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SUBJECT NAME & CODE: 

   PROFESSIONAL COMMUNICATION AND ETHICS- 

BE03000051 
 

Assignment Manual Solution  

(Disclaimer: The purpose of these AI-generated responses is just education and reference. Utilise them to grasp topics and structure, but 
always rewrite in your own words and double-check the content before submitting.) 

 

Assignment-1 

PROFESSIONAL COMMUNICATION (CO1) 

 

Q-1: Compare and discuss the various models of Communication keeping in view 
their salient features.

 

Answer: 

Communication models are conceptual frameworks that simplify the process of 
communication by highlighting its key elements. The main models have evolved from a 
simple linear transmission to more complex, interactive, and transactional views. 

 Linear Model (e.g., Aristotle's and Shannon-Weaver Model): This is the simplest 
model, viewing communication as a one-way process where a sender transmits a 
message through a channel to a receiver. The Shannon-Weaver model introduced the 
concept of "noise" as any disturbance that affects the fidelity of the message. Its 
salient feature is its simplicity, but its major limitation is that it portrays the receiver 
as passive, with no feedback. 

 Interactive Model (e.g., Schramm's Model): This model built upon the linear model 
by introducing the concept of feedback, making communication a two-way process. It 
emphasizes that both the sender and receiver encode and decode messages based on 
their individual "fields of experience." The key feature here is the feedback loop, 
which allows for clarification and makes the process more realistic. However, it still 
depicts communication as alternating between sender and receiver roles. 

 Transactional Model: This is the most contemporary and realistic model. It proposes 
that communication is a simultaneous process where both parties are continuously 
sending and receiving messages, thereby acting as communicators. The salient 
features include the emphasis on the shared "communication field" and the idea that 
meaning is co-created dynamically within a context. It recognizes that communication 
is an ongoing, collaborative process where both verbal and nonverbal cues are 
constantly at play. 
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In summary, the evolution from Linear to Interactive to Transactional models represents a 
shift from a simple sender-message-receiver paradigm to a complex, collaborative process 
of creating shared meaning. 

 

Q-2: Define the following types of Nonverbal Communication in brief: 

 (Also generate relevant images by using an AI tool for the same and paste in your 
answers) 

 Kinesics, Proxemics, Paralinguistic, features, Chronemics, Haptics, Olfactics, 
Oculesics.

 

Answer: 

(Note: image-generation-ready prompts for you to use in an AI image tool like Gemini, 
DALL-E, Midjourney, or Bing Image Creator and U do Not Have Write In Answer Book 
also a PDF of these image given in website which u can use for this question) 

 Kinesics: This is the study of body language, including gestures, postures, facial 
expressions, and eye movements. A simple nod can affirm a message, while crossed 
arms might indicate defensiveness. 

o Image Generation Prompt: "A clean, professional diagram showing different 
types of body language. Label sections for 'Facial Expressions' (showing 
happy, sad, angry faces), 'Gestures' (thumbs up, stop hand), 'Posture' 
(confident upright posture vs. slouched), and 'Eye Contact'. Use a simple, 
infographic style." 

 Proxemics: This refers to the use of space and distance in communication. Different 
cultures have specific norms for intimate, personal, social, and public distances, 
which can convey levels of familiarity or formality. 

o Image Generation Prompt: "An infographic illustrating Edward T. Hall's 
four proxemic zones. Show concentric circles around a stylized person, 
labeled from center outwards: Intimate Space (0-18 inches), Personal Space 
(1.5-4 feet), Social Space (4-12 feet), Public Space (12+ feet)." 

 Paralinguistics: This encompasses the vocal aspects that accompany speech, such as 
tone, pitch, volume, rate of speech, and pauses. The way you say something can 
completely change the meaning of the words. 

o Image Generation Prompt: "A conceptual image showing sound waves 
emanating from a person's mouth. Label different parts of the wave with 
paralinguistic features: 'Tone' (a curved, friendly wave), 'Pitch' (a high and low 
wave), 'Volume' (a large and small wave), and 'Speed' (dense vs. sparse 
waves)." 
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 Chronemics: This is the study of how time is used in communication. This includes 
punctuality, willingness to wait, and the amount of time spent on an activity, all of 
which communicate respect, priority, and status. 

o Image Generation Prompt: "A split image. On the left, a person anxiously 
looking at a watch with a late colleague rushing in. Label: 'Punctuality & 
Respect'. On the right, a manager briefly glancing at their phone during a 
conversation. Label: 'Time Allocation & Priority'." 

 Haptics: This involves communication through touch. A handshake, a pat on the 
back, or a hug can convey a wide range of messages from professionalism and 
encouragement to intimacy and comfort. 

o Image Generation Prompt: "A series of simple icons representing different 
types of professional and social touch: a firm handshake, a respectful high-
five, a comforting pat on the shoulder, and a stop hand to show inappropriate 
touch. Use a clear, vector art style." 

 Olfactics: This refers to the role of smell in communication. Scents can trigger 
memories, attract or repel people, and are a significant part of personal grooming and 
environmental awareness. 

o Image Generation Prompt: "A conceptual image showing a well-groomed 
professional person with light, wavy lines rising from them, symbolizing a 
pleasant fragrance. On one side, an icon of a deodorant can, and on the other, 
an icon of a flower, representing natural and artificial pleasant smells." 

