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Upon the completion of the course the 

students will be able to: 

 Understand the nature importance 

of communication. 

 Learn the process involved in 
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 Develop interview skills. 

 Acquire presentation skills. 

 Effectively play their roles in group 

discussions. 

 Enhance the skills of public 

speaking. 
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UNIT-I 

BASICS OF COMMUNICATION 

1. Nature and importance of 

communication 

2. Process of Communication 

3. Principles of communication 

4. Barriers to effective communication 

5. Strategies for effective 

communication 
 

UNIT-II 

PRESENTATION SKILLS 

1. Preparation of a good presentation 

2. Verbal communication in 

presentation 

3. Non-verbal communication in 

presentation 

4. Visual aids/Materials in 

presentation 

5. Analyzing audience and managing 

Questions 

UNIT- III 

INTERVIEWS AND GROUP 

DISCUSSIONS 
 

1. Interview and its types 

2. Before, during and after an 

interview 

3. Do’s and Don’ts in an interview 

4. Basic Interview questions 

5. Structure and process of Group 

Discussions 

6. Role functions, Do’s and Don’ts 
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seminars. 
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                                       UG- SKILL COURSE 

                                              COMMUNICATION SKILLS 

                                                SEMESTER-I (w.e.f. 2023-2024 A.Y.) 

 

UNIT I- 

BASICS OF COMMUNICATION 

1. Nature and importance of communication 

***Introduction: Communication is sharing the 

information like; our experiences, ideas, feelings, 

thoughts, wants and needs through the exchange of 

verbal and non-verbal messages. 

Derivation of the word: The English word 

'communication' is derived from the Latin noun 

'communis' that means ‘common’ and the Latin verb 

'communicare' that means ‘to share’.   

Meaning: “a process by which information is 

exchanged between individuals through a common 

system of symbols, signs, or behaviour’’ 

                       ---merriam-webster.com 

*Nature of Communication: 

1. Interactive Process: Communication involves at 

least two parties: a sender and a receiver. It is a 

dynamic, interactive process where information 

or messages are transmitted and received. 

2. Verbal and Nonverbal: Communication can be 

verbal, involving spoken or written words, or 

nonverbal, involving gestures, body language, 

facial expressions, and other nonverbal cues. 

3. Expressive and Receptive: It serves both 

expressive and receptive functions. People use 

communication to express their thoughts, 

feelings, and intentions, while also receiving and 

interpreting messages from others. 

4. Multi-Modal: Communication can occur through 

various mediums, such as face-to-face 

conversations, phone calls, text messages, emails, 

video conferences, and more. 

5. Context-Dependent: The meaning of a message 

can be highly influenced by the context in which 

it is delivered. Context includes the environment, 

cultural norms, and the relationship between the 

communicators. 

 

*Importance or need of communication/ 

Role of communication:  

Communication is the heart of any 

organization. Everything done in the 

workplace from the results of communication.   

1. Communication is for organizations: 

Communication plays a very important role in 

the management of any organization. Good 

communication is required not only in 

building relationships but also for a successful 

business.    

2. Communication is for Individuals: 

 In personal life as well as professional life, 

effective communication skills can smooth the 

ways and relationships with others. 

3. Communication is for Decision Making 

and Problem Solving:  

Effective communication is very important for 

making decisions and problem solving.  

Decision making and problem solving in an 

organisation is largely depend on availability 

of quality information.  

4. Communication is for leadership:  

A leader can influence the behaviour of his 

followers with an appropriate communication. 

So, for any leader or manager in an 

organisation must have communication skills.  

5. Communication is for good   

Performance: Effective communication 

improves managerial performance. If a 

manager has sound communication skills, 

he/she easily gets things done by the people.  

6. Communication is for Securing a job in 

an Interview: 

Managements look for the candidates with 

good communication skills. So, to secure a 

job in the interview one should communicate 

confidently and clearly.  

 

 

Course Code (SC) 
Course Title Hrs/ Sem Hrs/wk Credits Sem End Exam  (2 Hrs) Pass Mark 

Skill      Course Communication Skills 
30 2 2 50 Marks 20 
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7. Communication is for Motivation: 

Communication is a basic tool for motivation. 

This can improve the morale of the people and 

ultimately the performance of an organisation.  

8. Communication is for Increasing    

Productivity: 

With effective communication, one can maintain 

relationships. It helps to increase productivity. 

9. Communication is for developing 

Professionalism in Students: 

In the future, students will become professionals 

and then they need to communicate effectively 

with people. They need empathy, friendliness in 

their profession for interacting with the people.   

10. Communication is increasing Relationships: 

Good communication builds strong relationships, 

connect with others and also enhances every 

individual’s personal and professional life.  

 

2. Process of Communication 

Communication refers to a process by which a 

sender encodes a message through an 

appropriate channel, and this message is 

received by the intended receiver who decodes 

the message, confirmed through feedback 

(another message). Repeats the same process 

again and again. This is called routine cycle of 

communication. The problems or obstacles 

encountered in the communication are called

 barriers. 

Process of Communication/Elements of 

Communication 

1. Sender(n): The communication process starts from 

the sender. Sender sends the message (information) to 

the receiver.  

 

2. Encode(v): Means to convert (a message) into 

a code i.e. words into signals or signs or symbols 

or images.     

3. Message(n): The message is simply the 

information (signs or symbols) that the sender 

wants to convey to the receiver.  

4. Channel(n): It is the medium/ tool/ method/ 

route of sharing information from one person to 

another. E.g. E-mails, online-chatting, video 

conference, phone, fax, radio, TV and media.   

5. Receiver(n): The receiver is the person or 

group who receives the message or information 

which is sent/given by the sender.  

6. Decode(v): Means to convert (a coded 

message) into understandable form i.e. signals or 

signs or symbols or images into words.   

7. Feedback(n): Feedback is the response of the 

receiver, through which the sender can 

understand whether the message has been 

successfully received or not. 

8. Barriers(n): The problems or obstacles 

encountered in the process of communication are 

called barriers. The Barriers like noise, language, 

psychological, emotional, physical, and cultural 

etc.   

 

3. Principles of Communication 

(Objectives/Advantages) 

 Effective communication relies on a set of 

principles that guide the process of 

transmitting and receiving messages.  These 

principles help ensure that messages are clear, 

concise, and well-structured, making it easier 

for the audience to understand and respond 

appropriately.   

These are often called the seven Cs of 

communication.  

The seven Cs are as follows: 

1. Clarity: Ensure that the message is clear 

and easy to understand. Avoid ambiguity 

and use straightforward language.   

2. Conciseness: Be concise and to the point. 

Keep the message as brief as possible while 

still conveying the necessary information. 

3. Concreteness: Use specific and concrete 

language to convey the message. Vague or 
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abstract language can lead to 

misunderstandings. 

4. Correctness: Ensure that the message is 

grammatically and syntactically correct. 

Proofread the messages before sending or 

delivering them. 

5. Consideration: Be considerate of the needs 

and perspective of the audience. Tailor the 

message to their interests, concerns, and level 

of understanding.   

6. Completeness: Provide all the necessary 

information in the message to avoid gaps or 

confusion.   

7. Courtesy: Use polite and respectful language 

in the communication.   

The seven Cs can be applied to various forms of 

communication, including written, verbal, and 

digital communication.  

Few more to this list 

8. Consistency: Maintain consistency in the 

message across different communication 

channels and interactions.   

9. Feedback: Encourage and be open to 

feedback from the recipient.   

10. Nonverbal Communication: Nonverbal 

cues, such as body language, facial 

expressions, tone of voice, and gestures, often 

convey as much or more information than 

words.   

By following these principles, individuals and 

organizations can enhance their communication 

effectiveness and minimize misunderstandings 

and conflicts. 

