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1.0. &gl
1.1. Aeald-il

12 Heud--l wud
1.2.1. 29 244 cqvyy
1.2.2. g

1.2.3. qai

1.2.4 ul5a1 24 Heudn s
1.3 dewdnu [Rigidl
1.4, dedud-i-l UsiRl
1.5, Heddni-l HiHl/ 2141l

1.6.  dewd Slacdl
1.6.1. ai¥n Slacy
1.6.2. dlvia slacy
1.6.3. vlday slacy
1.6.4. alaaly slacy

1.7. ARiw

1.8.  a#dl yold stz Gzl
1.9.  2s4 2a ugldi

1.10. el - [Qoy qiyn

1.0. Sgil (Objectives)

21 A5HH[ UG 53Y[A5U [Qe YaAMa 44y Hadly. i ylaedl
a¥ 1A woucql uHIEl daM ol sl

o Uedldetell el 449

o Uil ulEd (Qa-ll »lav

o et 141, Usil (A9l q44ydl

o Uiyl qyual [AAY Ayl 240+l ng

o yeuyHl [y slacdl [Qa-l a4y
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o 2ARSIRS AlMAqll] s2els Yaul]l 4Mw9 q9l%.
o HASIRS Gl HISHl 5CAlS YAl AU
o qus AL A YR duin dd] (A9l 41l

1.1. Y2diq- (Introduction)

Communication ($%4[R391) 2ed 3 gl HE 3 Uyl
Hledletair w4l Ysollon e “ldl-ll 2u-a aalr ([QaiRl i dosilii-i]
21Y4-d s2ad] uqln 2ed ulBdlyaR seais Gelsol g dl: (A=l
Ald 301340 5 sl R dladld, Sl Soa u sZeivil AAL A1 AUl
el @] y (Aol wd oy qoll. Al dl 5SAd GEISREL YY)
20148l 2ugouyell a4l aslyl x5 vy [l ! s, suq, Rud
54, ol usdl, sealdn 529, Sl slddl, Mg saldq 402 HilddlHull
Bzl 9. o4 5, w4iR 518 (Aol A0S 56 €9, AR 2Y8 sl ¢dl¢d. 2]
o Jd [z, AR @Al YR Ald Qe BY5 IR U8 Gell sl ¢l
a¥d g Geu Edl saul, vz !/

1.2. U1yt v (Concept of Communication)

Hird FUIR HIAMS AHAUM DAl Sl IR SIS ASSH LML
ARAAH] 1 sdl UG Seels HUN, SUA, dd'rl 2 HIdl gl Hcdlde
SRl &dl. SIA5H WA desddl (At aal Gl 2Qesie gl i
Uedldt qY AR, 33Ul e 2ur oy 2l A Sslelwl [Asid AUdl
Ucdldetndl desids 2dqdl iyl Heged] ucud- qy ssul, 2uw, ¥laa
2 ogyrll oy, [A[Qy HilBd] wotlalyl yuudd] Mildl-l 4oy Gyalol
410y AM Yradie]l Uit dd d HilSd]l dalg sie 9 A sg Y4l yslal
el ulEaad e Ad q4qwdl A6, Hiadlal Mol 44y
250{190 A1 Aadld sAUM0 YR Adl Sld 9. Al AAST Heql A,
olefld seq Al@l, NS eql 104 [eqdql el Aol YR 5l
SlY &9, ollasl YR FH Y 9 AR d S 9 dedl Y Al 2quA
alsla o &9 5 wdd ¥y 4yl 9. oUas YO d-il Hidl (Udl, [Blas, qal
oflon clsl wddl 5§65 AlHAQ HS 5 N9l HiS A sl 9. AlEd wUR
AFd nA Y9 AR d Al sid 2 2s ol w1l dlddla sdlg 43 52
8. Al3ddl 4y 444 Y9 A Al dlAH wd avid dHql YRRl Hid
Ald 54l Hlodl €14 9. 2 d AHA waAtHl HAdA %33 o4 9.

£357U WAMH] HHIHA HSTAl FHLOL MU €9, Hi+d] A5 qHs
wel] 9. d2l As oflo A8 dUdAld s4 qoR ] Usdl el. HASIRS
AR AR ¥ A4S U5 5 Aed v d olw AlEa daqd] qAHD US.