 Oculesics: This is the study of eye movement, gaze, and eye-related behaviors. 
Maintaining eye contact generally shows interest and confidence, while avoiding it 
can signal dishonesty, discomfort, or disrespect in some cultures. 

o Image Generation Prompt: "A simple diagram of two faces looking at each 
other. Use arrows and labels to show: 'Direct Eye Contact' (confidence), 
'Frequent Blinking' (nervousness), 'Looking Away' (thoughtfulness or 
discomfort), and 'Pupil Dilation' (interest)." 

 

Q-3: Which factors are responsible for breakdown in any communication process?

 

Answer: 

A communication breakdown occurs when the intended message fails to be understood 
correctly by the receiver. Several factors can be responsible: 

 Physical Barriers: These are environmental issues like loud noise (acoustic or 
literal), poor network connection, physical distance, or disruptive settings that distort 
the message. 
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 Psychological Barriers: These include personal factors such as preconceived notions, 
biases, stereotypes, strong emotions (anger, stress), and closed-mindedness, which 
filter and alter the perception of the message. 

 Semantic Barriers: This is a primary cause of misunderstanding and relates to the 
meaning of words. It occurs due to ambiguous language, jargon, complex 
terminology, or differences in dialect and language, leading to misinterpretation. 

 Cultural Barriers: Differences in cultural backgrounds can lead to different 
interpretations of gestures, social norms, values, and etiquette. What is polite in one 
culture may be offensive in another. 

 Lack of Feedback: Without feedback, the sender cannot confirm if the message has 
been received and understood as intended. This one-way communication is prone to 
errors and assumptions. 

 Poor Listening Skills: When the receiver is not actively listening—due to distraction, 
preconceptions, or simply waiting for their turn to talk—the core message is often 
missed. 

 

Q-4: Write an appropriate prompt in any AI tool to generate the communication 
process chart / figure with all its elements along with noise in communication.

 

Answer: 

Prompt for AI Image Tool (e.g., DALL-E, Midjourney, Bing Image Creator): 

"Generate a clean, professional, and easy-to-understand diagram illustrating the linear 
communication process model. The chart must include the following labeled elements in 
a logical left-to-right flow: 

1. Sender: The point of origin who encodes the message. 

2. Message: The core content or information being sent. 

3. Encoding: The process of formulating the message. 

4. Channel: The medium (e.g., email, speech) used for transmission. 

5. Decoding: The process of interpreting the message by the receiver. 

6. Receiver: The destination who decodes the message. 

7. Feedback: A response arrow going from the receiver back to the sender. 

8. Noise: Represented as disruptive zigzag lines impacting the 'Channel' and labeled, 
showing how it can distort the message. 

Use a simple flowchart style with arrows indicating the direction of the process. The 
design should be suitable for an academic engineering assignment." 
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******* 
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Assignment-2 

PROFESSIONAL DOCUMENTATION (CO2) 

Q-1: You have attended a meeting for planning the upcoming International Day of 
Yoga. Prepare elaborated minutes of meeting in an appropriate format.

 

Answer: 

MINUTES OF MEETING 

Committee: International Day of Yoga 2024 Planning Committee 
Date: June 5, 2024 
Time: 3:00 PM - 4:30 PM 
Venue: College Conference Hall, ABC College of Engineering 
Chair: Dr. Anjali Sharma (Head of Student Welfare) 
Attendees: Prof. R. Mehta, Ms. Sneha Patil (Yoga Instructor), Mr. Rajesh Kumar 
(Student Representative), Ms. Priya Singh (Cultural Secretary), Mr. Amit Patel (Logistics 
Head) 

Agenda: To plan and delegate tasks for the successful organization of the International 
Day of Yoga on June 21, 2024. 

Agenda Item 
Discussion 

Points 
Actions 

Proposed 
Responsible 

Person(s) 
Deadline 

1. Welcome & 
Opening 

The Chair, Dr. 
Sharma, 

welcomed all 
members and 
outlined the 

objective of the 
meeting. 

--- --- --- 

2. Theme & 
Date/Time 

It was decided to 
adhere to the 

national theme, 
"Yoga for Self 
and Society." 

The event will be 
held on June 21, 
2024, from 7:00 

AM to 9:00 
AM on the 
university 
ground. 

Finalize 
promotional 

materials with 
the theme and 

timings. 

Prof. R. 
Mehta, 

Priya Singh 

June 10, 
2024 
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Agenda Item 
Discussion 

Points 
Actions 

Proposed 
Responsible 

Person(s) 
Deadline 

3. Yoga 
Session & 
Instructor 

A common yoga 
protocol (CYP) 
session will be 
conducted. Ms. 
Sneha Patil will 
lead the session 

and arrange for 5 
assistant 

instructors. 

Finalize the 
45-minute 

asana 
sequence. 

Arrange for 
microphones 
and a raised 
platform for 

the instructor. 

Ms. Sneha 
Patil, Amit 

Patel 

June 15, 
2024 

4. Logistics & 
Arrangements 

Discussion on 
requirements: 

• Sound system 
with multiple 

speakers. 
• 500 yoga mats. 
• Drinking water 
stations and first-

aid kit. 
• Volunteers for 

crowd 
management. 