 

 4. Barriers to effective communication 

Effective communication is essential for the smooth 

functioning of relationships, organizations, and society 

as a whole. However, several barriers can hinder the 

process of communication, leading to 

misunderstandings, conflicts, and breakdowns in 

communication. Here are some common barriers to 

effective communication: 

1. Physical Barriers: These include any 

physical obstructions that interfere with 

the transmission of messages, such as 

noise, distance, poor lighting, or technical 

issues with communication tools. 

2. Semantic Barriers: Semantic barriers 

arise from differences in the meanings of 

words and interpretations of symbols 

between the sender and the receiver. 

Language barriers, jargon, or unfamiliar 

terminology can be examples. 

3. Psychological Barriers: These barriers 

are related to the psychological state of the 

sender or receiver. Factors such as stress, 

anxiety, emotional biases, and 

preconceived notions can affect how a 

message is sent or received. 

4. Cultural Barriers: Differences in cultural 

norms, values, and communication styles 

can create misunderstandings. Gestures, 

customs, and taboos that are acceptable in 

one culture may not be understood or 

accepted in another. 

5. Perceptual Barriers: Individuals may 

perceive and interpret messages differently 

based on their unique experiences, beliefs, 

and attitudes. This can lead to 

misinterpretations and miscommunication. 

6. Language Barriers: Language differences 

can pose significant communication 

challenges, especially in multicultural and 

multilingual environments. 

Mispronunciations, grammar issues, or 

vocabulary gaps can hinder understanding. 

7. Environmental Barriers: The physical 

environment in which communication 

occurs can impact effectiveness. For 

example, a crowded or distracting setting 

can make it difficult to focus on the 

message. 

8. Lack of Feedback: Without feedback 

from the receiver, the sender may not 

know if the message has been understood 

as intended. Lack of feedback can lead to 

assumptions and miscommunications. 

9. Information Overload: In today's digital 

age, people often receive a vast amount of 

information daily. This overload can make 

it challenging to prioritize and process 

messages effectively. 
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10. Barriers in Organizational Structure: 

Hierarchical structures, bureaucracy, and 

communication silos within organizations can 

impede the flow of information between different 

levels and departments. 

11. Selective Perception: People tend to filter 

information to align with their existing beliefs and 

interests, leading to selective perception. This can 

result in the receiver only hearing what they want 

to hear or ignoring information that contradicts 

their views. 

12. Physical and Mental Fatigue: Fatigue can reduce 

a person's ability to concentrate and comprehend 

information, leading to misunderstandings. 

13. Personal Biases: Personal biases, including gender, 

race, or age biases, can affect how people perceive 

and interpret messages, leading to discrimination or 

prejudice. 

14. Defensive Communication: Defensive 

communication occurs when individuals respond to 

a perceived threat or criticism with hostility or 

avoidance, hindering open and honest dialogue. 

15. Lack of Trust: Trust is essential for effective 

communication. When trust is lacking between 

communicators, messages may be met with 

scepticism, and information may be withheld or 

distorted. 

             To overcome these barriers, individuals 

and organizations can employ strategies such as 

active listening, cultural sensitivity training, clear 

and concise communication, and creating an open 

and inclusive communication environment. 

Addressing these barriers can lead to more 

effective and productive communication. 

 

5. Strategies for effective communication 

Effective communication is a critical skill in both 

personal and professional life. Here are some 

strategies to enhance the communication skills and 

ensure the messages are clear, concise, and well-

received: 

1. Know the Audience: Understand the 

needs, interests, knowledge, and 

expectations of the audience. Tailor the 

message to their level of understanding and 

preferences. 

2. Be Clear and Concise: Use simple and 

straightforward language. Avoid jargon, 

acronyms, or overly complex terms that the 

audience may not understand. Get to the 

point quickly. 

3. Use Active Listening: Pay full attention to 

the speaker, ask questions for clarification, 

and provide feedback to show that the lister 

is actively engaged and interested in the 

conversation. 

4. Nonverbal Communication: Be aware of 

the body language, facial expressions, and 

tone of voice. Nonverbal cues often convey 

more information than words alone. Ensure 

the nonverbal signals align with your verbal 

message. 

5. Organize Your Message: Structure the 

message logically. Use a clear beginning, 

middle, and end.   

6. Empathize: Try to understand and 

acknowledge the emotions and perspectives 

of the person, communicating with. Show 

empathy, especially in sensitive or 

emotional conversations. 

7. Use Visual Aids: In presentations or 

written documents, use visual aids like 

charts, graphs, and images to support and 

clarify the message. 

8. Choose the Right Medium: Consider the 

most appropriate communication medium 

for the message. Sometimes face-to-face 

meetings are more effective, while at other 

times, an email or phone call may suffice. 

9. Practice Active Communication: 

Encourage two-way communication by 

inviting questions, feedback, and 

discussion. This fosters engagement and 

ensures that your message is well-

understood. 

10. Stay Calm and Composed: In challenging 

or emotional situations, maintain your 

composure. Respond, rather than react, to 

the emotions of others. A calm and 

composed manner can defuse tension. 
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11. Feedback and Clarification: Encourage the 

recipient to provide feedback or ask for 

clarification if they have any doubts or concerns 

about your message. Be open to addressing these 

concerns. 

12. Avoid Assumptions: Don't assume that the 

recipient knows what you know. Provide necessary 

context and background information to ensure 

understanding. 

13. Use Positive Language: Frame your messages in a 

positive and constructive manner. Avoid blaming, 

shaming, or using negative language that can lead 

to defensiveness. 

14. Practice Empowerment: Empower others by 

giving them a sense of ownership and involvement 

in the communication process. Encourage their 

input and ideas. 

15. Adapt to Your Audience: Adjust your 

communication style to match the preferences and 

communication style of your audience. Flexibility 

is key to effective communication. 

16. Follow Up: After a communication event, follow 

up to ensure that the message has been received 

and understood correctly. Clarify any remaining 

questions or concerns. 

17. Continuous Improvement: Reflect on your 

communication experiences and seek opportunities 

for improvement. Consider feedback from others 

and be open to refining your communication skills. 

       By applying these strategies, you can enhance 

your ability to communicate effectively with others, 

whether in personal relationships, professional 

settings, or any other context where communication 

plays a crucial role. Effective communication not 

only leads to better understanding but also fosters 

stronger relationships and increased productivity. 

 

 

 

 

 

 

 

 

 

 *Q. Characteristics/ Nature/ Features and 

scope of Communication 

1. Interchange: Communication is 

interchange of our experiences, ideas, 

feelings, thoughts, wants and needs. 

2. Message: Communication must have a 

message.   

3. Verbal-nonverbal: Communication is not 

only verbal but also non-verbal.   

4. Two-way process: Communication is a 

two-way process. There must be a sender 

and a receiver.  

5. Directive: Communication is in the form 

of informative, advise, order, warning etc. 

6. Feedback: Feedback is the key to any 

effective/successful communication 

through which the sender can understand 

whether the message has been successfully 

received or not. 

Unit-1 

1. Nature and importance of 

communication 

Communication is sharing the information 

like; our experiences, ideas, feelings, 

thoughts, wants and needs through the 

exchange of verbal and non-verbal messages. 

*Nature of Communication: 

1. Communication involves at least two 

parties: a sender and a receiver.   

2. Communication can be verbal, involving 

spoken or written words, or nonverbal, 

involving gestures, body language etc. 

3. It serves both expressive and receptive 

functions.   

4. Communication can occur through various 

mediums.   

5. The meaning of a message can be highly 

influenced by the context in which it is 

delivered.   

* Need/Importance of communication an 

overview/ Role of communication:  

1. Communication plays a very important role 

in the management of any organization. 