-

HRASIRS AAR 5dlL M AN AlSa T°C’ U 9. F 2L HHIEL €.
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1. Confidence (51[7s3v1) - 2440
Commitment ($4le4+2) - uldsigal
Conviction (5(~459+1) vild?]
Courage (53%) é¢ [y

Clarity (54[R2]) ayreal

Content and (5v2-2) -ay2i] 214

NS kWD

Conciseness ($1g»9) - 43

1.2.1. deudql A 24 vyl

Uedldet ) 00g AW MMl s1ylRsaq ace il udlnddl
owrudl wse &9 syl[su uoe Al Ycyltdl (A NSA dl d dleq
cirrlel] Ga?l 2iiedl ¢ % w6e Communis YRl 21l &9 el Hdeol 92

54 Mielt-Held 529 Fudl alsl a2 uRuR A4y sadl usiA.

ael A8 Asoflon A Aldl 5], Hdls-HAdd 5], HEe 3
HqA 529, sollon A1l HUSHI Hidg Hdl wud 9 oflo UselHl sl¥
dl ueyRedl] yellRulad Yo ozl 5 [QARIT HiEld-UEl1 59 Y
56l usA.

isAsS S0y LBsudl4l swyarqi »udd 22 Yl “Ucdid~
2ed [QuRl 5 sty elt-Held ML 5 el gl xaal dufld 5 A5l
glrl adl uls41”

el $YE Ul Hd HPAR “UUHT 2 Agelald HlEL1-HEIL €9
141~ HUlESIH] deg & d YU UL MO ArilR ofd A3l Qv
q ogd ¢9”

dla Heral Ha gAlR “Ucdid A [3A uEA 5 uRauy 9 5
¥ 2s Alcd gl Al Ad 5 516 iy gl [QARl @Asa saldl ulEdl
8.5\7”

i 2 A4 Bl AR ved ¢slsa [QuLRl we4d v

N

asllzii-l o 5 qy alsaxil 42 adl »uy 4”

§0 2 dlsldddl Ha >UgAlR “ s Alcd wdedl e dlcd
Wl MBIl S22 &9 A 2 HUBd] HAQUR HH® U5 dd] €14 d-
YSdlHAR 56 &7

1.2.2 Hedtastl Sqil
> To be understood (44D sy dg)

adl yvd &g ¥ MUl HARd satl »udl ¢ d olly alSavi
Nl US A YH® US dil HIS dld $AUH 2d] W] &9 2 Hl8d]
eSlsdl 2adl drauwlal gzl 2l usy €9
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> To be accepted (53] asiy dg)

Al ¥ HISHUH] il 9 ded YYRA 7dlsiRal SIS 2iyLl

dfellealyds wieiodl yedl ¥ i qeg A4S A4S ¥ LUl HARa s4l @ d
AlZad Ul 52 A AHY

> To get something done (54% s 4ié)

¥ Y9 Aedul HARA sdltl & dd 44N A vidd] suqdi-l]
2 yedl ¥ dedl HARA 524l KIS2 oy UAL Yedld 2Hdl dl dldl
5304 yo 53 usi

»  To understand others (H/3d] Haq-uz1 #4rq)

oo

¥ ¥
2Y~id] 3

al Had ¢ d Alzag da9 a¥d wnel asl 2A2dl (304 ¥
Heul HAqUR Ul HAUH[ d¥iR (A1) HelUa 5] usl.

S

1.2.3 el a8l

) A b)

L ol 5 ol Qi culsaxl: yuy Hevdd da 2 &9 5 U HIS
le9M) Mool o Alsaxil 5 dell ay Alsaxil sld & sl dlza
Yidldl dd d [QaRl $eied 530 usdl el deal MR sl
[Qa1R M2 %33 €9 a4 e9al Hizt HilSd] HadriiR 21q M1zl HISEIR

l3d o sld 9.

II. [da1Ri] $2018¢: [Qu1R1] s261ea] ARe1w?] A UL [Qy1R 571
uslg el A5 AYS A U3l &9 5 P [QUR]L g5HL A
qol3l s01ecl] Udl sld &9 o 5 6ol qu? A3l 924 d Y4l
44 ¢9.

I YR2YR AHyQ: Yyd] q¥y9 ed 5 24l Id “led] yad ddl

-

dladiell “Sdl Hisdaidi wor 219 &9 U1l uEHH 8]

~

812 44l sl Al aMydl qauiR Hemardl &9.

