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1. What are the barriers to communication ? Explain the three broad categories under which such 

barriers can be classified. 

Barriers to communication are things that get in the way of people understanding each other. 

These obstacles can make it hard for messages to be sent or received clearly, leading to 

confusion or mistakes. There are three main types of barriers to communication: 

1. Physical Barriers: 

These are external or environmental problems that make it difficult to communicate. They 

can affect how we hear, see, or interact with others. 

 Examples: 

o Noise: Sounds like traffic, music, or machinery that make it hard to hear each 

other. 

o Distance: Being far apart, making it harder to communicate effectively. 

o Technology problems: Bad phone or internet connections that disrupt the 

message. 

o Physical barriers: Things like hearing or vision problems, or poor lighting in 

a room. 

2. Psychological Barriers: 

These are mental or emotional factors that affect how we understand or send messages. Our 

feelings and state of mind can get in the way of good communication. 

 Examples: 



 

 

o Prejudices and biases: Judging someone too quickly without understanding 

them fully. 

o Strong emotions: Feelings like anger, stress, or anxiety that make it hard to 

focus or listen. 

o Defensiveness: Becoming closed off or upset if we feel criticized or attacked. 

o Distractions: Having our mind on other things instead of paying attention to 

the conversation. 

3. Semantic Barriers: 

These happen when words or phrases are misunderstood, making the message unclear. It’s 

about how we use and understand language. 

 Examples: 

o Jargon: Using specialized language or terms that the listener doesn’t 

understand. 

o Ambiguity: Words that can have more than one meaning, causing confusion. 

o Language differences: Speaking different languages or dialects that make it 

hard to understand each other. 

o Misunderstanding tone: Not picking up on the right tone or emotion behind 

words, like sarcasm. 

Conclusion: 

To communicate well, it’s important to recognize and address these barriers. By being aware 

of physical, psychological, and semantic obstacles, we can make communication clearer and 

avoid misunderstandings. 

 

2. What are ‘homonyms’ and ‘homographs’ ? Give examples of both. 

Homonyms and homographs are words that look or sound similar but have different 

meanings. Here's what they mean: 

Homonyms: 

Homonyms are words that have the same spelling or sound but different meanings. They can 

be either spelled the same (like "bat" for an animal and "bat" for a tool used in sports) or 

pronounced the same (like "to," "two," and "too"). 

 Examples: 

o Bat: 

 A flying mammal. 

 A sports equipment used in baseball. 



 

 

o Bank: 

 A place where you keep money. 

 The side of a river. 

Homographs: 

Homographs are words that are spelled the same but have different meanings. They may or 

may not be pronounced the same. 

 Examples: 

o Lead: 

 To guide or show the way (pronounced "leed"). 

 A type of metal (pronounced "led"). 

o Tear: 

 To rip something (pronounced "teer"). 

 A drop of liquid from the eye (pronounced "tare"). 

Conclusion: 

 Homonyms: Same spelling or sound, different meanings (like "bat" for an animal and 

a tool). 

 Homographs: Same spelling, but different meanings, and sometimes different 

pronunciations (like "lead" for metal and to guide). 

 

You have been offered a job as an analyst in a firm. Write a formal letter of acceptance to the 

head of the firm. 

[Your Name] 

[Your Address] 

[City, State, PinCode] 

 

[Date] 

[Recipient's Name] 

Head of [Firm Name] 

[Company Address] 

[City, State, Pin Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally accept your offer for the position of 

Analyst at [Firm Name], as discussed in our recent communication. I am excited about the 



 

 

opportunity to contribute to your team and support the firm's goals with my skills and 

expertise. 

I appreciate the trust you have placed in me, and I am eager to begin my work with [Firm 

Name]. As discussed, I will be joining the team on [Start Date]. Please let me know if there 

are any documents or further steps I need to complete before my first day. 

Thank you once again for this opportunity. I look forward to working with you and the team 

at [Firm Name]. 

Sincerely, 

[Your Name] 

Prepare a five-minute presentation on ‘How to prepare for a job interview.’ 

Title: How to Prepare for a Job Interview 

Good [morning/afternoon], everyone! Today, I’m going to talk to you about how to prepare 

for a job interview. Job interviews can be nerve-wracking, but with the right preparation, 

you can feel confident and increase your chances of success. 

1. Research the Company 

The first step in preparing for an interview is researching the company. You should 

understand its mission, values, products or services, and recent achievements. Visit their 

website, read their social media posts, and check news articles. This shows the interviewer 

that you are genuinely interested in the company and helps you tailor your responses to align 

with their culture and goals. 

 Tip: Prepare a few thoughtful questions about the company to ask the interviewer. 

This demonstrates your interest and initiative. 

2. Understand the Job Description 

Next, carefully read the job description. Pay attention to the key skills and qualifications 

required. Highlight the tasks and responsibilities of the role, and match them with your 

experience and skills. This will help you present yourself as the ideal candidate during the 

interview. 

 Tip: Practice answering questions related to the skills mentioned in the job 

description. For example, if the job requires leadership skills, think of times when 

you've successfully led a team or project. 

3. Prepare Your Answers 



 

 

While you can't predict every question, there are common interview questions you can 

prepare for, such as: 

 Tell me about yourself. 

 Why do you want to work here? 

 What are your strengths and weaknesses? 

 Why did you leave your last job? 

Think about your answers in advance and practice them out loud. Use the STAR method 

(Situation, Task, Action, Result) to structure your responses to behavioral questions. This will 

help you provide clear, concise, and relevant answers. 

 Tip: Keep your answers positive, even when discussing challenges or weaknesses. 

Focus on how you've learned and grown from those experiences. 

4. Dress Appropriately 

Your appearance plays a big role in making a good first impression. Dress according to the 

company culture. If you're unsure, it's better to be slightly overdressed than underdressed. For 

most professional environments, business casual is a safe choice, but research the company’s 

dress code if you're unsure. 

 Tip: Make sure your clothes are clean, well-fitted, and comfortable. Also, pay 

attention to your grooming – it’s the small details that count. 

5. Practice Good Body Language 

Non-verbal communication is just as important as what you say. When you walk into the 

interview, make sure to greet the interviewer with a firm handshake and maintain eye contact. 

Sit up straight and avoid fidgeting. Positive body language shows confidence and helps you 

create a connection with the interviewer. 

 Tip: Smile and listen attentively. Nod occasionally to show you’re engaged in the 

conversation. 

6. Prepare Your Documents 

Before the interview, make sure you have all the necessary documents with you, including: 

 A copy of your resume or CV. 

 A list of references. 

 Any other documents the employer may have requested (like a portfolio or 

certifications). 

 Tip: Keep these documents organized in a folder so you can easily access them during 

the interview. 



 

 

7. Arrive on Time 

Punctuality is critical. Aim to arrive at least 10-15 minutes before the interview starts. 

Arriving late can create a negative first impression, while arriving too early can make the 

interviewer feel rushed. 

 Tip: If the interview is virtual, make sure to test your technology (internet, camera, 

microphone) ahead of time to avoid technical issues. 

Conclusion: 

To wrap up, preparing for a job interview involves researching the company, understanding 

the job description, practicing your answers, dressing appropriately, maintaining good body 

language, preparing your documents, and being on time. By taking these steps, you’ll show 

the interviewer that you’re well-prepared, confident, and ready to contribute to their team. 

Thank you for your time, and I wish you the best of luck in your job interviews! 
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