2. Effective communication is very crucial for 

making decisions and problem solving.   
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3. Effective communication can control all the 

activities and get works done perfectly.  

4. Communication is a tool for leadership and 

motivation.     

5. Effective communication improves managerial 

performance and productivity.   

6. Good communication skills would help to get 

selected for the job.  

Thus, communication is important in personal as 

well as professional life. 

 

2. Process of Communication 

      Communication refers to a process by which a 

sender encodes a message through an 

appropriate channel, and this message is received 

by the intended receiver who decodes the 

message, confirmed through feedback (another 

message). Repeats the same process again and 

again. This is called routine cycle of 

communication. The problems or obstacles 

encountered in the communication are called 

barriers.  

 
**Elements of Communication/Process of 

Communication 

1. Sender(n): Sender sends the message 

(information) to the receiver.  

2. Encode(v): Means to convert words into 

signals or signs or symbols or images.     

3. Message(n): The message is simply the 

information (signs or symbols).  

4. Channel(n): It is the medium/ tool/ method/ 

route of sharing information from one person to 

another.   

5. Receiver(n): The receiver is the person or 

group who receives the message.  

6. Decode(v): Means to convert signals or signs 

or symbols or images into words.   

7. Feedback(n): Feedback is the response of the 

receiver.   

8. Barriers(n): The problems or obstacles 

encountered in the process of communication are 

called barriers.   

 

3. Principles of Communication 

(Objectives/Advantages) 

 Effective communication relies on a set of 

principles that guide the process of transmitting 

and receiving messages. These are often called 

the seven Cs of communication.  

The seven Cs are as follows: 

1. Clarity: Ensure that the message is clear 

and easy to understand.    

2. Concise: Keep the message as brief as 

possible. Use simple and straightforward 

language.   

3. Concreteness: Use specific and concrete 

language to convey the message.   

4. Correctness: Ensure that the message is 

grammatically and syntactically correct.   

5. Consideration: Be considerate of the 

needs, interests, concerns, and level of 

understanding of the audience.   

6. Completeness: Provide all the necessary 

information in the message to avoid gaps or 

confusion.   

7. Courtesy: Use polite and respectful 

language in the communication.   

             The seven Cs can be applied to various 

forms of communication, including written, 

verbal, and digital communication.   

 

4. Barriers to effective communication 

 Several barriers can hinder the process of 

communication, leading to misunderstandings, 

conflicts, and breakdowns in communication. 

Here are some common barriers to effective 

communication: 

1.       Physical Barriers: Physical obstructions in 

transmission of messages such as noise, distance, 

etc. 
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2. Semantic Barriers: The differences in the 

meanings of words and interpretations. Language 

barriers, jargon, or unfamiliar terminology can be 

examples. 

3. Psychological Barriers: The 

psychological factors such as stress, anxiety, 

emotions, and can affect how a message is sent or 

received.  

4. Cultural Barriers: Differences in cultural 

norms, values, and communication styles can 

create misunderstandings.   

5. Perceptual Barriers: Individuals may 

perceive and interpret messages differently. This 

can lead to misinterpretations and 

miscommunication. 

6. Language Barriers: Language 

differences, mispronunciations, grammar issues, 

or vocabulary gaps can hinder the understanding. 

7. Environmental Barriers: The 

environment in which communication occurs can 

impact effectiveness.   

8. Lack of Feedback: Without feedback 

from the receiver, the sender may not know if the 

message has been understood as intended.  

9. Information Overload: In today's digital 

age, people often receive a vast amount of 

information daily. This overload is challenging to   

process messages effectively. 

10. Physical and Mental Tiredness: 

Tiredness can reduce a person's ability to 

concentrate and comprehend the information. 

           Addressing these barriers can lead to more 

effective and productive communication. 

 

5. Strategies for effective communication 

Effective communication is a critical skill in both 

personal and professional life. Here are some 

strategies to enhance the communication skills. 

1. Know the Audience: Know the needs, 

interests, concerns, and level of understanding of 

the audience.   

2. Be Clear and Concise: Keep the message as 

brief as possible. Use simple and straightforward 

language.   

3. Use Active Listening: Pay full attention to the 

speaker, ask questions and provide feedback.   

4. Nonverbal Communication: Be aware of the 

Nonverbal cues like body language, facial 

expressions, and tone of voice.     

5. Organize the Message: Structure the message 

logically with clear beginning, middle, and end.   

6. Empathize: Try to understand and 

acknowledge the emotions and perspectives of the 

person. 

7. Use Visual Aids: In presentations or written 

documents, use visual aids like charts, graphs, 

and images to support and clarify the message. 

8. Choose the Right Medium: Consider the most 

appropriate communication medium for the 

message.   

9. Stay Calm and Composed: In challenging or 

emotional situations, maintain   calm and 

composed manner. 

10. Feedback and Clarification: Encourage the 

listener to provide feedback or ask for 

clarification if they have any doubts or concerns 

about the message.   

       By applying these strategies, you can not 

only lead to better understanding but also fosters 

stronger relationships and increased productivity. 
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UNIT-II  

PRESENTATION SKILLS 

1. Preparation of a good presentation 

 

A presentation is a form of communication where 

a speaker conveys information to an audience.  

 

It can be various forms, like speeches, lectures, 

demonstrations, or introductions, and serves 

purposes like informing, persuading, inspiring, 

motivating, building goodwill, or presenting new 

ideas or products.  

 

Preparing and delivering a successful presentation 

typically involves planning, organizing, event 

management, content creation, use of visual aids, 

stress management, and addressing questions from 

the audience. 

  

To prepare a good presentation, follow these 

essential steps: 

1. Define the Purpose and Audience:  

Understand why the presentation is being 

given and who the audience are. Modify the 

content to their needs and interests. 

2. Thorough Research: Conduct in-depth 

research on the chosen topic to become an 

expert. This will boost the confidence when 

presenting and allow questions to answer 

effectively. 

3. Plan the Content: Organize the ideas 

logically and create a clear structure for the 

presentation. Use visuals, anecdotes, and 

examples to illustrate key points. 

4. Create Engaging Slides: Design visually 

appealing slides with concise text, relevant 

images, and minimal clutter. Use bullet points, 

not paragraphs, and ensure readability. 

5. Practice and Rehearse: Practice the 

presentation multiple times to become familiar 

with the content and pacing. This helps boost 

confidence and reduce nervousness. 

6. Engage the Audience: Interact with the 

audience by asking questions, encouraging 

discussions, or using polls. Keep their 

attention and involvement throughout the 

presentation. 

7. Manage Time Effectively: Stick to the 

allotted time. Avoid rushing or going over the 

time limit, as this can lose the audience's 

interest. 

8. Use Body Language: Maintain eye contact, 

use gestures, and vary the tone of voice. Non-

verbal cues can enhance your message and 

engage the audience. 

9. Prepare for Questions: Anticipate questions 

and be ready to provide answers. This 

demonstrates the expertise and ensures a 

smooth Q&A session.  

10. Feedback: Seek feedback from peers or 

mentors to make necessary improvements 

before the actual presentation. 

Remember, a well-prepared presentation not only 

conveys the message effectively but also leaves a 

lasting impression on your audience.  

 

2. Verbal Communication in Presentation 

 

Verbal communication plays a crucial role in 

delivering effective presentations. It involves the 

use of spoken words, tone, and language to 

convey ideas and engage the audience. Here are 

key insights into verbal communication during 

presentations: 

1. Structure and Clarity: Organize the content 

logically, use clear language, and maintain a 

coherent flow to ensure the message is easily 

understood. 

2. Engagement and Tone: Change the tone, 

volume, and pace to keep the audience engaged. A 

dynamic speaking style can enhance 

comprehension and maintain interest. 

