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December 23, 2025 

Subject Name & Code: 

 PROFESSIONAL COMMUNICATION AND ETHICS- BE03000051 

 

Unit 1: Fundamentals of Communication & Nonverbal Communication 

 

1. Define Communication and explain its process with a diagram. 

Answer (Long – 10 marks): 

 Communication is the process of exchanging information, ideas, thoughts, feelings, 
or messages between a sender and a receiver through a chosen medium, with the goal 
of achieving mutual understanding. 

 Process of Communication: 

1. Sender: Initiates the communication by encoding a message. 

2. Message: The content or idea being conveyed. 

3. Encoding: Converting the message into symbols, words, gestures, or signals. 

4. Channel/Medium: The means through which the message is transmitted (e.g., 
email, face-to-face, phone). 

5. Receiver: The person who receives and decodes the message. 

6. Decoding: Interpreting the message by the receiver. 

7. Feedback: The response from the receiver back to the sender. 

8. Noise: Any barrier or distortion that affects the clarity of the message. 

Diagram: 
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2. Explain Proxemics and its types. 

Answer (Medium – 5 marks): 

 Proxemics is the study of how people use and perceive space in communication. It 
examines distance zones and how they affect interactions. 

 Types of Proxemic Zones: 

1. Intimate Distance (0–18 inches): For close relationships, whispering, 
touching. 

2. Personal Distance (1.5–4 feet): For conversations with friends and family. 

3. Social Distance (4–12 feet): For formal or workplace interactions. 

4. Public Distance (12–25 feet): For public speaking, lectures, or presentations. 

 Understanding proxemics helps in maintaining appropriate boundaries and enhancing 
interpersonal effectiveness. 

 

3. Define Kinesics / Paralinguistic features. 

Answer (Short – 3 marks): 

 Kinesics is the study of body language, including gestures, facial expressions, 
posture, and eye movement. 

 Paralinguistic features refer to vocal elements beyond words, such as tone, pitch, 
volume, pace, and pauses. 

 Both are crucial in conveying emotions, intent, and emphasis in nonverbal 
communication. 

 

4. Discuss importance of Interpersonal Communication in organizations. 

Answer (Medium – 5 marks): 

 Interpersonal communication is vital in organizations for: 

o Building relationships and trust among team members. 

o Enhancing collaboration and teamwork. 

o Resolving conflicts through open dialogue. 

o Improving productivity via clear instructions and feedback. 

o Boosting employee morale and job satisfaction. 

o Facilitating decision-making through effective information exchange. 
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 It ensures smooth workflow, reduces misunderstandings, and supports a positive 
organizational culture. 

 

Unit 2: Documentation 

5. Write a Persuasive Sales Letter. 

Answer (Long – 10 marks): 
A persuasive sales letter aims to convince the reader to purchase a product or service. 

Structure: 

1. Heading: Sender’s address, date, recipient’s address. 

2. Salutation: Dear [Customer Name/Title]. 

3. Opening Paragraph: Grab attention with a hook—state a problem or need. 

4. Body Paragraphs: 

o Describe product/service features and benefits. 

o Use emotional appeals and logic (statistics, testimonials). 

o Address possible objections. 

5. Call to Action: Clearly state what to do next (e.g., visit website, call now). 

6. Closing: Polite sign-off (Sincerely, [Your Name/Company]). 

Example : 

[Your Company Letterhead]   

Date: 25 March 2025   

 

Dear Customer,   

 

Are you tired of slow internet speeds affecting your work?   

 

Introducing **SpeedNet Pro**—the ultra-fast broadband solution designed for professionals. 
With speeds up to 1 Gbps, seamless connectivity, and 24/7 customer support, you can work 
without interruptions.   

 

Special launch offer: 20% off for the first three months!   

 

Visit www.speednetpro.com or call 1800-XXX-XXXX today.   
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Sincerely,   

[Your Name]   

Sales Manager 

 

6. Prepare a Resume + Cover Letter. 

Answer (Long – 10 marks): 
Resume: 

 Header: Name, contact details, LinkedIn/profile link. 

 Objective/Summary: Brief career goal statement. 

 Education: Degree, university, year, GPA (if notable). 

 Experience: Job titles, company names, dates, bullet-point achievements. 

 Skills: Technical, soft, language skills. 

 Projects/Certifications: Relevant extras. 

Cover Letter: 

 Header: Same as resume. 

