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EMPLOYABILITY SKILL - CLASS XI  

WORKSHEET 1 - COMMUNICATION SKILL 
 

MCQ (1 Mark each) – 15 Questions 

1. Which of these is NOT a method of communication? 
a) Written communication 
b) Verbal communication 
c) Non-verbal communication 
d) Emotional communication 
Answer: d 

2. Which of the following is an example of verbal communication? 
a) Facial expression 
b) Body language 
c) Written letter 
d) Spoken words 
Answer: d 

3. Nodding your head is an example of: 
a) Verbal communication 
b) Non-verbal communication 
c) Written communication 
d) Formal communication 
Answer: b 

4. The process of encoding and decoding a message is part of which concept? 
a) Communication Cycle 
b) Verbal Communication 
c) Barriers to Communication 
d) Nonverbal Communication 
Answer: a 

5. Which is crucial for understanding the message's effectiveness? 
a) Sender's perspective only 
b) Receiver's perspective only 
c) Feedback 
d) Only verbal communication 
Answer: c 

6. What is the primary function of feedback in the communication cycle? 
a) To convey the sender's emotions 
b) To confirm the message was received 



c) To criticize the speaker 
d) To control the conversation 
Answer: b 

7. A slang word is an example of a barrier to communication due to: 
a) Cultural differences 
b) Physical barriers 
c) Language differences 
d) Jargon 
Answer: c 

8. Which part of speech describes actions? 
a) Noun 
b) Verb 
c) Adjective 
d) Adverb 
Answer: b 

9. A group of words that expresses a complete thought is called a: 
a) Clause 
b) Phrase 
c) Sentence 
d) Paragraph 
Answer: c 

10. Which part of speech modifies a verb? 
a) Adjective 
b) Adverb 
c) Noun 
d) Pronoun 
Answer: b 

11. Which part of speech names a person, place, or thing? 
a) Verb 
b) Noun 
c) Adjective 
d) Adverb 
Answer: b 

12. Which type of sentence makes a statement? 
a) Interrogative 
b) Exclamatory 
c) Declarative 



d) Imperative 
Answer: c 

13. A sentence with one independent clause is a: 
a) Compound sentence 
b) Complex sentence 
c) Simple sentence 
d) Compound-complex sentence 
Answer: c 

14. Which sentence uses correct subject-verb agreement? 
a) The dogs run fast. 
b) The dog runs fast. 
c) The dog run fast. 
d) Dogs runs fast. 
Answer: b 

15. Which of these is a preposition? 
a) Quickly 
b) Beside 
c) Happy 
d) Sing 
Answer: b 

Short Answer (2 Marks each) – 10 Questions 

16. Define verbal communication. Give one example. 

Answer: Verbal communication is the process of conveying information or ideas 
through spoken words. An example is a conversation between two friends 
discussing a movie they've both seen. 

17. What are the different types of nonverbal communication? 

Answer: Nonverbal communication encompasses various forms, including body 
language (gestures, posture, facial expressions), proxemics (personal space), 
kinesics (movement), haptics (touch), and paralanguage (tone of voice, pauses). 
Visual cues like appearance and artifacts also contribute. Ultimately, it's a 
multifaceted system that conveys meaning beyond words. 

18. Explain the importance of feedback in the communication cycle. 

Answer: Feedback is crucial in the communication cycle because it allows the 
sender to assess whether the message was understood as intended and adjust 
future communication. It ensures clarity and effective two-way interaction, 
enabling a more accurate and productive exchange of information. Without 



feedback, communication can become one-sided and potentially lead to 
misunderstandings. 

19. List three barriers to effective communication. 

Answer: Three barriers to effective communication include: language 
differences, preconceived notions/biases, and poor listening skills. These can 
hinder the clear transmission and understanding of a message. 

20. Define the term "subject" in a sentence. 

Answer: A subject in a sentence is the noun or pronoun that performs the action 
of the verb. 