3. Verbal Cues: Use verbal cues to signal 

transitions between key points. These cues help 

guide the audience through the presentation 

smoothly. 

4. Nonverbal Arrangement: Ensure that the 

verbal communication aligns with the nonverbal 

cues, such as body language and facial 

expressions. Consistency between verbal and 

nonverbal communication is essential for 

credibility.  
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5. Practice and Feedback: Practice the 

presentation multiple times to refine the verbal 

delivery. Seek feedback from peers or mentors to 

identify areas for improvement.  

6. Engage with the Audience: Encourage 

interaction by asking questions, using anecdotes, 

and making eye contact. This fosters a connection 

with the audience.  

7. Effective Listening: Be an active listener 

during Q&A sessions. Address questions with 

clarity and respect, demonstrating effective verbal 

communication skills. 

8. Visual Aids: If using visual aids like slides, 

ensure that the verbal communication 

complements the visuals and doesn't merely read 

the content on the slides.  

9. Feedback: Seek feedback from peers or 

mentors to refine your verbal communication 

skills. 

10. Verbal Communication Skills: Understand 

that verbal communication skills are a 

fundamental aspect of presentation skills. They 

enable to effectively convey information, ideas, 

and messages to your audience. 

     In conclusion, effective verbal communication 

in presentations involves clear structure, engaging 

delivery, and alignment with nonverbal cues. 

Practice and feedback are key to improving these 

skills and connecting with the audience 

effectively. 

 

3. Non-verbal communication in presentation 

 

Non-verbal communication in a presentation 

refers to the transmission of messages, ideas, or 

emotions without the use of spoken or written 

words. It involves the use of various non-verbal 

cues and signals to complement and enhance the 

verbal content of the presentation. These cues are 

conveyed through body language, facial 

expressions, gestures, posture, eye contact, and 

tone of voice.   

1. Eye Contact: Maintaining eye contact with the 

audience establishes trust and engagement. It 

shows confidence and helps convey sincerity. 

2. Gestures: Appropriate gestures can enhance 

the message and make it more relatable. They 

should be natural and complement what is saying. 

3. Posture and Body Language: The posture and 

body language should show confidence and 

openness. Avoid closed-off postures, which can 

signal discomfort or defensiveness. 

4. Facial Expressions: Expressions should 

support with the content. Smile and face to convey 

enthusiasm, concern, or other emotions related to 

the message.   

5. Proximity: Consider the physical distance from 

the audience. Getting too close can be 

uncomfortable, while being too far can create a 

sense of detachment. Adjust the nearness for 

connection.   

6. Tone of Voice: Non-verbal aspects of the 

voice, such as tone and inflection, contribute to 

the overall impact. Adjust the tone to emphasize 

key points and maintain audience interest.  

7. Cultural Awareness: Be mindful of cultural 

differences in non-verbal cues. What may be seen 

as positive in one culture could be interpreted 

differently elsewhere. Adapt the non-verbal 

communication accordingly.  

8. Visual Aids: Utilizing visuals, such as slides or 

props, to support and enhance the verbal message. 

9. Silence: Pausing strategically allows the 

audience to process information for dramatic 

effect. 

10. Enhanced Message: Effective non-verbal 

communication amplifies the message, connects 

with the audience, emphasizes key points, and 

maintains their interest.   

        Effective non-verbal communication in 

presentations enhances the speaker's ability to 

connect with the audience, convey messages 

clearly, and make a lasting impact. It is a crucial 

aspect of successful public speaking and can 

significantly influence the audience's perception 

of the content and the presenter. 
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4. Visual aids/Materials in presentation 

 

Visual aids or materials in a presentation refer to 

any visual or audio-visual elements used alongside 

spoken content to enhance communication, 

understanding, and engagement with the audience. 

These aids are designed to complement the verbal 

communication and make it more accessible and 

impactful.  

Examples of visual aids and materials in 

presentations include: 

1. Slides: PowerPoint or similar software is used 

to create slides that contain text, images, graphs, 

and charts to illustrate key points. 

2. Charts and Graphs: Visual representations of 

data, such as bar graphs, pie charts, and line 

graphs, help convey numerical information more 

effectively. 

3. Images and Photos: Pictures and photographs 

can be used to provide visual context, evoke 

emotions, or illustrate concepts. 

4. Videos: Short video clips or animations can be 

used to demonstrate processes, showcase 

products, or tell a story. 

5. Props: Physical objects or props are sometimes 

used to make concepts more certain or to create a 

hands-on experience for the audience. 

6. Infographics: Visual summaries that combine 

text and images to present complex information in 

a simplified and visually appealing manner. 

7. Whiteboards or Flipcharts: These allow the 

presenter to draw diagrams, write key points, or 

engage the audience interactively. 

8. Handouts: Printed materials, such as 

brochures, pamphlets, or reports, provided to the 

audience for reference. 

9. Audio Clips: Sound recordings or music can be 

used to add auditory elements to the presentation. 

10. Interactive Software: Tools like interactive 

software, simulations, or virtual reality can engage 

the audience in a more immersive way. 

 

     Visual aids / materials serve several purposes 

in presentations, including making content more 

accessible, improving retention, and enhancing 

audience engagement. Their effective use can 

significantly contribute to the overall success of a 

presentation. 

 

*A note on Visual aids in a presentation 

Visual aids in a presentation are elements that 

complement the spoken content and enhance the 

audience's understanding and retention of 

information. These aids include various visual and 

audio-visual materials such as slides, charts, 

graphs, images, videos, props, and more.  

 Here's a comprehensive overview of the use of 

visual aids in presentations: 

1. Enhanced Comprehension: Visual aids serve 

to simplify complex ideas and data. They help the 

audience grasp concepts more easily by providing 

a visual representation alongside spoken words. 

2. Increased Engagement: Incorporating visual 

elements in a presentation can capture the 

audience's attention and maintain their interest. It 

breaks the monotony of a purely verbal delivery. 

3. Improved Retention: Research suggests that 

people tend to remember information better when 

it is presented both verbally and visually. Visual 

aids enhance memory retention and recall of key 

points. 

4. Clarity and Relevance: Effective visual aids 

are clear, concise, and directly related to the 

content being discussed. They should reinforce the 

message and not distract from it. 

5. Enhanced Communication: Visual aids help 

the audience connect and relate to the presenter 

better. They facilitate clearer communication, 

reducing the risk of misunderstandings. 

6. Effective: Visual aids can make a presentation 

more effective by combining both auditory and 

visual information, reinforcing key messages. 

7. Varied Types: Visual aids encompass a wide 

range of materials, including slideshows, 

infographics, props, and multimedia presentations. 

The choice of visual aid depends on the nature of 

the content and the desired impact. 

8. Strategic Usage: Visual aids should be 

strategically placed within the presentation to 

emphasize key points or illustrate data. They 

should not overwhelm the audience with excessive 

information or cluttered visuals. 
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9. Clarity and Conciseness: When using visual 

aids like slides, limit the text and focus on using 

visuals that enhance understanding. Less text and 

more visuals can make the content more 

digestible. 

10. Structured Content Delivery: Visual aids 

help presenters stay on track and maintain a 

predefined flow of thought during presentations, 

ensuring a logical and organized delivery. 

            Incorporating visual aids effectively in a 

presentation requires careful planning and 

consideration of the audience's needs. Visual aids 

should complement the spoken content, making 

the overall presentation more engaging, 

memorable, and impactful. 

 

5. Analyzing audience and managing questions 

             

 Analyzing audience and managing questions are 

fundamental aspects of effective communication, 

especially in presentations, speeches, or any form 

of public speaking.  