 Salutation: Dear Hiring Manager. 

 Opening: Mention the position and how you found it. 

 Body: Match your skills to job requirements; give examples. 

 Closing: Express enthusiasm, request interview, thank. 

Note: Tailor both to the job description. 

 

7. Draft a Technical Proposal. 

Answer (Medium – 5 marks): 
A technical proposal outlines a plan for a project, often for funding or approval. 

Sections: 

1. Title Page: Project title, author, date. 

2. Executive Summary: Brief overview. 

3. Introduction: Problem statement, objectives. 

4. Technical Approach: Methodology, tools, timeline. 

5. Budget: Cost breakdown. 



 

 
 

5 DESISTUDENTS.ME 

December 23, 2025 

6. Team Qualifications: Relevant expertise. 

7. Conclusion: Benefits, call to action. 

Example Prompt: 

Title: Solar-Powered Water Purification System for Rural Areas   

Objective: To design an affordable, sustainable water purification unit.   

Methodology: Use photovoltaic panels, reverse osmosis, local materials.   

Budget: ₹2,50,000 for prototype development.   

Timeline: 6 months from approval. 

 

8. Write an Event/Inspection Report. 

Answer (Medium – 5 marks): 
Event Report Structure: 

 Title: Report on [Event Name]. 

 Date & Venue. 

 Purpose: Why the event was held. 

 Attendance: Number and type of attendees. 

 Summary of Activities: What happened, key speakers. 

 Outcomes: Achievements, feedback. 

 Recommendations: For future events. 

Inspection Report Structure: 

 Title: Inspection of [Site/System]. 

 Date, Inspector, Location. 

 Findings: Observations, defects noted. 

 Conclusions: Summary of condition. 

 Recommendations: Actions needed. 

 

 

Unit 3: Group Discussion, Presentation & Interview Skills 

9. Explain Qualities for Group Discussion. 
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Answer (Medium – 5 marks): 
Effective participation in a Group Discussion (GD) requires a blend of knowledge, 
communication skills, and interpersonal traits. Key qualities include: 

 Subject Knowledge: Strong understanding of the topic to contribute meaningfully. 

 Clarity & Conciseness: Expressing ideas clearly and briefly. 

 Active Listening: Paying attention to others before responding. 

 Leadership & Initiative: Guiding the discussion, keeping it on track. 

 Teamwork & Respect: Acknowledging others' views, avoiding dominance. 

 Body Language: Maintaining eye contact, confident posture, and positive gestures. 

 Logical Flow: Presenting arguments in a structured, logical sequence. 

 Adaptability: Flexibly adjusting to the discussion's direction. 

 

10. Structure & deliver an Effective Presentation. 

Answer (Long – 10 marks): 
An effective presentation is well-structured, engaging, and tailored to the audience. 

Structure: 

1. Introduction: 

o Greet the audience. 

o State the topic and objective. 

o Provide an agenda/outline. 

2. Body: 

o Divide content into clear sections. 

o Use signposting (e.g., "Firstly," "Moving on to"). 

o Support points with data, examples, or visuals. 

3. Conclusion: 

o Summarize key points. 

o Reinforce the main message. 

o End with a strong closing statement or call to action. 

Delivery Tips: 

 Voice: Vary tone, pace, and volume; avoid monotone. 

 Body Language: Maintain eye contact, use open gestures, move purposefully. 
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 Visual Aids: Use slides sparingly; keep them simple, visual, and readable. 

 Audience Engagement: Ask questions, encourage interaction. 

 Practice: Rehearse multiple times to build confidence and smoothness. 

 

11. Explain Interview Skills / Telephonic Interview Tips. 

Answer (Medium – 5 marks): 
General Interview Skills: 

 Preparation: Research the company and role; prepare answers for common 
questions. 

 First Impression: Dress professionally, arrive on time, offer a firm handshake. 

 Communication: Answer clearly (use STAR method: Situation, Task, Action, 
Result); listen carefully. 

 Body Language: Sit straight, maintain eye contact, smile appropriately. 

 Questions: Ask thoughtful questions about the role/company. 

Telephonic Interview Tips: 

 Quiet Environment: Choose a place with no background noise. 

 Notes: Keep your resume and key points in front of you. 

 Voice Clarity: Speak slowly and clearly; smile while talking (it improves tone). 

 Avoid Interruptions: Let the interviewer finish before responding. 

 Follow-Up: Send a thank-you email after the call. 