21. What is the difference between a simple and compound sentence? 

Answer: A simple sentence expresses one complete thought with a subject and a 
verb. A compound sentence joins two or more independent clauses, often with a 
conjunction like "and," "but," or "or," expressing more than one complete thought. 

22. Identify the parts of speech in the sentence: "The quick brown fox jumps over the 
lazy dog." 

Answer: The sentence "The quick brown fox jumps over the lazy dog" contains: 
determiners (the), adjectives (quick, brown, lazy), nouns (fox, dog), a verb 
(jumps), prepositions (over, the), and more determiners (the). 

23. Explain the concept of subject-verb agreement. 

Answer: Subject-verb agreement means a verb must agree in number (singular 
or plural) with its subject. If the subject is singular, the verb must be singular; if 
plural the verb must be plural. This is a fundamental grammatical rule. 

24. What are the different types of clauses? 

25. Clauses are categorized as independent (main) or dependent (subordinate). 
Independent clauses can stand alone as complete sentences, while dependent 
clauses cannot. Further subdivisions exist, like adjective, adverb, and noun 
clauses, based on their function within a sentence. 

26. Write a simple sentence using the parts of speech: noun, verb, adjective. 

Answer: The bright sun shines brightly.  

• bright: defining adjective describing the sun. 

• sun: defining noun, the object of the sentence. 

• shines: verb, the action performed by the sun. 



 

Medium Answer (3 Marks each) – 8 Questions  

26. Describe the communication cycle with its stages. 

Answer: The communication cycle describes the process of conveying 
information. It typically involves five stages: 1) Sender initiates the message; 2) 
Encoding converts the message into a transmittable format; 3) Transmission 
sends the message through a chosen channel; 4) Decoding by the receiver 
interprets the message; and 5) Feedback, a response from the receiver, 
acknowledges reception and understanding, completing the cycle. Effective 
communication relies on clear encoding, accurate decoding, and constructive 
feedback. 

27. Discuss the various methods of communication, highlighting their advantages 
and disadvantages. 

Answer: Communication methods encompass various channels, each with 
unique strengths and weaknesses. Verbal communication, like face-to-face 
conversations, offers immediate feedback and nuanced understanding but can 
be time-consuming and less effective over distance. Written communication, 
including emails and reports, provides a permanent record but lacks immediate 
response and can be misinterpreted. Visual communication, utilizing images 
and graphics, conveys complex ideas quickly but may not be fully understood 
without accompanying explanation. Nonverbal communication, such as body 
language and tone of voice, plays a crucial role in conveying emotions and 
context but can be easily misinterpreted depending on cultural norms. The best 
method depends on the specific context, message complexity, and desired 
outcome. 

28. Elaborate on the role of non-verbal communication in effective communication. 

Answer: Non-verbal communication plays a crucial role in effective 
communication, often exceeding the impact of verbal messages. Gestures, 
facial expressions, body language, and tone of voice all contribute to the overall 
message received. These cues can reinforce or contradict verbal statements, 
impacting understanding and trust. For example, a firm handshake combined 
with direct eye contact can signal confidence and sincerity, while crossed arms 
and a downturned mouth might indicate disinterest or disagreement. Thus, 
effective communication relies heavily on the harmonious integration of both 
verbal and non-verbal cues. 

29. How can you overcome the barrier of language differences in communication? 



Answer: Non-verbal communication plays a crucial role in effective 
communication, often exceeding the impact of verbal messages. Gestures, 
facial expressions, body language, and tone of voice all contribute to the overall 
message received. These cues can reinforce or contradict verbal statements, 
impacting understanding and trust. For example, a firm handshake combined 
with direct eye contact can signal confidence and sincerity, while crossed arms 
and a downturned mouth might indicate disinterest or disagreement. Thus, 
effective communication relies heavily on the harmonious integration of both 
verbal and non-verbal cues. 

