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(i) What are the macro functi unication?

Communication servesgsevers

These are called macro fu
and share informatio

imary functions of communication is to share
information. For example, when someone explains how to

le/stay informed and make decisions based on accurate information.

ing: Communication is also used to influence others. This involves

g someone to adopt a particular viewpoint or take specific action. For
example, advertising tries to persuade consumers to buy a product, or politicians
may persuade voters to support them.

3. Expressing feelings: Communication allows individuals to share their emotions.
People express how they feel, whether it's joy, anger, sadness, or excitement. For
example, when someone tells a friend, "I'm so happy you're here!" they are using
communication to express their feelings.

4. Socializing: Communication helps in building relationships. It’s used in casual
chats, greetings, or even deeper conversations to connect with others. Whether
in person or online, socializing strengthens bonds and helps people build trust.



5.

Entertaining: Communication is also used for fun or amusement. This includes
telling jokes, stories, or performing plays. Entertainment makes life more
enjoyable and often serves to relax or distract people from stress.

(ii) How is a conversation different from other speech events?

A conversation is different from other speech events in several ways:

Two-way interaction: Unlike other speech events (like speeches or lectures), a
conversation involves at least two people exchanging information. In a speech,
one person usually talks while the others listen. But in a éenvergation, everyone
shares their thoughts and responses, creating a back-and-forth flewsef
communication.

Informal and flexible: Conversations are usually infosmaland happen in
everyday settings, such as with friends or family. Pe@ple often talkabout
different topics in a relaxed way. On the othermhandy speech events like
presentations or meetings are often more structuredand formal.

Spontaneous: Conversations tend to be mere spontaneous. Topics can change
quickly, and there is little preparation. In'€entrast)speéches or presentations are
planned in advance with a clear stru¢ture andypurpose.

Equal participation: In a conversation, all partic¢ipants typically take turns
speaking and listening. This greates a'balance where everyone can contribute.
However, in a speech, one person often speaks while others listen passively.
Focus on connégtionyThegoalof a conversation is often to connect with others,
exchange ideas, andybuild relationships. Other speech events may focus more on
educating or infemmingya lasger dudience.

(iii) What aspeets should be kept in mind to ensure the success of a
meeting?

For'ameetingyto be efféctive, several factors must be considered:

1.

3.

Clear purpose and agenda: Before the meeting, the objective and topics should
be cléarly defined. Everyone should know why the meeting is taking place and
what will be discussed. A well-prepared agenda helps participants stay focused
and organized throughout the meeting.

Time management: Time should be respected to avoid wasting participants’
time. Start the meeting on time and stick to the planned schedule. Try not to go
off-topic and make sure there is enough time for everyone to discuss key points.
Active participation: Everyone should be encouraged to speak and share their
thoughts. This ensures that diverse viewpoints are heard and that the meeting is
productive. It's important that participants feel comfortable contributing without
fear of judgment.



4. Clear communication: When presenting ideas or discussing topics, use clear
and simple language. Avoid jargon or technical terms that may confuse
participants. Make sure everyone understands what is being discussed and that
important points are emphasized.

5. Decision-making and action plans: The meeting should result in clear
decisions or agreements. Summarize the main points and outcomes, and
establish next steps or action items. Assign tasks and deadlines to ensure follow-
up after the meeting.

6. Follow-up: After the meeting, send out a summary or minutes of the meeting to
everyone involved. This helps people remember what was discussed and
reminds them of their responsibilities or actions. It’s a goad way to track
progress and ensure accountability.

(iv) What is the appropriate language and tonewhile attending a
meeting and why?

When attending a meeting, it’s important to use appreépriatelanguage and tone to
ensure effective communication. Here's what to keepyin mind:

1. Professional and respectful language:\Use polite and formal language,
especially in business or professional meetings. Avoid slang or overly casual
language, as it might makeyyoulseem Unprofessional or less serious. For example,
say "Thank you foriygour input instead of "Thanks."

