venue with appropriate items (flowers, table settings, candles).
[ 1 Arrange lighting to create a warm and inviting atmosphere.

8. Event Timing and Schedule

[ ] Plan the event's start and end time.

[ ] Create a timeline for key activities (e.g., welcome speech, dinner).

9. During the Event

[ ] Greet guests as they arrive.

[ 1Introduce guests to one another, especially if they don't know each other.
[ 1 Ensure that everyone is comfortable and well-fed throughout the event.
10. Post-Event

[ 1 Send thank-you notes to guests for attending.

-
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7.6 Cultural Sensitivity in Social Interactions

Cultural sensitivity in social interactions is crucial for building positive
relationships and promoting mutual respect. Understanding cultural norms and
traditions plays a significant role in shaping how people communicate and
behave in different social settings. Whether in the classroom, at work, or in a

casual setting, demonstrating cultural awareness ensures that social
interactions are inclusive and respectful.

7.6.1 Cultural Norms and Social Etiquette

Cultural norms and traditions significantly influence/the way people interact in
society. These unwritten rules dictate aceeptable behaviour, social expectations
and communication styles within differentse®@mmunities. Each culture has its
own set of values and traditions that impact everything from greeting people
to dining practices, gift-giving, and,even body language:

In some cultures, greetingsiare formal andfinclude specific titles or gestures,
such as bowing in Japan or shaking hands®iif many Western countries. In others,
greetings might besmore gasual and involve clese physical proximity or specific
rituals, likehaking with both handsser fiugging the guests in Pakistan keeping
in view,gendenrsensitivity.

Cultural nokms often dictate how respect is shown, especially toward elders or
people in authority. For example, in many Asian cultures, deference to elders is
a strong value, and younger people are expected to show respect by offering
seats or addressing elders using titles.

Different cultures have varying expectations regarding how food is served,
eaten, and shared. In some cultures, eating together is a communal activity,
while in others, individual portions are prioritized. The use of utensils, such as
chopsticks or forks, also varies across cultures. Similarly, taking drinks vary in
cultures.

[ 87 ]
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7.6.2 Social Expectations Across Cultures

Cultural norms are not only influenced by geographic location but also by
factors like religion, socioeconomic status, and local customs. Understanding
how these elements affect social expectations is essential for respectful
interactions. Here are some key variations in social expectations:

a. Communication Styles: Some cultures emphasize direct communication,
where people are expected to express their thoughts#€learly and openly. In
contrast, other cultures favour indirect commuhication, where people may
imply their thoughts or speak more diplomatically tosavoid‘confrontation.

b. Time Sensitivity: In some cultures, being punctual is highly valued and is
seen as a sign of respect. In others, timé maygoeyiewed more flexibly, and being
late is less of an issue. Understanding this gultural difference can prevent
misunderstandings in professional@nd social situations.

c. Gift-giving: The practice of'giVing gifts varies gfeatly fram culture to culture.
In some cultures, gifts are.given asja symbol offrespect and appreciation, while
in others, they may be seenias a'gesture of affection or Wospitality. The types of
gifts given, the manher in which they_are presented, and the timing of the
exchange can all differ:

REMEMBER
In many,culturespthe way we eat cafi be influenced by tradition. For instance, in Pakistan, it is
commonyto eatWith your hands using“Réti or Naan, a type of flatbread, to scoop up food. In
contrast, inWestern countries, using utensils,like forks, knives, and spoons is the norm. In Japan,
slurping noodles is considered polite and shows appreciation for the meal. These unique dining
customs reflect the rich cultural diversity in how people experience food around the world!

7.7 Cultural Awareness and Sensitivity

To foster inclusive and respectful social interactions, it is essential to
demonstrate cultural awareness and sensitivity. This means not only
understanding cultural differences but also actively respecting them. Here are
some ways to do this:

i. Recognize that each individual is shaped by their cultural background and that
diversity brings unique perspectives to social and professional settings.

[ s ]
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Celebrate and appreciate this diversity instead of viewing it as something to be
tolerated.

ii. Use language that is inclusive and respectful of all cultures. Avoid stereotypes
or generalizations about specific cultural groups and be mindful of terms that
may be offensive or hurtful.

iii. Being sensitive to religious practices, such as Rozah (fasting) during Ramadan
or offering Namaz (praying) during specific times of t@shows respect for
el

others’ beliefs and values. If you are unsure ious practices,
ask politely and accommodate when necessary.