30. Explain how different parts of speech contribute to sentence structure. 

Answer: Different parts of speech play crucial roles in sentence structure. Nouns 
provide the core objects or subjects, verbs describe actions or states of being, 
adjectives modify nouns, and adverbs modify verbs, adjectives, or other adverbs. 
Prepositions show relationships between words, while conjunctions connect 
clauses or phrases. Pronouns replace nouns, and articles specify nouns. Each 
part of speech contributes to the sentence's meaning and grammatical integrity, 
dictating the sentence's overall structure, including subject-verb agreement and 
proper punctuation. 

31. Distinguish between simple, compound, and complex sentences. Provide 
examples. 

Answer: Simple sentences express a complete thought with one independent 
clause. Examples: The cat sat on the mat. John went to the store. 

Compound sentences join two or more independent clauses. Examples: The cat 
sat on the mat, and the dog barked. John went to the store, but Mary stayed 
home. 

Complex sentences contain one independent clause and at least one dependent 
clause. Examples: Because the cat was hungry, it ate the food. Although John 
went to the store, he forgot his wallet. These demonstrate the different ways 
clauses combine to form complete thoughts. 

32. Analyse a written text and identify the types of sentences used. 

Answer: Analysing a written text to identify sentence types involves categorizing 
sentences based on their grammatical structure and purpose. Common types 
include declarative (stating a fact), interrogative (asking a question), imperative 
(giving a command), and exclamatory (expressing strong emotion). A thorough 
analysis considers the function of each sentence within the overall text's 
argument or narrative. Identifying these types helps in understanding the 
author's intent and the overall tone of the piece. This process requires close 



reading and attention to grammatical cues like question marks, exclamation 
points, and the subject-verb structure of each sentence. 

33. Discuss the importance of proper grammar and sentence structure in written 
communication. 

Answer: Proper grammar and sentence structure are crucial for effective written 
communication. They ensure clarity and conciseness, allowing the reader to 
easily understand the intended message. Incorrect grammar and poorly 
constructed sentences can lead to misinterpretations, muddled thoughts, and a 
loss of credibility. A strong command of these elements demonstrates 
professionalism and respect for the audience, ultimately enhancing the impact 
and effectiveness of the communication. 

Long Answer (5 Marks each) – 5 Questions 

34. Discuss the barriers to effective communication, highlighting how these can be 
addressed in various contexts. 

Answer: Barriers to effective communication hinder the clear and accurate 
transmission of information, impacting various contexts from personal 
relationships to professional settings. One significant barrier is language 
differences, which can lead to misinterpretations and misunderstandings. 
Addressing this involves using clear, concise language, employing visual aids, 
and potentially utilizing translation services. Cultural differences also pose a 
hurdle, as nonverbal cues and communication styles vary greatly. Promoting 
cultural awareness training and fostering empathy can mitigate these issues. 

Another key barrier is poor listening skills. Individuals may be distracted, 
interrupt, or prematurely formulate responses, preventing comprehension. 
Improving active listening techniques, encouraging patience, and creating an 
environment conducive to open dialogue are crucial. Furthermore, emotional 
barriers, such as biases, prejudices, and preconceived notions, can significantly 
distort communication. Promoting critical thinking, active reflection, and 
fostering an environment of mutual respect can help. Finally, technical 
limitations, like unreliable communication channels or poor technological 
infrastructure, impede effective communication. Investing in reliable systems 
and ensuring accessibility can overcome these issues. Addressing these diverse 
barriers requires a multifaceted approach tailored to the specific context, 
whether it's a team meeting, a personal conversation, or a global negotiation. 

35. Create a scenario of a business meeting where effective verbal and nonverbal 
communication are crucial. Explain how good communication can impact the 
outcome of the meeting. 