 

12. Write a note on Group Discussion as a selection process. 

Answer (Short – 3 marks): 

 Group Discussion (GD) is a popular selection tool used by employers and 
institutions to assess multiple candidates simultaneously. 

 It evaluates communication skills, teamwork, leadership, logical thinking, 
and behavior under pressure. 

 Candidates are observed on how they present ideas, listen to others, handle 
conflict, and contribute to a collective outcome. 

 GD helps selectors identify individuals who are not only knowledgeable but also 
effective team players. 
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Unit 4: Etiquette 

13. Define Telephone Etiquette. 

Answer (Short – 3 marks): 

 Telephone etiquette refers to a set of polite and professional behaviors used during 
phone conversations. 

 Key aspects include: 

o Answering promptly and identifying yourself. 

o Speaking clearly and courteously. 

o Listening actively without interrupting. 

o Keeping conversations focused and concise. 

o Ending calls politely and following up if needed. 

 It ensures effective and respectful communication, especially in business contexts. 

 

14. Discuss Workplace / Foreign Business Trip Etiquette. 

Answer (Medium – 5 marks): 
Workplace Etiquette: 

 Punctuality: Be on time for meetings and work. 

 Professional Appearance: Dress appropriately for the workplace culture. 

 Respect: Use polite language, respect others' space and opinions. 

 Communication: Be clear in emails and meetings; avoid gossip. 

 Collaboration: Share credit, help colleagues, maintain a positive attitude. 

Foreign Business Trip Etiquette: 

 Research: Learn about the host country's culture, customs, and business norms. 

 Greetings: Use appropriate greetings (handshake, bow, etc.). 

 Gift-Giving: Follow local traditions regarding gifts. 

 Meeting Behavior: Be punctual, observe hierarchy, and listen more than you speak 
initially. 

 Dining Etiquette: Follow table manners specific to the culture. 

 Flexibility: Adapt to different communication styles and schedules. 
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15. Explain Small Talks Etiquette. 

Answer (Short – 3 marks): 

 Small talk is light, informal conversation used to build rapport. 

 Etiquette includes: 

o Choosing safe, neutral topics (weather, travel, general interests). 

o Avoiding sensitive subjects (politics, religion, personal finances). 

o Showing genuine interest by asking open-ended questions. 

o Keeping it brief and positive. 

o Reading cues to know when to continue or end the conversation. 

 It helps break the ice and create a comfortable atmosphere in social or professional 
settings. 

 

 

Unit 5: People Skills 

16. Define Respecting Privacy. 

Answer (Short – 3 marks): 

 Respecting privacy means acknowledging and upholding an individual's right to 
keep their personal information, space, thoughts, and communications confidential 
and free from unsolicited intrusion. 

 In a professional context, it involves: 

o Not sharing colleagues’ personal details without permission. 

o Avoiding snooping on emails, messages, or physical belongings. 

o Knocking before entering someone’s workspace. 

o Being discreet with sensitive information shared in confidence. 

 It builds trust, fosters a respectful work environment, and is a cornerstone of 
professional ethics. 

 

17. Discuss Time Management strategies. 

Answer (Medium – 5 marks): 
Effective time management increases productivity and reduces stress. Key strategies 
include: 

 Prioritization: Use tools like the Eisenhower Matrix to categorize tasks 
into Urgent/Important quadrants. 
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 Goal Setting: Define SMART goals (Specific, Measurable, Achievable, Relevant, 
Time-bound). 

 Planning: Create daily/weekly to-do lists and schedules. Use digital calendars or 
planners. 

 Avoiding Procrastination: Break large tasks into smaller, manageable steps. Use 
techniques like the Pomodoro Technique (25-minute focused work sessions). 

 Delegation: Assign tasks to others when appropriate to focus on high-priority work. 

 Limiting Distractions: Identify and minimize interruptions (e.g., turning off non-
essential notifications). 

 Review & Adjust: Regularly review progress and adjust plans as needed. 

 

18. Explain importance of Learning to Say 'No'. 

Answer (Medium – 5 marks): 
Learning to say ‘No’ respectfully is a critical professional and personal skill. 

 Prevents Overcommitment: Helps manage workload and avoid burnout by not 
taking on more than you can handle. 

 Maintains Quality: Ensures you can devote adequate time and effort to existing 
commitments, maintaining high standards. 

 Sets Boundaries: Clearly defines your limits, promoting self-respect and teaching 
others to respect your time and priorities. 