A. Choose the most appropriat

e gnswer:
1. A key element of dining &e in formal S is:
(a) speaking lou u proper cutlery

(c) using th%s e likes (d) "jignoring the table setting
2. The prim ibility of a hest at a formal event is to:

Q:an the @ (b)  serve food last

sure the eve runs (d) leave the event early

3. Guests can show gratitude after a formal event by:

(a) ignoring the host (b)  sending a thank-you note

(c) leaving without saying goodbye (d) not participating in

' _conversations
4. An example of respecting cultural norms is:

(a) using inclusive language (b) ignoring dress codes
(c) criticizing other cultures (d) talking loudly at cultural
events

-
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An appropriate way to greet someone in a formal setting is to:

(@) hug them immediately (b)  shake hands or use culturally

appropriate gestures

(c) ignore them (d) ask them personal questions

Answer the following questions briefly:
What are the key elements of dining etiquette in formal settings?
Why is punctuality important when attending a | event?

What role does a host and a guest play during,a event?
Why is it important to respect cuIturaI% d traditions in social
a positive social experience?

mn A the appropriate ones from

Hosts' responsibility ) iti s to start eating

Guests' res ibilit b. Sending thank-you notes after an event
~ the event runs smoothly
@ pecting the time and arriving on time

5.
B.
1.
2.
3.
4.
interactions?
5. How can good table manners c
C. Match the phrases in Col
Column B:
Column A
1.
2.
3. Cultu
4. er
5.

eeting with culturally appropriate gestures

D. Answer the following questions in detail:

1.

2.

Explain the roles and responsibilities of hosts and guests at formal
events. Discuss how each contributes to the overall success of the event.

Analyze the significance of cultural norms and traditions in shaping social
etiquette. How do they influence our behaviour and interactions with
others?

Compare and contrast the social expectations in different cultures
regarding greetings, gift-giving, and dining etiquette. Provide examples
of cultural differences.

[ 90 ]
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4. Discuss how one can plan and execute a formal event, ensuring attention
to detail in areas like invitations, seating arrangements, and decor.

5. Explain how cultural awareness and sensitivity can foster inclusive social
interactions. Discuss how respecting and adapting to different cultural
practices can lead to positive social outcomes.

E. Activities:

Activity-1: Table Etiquette Roleplay
In small groups, set up a mock dining table , cutlery, and

napkins. Take turns playing the role of a guest at a formal

dinner. Practice table manners: usin cor; tlery, chewing with
your mouth closed, passing food fpoli using a napkin. After
the role-play, discuss what went well"and areas for improvement.

O&s\OK &Q?
%
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Ehapter 8

PROFESSIONAL ETIQUETTE

Student Learning Outcomes:

After completion of this chapter students will be able
* recognize the importance of proper manners in socialand

ssional settings.

« understand key principles of respect, courtesy, and cultural ity in
interactions.
- identify behaviours that foster positive relationships,i se environments.

workplace interactions.

« comprehend the significance of m
and introductions.

« understand the cultural nua

* recognize the appropri

+ confidently greet other
eye contact.

« introduce oneselfand others clearly and
contexts.

« conduct professional phone conversations, including proper greetings, clear
articulation, and effective closing statements.

« handle voicemail and missed calls appropriately.

+ draft and review emails with proper structure, tone, and attention to detail to
ensure clarity and professionalism.

In a professional environment, the way we interact with colleagues, clients, and
others plays a significant role in shaping our reputation and fostering a positive
work culture. Proper workplace manners are not only about being polite but
also about demonstrating respect, courtesy, and cultural sensitivity in all

L 92 ]
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interactions. Good workplace manners help build a
cooperative and respectful atmosphere, where
everyone feels valued and motivated.

8.1 Importance of Proper Manners

In both social and professional settings, proper
manners are essential for creating a positive and
productive environment. They help in establishing
trust and mutual respect, which are crucial for
successful relationships.

First impression is always important. Whether yod arg meeting someone for the
first time or interacting with a long-timec6lleague, your behaviour leaves a
lasting impression. Using polite greetings, being punctual, and maintaining
professional body language reflectfwell on you.

When everyone practises ppoperamanners, it ledds 10" aymore cooperative,
inclusive, and harmonious@nvironment. Peoplefeel raspected and appreciated,
contributing to higher morale and team spirit.