IV. U8 2 AUAE UAA 2 HAS HAlYd Hed $4 & 54 $wdeU
U AUHUAE $¥Y[R5U Hed 585 wa@d siaM] ulsAl vHd 5

2eld HBHL €9 HyHl AR Al sHARMIA 514 AlUdl Sl €9
14 Al HoulAd uBIdL Sld 9 i €198 U8 Hiud[ $ld €9

V. aogl w4 ddd-l Gualo: iy Alva Yo 24 wi3s 214
Y] 219 €9 AS[ASH] FSH dl $d Al SIAY o4 524l
S qoldl dd v g1 AUHYR] [Bsed]l e el o]l
Gofl 531 4 2+ dal 21 Aslas el sl usi.



el HAKA vYld (Basics of Communication)

1.2.4. Y44l ulsa >4 «4s

Information i . . ) .
Source Message SentSignal Transmitter [ Received Signal Receiver |} Message

Encoding Channel Decoding

Bzl aulds aedisnyl dulsdl-d »>uy-d 4 dcqid-l ulzal
sy 9. sylsuMl Asld A5 sl qald UlsAl adl slaEdl d
s wlea ulFar 9. Guardl »usld Uyl ulsar u qesl euld €.

489 Hisd-uR (The Sources of information) :

HeAIAHL HEU M52 Al3dn source of information (¥l 21l
gsdu) 58 9. ¥4 3, 2ad] siaq dlsyd-dl 2l s2a1 ¢ ML [z
sl 53 ¢9. ¢l ‘g7 source of information 9.

429 (Message) :

Message (44%) @29, Sender (Aws2) deul Hlsau Al3d. W
Hed Y3 glrl Asd UM 2dd [QARl, dlawlal, S, e
AG1R, A, Asddl, dui8l 5 dd+. ¥ 5 51S Albdd 545 389,
Altid (written) 5 445 (oral) YAl 2 Hiledl 2uudl, sia sadl
sl 2199 589 Q9%

U419l (Transmitter) :

~

Transmitter (2144122) %82, IR 3 d3d Hlsedl 4=l sensroy
ogans (A< 211o/~41) ¢[~z4l. Transmitter 2 HcHid=4( HEul 3 Hdl
ulseqr 412 HMEe3y g Al .28 A Slul (Miv, s, <3l
AUE ¥ AY) HpAAHL AU A5 Al3ad]l olw culda Yl Yl
transmitter+] (451 &9 €.

5d (Signal) :

Signal (Rovd) d3a »ala “lddl, d2ul 5 Adqel 2uudl B,
SUAAAD 5 §1UY FH 5, 405 5 Alva ucEl, 2ulCes Hsdl, Yel AEl
20, [qeul>l 5 ulasl,.

21 916€] : vocalization (qlsclgRe1) useq 624128, non- verbal
(vilvi- q6fdt) 2t1l6es, facial expression (389d 254R091) 4SRN S19PUd.

Hi&H (Channel) :

Hedldd Ulsarnl Hisaquz el dqq-ur ydl deuld ded $-UR
“iL4y 5 Al channel sSqud 9. ML, $R4R ddl, ewid Adl, Selsi
deqs qold d-il GelsRwl &9



sl*yl[Rsa+-u Ggal (Communication Fundamental)
dge Haq-u: (Receiver) :

Receiver ( 22lq?) 2ied s¥2ylmasauq ulzaimi «eul 49412 3.
Aflar weal Ui s4 uedl dqd dxyal Hie dg Hldll Q3uHl 3UidR
53 69, LMY HAUEH MR Al3d, AUl 3 ddHituz1d YR 4912
Aflaz- Gets@l 9. [zl 2udl dl sedid Gels il 4l dq d4iR 53
sl ¢l . 3% w3 4 | General conversations (¥-2d sl~qdu+) 1M~
AqlElL.

Uedld1 45 (Communication Cycle)

Uiyl Aeut2dlll 2y-d ud &9 HUldl »1s Alsa widdl oflw
Yl3d WA nY 9 w4 AHeuldl Hiu-d AHFU HE Uyt A5l 2igld
GIRL AHw Al HAet 536 el Hisdrl HHl [QAR 2d Rl il
UlBAIA] u3id adld €9 el ALAULAL ALY MY gGlL 4194 Y] Hedl
YISl 2419 €9 HeAUl Hitd 5112 Al5dls MMM Uit 53¢l dedli-l]
Asd Gsa UlBYl 12 42 &9 adl dril 4194 H[AUING Heu Misdd Hl ¥
Usiedll UlFAl glRL WISAUHL 219 & M o AR HAHIAD A5 Y& AY
sl sty HAA A5 A 215lAd gl qHyAUA] Ut 5202,

ded
HsE AR

dbcd @56
yldeu

b o
dEd Wi

ylAulue
Feedback

diEd Wi

b Falo
yldey

UAS doissiad deil S HeHHl YUY U~ 530,
° Hedul HISAUR

2 UBAH YUl HiIsAARA MMl [QA1R Gyl Yy €9 [AAlR
Geual ddl Hesul Hlsd &9

° d€sa [yl

Vil oS5l Aeul MIseiRl AHed AU A5AS 3UldR sl



ety HAKdA vYld (Basics of Communication)