 Reduces Stress: Lowers anxiety and pressure associated with an unmanageable 
schedule. 

 Enables Focus: Allows you to concentrate on high-impact tasks that align with your 
goals. 

 Professionalism: A polite but firm ‘No’ is more professional than a failed or half-
hearted ‘Yes’. 

How to say ‘No’ effectively: 

1. Be prompt and clear. 

2. Offer a brief reason (without over-explaining). 

3. Suggest an alternative if possible (e.g., "I can’t this week, but I could next Tuesday"). 

 

24. Discuss Creative & Critical Thinking in Communication. 

Answer (Medium – 5 marks): 
Both creative and critical thinking enhance the effectiveness of communication. 

 Creative Thinking in Communication: 
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o Involves generating new ideas, using analogies, storytelling, and innovative 
formats to make messages engaging and memorable. 

o Useful in advertising, presentations, and problem-solving to capture 
attention and explain complex concepts simply. 

 Critical Thinking in Communication: 

o Involves analyzing information, evaluating arguments, and identifying 
logical fallacies before forming or conveying a message. 

o Ensures communication is accurate, logical, evidence-based, and 
persuasive. It helps in decision-making, negotiation, and reporting. 

Integration: Effective communicators use creative thinking to craft their message 
and critical thinking to refine it, ensuring it is both compelling and sound. 

 

Unit 6: Professional Ethics 

19. Define Professional Ethics / Engineering Ethics. 

Answer (Medium – 5 marks): 

 Professional Ethics are the moral principles and standards that guide the behavior 
and decision-making of individuals within a specific profession. They 
ensure integrity, accountability, and social responsibility. 

 Engineering Ethics is a subset of professional ethics specifically for engineers. It 
governs how engineers should conduct themselves in their professional practice. 

 Key Principles include: 

1. Hold paramount the safety, health, and welfare of the public. 

2. Perform services only in areas of their competence. 

3. Issue public statements truthfully and objectively. 

4. Act for each employer or client as faithful agents or trustees. 

5. Avoid deceptive acts and uphold the profession's honor. 

 These ethics are often codified in codes of conduct by bodies like IEEE or NSPE. 

 

20. Explain Ethical Dilemma & Resolution. 

Answer (Long – 10 marks): 

 An Ethical Dilemma is a complex situation where an individual faces a conflict 
between two or more moral imperatives, and obeying one would result in 
transgressing another. There is no clear right or wrong choice. 

 Steps for Ethical Dilemma Resolution (A Common Framework): 
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1. Identify the Problem: Clearly define the ethical conflict and the stakeholders 
involved. 

2. Gather Facts: Collect all relevant information, data, and contextual details. 

3. Identify Affected Parties: Determine who will be impacted by the decision 
(e.g., public, clients, employees, yourself). 

4. Consider Relevant Principles & Codes: Review professional codes of ethics, 
company policies, and legal requirements. 

5. List & Evaluate Possible Actions: Brainstorm all feasible courses of action. 

6. Assess Consequences: For each option, consider the short-term and long-term 
consequences for all stakeholders. 

7. Make a Decision: Choose the option that best aligns with ethical principles 
and minimizes harm. 

8. Implement & Monitor: Act on the decision and observe the outcomes, being 
prepared to make adjustments. 

Example: An engineer discovers a design flaw that will be costly and delay the 
project. Dilemma: Duty to employer (cost, schedule) vs. Duty to public (safety). 
Resolution: Following ethical codes, safety is paramount. The engineer should report the 
flaw through proper channels and advocate for a correction. 

 

25. Explain Scope of Ethics in Engineering / CSR. 

Answer (Medium – 5 marks): 

 Scope of Ethics in Engineering: Ethics in engineering extends beyond individual 
conduct to encompass the entire professional practice. Its scope includes: 

o Public Safety & Welfare: The primary duty is to protect society. 

o Environmental Responsibility: Designing sustainable solutions and 
minimizing ecological harm. 

o Honesty & Integrity: In research, testing, reporting, and certification. 

o Confidentiality: Protecting proprietary information of clients/employers. 

o Fairness & Justice: Avoiding conflicts of interest and ensuring equitable 
treatment. 

o Continuing Competence: Commitment to lifelong learning and maintaining 
expertise. 