8.1.1 ProfessionalEtiquette and Cultural Sensitivity

Respect, courtesypand cultural sensitiyity arefoundational principles that guide
positive Warkplace interactions.

Treating colleagues, clients, and “customers with dignity, valuing their
contributions, and honouring their time and opinions is critical. This includes
speaking to others politely and giving them the opportunity to express their
ideas.

Simple gestures, such as saying “please,” “thank Do You Know?
you,” and “excuse me,” go a long way in
creating a respectful atmosphere. Being InJapan, bowing is a

common way to greet
others and show respect.
The deeper the bow, the
emails. more respect is shown!

[ 93]
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Being aware of cultural differences in communication, values, and traditions
helps to avoid misunderstandings and promotes inclusivity.

Professional etiquette means showing specific behaviour in educational
institutions, offices and other professional workplace settings.

8.1.2 Professional Etiquette in Diverse Environments

Building positive relationships in diverse work ‘ernvirdnments requires
understanding and adapting to different personalitiespwork styles, and cultural
backgrounds. Here are some key behaviours ta foster these relationships:

I. Active listening is the key to posgitive gelatienships. Giving full attention
to the speaker, avoiding distractions, afd responding thoughtfully promotes
effective communication and helps,in understanding different perspectives. It
is important to listen more than you speak in order tesbuild trust.

il. Collaboration and teamwork are equallyfimpertant. Working well with
others is a crucial skill in ahyyprofessional settiftgyRespecting diverse viewpoints,
sharing responsibilities, and helping teammates contribute to a productive and
harmonious workplace;

iii. Beingyopen to new ideas apd appreachés shows respect for others' input.
It is impertant te,remain flexibléand adaptive in an environment where diversity
is valued:

iv. When someone is speaking, avoid interrupting them. Give them time to
express their thoughts fully before you respond.

V. Addressing conflicts calmly is an art. When a conflict arises, approach it
with a calm and open mindset. Avoid reacting emotionally and focus on finding
a solution. Seeking win-win solutions is another way of resolving conflicts. Try
to understand the perspectives and look for a resolution that benefits everyone.
Collaboration and compromise are important in resolving workplace conflicts.

Vi. It is equally important to avoid gossip and negative behaviour. Negative
behaviour such as gossiping, spreading rumours, or speaking ill of others can

C 94 ]
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damage relationships and harm the work environment. Always maintain

professionalism, even in difficult situations.

8.2 Greeting and Introducing Oneself

First impressions are crucial in social and
professional settings, and the way we greet
others and introduce ourselves can set the tone
for future interactions. A confident, respectful

REMEMBER
When introducing yourself
in a formal setting, it is best
our full name and

greeting followed by

introduction is a key to establishing positive

relationships.

and offer a brief
ind if required.

a well-considered

8.2.1 Significance of Making a Stron@)First Impression

The first impression you make on someone4ah significantly influence the future
of your relationship with them.

Create a Positive Fir
Impression

Establish

dibiity |

The v
me hether formal or informal, speaks volumes
abou our professionalism, confidence, and

ability. A strong first impression can set the
stage for future collaboration and opportunities.

Set the Tone for Future
Interactions

A warm and respectful greeting creates a positive
atmosphere that helps foster better communication
and smoother interactions throughout the
relationship.

Table 8.1 Benefits of a Well-Executed Greeting

8.2.2 Verbal and Non-Verbal Cues during Introductions

Both verbal and non-verbal cues are crucial in greetings and introductions, as
they convey respect, attentiveness, and confidence.

NOT FOR SALE-PESRP
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Using appropriate language during greetings and introductions is important. A

simple ,Assalam-o-Alaikum”,"Hello,"
"Good morning," or "Pleased to meet

you" can convey politeness and
respect.

Non-verbal communication such as
body language, facial expressions,
and gestures plays a significant role.
A firm handshake, maintaining eye
contact, and offering a friendly smile
all demonstrate confidence,
openness, and respect. Avoid

slouching or crossing your arms«as
these can signal disinterestugyor

discomfort.

Keep your posture open and, friendly. Avoid cressing your arms, which may

suggest defensiveness. When introducifig yourself,%tand tall and offer a firm

handshake (whén culturally appropriate), maintaining eye contact to show

attentivenessiandiespect.