Procure mats, 
arrange sound 
system, and 
coordinate 

with 20 student 
volunteers. 

Amit Patel, 
Rajesh 
Kumar 

June 18, 
2024 

5. Publicity & 
Promotion 

Promote via 
college notice 
boards, social 

media channels, 
and the college 
website. Design 

posters and 
online banners. 

Create and 
distribute 
digital and 
physical 

posters. Make 
announcements 

in all 
departments. 

Priya Singh, 
Rajesh 
Kumar 

June 12, 
2024 

6. Any Other 
Business 

A vote of thanks 
will be delivered 
by the Student 
Representative 
after the event. 

Prepare a short 
thank-you note 

for the 
instructors and 

participants. 

Rajesh 
Kumar 

June 20, 
2024 
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Agenda Item 
Discussion 

Points 
Actions 

Proposed 
Responsible 

Person(s) 
Deadline 

7. Next 
Meeting 

The next review 
meeting is 
scheduled 

for June 17, 
2024, at 4:00 PM 

in the same 
venue. 

--- 
All 

Members 
--- 

 

Meeting Concluded at: 4:25 PM 
Prepared by: Rajesh Kumar (Student Representative) 
Approved by: Dr. Anjali Sharma (Chair) 

 

Q-2: Write a technical description for any gadget that you are using in your day 
today life.

 

Answer: 

Technical Description: Logitech M171 Wireless Mouse 

1. Introduction 
The Logitech M171 is a compact, wireless computer mouse designed for portability and 
reliable everyday use. Its primary function is to translate hand movement into on-screen 
cursor movement and facilitate user input through its buttons and scroll wheel. 

2. Overall Appearance and Dimensions 
The mouse has an ambidextrous, curvilinear shape with a matte black finish. Its 
dimensions are approximately 10.0 cm in length, 5.8 cm in width, and 3.6 cm in height, 
making it ergonomically suitable for most hand sizes. 

3. Components and Features 

 Primary Buttons: Two main buttons (left and right click) are located on the top shell, 
providing tactile feedback upon actuation. 

 Scroll Wheel: A rubberized scroll wheel is centrally located between the primary 
buttons, allowing for vertical scrolling on web pages and documents. It also functions 
as a middle button when pressed. 

 Battery Compartment: A slide-off cover on the underside provides access to a single 
AA battery slot, which powers the device. 

 Optical Sensor: An invisible LED optical sensor is located on the bottom, which 
tracks movement on most surfaces with a resolution (sensitivity) of 1000 DPI. 
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 USB Receiver: A small, plug-and-play 2.4 GHz USB receiver is stored inside the 
battery compartment when not in use, providing a secure wireless connection to the 
computer. 

 Power Switch: An on/off switch is located on the bottom to conserve battery life. 

4. Operation 
The user inserts a AA battery, plugs the USB receiver into a computer's USB port, and 
switches the mouse on. The device pairs automatically, enabling immediate use of its 
pointing, clicking, and scrolling functions. 

 

Q-3: Use any AI tool to generate the project proposal that you want to submit to 
your concerned subject teacher.

 

Answer: 

 

Q-4: Write a letter with all the details to the Sales Manager of Infinity Info. Pvt. 
Ltd., Multiplex Road, Rajkot complaining him / her about the wrong product 
delivered to you instead of 100 Jumpo Galaxy Mobiles that you have ordered. You 
are Chinmay Gupta staying at Adarsh Bungalows, Near Penta Hills, Vadodara, 
Gujarat.

 

Answer: 

Chinmay Gupta 
Adarsh Bungalows, 
Near Penta Hills, 
Vadodara, Gujarat - 390020 
June 5, 2024 

The Sales Manager 
Infinity Info. Pvt. Ltd. 
Multiplex Road, 
Rajkot - 360001 

Subject: Complaint Regarding Incorrect Delivery of Mobile Phones against Order 
No. IN/7854/2024 

Sir/Madam, 

I am writing to bring a serious discrepancy in my recent order to your immediate 
attention. On May 28, 2024, I placed a bulk order (Order No. IN/7854/2024) for 100 
units of "Jumpo Galaxy Mobile" phones through your company's online portal. 

The consignment was delivered to my address today, June 5, 2024. However, upon 
inspecting the delivery, I discovered that instead of the 100 Jumpo Galaxy Mobiles, we 
have received 100 units of a different model, the "Spark Pro Max" phones. 
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This error is highly inconvenient as these phones do not meet the specifications required 
for the purpose of our bulk purchase. The incorrect delivery has disrupted our planned 
distribution schedule. 

I request you to initiate the reverse pickup of the wrongly delivered 100 units of "Spark 
Pro Max" phones at the earliest and arrange for the immediate dispatch of the correct 100 
units of "Jumpo Galaxy Mobile" phones as per our original order. 

For your reference, a copy of the order invoice and a picture of the delivered boxes are 
attached. I trust you will resolve this matter promptly. Please confirm the corrective 
action via email at chinmay.gupta@email.com or on my mobile number 98765XXXXX. 

Thank you for your attention to this matter. 