 Corporate Social Responsibility (CSR) in Engineering: CSR refers to a company's 
commitment to operate in an economically, socially, and environmentally sustainable 
manner. 

o Engineers play a key role in fulfilling CSR by: 
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 Designing energy-efficient and eco-friendly products. 

 Ensuring projects benefit local communities (social equity). 

 Adhering to ethical supply chain and labor practices. 

 Engaging in pro bono work or community development projects. 

 

Unit 2: Documentation (Remaining Questions) 

21. Write a Complaint Letter. 

Answer (Medium – 5 marks): 
A complaint letter should be formal, clear, and objective, stating the problem and desired 
resolution. 

Structure: 

1. Your Address & Date 

2. Recipient’s Address 

3. Subject: Clear reference (e.g., "Complaint Regarding Faulty Laptop - Order #12345") 

4. Salutation: Dear Sir/Madam or [Specific Name/Title] 

5. Body: 

o Paragraph 1: State the purpose – you are writing to complain. Mention 
product/service, date of purchase, order number. 

o Paragraph 2: Describe the problem clearly. Include details (model, 
symptoms, when it occurred). 

o Paragraph 3: Explain the inconvenience caused. 

o Paragraph 4: State your expected resolution (refund, replacement, repair). 

6. Closing: Polite but firm request for prompt action. 

7. Sign-off: Sincerely, [Your Name], [Contact Information]. 

Key Tone: Firm, respectful, and factual. Avoid emotional language. 

 

22. Draft Agenda/Notice/Minutes of Meeting. 

Answer (Long – 10 marks): 
1. Notice of Meeting: 

 

[Company Letterhead] 

NOTICE OF MEETING 
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To: All Department Heads 

From: The Secretary 

Date: 25 March 2025 

Subject: Monthly Performance Review Meeting 

 

This is to inform you that the Monthly Performance Review Meeting will be held as per the 
details below: 

 

Date: 2nd April 2025 

Time: 11:00 AM 

Venue: Conference Room A, 3rd Floor 

Agenda: As attached. 

 

You are requested to make it convenient to attend. 

 

Thank you. 

2. Agenda: 

AGENDA 

Monthly Performance Review Meeting 

Date: 2nd April 2025 | Time: 11:00 AM | Venue: Conference Room A 

 

1. Call to order and roll call. 

2. Confirmation of minutes of the last meeting. 

3. Matters arising from the minutes. 

4. Presentation of Q1 performance metrics by Department Heads. 

5. Discussion on project delays and solutions. 

6. Budget review for the upcoming quarter. 

7. Any other business (with prior notice). 

8. Date and time of the next meeting. 

9. Adjournment. 
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3. Minutes of Meeting: 

text 

MINUTES OF MEETING 

 

Meeting Title: Monthly Performance Review Meeting 

Date: 2nd April 2025 

Time: 11:00 AM - 12:30 PM 

Venue: Conference Room A 

Chairperson: Mr. A. Sharma 

Secretary: Ms. B. Patel 

Attendees: [List names] 

 

1. The meeting was called to order at 11:05 AM by Mr. Sharma. 

2. The minutes of the previous meeting (5th March 2025) were read and confirmed. 

3. Matters arising: The IT upgrade was completed on schedule. 

4. Q1 Metrics: Sales were 5% above target; Marketing presented the new campaign. 

5. Project Delays: The "Solar Grid" project is two weeks behind. Action: Mr. Roy to submit a 
revised timeline by 10th April. 

6. Budget Review: All departments are within budget. Q2 allocations were approved. 

7. AOB: None. 

8. Next Meeting: 7th May 2025, 11:00 AM, Conference Room A. 

9. The meeting was adjourned at 12:28 PM. 

 

Prepared by: [Secretary's Signature] 

Approved by: [Chairperson's Signature] 
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23. Write a Letter of Appreciation. 

Answer (Short – 3 marks): 

[Your Letterhead or Address] 

[Date] 

 

[Recipient's Name & Address] 

 

Dear [Mr./Ms. Last Name], 

 

Subject: Appreciation for Outstanding Contribution 

 

I am writing to express my sincere appreciation for your exceptional work on the [Project 
Name/Event Name]. Your dedication, expertise, and proactive approach were instrumental in 
its successful completion, especially under tight deadlines. 

 

Your efforts have not gone unnoticed and have set a wonderful example for the entire team. 
Thank you for your commitment and professionalism. 

 

We look forward to your continued contributions. 

 

Sincerely, 

[Your Name] 

[Your Title] 

 