8.2.3 Adapting Greetings to*€ultural and Professional Norms

Greetings and introductions must be adapted
depending on cultural and professional norms.
When greeting someone from a different
culture, research or observe local customs to

ensure you are following proper etiquette.

In informal settings with friends or close
colleagues, greetings may be more relaxed. -

THINGS TO REMEMBER

+ Confidently greet others.

* Introduce oneself and others
clearly.

* Adapt your greetings and
introductions to suit cultural
and professional norms.

However, still maintain politeness and avoid overly casual or disrespectful

language or behaviour.

C 9 ]
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8.3 Telephone and Email Etiquette

Mastering the principles of tone, structure, and timeliness will enhance the
quality and professionalism of your phone calls and emails. The table below
shares some important tips to maintain telephone and email etiquette.

Aspect Telephone Etiquette il Etiquette

Your tone of voice conveys a lot| E r language is
about your attitude. Aim for i and neutral,
friendly, respectful, an ially in  formal or
tone during phone call ofessional emails. Avoid
sounding overIy casua using all caps, as this can be
abrupt. interpreted as shouting.

ructured email
clude a clear
phone mtro bJec line, a polite
you f and early tation, a concise body
f your W|th relevant  details,

Structure . .
ed in yourgsg a respectful closing like

rlzekey w@ theend "Sincerely," or "Best
he conversatic regards” and a signature
with your full name and
contact details

Tone

Respond to phone calls| Respond to emails in a
promptly and avoid leaving| timely manner. Aim to reply
callers waiting for too long. If| within 24 hours and always
Timeliness | you cannot answer, let the caller| acknowledge receipt of
know when you will be available| important emails if a
or offer to return the call at a| detailed response will take
convenient time. time.

Table 8.2
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8.3.1 Handling Voicemail and Missed Calls

Voicemail and missed calls are part of professional communication. Handling
them in an effective way is crucial in any formal setting.

Always leave a clear, concise message when leaving a voicemail. Include your
name, the purpose of your call, and how the person can contact you. For

example: “Hello, this is Shamim from Government Girls High School, Shahdara.
I'm calling regarding the upcoming parent-teacherm .fPlease call back at
042-0011012 for further information. Thank you!”

If you miss a call, return it as soon as ible. e a brief voicemail if the
ithan

person doesn’'t answer. Also, follow up

ail if necessary.

8.3.2 Drafting Professional Emails

To maintain professiona@l

Be speci nd to the point. Ex Follow-up: Next Steps on
Clear Subject ject
Line )
N
Use a polite and appropriate greeting, such as “Dear Mr. Sami” for
Saluta mal emails or “Hello Sami”for more casual emails.
alutation
J
)
Be concise and structured. Avoid rambling and stay on topic.
Body of the
Email )
Always review your email before sending it. Check for any grammatical
broofrend errors, typos, or unclear wording that could affect the message’s clarity.

[ o8 ]
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A. Choose the most appropriate answer:

1. Which of the following is a good first impression in a professional
setting?

(a) aquick handshake andasmile (b) ignoring the person’s name

(c) avoiding eye contact (d) speal;@a quickly without

2. What should you do if you miss an imp@ e call?
(a) ignore it and move on t for them to call you back

(c) return the call as soon as send a text instead of calling
possible x back
3. Which of the foll @ correct ton < gssional email?
(a) casual and conversational (b formal and stiff
(c) respectf d polite (d) rcastic and humorous
4. Whatj t focus of uette?
icating clea nd providing as much
fessionally information as possible
(c)  making small talk speaking as quickly as
possible

5. What should you do when leaving a voicemail?

(a) keep the message vague (b) leave no message

(c) provide your contact (d) end with "call me back
information and reason for whenever"
calling

C 9 ]
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B. Answer the following questions briefly:
1. Why is proper telephone etiquette important in a professional setting?

2. What are some key elements to include when introducing yourself in a
formal context?

3. Describe the proper way to handle a missed call in a professional manner.
4. Explain the concept of non-verbal communication and give one example.

5. How can you ensure that your phone conversationis professional and

effective?
C. Match the phrases in Column A with#the appropriate ones from
Column B:
Column A qolumn B

-
ving a concise and, polite message when

1. Proper Greeting

2. Professional Email

ducing oneself clearly and mentioning
v information like name and title.