Answer: Imagine a crucial meeting between a software development team and a 
client regarding a project's delayed launch. The client, Ms. Chen, is visibly 
frustrated by the delay, using hand gestures to emphasize her concern. The 
project lead, Mr. Lee, actively listens, maintaining eye contact and nodding to 
show understanding. He then calmly explains the technical issues, using precise 
language and avoiding jargon. He outlines a revised timeline and detailed action 
items, ensuring Ms. Chen understands each step. His tone remains professional, 
even under pressure, and he proactively addresses her concerns by offering 
alternative solutions. He also effectively incorporates visual aids like charts and 
diagrams, which help clarify complex technical details. 

Effective communication in this scenario is crucial. Mr. Lee's verbal clarity and 
proactive problem-solving demonstrate his understanding and respect for Ms. 
Chen's concerns. His nonverbal cues, like maintaining eye contact and using 
supportive body language, create a sense of trust and encourage open dialogue. 
Conversely, poor communication—such as using confusing terminology, 
interrupting the client, or exhibiting dismissive body language—would likely 
exacerbate tension and damage the relationship. By focusing on active listening, 
clear articulation, and demonstrating empathy, Mr. Lee can achieve a positive 
outcome, likely resulting in a revised timeline that satisfies both parties and 
potentially strengthens the client-developer relationship. 

36. Write a paragraph explaining the concept of the communication cycle and how it 
is crucial for a successful conversation. 

Answer: The communication cycle is a dynamic process involving the sender 
encoding a message, transmitting it through a chosen channel, and the receiver 
decoding it. Crucially, the receiver then provides feedback, which is essential for 
the sender to understand if the message was successfully interpreted. This 
feedback loop is crucial for a successful conversation as it allows for 
clarification, confirmation, and adjustment of the message based on the 
receiver's understanding. Without this cyclical process of encoding, 
transmission, decoding, and feedback, communication can easily break down, 
leading to misunderstandings, misinterpretations, and ultimately, an 
unproductive or even unproductive exchange. Effective communication hinges 
on this constant interplay between sender and receiver, ensuring both parties 
are on the same page and working towards a shared understanding. The cycle 
reiterates, with each interaction shaping future exchanges. 

37. Create a formal email requesting information about a new product launch. 

Answer: Subject: Inquiry Regarding New Product Launch - [Product Name] 

Dear [Contact Person Name], 



I am writing to request information regarding the upcoming launch of the 
[Product Name] product. My company, [Your Company Name], is deeply 
interested in exploring potential partnerships and distribution opportunities. 

Could you please provide details about the launch date, key features of the new 
product, and any planned marketing strategies? Information on pricing models, 
target market, and estimated sales figures would also be greatly appreciated. 

We are particularly interested in [mention specific aspects of the product or 
launch that interest your company, e.g., the sustainable materials used, the 
innovative technology, the potential for online sales]. Please let me know if a call 
to discuss these details further would be possible. 

We look forward to hearing from you soon. 

Sincerely, 

[Your Name] 
[Your Title] 
[Your Company Name] 
[Your Phone Number] 
[Your Email Address] 

38. Critique a paragraph, identifying grammatical errors, unclear sentences, and 
ineffective use of language. 

Answer: To critique a paragraph, first read it carefully to understand the intended 
meaning. Look for grammatical errors like incorrect verb tenses, misplaced 
modifiers, or subject-verb agreement problems. Underline any sentences that 
seem awkward or confusing. Does the sentence clearly convey the intended 
idea? Are there any vague or ambiguous words? Is the vocabulary appropriate for 
the intended audience? If the language is overly formal or informal, or if technical 
terms are used without explanation, note those issues. For example, if a 
paragraph uses jargon, that might be inappropriate depending on the context. If 
the paragraph jumps from one idea to another without transition, note that as 
well. Provide specific examples of the errors, and suggest revisions to improve 
clarity and effectiveness. Ultimately, the goal is to offer constructive feedback on 
the paragraph's structure, clarity, and overall impact. 

 