Sincerely, 
Chinmay Gupta 

 

Q-5: Send an email from your email id to your friend regarding the positive 
experiences that you have gained in your college. (Get a print of the mail and attach 
in the assignment file.)

 

Answer: 

(Note: This is the text for the email you would print and attach. The 'To' and 'From' 
fields are simulated for the assignment.) 

To: rohan.patel@email.com 
From: chinmay.g@student.college.edu 

Subject: My College Journey So Far! 뇤눎눐눑눒눏 

Hey Rohan, 

Hope you're doing great! I was just thinking about how fast time is flying in my B.E. 
program, and I felt like sharing some of the really positive experiences I've had here. It’s 
been quite transformative. 

The most significant part has been the hands-on learning. Our mechanical workshops and 
labs are fantastic. Just last week, we finished a project where we built a working model of 
a gearbox. Actually seeing the theory from our "Theory of Machines" book come to life 
in the workshop was an incredible feeling. The professors are very supportive; they 
encourage us to experiment and learn from our mistakes. 

Beyond academics, the campus life is vibrant. I’ve joined the Society of Automotive 
Engineers (SAE) club, and we are already brainstorming ideas for a mini-Baja vehicle. 
I've met so many like-minded people there, and it feels great to be part of a team working 
towards a common goal. It’s not all work, though – the annual tech fest was a blast, full of 
exciting competitions and guest lectures from industry experts. 

Overall, college is pushing me to grow not just as a student, but also in communication, 
time management, and teamwork. It's challenging, but in the best way possible. 
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I'd love to hear about how things are going on your end! Let's catch up properly over a 
call soon. 

Take care! 

Best, 
[ Your Name ] 

 

******* 
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Assignment-3 

ADVANCED PUBLIC SPEAKING SKILLS (CO3) 

 

Q-1: Draft a speech on the current topic of your choice. Prepare a video of about a 
minute keeping in mind Pronunciation, Body language, Expressions etc. Save in 
your Google drive. 

 • Write your speech as an answer  

• Also submit your video link so that your teacher can watch the video and can give 
you feedback

 

Answer: 

Speech Topic: The Power of a Growth Mindset 

(Speech Text for Submission) 

"Good morning, everyone. 

Have you ever looked at a complex problem and immediately thought, 'I can't do this'? I 
know I have. But what if I told you that just by changing that single thought to, 'I can't do 
this yet,' you unlock a world of potential? This is the core of a 'growth mindset.' 

It’s not about being the smartest person in the room; it’s about being the most persistent. 
It’s the understanding that abilities aren't fixed, but can be developed through dedication 
and hard work. In our journey as engineering students, we face countless challenges—
difficult subjects, demanding projects. A fixed mindset sees a low grade as a failure. A 
growth mindset sees it as feedback, a roadmap for where to focus our efforts. 

Let's embrace challenges, learn from criticism, and find inspiration in the success of 
others. Let's replace the word 'failing' with 'learning.' Because when we believe we can 
grow, we stop avoiding difficulties and start conquering them. 

Thank you." 

 

Q-2: What king of preparation will you make (a) before personal interview and (b) 
during personal interview?

 

Answer: 

(a) Preparation Before the Interview: 

 Research: Thoroughly research the company—its mission, values, recent projects, 
and the specific role you are applying for. 
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 Know Your Resume: Be prepared to discuss every point on your resume in detail, 
using the STAR method (Situation, Task, Action, Result) to explain your projects and 
experiences. 

 Anticipate Questions: Prepare answers for common questions like "Tell me about 
yourself," "What are your strengths and weaknesses?" and "Why should we hire 
you?" 

 Prepare Your Questions: Formulate 2-3 intelligent questions to ask the interviewer 
about the role, team, or company culture. 

 Logistics: Plan your route, ensure your interview attire is ready, and charge your 
devices if it's a virtual interview. 

(b) Conduct During the Interview: 

 First Impressions: Arrive early, offer a firm handshake (if in-person), and maintain 
confident and open body language. 

 Active Listening: Pay close attention to the questions. It is acceptable to take a brief 
moment to structure your thoughts before answering. 

 Clear and Concise Communication: Answer questions directly, providing relevant 
examples. Avoid rambling or giving overly technical answers unless asked. 

 Engage and Enthusiasm: Show genuine interest in the role and the company. 
Maintain positive eye contact and a respectful, engaged demeanor throughout. 

 Handle Pressure Calmly: If faced with a difficult question, stay calm. It is better to 
think aloud and show your problem-solving process than to give up. 

 

Q-3: Which features of personality are evaluated through Group Discussion (GD) as 
a part of Interview process?

 

Answer: 

A Group Discussion is a tool to evaluate a candidate's interpersonal skills and team player 
qualities. The key personality features assessed are: 

 Communication Skills: This includes clarity of thought, articulation, fluency, and 
listening skills. It's not just about speaking, but also about understanding others. 

 Teamwork and Interpersonal Skills: Evaluators look at how well you interact with 
other group members—whether you are cooperative, respectful of others' opinions, 
and able to build on others' ideas. 