E. Addressing colleagues politely and
Professional Settings maintaining professionalism at all times.

F. Communicating with clarity and in a

6. Voicemail Etiquette courteous tone in written form.

D. Answer the following questions in detail:
1. Discuss the key principles of telephone etiquette in a workplace setting.

2. Explain how the use of proper greeting and introduction can influence
the impression you leave in both formal and informal professional
settings.

[ 100 ]
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3. Describe some workplace manners.

4. What are the strategies for professional etiquette in diverse
environments?

5. In a globalized professional environment, why is cultural sensitivity
crucial?

E. Activities:

Activity-1: Role-Play - Greeting and Intr ducple

Divide the class into pairs or small groups. Pro ach group with a
scenario card. Examples of scenarios co ] meeting a new

greeting a client in a business mee

In their groups, students will a€t out t
greetings, clear introductions

role-play, each group w
choice of greeting ;kn

rio where they need to send a
2 sending an email to a teacher asking
eadline, writing a formal thank-you
email after being selected as class prefect, sending a polite follow-up
email after a meeting etc.

Structure the email properly, including a professional greeting, body
and closing etc. Ask the students to use appropriate language and
tone and pay attention to spelling, grammar, and punctuation. After
students have written their emails, ask them to exchange emails with
a classmate and provide feedback on clarity, tone and professionalism.

[ 101 ]
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[Chapter 9

MEDIA AND DIGITAL COMMUNICATION

Student Learning Outcomes:

After completion of this chapter students will be able to:

e recognize the importance of respectful and responsible,b
platforms.

« understand the implications of posting, commentingfa

+ identify the boundaries between personal an

« apply appropriate etiquette when intera
respectful language and tone.

« manage personal and professional social medi
presence.

jour on social media

contentonline.
duct on social media.
on social media, including

« understand the potential si
breaches, privacy issues,
« learn about ethical practic
property and avoidi lagiaris
« recognize the importance of maintainingalance and setting boundaries for healthy
internet usage

e practice S ernet habitsqi safeguarding personal information and
avoiding u es

¢ ide tinappropriate ul online activities.

e devel trategies to limit excessivetinternet usage and maintain a balanced digital

lifestyle.

+ comprehend how digital communication influences personal and professional
reputations.

« understand the long-term implications of online actions, such as posts, comments, or
shared content.

« recognize the significance of maintaining consistency between online and offline
personas.

- curatedigital content that reflects a positive and professional personal image.

e use appropriate language, tone, and visuals in digital communication to align with
desired branding.

« Proactively manage and audit online profiles to ensure alignment with personal and
careergoals.
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9.1 Basics of Social Media Etiquette

In the digital age, social media platforms have become an essential part of
communication, both personally and professionally. However, with the
widespread use of social media comes the responsibility to engage in respectful
and responsible online behaviour. Social media etiquette ensures that
interactions are positive, meaningful, and professional, while also safeguarding
your reputation.

9.1.1 Responsible Behaviour on Social Media

Social media provides a powerful platform f@r gxpressing opinions, sharing
experiences, and connecting with

others. However, it is important to

remember that everything you post

or share can be seen by a wider

audience than intended. Respeetful

behaviour on social media, helps

maintain a positive envirénmentsand

fosters healthy communication. By

being mindful _of%, your tone,

language, and fcontent,“you contribute to a respectful online community.
Furthermorenrespectful conductfprotectsayotir online reputation, as anything
sharedé@mssociahmedia is permanent’and can have lasting consequences.

9.1.2 Posting, Commenting, and Sharing Content Online

Every action you take on social media, whether posting, commenting, or sharing
content, can have significant implications. When posting content, it is essential
to think carefully about how it may be perceived by others. A post that you
might think is harmless could be misinterpreted or offend someone else.

Similarly, comments should always be constructive and respectful, even if you
disagree with the content being shared. Sharing content can also have an
impact. Make sure the content you share is appropriate and that it does not
violate anyone’s privacy or spread false information.
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Understanding the implications of your actions on social media helps prevent
misunderstandings and maintains a positive digital presence.

9.1.3 Managing Personal and Professional Social Media Profiles

To maintain a positive and professional digital presence, it is crucial to manage
both personal and professional social media profiles carefully. Your personal
profiles should reflect your personality and interests, but it is important to be
cautious about the information you share, especially pefsonal details that might
not be suitable for a public audience.

