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this book aims to provide crucial insights into various facets of developing one s personality as
well as to improve written verbal and non verbal communication skills special attention has
been paid to the specific needs of a job aspirant such as writing of effective cvs participation in
group discussions tackling job interviews and to hone one s public speaking and speed reading

skills

communication has an important place in human society social awareness is the product of
communication communication is the process of transmitting information and common
understanding from one person to another the study of communication is important because
every administrative function and activity involves some form of direct or indirect
communication communication is the basis of social interaction communication skill can decide
our success in social life in general and professional life in particular in the process of
communication the sender of the message and its receiver may have to face certain obstacles

called barriers of communication

in today s fast paced era of information technology communicating effectively has become an
indispensable skill sought after by organizations worldwide professionals who possess
excellent communication skills are well equipped to navigate the challenges of the modern
professional world where diverse paths like writing speaking reading and listening converge this

all encompassing student friendly textbook delves into the crucial aspects of technical
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communication tailored specifically for students of science and engineering divided into two
parts this book provides a complete understanding of the essential skills required to thrive in the
realm of technical communication part a of the text through in depth exploration introduces
students to the intricacies of drafting business documents the significance of effective
teamwork and offers remedies to communication breakdown furthermore a dedicated chapter on
advertising sheds light on the art of persuasive communication part b focuses on the collective
and individual requirements of group communication with a practical approach it explores the
intricacies of delivering impactful presentations decoding non verbal cues mastering the art of
speeches excelling in interviews and honing negotiation skills these skills are essential for
young professionals aiming to thrive in new challenges and excel in their careers this
captivating text now in its second edition features a brand new chapter technology in
communication the chapter highlights the revolutionary role of technology in disseminating fast
and efficient information through online platforms in addition it also forewarns the disadvantages
of technology in communication overall the content emphasizes the transformative role of
technology in communication and the need for responsible and mindful usage to maximize its
benefits primarily intended as a text for undergraduate students of engineering and science this
compact book is also of immense value to the students of business management in addition the
text would be a handy reference for practicing professionals who wish to hone their
communication skills for achieving better results and should prove extremely useful for those

involved in everyday communication target audience b tech mba pdgm bba

in the era of information technology organizations seek employees who have excellent
communication skills the advantage is for the individuals who with their excellent
communicative ability are able to meet the challenges of the professional world through diverse
paths such as writing speaking reading and listening this comprehensive and student friendly
book dwells on various aspects of technical communication that students of science and

engineering should be familiar with divided into two parts part a of the text describes in detail
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the planning designing and drafting of documents for a broad range of situations and
applications the text explores the types of business letters reflecting current practices and
different techniques of drafting them since in the professional settings executives have to work
in teams the book explains various causes of communication breakdown and ways to
overcome them a separate chapter is devoted to advertising part b elaborates on group
communication taking into consideration the collective and individual requirements this part also
includes individual chapters on effective presentation non verbal cues speeches interviews and
negotiation skills so as to orient young professionals towards new challenges this compact
book is intended primarily as a text for undergraduate students of engineering and science
besides students of business management would also find the book immensely valuable in
addition the text would be a handy reference for practicing professionals who wish to hone their
communication skills for achieving better results and should prove extremely useful for those

involved in everyday communication

a skill as it is understood in everyday parlance refers to either the actively and consciously
learned or the innate and intrinsic ability to act towards the achievement of a goal or a set of
goals with steadfastness determined precision and vigour and through the use of fixed and a
calculated amount of time energy and financial resources skills are often subdivided into general
and activity specific or focused skills common examples of general skills include general and
time management hard work and commitment teambuilding and teamwork and thought
leadership besides self and third party motivation in contrast activity or domain specific skills
refer to those skills that are applicable only for a specific kind of activity for e g carrying out a
military operation or achieving expertise on a particular subject a skill may be called an art
when it represents a body of knowledge or branch of learning such as in the case of the art of
precision surgery or the art of warfare all types of human quotidian activities require some type
of skills though the degree and extent of skills may vary on a case to case basis jobs also

require some kinds of skills to varying degrees and jobs may be classified and categorized into
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unskilled jobs semi skilled jobs and skilled jobs examples of unskilled jobs include that of a
restaurant waiter this kind of job however requires a basic degree of skills such as customer
management and customer service examples of semi skilled jobs include that of a chef while
examples of a job requiring a high degree of skills may be that of an aeronautical engineer the

latter requires years of training and practice and many formal certifications to boot

no detailed description available for changing identities

effective technical communication is designed to serve as a practical guide and useful resource
for scientists engineers and researchers it addresses the need of practitioners engaged in the
exchange of technical information to effectively share their ideas with and make an impact on
their peers the book provides guidelines technical conventions and graphical and visual aids for
communicating effectively it discusses the use of scientific vocabulary and various forms of
writing starting from simple forms such as paragraph and précis writing to more advanced forms
such as scientific and engineering reports and papers written in an easy to understand style the
text is supported with numerous illustrative examples the correct use of language the dos and
don ts of communication and the effective use of speech communication have also been

discussed in detail

akashvani english is a programme journal of all india radio it was formerly known as the indian
listener it used to serve the listener as a bradshaw of broadcasting and give listener the useful
information in an interesting manner about programmes who writes them take part in them and
produce them along with photographs of performing artists it also contains the information of
major changes in the policy and service of the organisation the indian listener fortnightly
programme journal of air in english published by the indian state broadcasting service bombay
started on 22 december 1935 and was the successor to the indian radio times in english which
was published beginning in july 16 of 1927 from 22 august 1937 onwards it used to published by

all india radio new delhi from 1950 it was turned into a weekly journal later the indian listener
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became akashvani english w e f january 5 1958 it was made fortnightly journal again w e f july 1
1983 name of the journal akashvani language of the journal english date month year of
publication 23 september 1979 periodicity of the journal weekly number of pages 63 volume
number vol xliv no 38 broadcast programme schedule published page nos 4 28 37 61 article 1
chest diseases 2 industrial radiography gains and hazards 3 malaria and its control 4 problems
of translation 5 astronomy and popular superstition 6 tremendous trifles author 1 dr v ganesan 2
k r das 3 dr s patnaik 4 enakshi chatterjee 5 r s bhusnurnath 6 p ¢ malhotra document id ape
1979 j s vol iii 13 prasar bharati archives has the copyright in all matters published in this

akashvani and other air journals for reproduction previous permission is essential

publishes papers reporting on research and development in optical science and engineering and

the practical applications of known optical science engineering and technology
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