 Leadership and Initiative: Not about dominating the conversation, but about guiding 
the discussion, encouraging quieter members, and keeping the group focused on the 
goal. 
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 Problem-Solving and Analytical Abilities: Your capacity to analyze the topic 
logically, structure your arguments, and contribute meaningfully to the solution is 
critical. 

 Flexibility and Open-mindedness: This is shown by your willingness to consider 
different viewpoints, adapt your own stance when presented with a better logic, and 
handle disagreement professionally. 

 Confidence and Composure: Your body language, tone of voice, and ability to 
remain calm and assertive under the pressure of a competitive environment are closely 
observed. 

 

Q-4: Explain the following types of delivery techniques with example. 
Extemporaneous, Memorization, Impromptu, Manuscript

 

Answer: 

 Extemporaneous 

o Explanation: This technique involves thorough preparation and practice but 
not memorization of the exact words. The speaker uses a brief outline or notes 
as a guide, allowing the speech to be delivered in a natural, conversational, 
and flexible manner. 

o Example: A project manager presenting a quarterly report. They have 
prepared slides and know the key data points but explain the results in their 
own words, adapting to the audience's reactions in real-time. This is the most 
commonly recommended technique for professional presentations. 

 Memorization 

o Explanation: The speaker writes the speech out word-for-word and commits 
it to memory. While this can ensure precision, it often sounds rehearsed and 
can lead to disaster if the speaker forgets a line. 

o Example: An actor performing a monologue or a student participating in a 
poetry recitation competition. The focus is on the exact delivery of a pre-
written text. 

 Impromptu 

o Explanation: Speaking without any prior preparation. This requires quickly 
organizing one's thoughts on the spot. It is spontaneous and relies entirely on 
the speaker's existing knowledge and ability to think under pressure. 

o Example: During a team meeting, your manager suddenly turns to you and 
says, "Can you give us a quick update on your module's progress?" Your 
immediate, unplanned response is an impromptu speech. 
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 Manuscript 

o Explanation: The speech is written out completely and read aloud to the 
audience. This is used when absolute accuracy is critical and every word must 
be chosen carefully. 

o Example: A CEO reading an official statement to the press about a company 
merger, or a scientist presenting a highly technical research paper at a 
conference where precise terminology is essential. The downside is that it can 
limit eye contact and connection with the audience. 

 

******* 
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Assignment-4 

PROFESSIONAL ETIQUETTES: ESSENTIAL GUIDELINES (CO4) 

 

Q-1: Differentiate between social manners, morals, and etiquette, and how do they 
contribute to professional behavior?

 

Answer: 

While often used interchangeably, social manners, morals, and etiquette are distinct 
concepts that collectively shape professional behavior. 

 Morals are an individual's internal principles and beliefs about right and wrong. They 
form the ethical foundation. In a professional context, morals guide a person to be 
honest, not to overcharge a client, or to refuse to participate in fraudulent activity. 

 Etiquette is a set of explicit, formal rules and conventions governing polite behavior 
in a specific society or context. Professional etiquette is the codified "rulebook" for 
the workplace. For example, the etiquette for a business email includes a clear subject 
line, a formal salutation, and a professional signature. 

 Social Manners are the informal, everyday expressions of courtesy and consideration 
for others. They are the practical application of good intentions. In the office, this 
includes holding the door for a colleague, saying "please" and "thank you," or not 
interrupting someone who is speaking. 

Contribution to Professional Behavior: Morals provide the why (the ethical compass), 
etiquette provides the what (the specific rules), and manners provide the how (the 
courteous execution). A professional with strong morals will act with integrity. By 
learning business etiquette, they know the expected protocols. By exercising good 
manners, they implement these protocols respectfully, building trust, fostering positive 
relationships, and creating a collaborative work environment. 

 

Q-2: List three dos and three don’ts one should follow during small talk in a 
professional setting.

 

Answer: 

Dos: 

1. Do start with safe, open-ended questions. Use topics like current industry events, a 
recent office achievement, or general interests like travel or books. Example: "What 
did you think of the keynote speaker at the conference?" 

2. Do practice active listening. Nod, maintain eye contact, and ask follow-up questions 
based on what the other person says. This shows genuine interest. 
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3. Do be mindful of time. Keep the conversation brief and positive, ideally 3-5 minutes, 
especially before a formal meeting or in a busy hallway. 

Don'ts: 

1. Don't discuss controversial topics. Strictly avoid politics, religion, and personal 
finances. These topics are high-risk and can create immediate discomfort or conflict. 

2. Don't dominate the conversation. Small talk is a two-way exchange. Avoid lengthy 
stories about yourself and give the other person ample opportunity to speak. 

3. Don't overshare personal information. Keep the conversation light. Avoid 
discussing personal problems, health issues, or office gossip. 

 

Q-3: Elaborate the importance of workplace etiquette and what are the two 
examples of unprofessional behavior to avoid?

 

Answer: 

Importance of Workplace Etiquette: 

Workplace etiquette is crucial because it creates a respectful, efficient, and positive work 
environment. It is not about rigid rules but about demonstrating respect for colleagues, 
management, and the organization itself. Its importance includes: 

 Fostering Professionalism: It builds a company's reputation and makes the 
workplace orderly and predictable. 

 Improving Communication: Clear protocols prevent misunderstandings and ensure 
smooth information flow. 