9.2 Etiquette of Social Mediasintefactions

As social media becomes an integral part of poth personal and professional
lives, it is important to recognize the B&undaries between personal and
professional conduct. While it is natural to express pefsonal opinions and share
experiences on your personal social media accounts, it'is equally important to
maintain professionalism;on platferms like LinkedIn, Which are often used for
career purposes.

9.2.1 Polite ahd Respectful Language and Tone

When interacting with others @n social media, it is essential to use respectful
languagetand maintain a polite tone. Whether you are posting a comment,
responding to a message, or engaging '
in an online conversation, always ensure
that your words are thoughtful and

Do You Know?

The first social media platform, Six

respectful. Avoid using sarcasm or Degrees, was launched in 1997, and
offensive language, as these can be it allowed users to create profiles and

.. . connect with friends. Today,
misinterpreted and potentially lead to Seiems e Goacheek e
conflicts. Additionally, even when you Instagram have billions of users
disagree with someone, it is important worldwide!

to express your opinion in a way that
fosters respectful dialogue and maintains a positive environment.
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For your professional profiles, such as LinkedIn, focus on career-related content,
achievements, and networking opportunities. Ensure that your professional
accounts present you in the best light and are aligned with your career goals.
Separating personal and professional content on social media helps you
manage your digital presence effectively and avoid blending inappropriate
content with your professional image.

9.2.2 Avoiding Negative Behaviours

There are several negative behaviours on social mediaythat can harm one’s
reputation and disrupt the online communityf Ohe of these is oversharing,
which involves disclosing too much gpérsonal information or expressing
opinions that are too controversial for publiesSharing.

Spamming, or flooding others' feeds with excéssive posts, is another behaviour
to avoid. This includes constantly self-promotingser sending unsolicited
messages. Engaging in onling”conflicts is also detrimental; it is important to
disengage from heated"discussions or argumeénts and avoid contributing to
negativity.

9.3 Responsiblalnternet Usage

The internety has, become angintegralpart of daily life, providing vast
opportunities,fon learning, entertainment, and communication. However, with
the ease ofijaccess comes the responsibility to use the internet in a safe, ethical,
and balanced manner. Responsible internet usage ensures that you protect your
personal information, respect the rights of others, and engage in healthy online
habits. It is important to understand the risks associated with irresponsible
internet use, ethical practices for digital content, and strategies for maintaining
a healthy balance in internet usage.

9.3.1 Understanding the Risks of Irresponsible Internet Use

The internet offers countless benefits, irresponsible use can lead to significant
risks, including privacy breaches, data theft, and exposure to harmful content.
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One of the most serious risks is cybersecurity threats, such as hacking, phishing,
and identity theft. When personal information is shared on unsafe websites or
with untrusted parties, it can be stolen and misused.

Similarly, cyberbullying is another risk that has gained attention in recent years,
where individuals may be harassed or bullied online. It is crucial to recognize
these risks and take measures to safeguard information and protect oneself and
others from online harm. Irresponsible internet usage can also lead to legal
issues, such as violating intellectual property rights or erfgaging in online fraud.
Awareness of these risks is essential to using the internet'responsibly.

9.3.2 Ethical Practices in Using Digital Content

In the world of digital content, it is importantte follow ethical guidelines that
promote fairness and respect for others' work. lntellectual property refers to the
rights of creators over their work, whether'it'is music, art, writing, or software.
Copying, sharing, or distributing digital content with@Utipermission is not only
unethical but also illegal4n many cases. It is important'to respect the work of
others by using content re§ponsibly, whether throughiproper citation, seeking
permission, or using content, under fair uSe policies. Plagiarism, the act of
copying someone else's work and presenting it asone’s own, is a serious offense
in academic andgprofessional settings. Alwaysgensure that any content being
used, share@, oriereated is properlyseredited and follows copyright laws.