 

 *Analyzing the Audience: 

1. Understanding the Audience: Audience 

analysis involves gathering information about the 

audience, such as their needs, expectations, 

interests, and level of understanding. This helps 

modify the presentation to their preferences. 

2. Engagement Techniques: Engage with the 

audience by greeting them, asking questions to 

measure their knowledge and mood, and using a 

call and response technique to understand their 

experience. 

3. Audience-Centred Approach: Fit the 

presentation to the audience's interests and beliefs 

to improve effectiveness. 

4. Direct Observation: One approach to audience 

analysis involves direct observation or direct 

experience to sense the audience's reactions, 

which helps in tailoring the communication 

further.  

5. Expectations: It allows to anticipate the 

audience's expectations and questions in advance, 

ensuring that to address them effectively, making 

it more relevant and engaging. 

 *Managing Questions: 

1. Engagement: Managing questions from the 

audience keeps them engaged and involved in the 

conversation, promoting active participation. 

2. Prepare for Questions: Anticipate potential 

questions the audience might ask and prepare 

thoughtful answers in advance. 

3. Q&A Sessions: Allocate time for a structured 

Q&A session at the end of the presentation to 

address questions.   

4. Clarity: It allows to clarify doubts, elaborate on 

complex points, and ensure that the message is 

well-understood. 

5. Feedback: Questions provide valuable 

feedback, helping the measure the audience's 

comprehension and adjust the presentation 

accordingly.   

6. Control: Effective management of questions 

helps to maintain control over the flow of the 

presentation and ensures that it stays on track. 

7. Stay on Message: Use questions as 

opportunities to reinforce key messages and 

clarify information. 

8. Audience-Centric Responses: Tailor the 

responses to the audience's level of understanding 

and provide additional context when necessary. 

       Analyzing the audience helps to know who 

are speaking to, allowing to customize the 

message. Managing questions during the 

presentation ensures active engagement, clarity, 

and effective communication with the audience. 

Both these practices are crucial for successful 

public speaking and effective communication in 

various settings. 

UNI-II 

1. Preparation of a good presentation 

A presentation is a form of communication where 

a speaker conveys information to an audience.   

To prepare a good presentation, follow these 

essential steps: 

1. Define the Purpose and Audience:  

Understand why the presentation is being given 

and who the audience are.   

2. Thorough Research: Conduct in-depth 

research on the chosen topic to become an expert.   
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3. Plan the Content: Organize the ideas logically 

and create a clear structure for the presentation.   

4. Create Engaging Slides: Design visually 

appealing slides with brief text, images etc. 

5. Practice and Rehearse: Practice the 

presentation multiple times to become familiar 

with the content and pacing.   

6. Engage the Audience: Interact with the 

audience by asking questions, encouraging 

discussions, or using polls.   

7. Manage Time Effectively: Stick to the allotted 

time.   

8. Use Body Language: Maintain eye contact, use 

gestures, the tone of voice and non-verbal cues. 

9. Prepare for Questions: Anticipate questions 

and be ready to provide answers.   

10. Feedback: Seek feedback from peers or 

mentors to make necessary improvements before 

the actual presentation. 

 

2. Verbal Communication in Presentation 

         Verbal communication plays a crucial role in 

delivering effective presentations. It involves the 

use of spoken words, tone, and language to 

convey ideas and engage the audience.   

1. Structure and Clarity: Organize the content, 

use clear language, and maintain a coherent flow. 

2. Engagement and Tone: Change the tone, 

volume, and pace to keep the audience engaged.   

3. Verbal Cues: Use verbal cues to signal 

transitions between key points.   

4. Nonverbal Arrangement: Ensure that the 

verbal communication aligns with the nonverbal 

cues, such as body language and facial 

expressions.   

5. Practice and Feedback: Practice the 

presentation multiple times to refine the verbal 

delivery.   

6. Engage with the Audience: Encourage 

interaction by asking questions, using anecdotes, 

and making eye contact.   

7. Effective Listening: Be an active listener 

during Q&A sessions.   

8. Visual Aids: The verbal communication 

complements the visuals aids.  

9. Feedback: Seek feedback from peers or 

mentors to refine your verbal communication 

skills. 

10. Verbal Communication Skills: Understand 

that verbal communication skills are a 

fundamental aspect of presentation skills.   

 

 3. Non-verbal communication in presentation 

Non-verbal communication in a presentation 

refers to the transmission of messages, ideas, or 

emotions without the use of spoken or written 

words.     

1. Eye Contact: Maintaining eye contact with the 

audience establishes trust and engagement.  

2. Gestures: Appropriate gestures can enhance 

the message and make it more relatable.   

3. Posture and Body Language: The posture and 

body language should show confidence and 

openness.   

4. Facial Expressions: Expressions should 

support with the content to convey emotions 

related to the message.   

5. Proximity: Consider the physical distance from 

the audience. Adjust the distance for connection.   

6. Tone of Voice: Tone contributes to the overall 

impact. Adjust the tone to emphasize key points 

and maintain audience interest.  

7. Cultural Awareness: Be mindful of cultural 

differences in non-verbal cues. Adapt the non-

verbal communication accordingly.  

8. Visual Aids: Utilizing visuals, such as slides or 

props, to support and enhance the verbal message. 

9. Silence: Pausing strategically allows the 

audience to process information for dramatic 

effect. 

10. Enhanced Message: Effective non-verbal 

communication amplifies the message. 

 

4. Visual aids/Materials in presentation 

         Visual aids or materials in a presentation 

refer to any visual or audio-visual elements used 

alongside spoken content to enhance 

communication, understanding, and engagement 

with the audience.   
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1. Slides: PowerPoint or similar software is used 

to create slides that contain text, images, graphs, 

and charts to illustrate key points. 

2. Charts and Graphs: Visual representations of 

data, such as bar graphs, pie charts, and line 

graphs, help convey numerical information more 

effectively. 

3. Images and Photos: Pictures and photographs 

can be used to provide visual context, evoke 

emotions, or illustrate concepts. 

4. Videos: Short video clips or animations can be 

used to demonstrate processes, showcase 

products, or tell a story. 

5. Props: Physical objects or props are sometimes 

used to make concepts more certain or to create a 

hands-on experience. 

6. Infographics: Visual summaries that combine 

text and images to present complex information in 

a simplified and visually appealing manner. 

7. Whiteboards or Flipcharts: These allow the 

presenter to draw diagrams, write key points, or 

engage the audience interactively. 

8. Handouts: Printed materials, such as 

brochures, pamphlets, or reports, provided to the 

audience for reference. 

9. Audio Clips: Sound recordings or music can be 

used to add auditory elements to the presentation. 

10. Interactive Software: Tools like interactive 

software, simulations, or virtual reality can engage 

the audience in a more immersive way. 

 

*A note on Visual aids in a presentation 

Visual aids or materials in a presentation refer to 

any visual or audio-visual elements used alongside 

spoken content to enhance communication, 

understanding, and engagement with the audience.   

These aids include various visual and audio-visual 

materials such as slides, charts, graphs, images, 

videos, props, and more.  

1. Enhanced Comprehension: Visual aids help 

the audience grasp concepts more easily by 

providing a visual representation alongside spoken 

words. 

2. Increased Engagement: Incorporating visual 

elements in a presentation can capture the 

audience's attention and maintain their interest.   

3. Improved Retention: Research suggests that 

people tend to remember information better when 

it is presented both verbally and visually.   

4. Clarity and Relevance: Effective visual aids 

are clear, concise, and directly related to the 

content being discussed.   

5. Enhanced Communication: Visual aids   

facilitate clearer communication, reducing the risk 

of misunderstandings. 

6. Effective: Visual aids can make a presentation 

more effective by combining both auditory and 

visual information.  