2. Clear and concise: Speak'clearly and stay on topic. Avoid rambling or using
complicated words that might confuse others. The goal is to communicate your
pointsiin assimple, understandable way.

3. Positive'and constructive tone: Maintain a positive attitude, even when
discussing challenges or disagreements. Use a constructive tone that focuses on
solutions rathemthan just pointing out problems. For example, instead of saying
“Thislis abadidea," say "I see some challenges with this approach; maybe we
could comsider alternatives."

4. Neutral and calm tone in disagreements: If there’s a disagreement, keep your
tone neutral and calm. Avoid raising your voice or sounding aggressive, as this
can lead to conflict. Speak calmly, listen to others' opinions, and express your
own ideas without anger.

5. Active listening tone: Show that you are listening attentively by using a tone
that reflects interest and understanding. Saying things like "I understand your
point” or "That’s a good idea" helps to acknowledge others' contributions and
promotes open dialogue.



The right language and tone help create a positive atmosphere, encourage collaboration,
and ensure that the meeting stays focused on productive outcomes.

(v) What is non-verbal communication?

Non-verbal communication refers to the ways we convey messages without using
words. It includes all the physical actions and signals that can communicate feelings,
thoughts, or intentions. Non-verbal communication can be as powerful as spoken
language and sometimes even more so. Here are key aspects:

1. Body language: This includes gestures, posture, and mogemengtfFor example,
crossed arms might indicate defensiveness, while an open pasture.shews
attentiveness and openness. Nodding during a conversation shows agreement or
understanding.

2. Facial expressions: Our faces can convey a wide rahge of‘emotiens, such as
happiness, sadness, anger, surprise, or confusion. Smiling usually signals
friendliness, while frowning may indicate disapprovaler concern.

3. Eye contact: The way we use eye contaetiean show'interest, confidence, or
attentiveness. Too little eye contact might'lbe Seéenias a'sign of disinterest or
discomfort, while too much can feel intimidating.

4. Tone of voice: The way we say semething (volume, pitch, speed) can change the
meaning of the message. Forgexamplepsaying “I'm fine” in a flat tone might
suggest you are not really okay, even though the words themselves are neutral.

5. Gestures: Usinghand movements, head nods, or other gestures can support or
emphasize the words we speak. For example, raising your hand in a meeting
signals that yougwant te speak’or ask a question.

6. Proxemics: This refeis tojthe use of personal space. How close we stand to
othersieanéommunicate comfort, dominance, or intimidation. In some cultures,
standingtoo close maybe seen as rude, while in others, it's normal.

ZanTouch: A handshake, pat on the back, or a hug can convey different emotions or
intentiens, depending on the context and relationship between people.

Non-verbal communication helps to reinforce, complement, or even contradict what is
being said vérbally. It's important to be aware of non-verbal cues, as they can
sometimes reveal more than words themselves.

(vi )Explain any two faulty reading habits noticed among second language learners.
1. Word-for-word translation

Many second language learners tend to translate every word from their native language
to the target language while reading. They often focus on understanding individual
words instead of the meaning of sentences or paragraphs as a whole.



Why it’s faulty: This habit can lead to confusion because languages have different
structures, and words might not always have direct translations. Also, it can slow down
reading and make it harder to grasp the overall meaning of the text. Learners should
focus on understanding the context and the general idea rather than translating every
word.

2. SKipping unfamiliar words

Another common habit is skipping over words that are not familiar, assuming that it’s
not important to understand every word in the text. Learners may keep reading without
making an effort to figure out what the unknown words mean.

Why it’s faulty: Skipping words can result in missing key information‘er details that are
crucial to understanding the text. Instead of skipping, learnegssshould tryite infer the

meaning of unfamiliar words through context or look'them@p tobuildwecabulary and
comprehension. This helps improve overall reading skillslandanderstanding.
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