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QUESTION PAPER

June — 2024
(Solved)

PROFESSIONAL SKILLS AND ETHICS

Time: 2 Hours ]

[ Maximum Marks : 50

Note: Answer all questions.

Q. 1. (a) Read the following passage and answer
the questions below it:

Quite recently India laid the foundation stone for
one of its most sought after projects — running a bullet
train. It was very well considered as a dream project.
The whole country felt proud of having its first ever
bullet train scheduled to run between Mumbai and
Ahmedabad, a distance of 508 kms, in about 2 hours
35 minutes. In the words of Prime Minister, “To grow,
one needs to expand one's dreams and decide one's
strength to achieve that. It is the new India which has
to fly high.” “Bullet train is a project that will provide
pace to development. Along with new.technology, it
will also result faster”, he added. According to Achal
Khare, the managing director of National High Speed
Rail Corporation, the project would be completed by
December 2023.

The Bullet train project began with an-ambitious
dream of having a high-speed trainin'India that cuts
the travel time and get remain an economical option
to go from one city to another. The technology of this
high speed Rail, also known as HSR was influenced
by Japan, which runs a network of bullet trains in
their country on Shikasen technology, making many
cities well connected to others. According to reports,
Japanese Prime Minister Shinzo Abe offered to provide
US 12 billion dollars of soft loans to build India’s first
bullet train.

The Japanese government will be bearing 80 per
cent of the total project cost whereas the increase in
the cost estimates has to be borne by both India and
Japan.

Questions:

(i) Why is Bullet train considered as a Dream
Project?

Ans. It was very well considered as a dream
project. The whole country felt proud of having its first
ever bullet train scheduled to run between Mumbai and
Ahmedabad, a distance of 508 kms, in about 2 hours
35 minutes.

(ii) What are the prime advantages of having a
Bullet train?

Ans. The Bullet train project began with an
ambitious dream of having a high-speed train in India
that cuts the travel time and get remain an economical
option to go from one city to another.

(iii) How would the technology managed for
this project?

Ans. The technology of this high speed Rail,
known as/HSR was influenced by Japan, which runs
a network of bullet trains in their country on Shikasen
technology, making many cities well connected to
other.

(iv) Comment on the philosophy embedded in
Prime Minister’s words.

Ans. Bullet train is a project that will provide pace
to development. Along with new technology, it will
also result faster.

(v) Discuss the financial-management for the
HSR project.

Ans. According to reports, Japanese Prime
Minister Shinzo Abe offered to provide US 12 billion
dollars of soft loans to build India’s first bullet train.

(vi) Suggest an appropriate topic for the
passage.

Ans. Title: The Bullet Train.

(b) Find words/phrases from the passage which
mean the same as the following: power, inexpensive,
advancement

Ans. strength, economical, ambitious.

Q. 2. Write short notes on the following:

(i) Value of self-confidence

Ans. Ref.: See Chapter-9, Page No. 115, ‘Building
Your Self-Confidence’.

(ii) Perils of plagiarism

Ans. Plagiarism is a significant issue with
extensive consequences in academic, professional,
and personal realms. In an academic context, it can
lead to a loss of credibility, failing grades, suspension,
or even expulsion, while depriving individuals of

www.neerajbooks.com



www.neerajbooks.com

2 / NEERAJ : PROFESSIONAL SKILLS AND ETHICS (JUNE-2024)

valuable learning experiences. In professional settings,
plagiarism can harm careers, result in legal actions, and
erode trust among colleagues and clients. Ethically, it
demonstrates dishonesty and a lack of respect for the
original creator’s intellectual property, undermining
their effort and recognition.

On a personal level, being caught plagiarizing
can lead to public embarrassment, stress, and a
lasting impact on one’s reputation. Additionally, it
stifles personal growth by discouraging creativity and
fostering dependence on the work of others. High-
profile cases of plagiarism have damaged the careers
of authors, politicians, and companies, highlighting
the serious real-world consequences of such actions.

To avoid these pitfalls, it is essential to properly
cite sources, paraphrase thoughtfully, use plagiarism
detection tools, and allow time for original research and
writing. Ultimately, valuing originality and respecting
intellectual property promotes integrity and encourages
both personal and intellectual development.