7. Varied Types: Visual aids encompass a wide 

range of materials, including slideshows, 

infographics, props, and multimedia presentations.   

8. Strategic Usage: Visual aids should be 

strategically placed within the presentation to 

emphasize key points or illustrate data.   

9. Clarity and Shortness: When using visual aids 

like slides, limit the text and focus on using 

visuals that enhance understanding.   

10. Structured Content Delivery: Visual aids 

help the presenters to stay on track and maintain a 

predefined flow of thought during presentations.  

 

5. Analyzing audience and managing questions 

  Analyzing audience and managing questions are 

fundamental aspects of effective communication, 

especially in presentations, speeches, or any form 

of public speaking.  

* Analyzing the Audience: 

1. Understanding the Audience: Audience 

analysis involves gathering information about 

their needs, expectations, interests, and level of 

understanding.   

2. Engagement Techniques: Engage the 

audience by greeting them, asking to understand 

their experience. 

3. Audience-Centred Approach: Fit the 

presentation to the audience's interests and beliefs 

to improve effectiveness. 

4. Direct Observation: One approach to audience 

analysis involves direct observation or direct 

experience to sense the audience's reactions.     
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5. Expectations: It allows to anticipate the 

audience's expectations and questions in advance, 

making it more relevant and engaging. 

*Managing Questions: 

1. Engagement: Managing questions from the 

audience keeps them in active participation. 

2. Prepare for Questions: Anticipate potential 

questions the audience might ask and prepare 

thoughtful answers in advance. 

3. Q&A Sessions: Allocate time for a structured 

Q&A session at the end of the presentation to 

address questions.   

4. Clarity: It allows to clarify doubts, elaborate on 

complex points, and ensure that the message is 

well-understood. 

5. Feedback: Questions provide valuable 

feedback, helping to measure the audience's 

comprehension and adjust the presentation 

accordingly.   

6. Control: Effective management of questions 

helps to maintain control over the flow of the 

presentation. 

7. Stay on Message: Use questions as 

opportunities to reinforce key messages and 

clarify information. 

8. Audience-Centric Responses: Modify the 

responses to the audience's level of understanding. 

        Analyzing the audience and managing 

questions during the presentation ensures active 

engagement with the audience. Both these 

practices are crucial for successful public speaking 

and effective communication in various settings. 
References  

1. How can you make a good presentation even more effective? 

2. How To Prepare for a Presentation: 8 Tips To Get You Ready 

3. Steps in Preparing a Presentation 

4. How to Give a Good Presentation: 8 Tips to Succeed 

5. Preparing for a Presentation 

UNIT- III 

INTERVIEWS AND GROUP DISCUSSIONS 
 

1. Interview and its types 

 

                             Interview: An interview is a 

meeting between an employer and a job applicant. 

It is a conversation where questions are asked and 

answers are given. The person who asks questions 

is an interviewer. The person who responds is an 

interviewee. They know about each other through 

questions and answers. So information may be 

transferred from interviewee to interviewer.  

This meeting can take place face-to-face, a group 

of people or panel, over the telephone, or video 

conferencing. The atmosphere may be formal or 

fairly casual.   

Types of Interviews:  

1. Face to Face Interview: This type of interview 

is between the interviewee and the employer or 

member of the company. This is good as the 

candidate only have to impress one person but the 

questions, he/she has to answer could be more 

direct. 

2. One-on-One Interview: It is a traditional 

interview, involves meeting with a hiring manager 

or HR professional to the aspirants asking 

questions and assess to fit for the team. 

3. Group Interview: Multiple candidates are 

interviewed at the same time. It allows employers 

to screen many candidates at once and observe 

how they interact in a group setting. 

4. Phone Screen: A brief phone call with a 

recruiter, usually lasting 15 to 30 minutes, to 

verify the resume details and explore the interest 

in the role and career goals. 

5. Panel Interview: This type of interview will 

involve three or more people of decision makers at 

once interviewing the interviewee, to assess skills 

and qualifications from various perspectives. 

6. Behavioral Interview: Focuses on the past 

behavior and experiences to predict how the 

performance would be in the future, often using 

the STAR (Situation, Task, Action, Result) 

method. 

7. Competency-Based Interview: Evaluates 

specific competencies or skills required for the 

job, asking questions about the experiences in 

handling relevant situations. 

8. Case Interview: Commonly used in consulting 

and analytical roles, it presents a business problem 

or scenario, and expected to analyze and solve it 

during the interview. 

9. Technical Interview: Typically for technical 

roles, it assesses the technical knowledge, 

problem-solving abilities, and coding skills. 

10. Stress Interview: Designed to put under 

pressure to evaluate how to handle stress and 

challenging situations. 

11. Informal Interview: Less structured and 

often occurs over a meal or in a casual setting to 

assess the personality and cultural fit within the 

company. 

12. Skype or Video Interview: Conducted 

remotely through video conferencing tools, 

increasingly common for remote job positions. 

https://scdd.ca.gov/wp-content/uploads/sites/33/2016/08/2017.SSAN_.Handout.3.07.pdf
https://www.indeed.com/career-advice/career-development/how-to-prepare-the-presentation
https://pennstatelearning.psu.edu/istudy_tutorials/oralpresentations/oralpresentations3.html
https://www.betterup.com/blog/how-to-give-a-good-presentation
https://www.skillsyouneed.com/present/prepare-presentation.html
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Understanding these interview types can help 

candidates prepare effectively and tailor their 

responses to meet the expectations of each 

specific interview format. 

 

2. Before, during and after an interview 

 

Interviews are a critical part of the job application 

process. To navigate them successfully, one 

should consider what to do before, during, and 

after the interview. 

*Before Interview: 

·         Get the certificates and other 

documents ready and in order. 

·         Avoid funky hair style and look decent. 

·         Get a simple but decent dress pressed 

and be ready for interview. 

·          Avoid ornamentation. 

·         Get the foot wear polished and ready. 

·         Know about the organization. 

·         Update GK 

·         Present fifteen minutes before 

scheduled time. 

·         Do SWOT analysis. 

·         Practice expected questions. 

*During Interview: 
·         Arrive early 

·         Greeting and offering a firm hand 

shake 

·         Be positive and confident 

·         Active listening and speaking 

·        Maintain good Body Language-Eye 

contact, Smile, sitting posture, Hand 

movements, thinking skills, Alertness 

·         Sincerity would be assed.                                

·         Ask questions if permitted 

·         Leave the room after thanking them.  

*After the Interview: 

 ·        Send a thank-you email expressing the 

appreciation for the interview opportunity. 

·        Consider what went well and areas for 

improvement during the interview. 

·        Don't stop job search until have a 

confirmed offer. 

        Remember, interview etiquette and 

preparation can significantly impact the 

chances of success. Following these 

guidelines can help to present the best self 

during the interview process and increase the 

likelihood of securing the job.  

 

3. Do’s and Don’ts in an interview 

 

 Interviews can be nerve-wracking, but adhering 

to these do’s and don’ts can help to leave a 

positive impression: 

 

*Do’s: 

Prepare: Prepare answers to common questions. 

Practice: Conduct mock interviews in front of a 

mirror or with a friend. 

Research: Learn about the company and role. 

Take Notes: Take note key points about the 

position and company. 

Dress Appropriately: Wear professional attire. 

Arrive Early: Be punctual. 

Be Positive: Maintain a friendly and positive 

attitude. 

Ask Questions: Have thoughtful questions for the 

interviewer. 

Follow Up: Send a thank-you note after the 

interview. 

 

*Don’ts: 

Don’t Arrive Late: Punctuality is crucial. 

Don’t Be Unprepared: Lack of research can 

harm your chances. 

Avoid Negative Talk: Stay positive about 

previous employers. 

Don’t Overshare: Keep your answers concise and 

relevant. 

