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FOREWORD

Engineering has played a very significant role in the progress and expansion of mankind and
society for centuries. Engineering ideas that originated in the Indian subcontinent have had a
thoughtful impact on the world.

All India Council for Technical Education (AICTE) had always been at the forefront of assisting
Technical students in every possible manner since its inception in 1987. The goal of AICTE has
been to promote quality Technical Education and thereby take the industry to a greater heights
and ultimately turn our dear motherland India into a Modern Developed Nation. It will not be
inept to mention here that Engineers are the backbone of the modern society - better the
engineers, better the industry, and better the industry, better the country.

NEP 2020 envisages education in regional languages to all, thereby ensuring that each and
every student becomes capable and competent enough and is in a position to contribute
towards the national growth and development.

One of the spheres where AICTE had been relentlessly working from last few years was to
provide high-quality moderately priced books of International standard prepared in various
regional languages to all it’s Engineering students. These books are not only prepared keeping
in mind it's easy language, real life examples, rich contents and but also the industry needs in
this everyday changing world. These books are as per AICTE Model Curriculum of Engineering
& Technology — 2018.

Eminent Professors from all over India with great knowledge and experience have written these
books for the benefit of academic fraternity. AICTE is confident that these books with their rich
contents will help technical students master the subjects with greater ease and quality.

AICTE appreciates the hard work of the original authors, coordinators and the translators for

their endeavour in making these Engineering subjects more lucid.
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PREFACE

Proficiency in communication skills is one of the basic needs of the students of Engineering and
Technology. A technician is required to communicate with his peers, subordinates and superiors all the
time in his professional life.
The communication needs of the technical students can broadly be put into two categories:

1. The employers’ expectation,

2. The students’ needs during the course of their engineering studies.
The technical students are supposed to learn the vocabulary items from the ‘register’ of physical sciences,
in addition to those already learnt by way of general English courses. Similarly, they need to develop
familiarity with the sentence structures which are frequently used in scientific and technological
literature. The textbook designed for the students joining the Technical Institutions, is in tune with needs
of the industries. The entrants of these engineering courses are supposed to have learnt English as a
subject at the High School. It has been our experience that the effective vocabulary of these students
is not more than five hundred words as against the desired vocabulary of approximately five thousand
words. This textbook aims at teaching approximately three thousand new words specially required for
reading textbooks written in English on subjects of scientific and technical nature.

This textbook has been thoroughly revised in the light of the New Education Policy 2020.
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OUTCOME BASED EDUCATION

Programmeme Outcomes (POs) POs are statements that describe what students are expected to know
and be able to do upon graduating from the programme. These relate to the skills, knowledge, analytical
ability attitude and behaviour that students acquire through the programme. The POs essentially indicate
what the students can do from subject-wise knowledge acquired by them during the programme. As
such, POs define the professional profile of an engineering Diploma graduate. NBA has defined the
following seven POs for an Engineering Diploma graduate:

(i) Basic and Discipline specific knowledge: Apply knowledge of basic mathematics, science and
engineering fundamentals and engineering specialization to solve the engineering problems.

(ii) Problem analysis: Identify and analyse well-defined engineering problems using codified stan-
dard methods.

(iii) Design/ development of solutions: Design solutions for well-defined technical problems and assist
with the design of systems components or processes to meet specified needs.

(iv) Engineering Tools, Experimentation and Testing: Apply modern engineering tools and appropri-
ate technique to conduct standard tests and measurements.

(v) Engineering practices for society, sustainability and environment: Apply appropriate technology
in context of society, sustainability, environment and ethical practices.

(vi) Project Management: Use engineering management principles individually, as a team member or
a leader to manage projects and effectively communicate about well-defined engineering activi-
ties.

(vii) Life-long learning: Ability to analyse individual needs and engage in updating in the context of
technological changes.
Programme Specific Outcomes (PSOs) PSOs are a statement that describes what students are expected
to know and be able to do in a specialized area of discipline upon graduation from a programme.
Programme may specify 2-4 programme specific outcomes, if required. These are the statements, which
are specific to the particular 11 programme. They are beyond POs. Programme Curriculum and other

activities during the programme must help in the achievement of PSOs along with POs. 3
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COURSE OUTCOMES

At the end of this course, the participants will:

o Develop basic speaking and writing skills including proper usage of language and vocabulary
highly confident and skilled speakers and writers.

o Beinformed of the latest trends in basic verbal activities such as presentations, facing interviews
and other forms of oral communication.

o Develop skills of group presentation and communication in team.

o Master non-verbal communication such as proper use of body language and gestures.

EXPECTED MAPPING WITH COURSE OUTCOMES
(1- Weak Correlation; 2- Medium correlation; 3- Strong Correlation)
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GUIDELINES FOR TEACHERS

To implement Outcome Based Education (OBE) knowledge level and skill set of the students should be

enhanced. Teachers should take a major responsibility for the proper implementation of OBE. Some of

the responsibilities (not limited to) for the teachers in OBE system may be as follows:

Within reasonable constraint, they should manipulate time to the best advantage of all students.