(iii) Role of ethics in personal and professional
life.

Ans. Ethics plays a vital role in both personal
and professional life, serving as a guiding framework
for behaviour and decision-making. In personal life,
ethics helps individuals distinguish between right and
wrong, ensuring that their actions align' with moral
values and societal norms. By fostering qualities such
as honesty, respect, and kindness, ethical behaviour
builds trust and strengthens relationships with family,
friends, and the community. Additionally, it promotes
inner peace by reducing feelings of guilt or regret,
allowing individuals to lead more fulfilling lives.
Personal ethics also shape one’s character, instilling
essential traits such as accountability, compassion, and
resilience, which are crucial for personal growth and
facing life’s challenges.

In professional life, ethics is equally significant
as it promotes a positive work environment. Ethical
behaviourencourages fairness, respect, and trustamong
colleagues, enhancing teamwork and collaboration. It
ensures that individuals and organizations act with
integrity, which in turn strengthens their reputation and
credibility. Furthermore, ethics in the workplace aids
in decision-making, helping professionals navigate
complex situations while upholding the values of
honesty and responsibility. Ultimately, ethics in both
personal and professional spheres is essential for
building meaningful relationships, achieving success,
and making positive contributions to society.

(iv) Importance of listening.

Ans. Listening is a fundamental skill that plays
a crucial role in communication and relationships,
both personally and professionally. It involves more
than just hearing words; it requires understanding,
interpreting, and responding appropriately to the
speaker. Effective listening helps to create meaningful
connections by demonstrating empathy, respect, and a
genuine interest in others’ perspectives.

In personal relationships, active listening fosters
trust and deepens emotional bonds. It enables
individuals to better understand each other, resolve
conflicts constructively, and create a supportive
environment. When people feel truly heard, they
feel valued, which strengthens their self-esteem and
mutual respect.

Listening is equally important in professional
settings. It enhances collaboration, promotes clarity,
and reduces misunderstandings, resulting in more
effective teamwork. Leaders who listen actively gain
valuable insights, make informed decisions, and inspire
loyalty among their team members. By being open to
feedback, suggestions, and concerns, they can also
drive innovation and improve workplace dynamics.
Furthermore, listening supports personal growth by
broadening perspectives jand jincreasing knowledge.
It encourages open-mindedness and helps individuals
learn from diverse experiences and opinions. Overall,
effective listening is essential for building strong
relationships, fostering understanding, and achieving
success in‘all aspects of life.

Q. 3.°Fill in the blanks with a/an, the or no
article.

Let us go to ... (0)eeenes club. ...... (17 sun
gives us life.

Riya, you were ......(iii).... hour late for the class.

Rahul was playing in .....(Jv)....... room when he

got ...... V)eeee idea.

Ans. (i) a, (ii) The, (iii) a, (iv) the, (v) an.

Q. 4. Make sentences of the following phrasal
verbs in such a manner that the meaning becomes
clear:

(i) bread out

(iii) look after

(ii) take off
(iv) passed away

(v) putout (vi) made up
(vii) call off (viii) break down
(ix) do without (x) call on

Ans. 1. Break out: The fire broke out in the
middle of the concert, causing panic among the fans.
(Meaning: Start suddenly, often used for something
unpleasant like a fire or war.)

2. Take off: The plane took off smoothly.
(Meaning: Leave the ground and begin to fly.)
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PROFESSIONAL SKILLS AND ETHICS

The Process of Communication

INTRODUCTION

Communication means ‘to exchange (thoughts)
or make known (information or feelings) by speech,
writing or other means; to transmit’. Communication
involves not just words, but all our senses. It may
be face-to-face dialogue involving facial expression,
tone, body language, ability to listen with patience; all
contribute to the conveying messages and information
between people. For example, the written word in books
and magazines, e-mails or texts can convey more than
just the writing. It can inspire, elevate and encourage.
It can also confuse and exasperate. The meaning of the
written word, as Lynne Truss says, can be changed just
by rearranging the punctuation. For example; ‘a woman,
without her man, is nothing’ and ‘a woman: without
her, man is nothing’ have different meanings. Sharing
of ideas and thoughts serves various purposes. Thus,
communication is very valuable.