Avoid Distractions: Turn off the phone or put it 

on silent. 

Don’t Interrupt: Let the interviewer finish their 

questions. 

Avoid Salary Discussions Early: Wait for the 

appropriate time to discuss compensation. 

Don’t Criticize: Refrain from criticizing the 

company or interviewers. 

Avoid Overconfidence: Confidence is good, but 

arrogance is a turn-off. 

     By following these do’s and don’ts, you can 

increase your chances of making a positive 

impression and improving your prospects in the 

interview process. 
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4. Basic Interview questions 

 

Job interviews often include a mix of common 

questions to assess a candidate's qualifications, 

personality, and fit for the role.  

Here are some basic interview questions you may 

encounter: 

1. Tell me about yourself. Provide a brief 

overview of the professional background and 

accomplishments. 

2. What are your strengths and weaknesses? 

Highlight your strengths related to the job and 

mention how you're working on your 

weaknesses. 

3. Why do you want to work here? Show your 

enthusiasm for the company and align your 

goals with theirs. 

4. Can you describe a challenging situation 

you've faced at work and how you handled 

it? Use the STAR method (Situation, Task, 

Action, Result) to structure your response. 

5. Where do you see yourself in 5 years?  
Discuss your career goals and how they align 

with the company. 

6. Why should we hire you? Emphasize your 

unique skills and experiences that make you a 

valuable candidate. 

7. What do you know about our company? 

Demonstrate your research by discussing the 

company's mission, products, or recent 

achievements. 

8. How do you handle stress or pressure? Share 

your strategies for managing stress 

effectively. 

9. Describe a time when you worked in a team. 

Highlight your teamwork and communication 

skills. 

10. Do you have any questions for us? Prepare 

thoughtful questions about the role, team, or 

company culture to show your interest. 

        These questions provide a foundation for 

interview preparation. Tailor your responses 

to match the specific job and company you're 

interviewing for, and practice your answers to 

be confident and concise. 

 

 

 

 

 

5. Structure and process of Group 

Discussions 

 

Group Discussion means as the name itself 

explains, it is a discussion conducted in a 

group. It measures the skills, traits and 

abilities of a candidate for being recruited by 

an organization. The participants are different 

from group to group. The group is given a 

topic and is asked to discuss for fifteen to 

twenty minutes. This discussion is monitored 

by experts and the performance of the 

individuals is evaluated. 

*Structure of Group Discussions 

1. Introduction: 

Begin by introducing the topic and 

participants. 

Establish ground rules to ensure a respectful 

and orderly discussion. 

2. Main Discussion: 

Encourage participants to share their thoughts 

and opinions. 

Ensure everyone gets a chance to speak. 

Keep the discussion focused on the topic. 

3. Moderation: 

A moderator can facilitate the discussion, 

keeping it on track and ensuring fairness. 

They can guide the flow of conversation, 

summarize key points, and encourage 

participation. 

4. Listening: 

Actively listen to others' perspectives. 

Avoid interrupting and show respect for differing 

viewpoints. 

5. Conclusion: 

Summarize the main points discussed. 

Allow for final remarks or conclusions from 

participants. 

6. Reflect and Learn: 

After the discussion, reflect on what was learned 

and any decisions made. 

Consider ways to improve future group 

discussions. 

Group discussions are used in various settings, 

from educational institutions to professional 

environments. They promote collaboration, idea 

exchange, and critical thinking, making them 

valuable tools for decision-making and problem-

solving. 
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*Process of Group Discussions 

The process of a group discussion typically 

involves the following key steps: 

1. Understand the Purpose: 

Determine the objective of the discussion, 

whether it's decision-making, problem-

solving, or idea generation. 

2. Member Selection: 

Decide who will participate in the group 

discussion based on their relevance to the 

topic. 

3. Seating Arrangements: 

Arrange seating in a way that facilitates 

communication and interaction among 

participants. 

4. Instructions: 

Provide necessary instructions and guidelines to 

participants to ensure a structured discussion. 

5. Announcement of Topic: 

Clearly state the topic or issue that will be 

discussed to set the focus of the conversation. 

6. Discussion Time: 

Allocate a specific time for the discussion and 

ensure that it progresses smoothly. 

7. Assessment: 

Evaluate the outcomes of the discussion, such as 

conclusions reached, ideas generated, or 

decisions made. 

Effective group discussions often require a 

facilitator who guides the conversation, 

ensures everyone has an opportunity to speak, 

and keeps the discussion on track. Creating an 

inclusive and respectful environment is 

crucial for productive group discussions, 

where participants feel comfortable sharing 

their perspectives and ideas. 

 

6. Role functions, Do’s and Don’ts in 

Group discussions 

 

*Role Functions in Group Discussions: 

Group discussions play a vital role in various 

professional and educational settings. Here are the 

role functions and some do's and don'ts to ensure 

effective participation: 

1. Moderator: Guides the discussion, ensures 

everyone participates, all voices are heard, and 

keeps the conversation on track. They may also 

help to resolve any conflicts that arise. 

2. Evaluator: The evaluator assesses the group's 

progress and helps to keep the discussion on track. 

They may point out areas where the group needs 

to focus or suggest ways to move the discussion 

forward. 

3. Initiator: The initiator is the person who gets 

the discussion started. They may introduce the 

topic, ask the first question, or share their own 

thoughts and ideas. 

4. Recorder: Takes notes, summarizes key points, 

and records decisions made. 

5. Timekeeper: Manages the discussion's time 

allocation to cover all topics. 

6. Clarifier/Summarizer: Restates important 

points and clarifies misunderstandings. 

7. Contributor/Informer: Offers insights, ideas, 

and solutions to the topics being discussed. They 

provide information and evidence to support their 

arguments. They may share facts, statistics, or 

personal experiences. 

8. Devil's Advocate: Challenges ideas 

constructively to stimulate critical thinking. 

9. Supporter: Encourages and acknowledges the 

contributions of others. 

 

*Do’s in Group Discussions: 

Listen actively to others. 

Share your ideas and perspectives. 

Maintain a respectful tone. 

Stay on-topic and focused. 

Collaborate and build on shared ideas. 

 

*Don’ts in Group Discussions: 

Interrupt or dominate the discussion. 

Disregard others' opinions. 

Use offensive language or tone. 

Go off-topic or get sidetracked. 

Engage in personal attacks or conflicts. 

Remember, each role function contributes to a 

productive discussion, and adhering to the do's 

and avoiding the don'ts fosters a conducive 

environment for sharing ideas and reaching 

meaningful conclusions. 
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UNIT- III 

INTERVIEWS AND GROUP DISCUSSIONS 

1. Interview and its types 

                             Interview: An interview is a 

meeting between an employer and a job applicant. 

It is a conversation where questions are asked and 

answers are given. The person who asks questions 

is an interviewer. The person who responds is an 

interviewee.    

*Types of Interviews:  

1. Face to Face Interview: This type of interview 

is between the interviewee and the employer or 

member of the company.   

2. One-on-One Interview: It is a traditional 

interview, involves meeting an aspirant with a 

hiring manager or HR professional.   

3. Group Interview: Multiple candidates are 

interviewed at the same time.   

4. Phone Screen: A brief phone call with a 

recruiter, usually lasting 15 to 30 minutes, to 

verify the resume details and explore the interest 

in the role and career goals. 

5. Panel Interview: This type of interview will 

involve three or more people of decision makers at 

once interviewing the interviewee.   

6. Behavioral Interview: Focuses on the past 

behavior and experiences to predict how the 

performance would be in the future.   

7. Competency-Based Interview: Evaluates 

specific competencies or skills required for the 

job, asking questions about the experiences in 

handling relevant situations. 