 Enhancing Teamwork: Respectful interaction is the bedrock of collaboration and 
trust. 

 Boosting Career Prospects: Employees who demonstrate good etiquette are viewed 
as more competent, reliable, and promotable. 

Two Examples of Unprofessional Behavior to Avoid: 

1. Poor Communication Habits: This includes consistently being late to meetings, 
interrupting colleagues, using unprofessional language in emails or chats, and failing 
to respond to messages in a timely manner. It shows a lack of respect for others' time 
and contributions. 

2. Breaching Confidentiality and Engaging in Gossip: Discussing sensitive company 
information or spreading rumors about colleagues erodes trust, damages reputations, 
and can create a toxic work environment. It is a direct violation of professional 
integrity. 
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Q-4: Suggest the ways to manage mobile phone usage by professionals during 
meetings and interactions in the workplace.

 

Answer: 

Managing mobile phone usage is essential for demonstrating respect and maintaining 
focus. 

 Silence and Store: Before any meeting or significant interaction, switch your phone 
to silent or vibrate mode and put it away in a bag or pocket. Out of sight is out of 
mind. 

 Set Clear Expectations: Team leaders should establish and communicate clear norms 
for phone use during meetings, making it a part of the team's culture. 

 Use it Purposefully, Not Passively: If you need to use your phone to reference a 
document for the meeting, announce it at the start. For example, "I have the data on 
my phone; I'll just pull it up now." This distinguishes purposeful use from distracted 
scrolling. 

 Excuse Yourself for Urgent Calls: If you are expecting a truly urgent call, inform the 
meeting leader at the outset. If it comes, quietly excuse yourself from the room to take 
it. 

 Lead by Example: Senior professionals should model the behavior they expect from 
their teams by keeping their own phones away during interactions. 

 

Q-5: List the key considerations for hosting a foreign counterpart to ensure 
culturally sensitive and respectful interaction.

 

Answer: 

Hosting a foreign counterpart requires mindfulness to build a strong international 
professional relationship. 

 Research Their Culture: Prior to their arrival, learn about their basic cultural norms. 
Understand common greetings (bow, handshake, or namaste?), gift-giving etiquette, 
and dining customs. Be aware of topics that may be considered taboo. 

 Plan Logistical Details Thoughtfully: Ensure their accommodation and 
transportation are arranged. Provide a clear agenda in advance. Consider dietary 
restrictions when planning meals. 

 Be Mindful of Communication Style: Pay attention to indirect versus direct 
communication styles. Be patient with language barriers, speak clearly without using 
slang, and actively listen. Use formal titles unless invited to do otherwise. 
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 Schedule and Punctuality: Understand their cultural perspective on time. While it is 
best to be punctual yourself, be aware that in some cultures, meeting start times are 
more flexible. 

 Focus on Building Rapport: In many cultures, business is built on personal 
relationships. Allow time for small talk and relationship-building activities rather than 
diving straight into business negotiations. Show genuine interest in their country and 
culture. 
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Assignment-5 

PEOPLE SKILLS FOR PROFESSIONAL COMMUNICATION (CO4) 

 

Q-1: Evaluate how time management affects stress management.

 

Answer: 

Effective time management is a fundamental pillar of stress management. The 
relationship is direct and causal: poor time management creates stress, while good time 
management mitigates it. 

When an individual mismanages time, they often face missed deadlines, last-minute 
rushes, and a constant feeling of being overwhelmed. This chaos triggers the body's stress 
response, leading to anxiety, reduced sleep quality, and impaired concentration. 
Conversely, good time management—through prioritization (using tools like the 
Eisenhower Matrix), setting realistic goals, and avoiding procrastination—creates a sense 
of control and predictability. This structure reduces uncertainty, one of the key sources of 
stress. By breaking down large projects into manageable tasks, what seemed like an 
insurmountable source of anxiety becomes a series of achievable steps. Therefore, time 
management is not just a productivity tool; it is a critical strategy for maintaining 
emotional equilibrium and a healthy, sustainable work-life balance. 

 

Q-2: Formulate the relation between the ability to say no with respecting privacy.

 

Answer: 

The ability to say "no" is a practical manifestation of respecting both one's own privacy 
and that of others. It is a key boundary-setting skill. 

 Respecting Your Own Privacy: When you say "no" to requests that intrude on your 
personal time, energy, or confidential matters, you are defending your personal 
boundaries. For example, saying "no" to a colleague who asks about a private family 
issue or to working on a weekend reserved for personal rest is an act of self-respect. It 
communicates that your private life and well-being are valuable and non-negotiable. 

 Respecting Others' Privacy: The same principle applies in reverse. A person with 
good people skills knows when not to ask a question that would force someone else 
into an uncomfortable position of having to disclose private information. By not 
making intrusive requests, you preemptively respect their boundary, eliminating their 
need to say "no" to you. 

Thus, the ability to say "no" and the discretion to avoid imposing on others are two sides 
of the same coin: the conscious practice of respecting privacy through clear boundaries. 
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Q-3: Differentiate between critical and creative thinking.

 

Answer: 

Critical and creative thinking are complementary cognitive skills, but they serve different 
purposes and follow different processes. 