They should assess the students only upon certain defined criterion without considering any other

potential ineligibility to discriminate them.

They should try to grow the learning abilities of the students to a certain level before they leave the

institute.

They should try to ensure that all the students are equipped with the quality knowledge as well as

competence after they finish their education.

They should always encourage the students to develop their ultimate performance capabilities.

They should facilitate and encourage group work and team work to consolidate newer approach.

They should follow Blooms taxonomy in every part of the assessment.

Bloom’s Taxonomy

Level Teacher should Student should be Possible Mode of

eve Check able to Assessment

Creating Studenctrse:ghty to Design or Create Mini project
Evaluating Smde}]ltfsg?;hty to Argue or Defend Assignment
Analvsi Students ability to Differentiate or Project/Lab

nalysing distinguish Distinguish Methodology

Applvi Students ability to Operate or Technical Presentation/
pplying use information Demonstrate Demonstration
_ S;;s& rllrtls tizllil(g;so Explain or Classify Presentation/Seminar
Students ability to .
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GUIDELINES FOR STUDENTS

Students should take equal responsibility for implementing the OBE. Some of the responsibilities (not

limited to) for the students in OBE system are as follows:

Students should be well aware of each UO before the start of a unit in each and every course.
Students should be well aware of each CO before the start of the course.

Students should be well aware of each PO before the start of the programmeme.

Students should think critically and reasonably with proper reflection and action.

Learning of the students should be connected and integrated with practical and real life consequences.

Students should be well aware of their competency at every level of OBE.

(xv)






Unit-1 Communication: Theory and Practice

1.1

1.2

1.3

1.4

CONTENTS

Foreword
Acknowledgement

Preface

Outcome Based Education
List of Figures

List of Tables

Guidelines for Teachers

Guidelines for Students

Unit Specifics
Rationale
Pre-requisites
Unit Outcomes

Basics of Communication: Introduction, Meaning and

Definition, Process of Communication.

Types of Communication:

Formal and Informal, Verbal, Non-Verbal and Barriers to

Effective Communication.

7 C’s for Effective Communication (Considerate, Concrete,

Concise, Clear, Complete, Correct, Courteous).

Art of Effective Communication,
a. Choosing words

b. Voice Modulation

c. Clarity

d. Time

e. Simplification of words

(xvii)

il

vii
ib:e
X1

Xiii
X1v

XV

1-45

7-22

23-25
26
26
26
26
26
26



1.5

Unit-2: Soft Skills for Professional Excellence

2.1
2.2
2.3

2.4
2.5

Unit-3: Reading Comprehension

3.1

3.2

3.3

Technical Communication.
Case Studies
Summary

Practicals

Unit Specifics

Rationale

Pre-requisites

Unit Outcomes

Introduction: Soft Skills and Hard Skills.
Importance of Soft Skills.

Life skills: Self-awareness and Self-analysis, Adaptability,
Resilience, Emotional Intelligence and Empathy etc.

Applying Soft Skills Across Cultures.
Case Studies.
Summary

Practicals

Unit Specifics

Rationale

Pre-requisites

Unit Outcomes

Comprehension, Vocabulary Enhancement and Grammar Exercises based on
reading of the following texts:

Section-1

3.2.1 Malgudi Days: R.K. Narayan

3.2.2 The Room on Roof: Ruskin Bond

3.2.3 The Gift of the Magi : O. Henry

3.2.4 Uncle Podger Hangs a Picture: Jerome K. Jerome
Section-2

3.3.1 Night of the Scorpion: Nissim Ezekiel

3.3.2 Stopping by Woods on a Snowy Evening: Robert Frost

(xviii)

28-33
33-34

48-49
50
51-69

70- 75
76-77

95-99

100
101
102
105

107
111



Unit-4: Professional Writing

4.1
4.2
4.3

Unit-5: Vocabulary and Grammar

5.1
5.2
5.3
5.4
5.5
5.6

3.3.3 Where the Mind is Without Fear: Rabindranath Tagore
3.3.4 Ode to Tomatoes: Pablo Neruda

Case study

Summary

Practicals

Unit Specifics

Rationale

Pre-requisites

Unit Outcomes

The Art of Précis Writing

Letters: Business

Drafting Email, Notices, Minutes of a Meeting
Case Study

Summary

Practicals

Unit Specifics

Rationale

Pre-requisites

Unit Outcomes

Commonly used Words

Glossary of Administrative Terms (English and Hindi)
One-Word Substitution

Idioms and Phrases

Parts of Speech, Active and Passive Voice, Tenses
Punctuation

Case Study

Summary

Practicals

(xix)

114

118
118
118

127-165
127

127

127

127

128

130
140-145
149

149

152

161-192
161

161

161

161

162 -178
179-183
188-189
183
170-178
178

183

184

185