8. Case Interview: Commonly used in consulting 

and analytical roles, it presents a business problem 

or scenario, and expected to analyze and solve it 

during the interview. 

9. Technical Interview: Typically for technical 

roles, it assesses the technical knowledge, 

problem-solving abilities, and coding skills. 

10. Stress Interview: Designed to put under 

pressure to evaluate how to handle stress and 

challenging situations. 

11. Informal Interview: Less structured and 

often occurs over a meal or in a casual setting to 

assess the personality and cultural fit within the 

company. 

12. Skype or Video Interview: Conducted 

remotely through video conferencing tools, 

increasingly common for remote job positions. 

 

 

 

2. Before, during and after an interview 

Interviews are a critical part of the job application 

process. To navigate them successfully, one 

should consider what to do before, during, and 

after the interview. 

*Before Interview: 

·         Get the certificates and other 

documents ready and in order. 

·         Get a simple hair style, decent dress 

and, get the foot wear polished.  

·         Know about the organization.  

·         Present fifteen minutes before 

scheduled time. 

·         Do SWOT analysis. 

·         Practice expected questions. 

*During Interview: 
·         Greeting and offering a firm hand 

shake 

·         Be positive and confident 

·         Active listening and speaking 

·        Maintain good Body Language-Eye 

contact, Smile, sitting posture, thinking skills, 

Alertness, sincerity would be assed.                                

·         Ask questions if permitted 

·         Leave the room after thanking them.  

*After the Interview: 

 ·        Send a thank-you email expressing the 

appreciation for the interview opportunity. 

·        Consider what went well and areas for 

improvement during the interview. 

          

3. Do’s and Don’ts in an interview 

 Interviews can be nerve-wracking, but adhering 

to these do’s and don’ts can help to leave a 

positive impression: 

*Do’s: 

Prepare: Prepare answers to common questions. 

Practice: Conduct mock interviews in front of a 

mirror or with a friend. 

Research: Learn about the company and role. 

Dress Appropriately: Wear professional attire. 

Arrive Early: Be punctual. 

Be Positive: Maintain a friendly and positive 

attitude. 

Ask Questions: Have thoughtful questions for the 

interviewer. 

Follow Up: Send a thank-you note after the 

interview. 
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*Don’ts: 

Don’t Arrive Late: Punctuality is crucial. 

Don’t Be Unprepared: Lack of research can 

harm your chances. 

Avoid Negative Talk: Stay positive about 

previous employers. 

Don’t Overshare: Keep your answers concise and 

relevant. 

Avoid Distractions: Turn off the phone or put it 

on silent. 

Don’t Interrupt: Let the interviewer finish their 

questions. 

Avoid Salary Discussions Early: Wait for the 

appropriate time to discuss compensation. 

Don’t Criticize: Refrain from criticizing the 

company or interviewers. 

Avoid Overconfidence: Confidence is good, but 

arrogance is a turn-off. 

       

4. Basic Interview questions 

Job interviews often include a mix of common 

questions to assess a candidate's qualifications, 

personality, and fit for the role.  

Here are some basic interview questions you may 

encounter: 

1. Tell me about yourself. Provide a brief 

overview of your background and 

accomplishments. 

2. What are your strengths and weaknesses? 

Highlight your strengths related to the job and 

mention. 

3. Why do you want to work here? Show your 

enthusiasm for the company and align your 

goals with theirs. 

4. Can you describe a challenging situation 

you've faced at work and how you handled 

it? Use the STAR method (Situation, Task, 

Action, Result) to structure your response. 

5. Where do you see yourself in 5 years? 
Discuss your career goals and how they align 

with the company. 

6. Why should we hire you? Emphasize your 

unique skills and experiences that make you a 

valuable candidate. 

7. What do you know about our company? 

Demonstrate your research by discussing the 

company's mission, products, or recent 

achievements. 

8. How do you handle stress or pressure? Share 

your strategies for managing stress 

effectively. 

9. Describe a time when you worked in a team. 

Highlight your teamwork and communication 

skills. 

 

10. Do you have any questions for us? Prepare 

thoughtful questions about the role, team, or 

company culture to show your interest. 

 

5. Structure and process of Group Discussions 

Group Discussion means a discussion conducted 

in a group. It measures the skills, traits and 

abilities of a candidate for being recruited by an 

organization. The group is given a topic and is 

asked to discuss for fifteen to twenty minutes. 

This discussion is monitored by experts and the 

performance of the individuals is evaluated. 

*Structure of Group Discussions 

1. Introduction: 

Begin by introducing the topic, participants and 

establish ground rules.   

2. Main Discussion: 

Encourage everyone participant to speak.   

Keep the discussion focused on the topic. 

3. Moderation: 

A moderator can facilitate the discussion, keeping 

it on track and ensuring fairness. 

      Encourage everyone participant to speak.   

4. Listening: 

         Actively listen to others' perspectives and 

differing viewpoints. 

5. Conclusion: 

Summarize the main points discussed and 

conclude.  

6. Reflect and Learn: 

After the discussion, reflect on what was learned 

and any decisions made. 

Consider ways to improve future group 

discussions. 

*Process of Group Discussions 

The process of a group discussion typically 

involves the following key steps: 

1. Understand the Purpose: 

Determine the objective of the discussion.  

2. Member Selection: 

Decide who will participate in the group discussion 

based on their relevance to the topic. 
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3. Seating Arrangements: 

Arrange seating in a way that facilitates 

communication and interaction among 

participants. 

4. Instructions: 

Provide necessary instructions and guidelines to 

participants to ensure a structured discussion. 

5. Announcement of Topic: 

Clearly state the topic or issue that will be 

discussed to set the focus of the conversation. 

6. Discussion Time: 

Allocate a specific time for the discussion and 

ensure that it progresses smoothly. 

7. Assessment: 

Evaluate the outcomes of the discussion, such as 

conclusions reached, ideas generated, or 

decisions made. 

 

 6. Role functions, Do’s and Don’ts in Group 

discussions 

*Role Functions in Group Discussions: 

Group discussions play a vital role in various 

professional and educational settings. Here are the 

role functions and some do's and don'ts to ensure 

effective participation: 

1. Moderator: Guides the discussion, ensures 

everyone participates, and keeps the conversation 

on track.   

2. Evaluator: The evaluator assesses the group's 

progress and helps to keep the discussion on track.   

3. Initiator: The initiator is the person who gets 

the discussion started.   

4. Recorder: Takes notes, summarizes key points, 

and records decisions made. 

5. Timekeeper: Manages the discussion's time 

allocation to cover all topics. 

6. Clarifier/Summarizer: Restates important 

points and clarifies misunderstandings. 

7. Contributor/Informer: Offers insights, ideas, 

and solutions to the topics being discussed.   

8. Devil's Advocate: Challenges ideas 

constructively to stimulate critical thinking. 

9. Supporter: Encourages and acknowledges the 

contributions of others. 

 

 

 

*Do’s in Group Discussions: 

Listen actively to others. 

Share your ideas and perspectives. 

Maintain a respectful tone. 

Stay on-topic and focused. 

Collaborate and build on shared ideas. 

 

*Don’ts in Group Discussions: 

Interrupt or dominate the discussion. 

Disregard others' opinions. 

Use offensive language or tone. 

Go off-topic or get sidetracked. 

Engage in personal attacks or conflicts. 

 

The following skills and personality traits are 

assessed in a group discussion: 

Communication Skills, Interpersonal Skills,  

Leadership Skills, Motivational Skills, Team 

Building Skills, Negotiation Skills,  

Analytical/Logical Thinking Skills, Problem 

Solving Skills, Reasoning ability, Initiative, 

Assertiveness, Flexibility, Creativity, Decision 

Making Ability, Cooperation.  
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