9.3.3‘Setting Boundaries forHealthy Internet Usage

Excessive intérnet use can have negative effects on mental and physical health,
leading to issues such as internet addiction, decreased productivity, and a lack
of face-to-face interactions. To promote a healthy online lifestyle, it is essential
to set boundaries for one’s internet usage.

i. Allocate specific time for activities like social media, gaming, or browsing.

ii. Spend time on offline activities such as physical exercise, reading, and
spending time with family and friends.

iii. Maintain digital detox periods to take a break from screens to focus on
self-care and mental well-being.
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9.4 Practising Responsible Internet Habits

9.4.1 Safeguarding Personal Information

One of the most important aspects of responsible internet usage is protecting
one’s personal information. Be cautious about sharing sensitive details such as
full name, address, or credit card information online. Ensure that the websites
being visited are secure, marked by a padlock symbol and."https://" in the URL.
Never share your passwords or login credentials with @nyone, and use strong,
unique passwords for each of your online accounts.

Avoid downloading files or clicking on links from unknown sources, as they
could be harmful or contain malware.

9.4.2 Reporting Inappropriate or Harmful Online Activities

Inappropriate or harmful online, activities can take many forms, including
cyberbullying, online hafassment,“and the distsibutioh of offensive or illegal
content. It is important tofrecognize these activities and'take action by reporting
them to the appropriate autherities or platforms:

Social media netWarksywebsites, and

online services) often have builtsin

reporting meghafisms for ¢harmful

contentiyFacebook, Twitter, Instagfam,

etc. havey, their own reporting

mechanisms for inappropriate content.

By reporting abusive behaviour, you

contribute to making the internet a

safer space for everyone. If you

encounter something illegal, such as

explicit content or cyberbullying, report it to law enforcement or the relevant
service provider. This helps maintain a respectful and safe online environment.
Hacking, electronic fraud, cyberstalking, online defamation and hate speech, etc.
may be reported through the Pakistan FIA Cybercrime website:
https://complaint.fia.gov.pk/.
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9.5 Impact of Digital Communication on Personal Image

In today’s interconnected world, digital communication has a profound impact
on how we are perceived, both personally and professionally. From the photos
we post on social media to the

comments we make in online

discussions, every digital

interaction shapes our reputation.

It is essential to understand the
influence of our online presence
and how it can either enhance or
damage our personal and
professional image.

9.5.1 Influence of Digital Cdimmunication on Reputation

Digital communication ispong of the primary waysjpeapleiinteract today. In a
professional context, an @nline image can
influence  career opportunities, client
relationships, and prafessional networksgFor _ :

. . . employers check social media
example, posting®inapprepriate contént or etlies lbefone el B suie G
making negative comments camy Rarm L& naintain a  professional image
credibility andWmay*make empl@yers, glients, | online, as posts could influence
or colleagues question one's| career opportunities.
professionalism. On the other hand;sharing
industry insights, participating in thoughtful discussions, or showcasing skills
can boost professional reputation and open doors for new opportunities.

Do You Know?
Studies show that 60% of

9.5.2 Long-Term Implications of Online Actions

While digital communication offers instant gratification and immediate
feedback, it also carries long-term implications. Posts, comments, and shared
content remain on the internet long after they are published. Even if content is
deleted, it may still be accessible through other channels, such as screenshots
or cached pages. This permanence means that any inappropriate or offensive
content posted online can have lasting effects on your reputation.
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In the professional realm, an employer or potential client may review your
online presence before making hiring or business decisions. This means that
careless or thoughtless posts made years ago can resurface and impact future
opportunities. It is essential to be mindful of online actions and recognize that
they contribute to long-term image and reputation.

9.6 Curating Digital Content for Positive Personal Image

To curate content that reflects a
positive and professional personal
image, it is important to be careful
about what you share and how you
interact online. Whether it is through
posts, comments, or images, the
content you publish should reflect yiour
values, goals, and desired personal
brand.

Showcase your skills. Share felevant accomplishments, projects, or professional
insights that highlightyyour strengths ap@ expertise:

9.7 Appropriate Langua@e, Tene, and Visuals

Digital ceammmunication requires atteéntion to language, tone, and visuals. These
elements work together to create a consistent and professional online presence:

Use clear, respectful, and professional language in your digital communication.
Avoid using slang, offensive terms, or overly casual language, especially in
professional settings. Similarly, the tone of your posts, comments, and
messages should reflect your personal and professional brand.

The images, videos, and graphics you share should also align with your desired
image. Avoid sharing content that could be deemed unprofessional, offensive,
or inappropriate. Ensure that visuals are high quality and appropriate for the
platform.
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Maintaining consistency in language, tone, and visuals across all platforms is
essential to creating and maintaining a positive digital presence.