Feature Critical Thinking Creative Thinking 

Purpose 
To analyze, judge, and evaluate 
existing information. 

To generate new ideas, 
possibilities, and solutions. 

Process 
Analytical, logical, convergent 
(narrows down to a conclusion). 

Imaginative, intuitive, divergent 
(expands out to many ideas). 

Mindset 
"Is this correct? What are the 
flaws?" (Skeptical) 

"What if? How else could this be 
done?" (Open-ended) 

Outcome 
A reasoned judgment or a well-
supported decision. 

A novel idea, an innovative 
approach, or an original product. 

Example in a Professional Context: 

 Critical Thinking: A team receives a proposed project plan. They use critical 
thinking to evaluate its budget feasibility, identify potential risks, and assess the 
logical sequence of tasks. 

 Creative Thinking: The same team uses creative thinking to brainstorm entirely new 
features for the product or to find an unconventional way to market it to a different 
audience. 

 

Q-4: Illustrate how emotional quotient affects the emotional balance of a person.

 

Answer: 

Emotional Quotient (EQ) is the ability to recognize, understand, manage, and use one's 
own emotions positively and to recognize and influence the emotions of others. It is the 
primary regulator of a person's emotional balance. 

A person with high EQ maintains emotional balance through a four-step process: 

1. Self-Awareness: They can accurately identify their emotions as they arise (e.g., "I am 
feeling frustrated because of this feedback"). 
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2. Self-Management: Because they understand the emotion, they can manage it 
constructively. Instead of lashing out, they might take a deep breath and reframe the 
feedback as a learning opportunity. 

3. Social Awareness (Empathy): They can perceive and understand the emotions of 
others, which prevents miscommunication and reduces interpersonal friction that can 
cause emotional turmoil. 

4. Relationship Management: They use their awareness of their own and others' 
emotions to communicate clearly, resolve conflicts, and work collaboratively. 

In contrast, a person with low EQ is often ruled by their emotions. They might suppress 
anger until it explodes, or be overwhelmed by anxiety without understanding its source. 
This lack of insight and control leads to emotional volatility and poor balance. Therefore, 
EQ acts as an internal compass and thermostat, guiding and regulating emotional 
responses to maintain stability. 

 

Q-5: Demonstrate how SWOT analysis helps in team building.

 

Answer: 

SWOT Analysis (Strengths, Weaknesses, Opportunities, Threats) is a strategic tool that, 
when applied to a team, fosters self-awareness, alignment, and collaborative planning, 
which are the bedrock of effective team building. 

It helps in team building in the following ways: 

 Identifies and Leverages Strengths: By collectively listing team strengths (e.g., 
"strong technical skills," "excellent client communication"), the team gains 
confidence and can consciously assign tasks that play to these strengths. This 
reinforces a positive team identity. 

 Acknowledges and Addresses Weaknesses: Openly discussing weaknesses (e.g., 
"poor time tracking," "lack of experience in a specific software") in a structured, non-
blaming way removes stigma. It allows the team to proactively seek training, 
redistribute work, or find other solutions, turning weaknesses into a shared problem to 
solve. 

 Unites the Team on External Factors: By brainstorming Opportunities (e.g., "a new 
market we can enter") and Threats (e.g., "a new competitor"), the team develops a 
shared vision and a common enemy. This aligns their efforts and fosters a "we're in 
this together" mentality. 

 Promotes Open Communication: The very process of conducting a collaborative 
SWOT analysis requires every member to voice their perspective. This inclusive 
dialogue builds trust, ensures everyone feels heard, and strengthens interpersonal 
bonds within the team. 
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Assignment-6 

PROFESSIONAL ETHICS (CO5) 

 

Q-1: Discuss the concept of ethics, and how does it differ from personal beliefs or 
laws?

 

Answer: 

Ethics is a systematic framework of moral principles that guides human conduct, helping 
to determine what is good, right, and virtuous for both individuals and the community. It 
involves the critical examination of values and the application of reason to resolve 
questions of human morality. 

Its key differences from personal beliefs and laws are: 

 Ethics vs. Personal Beliefs (Morals): 

o Source: Personal beliefs are subjective and often derived from an individual's 
upbringing, culture, religion, or personal experiences. Ethics, while influenced 
by these, seeks objective justification through reason and logical consistency. 

o Scope: A personal belief is about "What should I do?" while ethics asks "What 
should anyone do in this situation?" Ethics aims for a standard that can be 
universally applied within a context, such as a profession. 

 Ethics vs. Laws: 

o Governance: Laws are formal, written rules enforced by the state. Ethics are 
informal principles enforced by professional bodies, social norms, and 
individual conscience. 

o Scope of Regulation: The law defines the minimum standard of behavior 
required to maintain social order. Ethics often demands a higher standard. An 
action can be legal but unethical (e.g., using technicalities to avoid honoring a 
contract's spirit) or ethical but illegal in a specific regime (e.g., civil 
disobedience for a just cause). 

In essence, personal beliefs are our internal compass, laws are the societal rulebook, and 
ethics is the reasoned philosophy we use to navigate between them and justify our 
actions. 

 

Q-2: Illustrate the importance of ethics in both personal life and professional 
practice.