CHAPTER AT A GLANCE

THE PROCESS OF COMMUNICATION
The figure below shows a simple model of the
communication process:

The Communication Process

e * 4

Encoding Media ——Decoding

Elements of Communication
The elements of communication are:

(i) Communication needs at least two persons:

(a)- The addresser, and (b) The addressee.

(ii) Topic: It involves a topic or the contents of
the message.

(iii) Channel: It is the medium through which the
message travels. Examples include: letter, telephone
and e-mail.

(iv) Code: It is the language of the message.
Examples include English, French and Hindi.

(v) Message Form: It is the selection of particular
grammar and lexical choices of the message.

(vi) Setting: It mcans the-social and physical
setting.

The Role of the Decoder

The role of addressee or receiver of the message
is an active. Language has the potential for meaning
and the decoder makes a meaning on the basis of his
knowledge and the context of communication which
includes the knowledge of the subject, topic, addresser-
addressee relationship, knowledge of the code or the
language used and the physical and social context.

Take the example of a message: “Mr. Panda will
not come”. There is no difficulty in understanding the
literal meaning of this sentence. But we do not know
what the speaker wants to say. We can understand this
message only if we know the context — the addresser,
the addressee, when, where and in what context.
Suppose the addresser is the teacher of a school; and
the addressee is the principal; and Mr. Panda is also a
teacher in the school. The teacher utters these words
after getting a WhatsApp message on his phone and
informs the principal. So, we will understand the
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meaning of the sentence after knowing the context. The
communication involves the use of a language. The
decoder or the addressee has to understand the language
to getting the meaning of the message.
Macro Functions of Communication

The following are the macro functions of communi-
cation:

(i) Emotive Function: It communicates the inner
feelings, states and emotions. E.g. Oh no! It may be the
sender is disgust or angry at somebody.

(ii) Directive Function: It seeks to influence the
behaviour of others. E.g. Bring that, please. Here the
sender may be asking the addressee to bring something.

(iii) Phatic Function: The intention of this is
to open the channel or checking that it is working.
E.g. Hello, is it Ms. Smita? Or Do you hear me, Mrs.
Agrawal?

(iv) Poetic Function: The aim is to send a message
of awareness or about an issue. E.g. A poem written by
a poet.

(v) Referential Function: The sender gives
references about certain things to the receiver.

(vi) Metalinguistic Function: It focuses on the
code in the message. E.g. ‘the use of both will or shall
is correct in modern usage.’

(vii) Contextual Function: The intention is to
develop a context. E.g. Right! Let’s start the class today.
BARRIERS TO COMMUNICATION

There are various barriers that hinder communi-
cation process. Some of them are given below:

(a) Code: The language may be the obstruction.
The addressee/receiver may not know the language in
which the addresser/sender has sent the message.

(b) Vocabulary: The receiver may not know the
term/technical language sent by the sender. For example,
a person who is not familiar with the vocabulary of the
stock market may not understand the equity or share.

(c¢) Concept: If the sender uses a subject specific
concept, the receiver may not be understood that. For
example, a black hole is simple language, yet many do
not understand it.

(d) Background Knowledge and Shared
Assumptions: An Indian in India may not what is a
Victorian style mansion if he has not seen or lived in
England.

(e) Pronunciation, Intonation, Accent and
Stress in Spoken Language: Sometimes the receiver
may not understand the pronunciation, intonation,
accent and stress of the speaker. For example, an Indian
may find it difficult to understand what an American is
speaking.

() Culture Specific Communication: If the
sender of the message sends a message that is specific to
his culture and if the receiver is ignorant about that the
communication between the two may causes misunder-
standing.

(g) Physical Environment: Noise and other
disturbances or physical distance between the sender and
the receiver of the message can obstruct communication.

(h) Affective Factors: These are factors like
attitude, motivation, anxiety, fear, beliefs, values, lack
of mutual trust, lack of time or pressure of work, lack
of attention and personal rivalries can adversely affect
communication.