9.8 Managing and Auditing Online Profiles

To maintain a positive and professional image, it is essential to regularly
manage and audit your online profiles. In order to audit your profiles, regularly
review your social media accounts and remove any out d, inappropriate, or
inconsistent content. Ensure that your profiles align w current personal
brand and professional goals.

Make sure that your privacy settings are
information and control who can acgess

0 protect your personal
files. Adjust your privacy

settings based on the platform and yo eferences.
Keep your professional profiles updated with
. Do You Know?
new skills, achievements, and o nces. _ .
This helps present you ic and LT

nerable to privacy
.“Avoid sharing sensitive
nal information, like your
addr ss or financial details, online.

active professional, whe - seekin
new job opport ies or%engaging
industry dlscu55|ons

By proacti % g and a

oU ensure tha d|g|tal presence supports your personal

A. Choose the most appropriate answer:
1. If you post inappropriate content on social media, it:

(a) could damage your personal (b) has no impact on your
and professional reputation reputation

(c) may be quickly deleted (d)  will make you more popular
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2. One of the risks associated with irresponsible internet usage is:

(a) data breaches (b)  more social media likes

(c) increased followers (d) faster internet speed

3. A main implication of posting personal information online is that it:

(a) can enhance your social media (b) can be d by others to
presence i rs@ou or steal your
iden

(c) increases your privacy (d) i cts your personal life

4. An example of ethical use of digita ntjis:

someone else’'s work with ission or proper
without credit cr,

(a) copying and pasting \ ( sharing someone’'s work

(c) editing someo t (d osti ensive content

for perso%
5. One can pro@e from cybefbullyingfonline by:

(@) ign online engaging in online
ns arguments
(c) reperting harmful (d) sharing personal information
behaviour

B. Match the phrases in Column A with the appropriate ones from
Column B:

Column A Column B

1. Ethical use of digital| A. Posting personal information that is
content unnecessary or too private
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Column A Column B

Curating content for a | B. Regularly updating social media with
positive image career-related achievements

Managing  professional | C. Sharing someone_ else's work with

profiles proper credit or, ission

Svershaiing D. Engagln ine arguments and
conflicts

Reporting inappropriate | E. ting harmful behaviour and

online activity blocking the bully

(¢ _

Answer the followinggfjuestians briefly:

. What are some long-term’ effects off postingyinappropriate content
online?

. Why is it impoftant to maintaif consistency between your online and
offline pérsonas?

. What are some examples‘of ethical practices when using digital content?

. What steps can you take, to protect your privacy and personal
information online?

. Why should you be cautious about engaging in online conflicts?

How can you ensure that your online presence is aligned with your career
goals?

Answer the following questions in detail:

Explain the importance of maintaining a responsible and ethical digital

presence.

Discuss the long-term consequences of actions like posting,
commenting, or sharing content online.
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3. How can you manage and audit your online profiles to ensure they align
with your personal and career aspirations?

4. In what ways does oversharing personal information on social media
contribute to potential risks such as identity theft or cyberbullying?

5. Describe the steps you can take to maintain a balanced digital lifestyle.
E. Activities:

Activity-1: Online Profile Audit \@
d pPro

Get the students review their social meg s (e.g., Linkedin,
Facebook, Instagram) if any. Guide @ 6Ve any content that
does not reflect their desired image eF aspirations. Ask them
to update their information to en professional and current.

Share one tip with the class op how t prove a professional online
profile. i Q

Activity-2: Resear: MSafety

Research thre mon‘internet sec
theft, data br:&wme a shor
risk and ho oid'it. Share your fi

e ke Y ing g

ternet habits.

[ 13 ]

NOT FOR SALE-PESRP



	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17
	Page 18
	Page 19
	Page 20
	Page 21
	Page 22
	Page 23
	Page 24
	Page 25
	Page 26
	Page 27
	Page 28
	Page 29
	Page 30
	Page 31
	Page 32
	Page 33
	Page 34
	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17
	Page 18
	Page 19
	Page 20
	Page 21
	Page 22
	Page 23
	Page 24
	Page 25
	Page 26
	Page 27
	Page 28
	Page 29
	Page 30
	Page 31
	Page 32
	Page 33
	Page 34
	Page 35
	Page 36
	Page 37
	Page 38
	Page 39
	Page 40
	Page 41
	Page 42
	Page 43
	Page 44
	Page 45