 

Answer: 



 24 DESISTUDENTS.ME 

In Personal Life: 
Ethics provides the foundation for a meaningful and trustworthy life. It builds strong 
character, fostering virtues like honesty, integrity, and empathy. This, in turn, builds and 
sustains deep, trusting relationships with family and friends. Ethical reasoning allows an 
individual to navigate complex personal dilemmas with consistency and principle, leading 
to self-respect and inner peace. 

In Professional Practice: 
In a professional context, ethics is crucial for: 

 Building Trust and Reputation: Clients, employers, and the public must trust a 
professional's judgment. Ethical conduct is the bedrock of this trust, enhancing both 
the individual's and the organization's reputation. 

 Ensuring Public Safety and Welfare: This is paramount in fields like engineering 
and medicine. Ethical practice ensures that decisions prioritize the safety, health, and 
well-being of the end-user and the public over shortcuts or profit. 

 Promoting Fairness and Collaboration: Professional ethics create a level playing 
field and foster an environment of mutual respect, which is essential for effective 
teamwork and healthy competition. 

 Providing a Framework for Decision-Making: When faced with an ethical 
dilemma, a professional can rely on their code of ethics to guide them toward a 
justifiable and responsible decision. 

 

Q-3: Explain fundamental principles of ethics that guide professional behavior.

 

Answer: 

Several core principles form the foundation of professional ethical codes across 
disciplines: 

1. Integrity: This is the quality of being honest and having strong moral principles. It 
requires consistently acting in accordance with a moral code, even when no one is 
watching. For a professional, this means being truthful in reports, acknowledging 
errors, and avoiding conflicts of interest. 

2. Accountability: Professionals are responsible for their decisions, actions, and their 
consequences. They must be willing to answer for the outcomes of their work, both 
good and bad. 

3. Respect for Others: This involves recognizing the intrinsic worth of all people. In 
practice, it means respecting the autonomy, privacy, and dignity of clients, colleagues, 
and the public. It prohibits discrimination and harassment. 

4. Justice and Fairness: This principle demands that professionals treat all parties 
impartially and equitably. It involves distributing benefits and burdens fairly and not 
exploiting or discriminating against others. 
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5. Beneficence and Non-Maleficence: This is the obligation to "do good" (beneficence) 
and, more fundamentally, to "do no harm" (non-maleficence). Professionals must 
strive to improve the welfare of their clients and society while ensuring their work 
does not cause unnecessary harm or risk. 

 

Q-4: Point out the meaning of engineering ethics, and how does it influence decision-
making in the engineering field?

 

Answer: 

Meaning of Engineering Ethics: 
Engineering ethics is a specific field of applied ethics that examines the moral principles, 
obligations, and dilemmas specific to the engineering profession. It is codified in codes of 
ethics published by professional bodies (e.g., the Institution of Engineers (India)) and 
governs how engineers should conduct themselves to uphold the profession's integrity and 
serve the public good. 

Influence on Decision-Making: 
Engineering ethics directly influences decision-making by providing a structured 
framework that prioritizes public welfare. It moves decisions beyond mere technical 
feasibility or cost-effectiveness. For instance, when designing a structure, an engineer 
guided by ethics will: 

 Prioritize Safety: They will insist on a higher safety factor than the legal minimum if 
site conditions warrant it, even if it increases cost. 

 Ensure Honesty: They will refuse to falsify test data or certify a substandard design 
under pressure from a client or manager. 

 Manage Conflicts of Interest: They will disclose any financial interest in a 
contractor being selected for a project. 

 Uphold Sustainability: They will consider the environmental impact of a project and 
advocate for sustainable materials and practices. 

In essence, engineering ethics acts as a moral compass, ensuring that an engineer's 
primary duty is to the health, safety, and welfare of the public, thereby preventing 
disasters and building a sustainable future. 

 

Q-5: Explain the concept of Corporate Social Responsibility (CSR), and how does it 
reflect an organization’s ethical commitment to society?

 

Answer: 

Concept of Corporate Social Responsibility (CSR): 
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 CSR is a business model where a company integrates social and environmental 
concerns into its operations and interactions with stakeholders. 

 It operates on the "Triple Bottom Line" principle: focusing on People (social 
equity), Planet (environmental health), and Profit (economic viability). 

 The core idea is that a company has a responsibility to contribute positively to society, 
moving beyond its legal obligations and profit-making motive. 

How CSR Reflects an Organization's Ethical Commitment: 

 Translates Ethics into Action: CSR turns abstract ethical principles into concrete 
initiatives. For example: 

o The principle of "Justice" is reflected in fair wages and community 
development programs. 

o The principle of "Do No Harm" is seen in pollution control and sustainable 
resource use. 

 Demonstrates Stakeholder Consideration: It shows the company acknowledges its 
duty not just to shareholders, but to all stakeholders—including employees, 
customers, local communities, and the environment. 

 Highlights Voluntary Commitment: Since CSR often involves actions beyond legal 
requirements, it signals a genuine, voluntary desire to contribute to the greater good, 
reflecting a deep-seated ethical culture. 

 Fulfills the Social Contract: It demonstrates that the company understands its role as 
part of a larger society and is committed to using its resources to help solve social and 
environmental problems. 
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