DIFFERENT TYPES OF COMMUNICATION

Communication may be categorized into several
types on basis of:

(i) Expression: Written, oral and gestural

(i) Flow: Internal (Vertical and Horizontal) and
external

(iii) Relationship: Formal and informal.

— =
/ {ypPesof
| \\efba/ l \ ot\'VEré
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Various Media of Expression (Written, Oral and
Gestural)

Various media, like writing, speech, gestures and
actions are used in communication. Speech is primary
and writing secondary. Speech came first and the
writing system was developed later. Several of the tribal
languages do not have any script and they are available
only in spoken form.

Actions and gestures are used by deaf and dumb
people use to communicate with each other —this is also
a type of communication and known as sign language.
The visually challenged read and write using Braille.

www.neerajbooks.com
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At the workplace, writing or via email is the most
popular form of communication. Letters, circulars,
reports, manuals, house journals, magazines, office
memorandums, newsletters, brochures and bulletins
are used in office for communication. Speech is also
used for communication. Face-to-face interaction,
telephone conversations, lectures and talks, meetings
and discussions are some important forms of speech
communication.

Gestural communication means expression through
body language. Parents use this means of communi-
cation with their children if they are naughty in the
presence of guests and it is often used in workplace
situations as well in similar circumstances or when
verbal communication is impossible. Pictures, charts
and diagrams are also used either on their own or
in combination with written or oral communication
for greater effect and better understanding. Business
houses also use them in their illustrated catalogues and
brochures to promote their products-and brands:
Downward, Upward and Horizontal Communication

On the basis of flow, communication can be
categorised as downward, upward and horizontal
communication. Downward communication flows
from higher to lower levels of authority. Example of
a downward communication if the communication
between a superior and a subordinate. When
communication flows from a subordinate or subor-
dinates to athigher authority, 'we ‘call this upward
communication. Downward and upward communi-
cations are vertical communication. Communication
between officers working at the same level of
management is called horizontal or lateral communi-
cation. For example, communication between manager
(Production) and Manager (Marketing) involves
exchange of ideas, information, opinions or seeking
clarifications between personnel of the same rank. This
is a horizontal or lateral communication.

Formal and Informal Communication

Formal communication is the communication
made through the chain of command. It involves
the transmission of official message in the formal
organization structure. Such communication is
planned and established by management and shows
the hierarchical relationships and these generally are in
writing e.g. orders, decisions and instructions. Informal
communication does not flow through the official
channels of communication. It involves the spontaneous
expression and is usually made orally. Hence, it may
be incomplete or incorrect information. The words

formal and informal are used to show change in form
and language of communication according to change
in relationship between the addresser and the addressee
and the context of situation. For example, while talking
to brother at home is a formal communication. If the
brother is the boss in office, the office communication
will be a formal type.

WRITTEN VS. ORAL COMMUNICATION

Both spoken and written languages are used for
communication. They have the same functions, but
their form and manner of use differ. For example, oral
communication makes use of sounds, while written
communication uses symbols. In oral communication,
the speaker has voice quality effects, facial expressions,
postural and gestural systems. In written communi-
cation, the sender has typographical variety to use.
The receiver of the message is present in case of oral
communication, but in written communication, the
writer writes for an absent reader who may also be far
away in space and time.

Both oral and written communications have
advantages and disadvantages.

Being face-to-face with the receiver, in oral
communication the speaker can monitor and go as per
his reactions. Accordingly, he can plan his next message
and fit it in the overall pattern of what he wishes to
say. He must keep on talking during the period allotted
to him; he must decide when to take his turn, how to
interrupt his interlocutor, how to hand over the turn —in
fact he must'be in command of all the speaking skills.
He can observe his interlocutor and change what he is
saying. Oral communication is faster, more economical
and more effective than written communication. Doubts
and misunderstandings can be cleared on the spot as
immediate response is available. There are variations
in spoken language and in the way it is delivered. These
could be due to geographical or social and cultural
differences. There may be dialectical differences,
differences in accent and the use of paralinguistic
features and body language. Speech is less organized
than written language. There may be incomplete
sentences or simply sequences of phrases. Thus, oral
communication may easily create misunderstandings.
Oral communication is less reliable because it is not
available in future if not recorded. It is also affected
by the attitudes and personality, self-interest, beliefs,
values and prejudices of the sender and the receiver
and the time and circumstances of the communication.
Oral communication is also not suitable for lengthy
messages to be communicated to audience who are
widely scattered in terms of distance.
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The written communication also has advantages
and disadvantages. Since the writer is writing for an
absent reader, he may look over, reflect and edit what
he has already written, with no fear of being interrupted
by his interlocutor; he can take his own time in using
a particular word, even looking it up in the dictionary,
reorder what he has written and even change his mind
about what he has to say. He is under no pressure to keep
on writing; he can even destroy what he has written and
throw it into the dustbin without fear of offending the
reader. But the writer has disadvantages too: he has no
access to immediate feedback and simply has to imagine
the reader’s reactions. This non-reciprocal nature of
written communication makes it more difficult to learn.
Written communication ensures the transmission of
information in a uniform manner and there is little risk
of unauthorized alteration in the message. Since it is
put in black and white, it provides a permanent record
for future reference. Written communication tends to be
complete, precise and unambiguous: The message can
be repeated at regular intervals and lengthy messages
can be sent to widely scattered readers. But written
communication is time-consuming, expensive and rigid
and it becomes difficult to maintain secrecy. At the
workplace, face-to-face and telephone communications
are generally confirmed in writing by post or e-mail,
particularly when the communication is with the world o
DIFFERENT TYPES OF FACE-TO-FACE
INTERACTIONS

According to Brown & Yule (1983),"the major
functions of language can be categorized as transac-
tional and interactional. Transactional means transfer
of information. Interactional means expressing social
relations and personal attitudes.

Examples:

1. (@)

A: There’s no information about the incident.
(Transactional)

B: OK.

(]

A: How are you? (Interactional)

B: Fine, thank you.

The use of language in business transactions
performs both of these functions. In business transac-
tions, language is used for different types of face-to-face
interactions:

(i) Language is used in conversation for making
social contact, conducting various functions like
introducing oneself and others, providing and seeking
information, making inquiries, giving orders, providing

the company’s profile, reporting conversations,
describing people, places and processes, making
relationships, asking people to do things, providing
help, taking help, apologizing, describing, arguing a
point, motivating, explaining a situation, comparing
two products, negotiating business deals, asking for
and giving advice. (ii) Taking part in discussions, (7ii)
Attending and undertaking meetings and interviews,
(iv) Giving lectures (v) Demonstrating products, (vi)
Talking about where you work, describing operations
and works, talking of office working conditions,
consulting and reporting to superiors, asking for and
giving advice, discussing problems at work. Most of
these are transactional and some are interactional.
Conversation

We spend a large part of our lives engaging
in conversation and for most of us conversation is
among our most significant and engrossing activities.
Researchers from various academic disciplines have
looked at conversation as an object of inquiry and come
up with fascinating findings. Psychologists and linguists
have made observations about conversation.

The term conversation is used somewhat
ambiguously in current literature. It is used sometimes
to refer to any spoken encounter or interaction and
sometimes, more restrictedly; total occurring when a
small number of participants come together and settle
into what they perceive to be a few moments cut off
from instrumental tasks.

The activities-which are directly governed by
norms for the use of speech are called speech events.
As speech events, conversations can be contrasted with
other types of speech events, like lectures, interviews,
discussions, meetings and debates.
CHARACTERISTICS AND CONVENTIONS OF
CONVERSATION
The Co-operative and Politeness Principle

In conversation, people share common principles
of conversation that lead them to interpret each other’s
utterances as contributing to the conversation.

An assumption is that if we ask a question to
someone, whatever the receiver say will somehow be
interpreted as constituting an answer to the question.

Take the following example:

2.

A: What did you eat in the morning?

B: I ate a banana.

Let us now consider the following:

3.
A: What did you eat in the morning?

B: You could have talked to your teacher.
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