1qdl sldiel] x4 561 A 5 Asad [FH0 UE41 21 doisst eARYIA S1¥
41y €9,

P a0l

) Y

2L AGISSIHL AUl HISEAURA Ha¥l ¥ (AR 2] d [QAR 4 51Y
ey gL ASdldl 4194 Hivd U] [BaHl 241120 54 €9 2l dA6i5514(
AU Mt 57U 31 d3d gl LUl Mt 53 €9

P dsd Gsda ulsa

2l AGSSIHL ALSAS AUNH Add Heuld GSEAUHL 2d &9 adl
Al (QARTHT 3YidR UM 219 &9

P Ao Wtd 57U

2 Aois51HE HUBA] Ul 512 Yld deUl AHFUl Sld d A¥A3Y
Hiserrea ulaulye s3I uldcua >0y &9 Hlauinodl s ulsar eAHaw
yg GUR el Yool Yo dAsd [ ulEAL a9l d3a Ul dal
Asd Gsd UEHI aoissivl s Ad 4y U1 d 9 ¥ HcAdlAdr
sl 215lanl e euldd ¢

wAIR HeIUl Hltd 57UR A5 U[FUL glRl HaUldd Al HEAUL ASY 52
&9 2 d del Yked cdlRd UlAcd 214 9 1 UlAId deil Mol [QALR
5 aqslar «zuHl 2URdcd Yruddl Sld &9 w2 HlAG 4194 H5dHl
3UlARd 5307 Misa- A Yledl HISAUH] 19 €9 IR il U[F4I HlAUIYE
5lsols sSQUMl 2id &9 AR U HHRSIRS HcAlA IS HAUINE A vof
v 933 & oyl Yl ulaulng urd ag el Al Y4l Hisdurd dH ¥
Hisdal deul yaudd Ad AlsAdyds qimr 93 e Ad ynul slal
udlla adl w2l edls iz ulAuine (a0 < 3yl Y9 sl 45 €9 givdl
d?l5 @il AU Al 43l 2UST AHAAR U Al ¥ F1l H[AA3Y
2US AHAAR ALl U3NId 52 dl 2l HlAuING s$] usy.

aHil wila AsiA :

a4
1. AHIRL FAU YA WORUH] Y.
2. AMIRL wUslH] 514000 AsHU HdH] UsIAL.

1. Communication means of a ideas and

feelings in a mode of maturity.
a. dividing b. hiding
c. speaking d. sharing




si®ylisan-u Geal (Communication Fundamental)

2. A person who interprets the message is called
a. Vehicle b. text
c. receiver d. sender

1.3. Ui+ [fgidl (Principal of Communication)

Principles ((~4ud) Rigidl, basic ideas; two —way process (2-
q uldx) ol ulzar: ol ald o- B ald g, Hcdid 2
lasiofl ul3ar ¢9. 5129 3 26T Hiseriz e 4oqeiR A4 o« 9al 434
Ad euor dar sld 9. ¥l 18 us As 931 [A5s5d gld dl Ucdidn [
Ny &9.

» Communication is inescapable (§+2540a) el = 514 &g’.

Udldd Alzadl 2ialRs 291 &9 w1 s194l sl Hesd al

U5 9. Hcdld (Al Mk wag Yesd 9. d U], sl i 451
dl yq ¥ LAl AHs ualRs ¥3R4i1d 9.

» Communication is an irreversible process

Ongoing (t1~iléfor) 2l continuous ($-Zlwy21at) ddd Add ;
irreversible (d0aleict) wieg 32l 1 asid dg.

A A Y

(21 Ui 215 Add Aldd] ulsal 9. dq 518 AssA A361d 5

-

id sldl el d [Feollw udar el 43 i & 2d Ay A Yy
dld 9. G ded ASl usal «dl. A ¥ dAd A2l s UcHd 54l
yedl 21048l wieol ol usdl w@fl. séqad &9 A 5 sHituiel 924 dlr ¥

Higell slde 9oel Asqur dlseu yedl Yo qadl w4l

» Communication is a transactional process.

MESSAGE

MESSAGE

Transactional (21-35e-¢t) eld 2iu-A 2edl 21Edl ogd] 5.

Ud dlsl 92 Qo »q [QuRll »1u-d sl ul3y
9. ({21, Gurl GelsWl Ul dl vdd 199 5 dlsl Yldi-l (AR 4
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arrgllziill »uu-d sdl Ad 2 9. ad us adl wugeuyHiEl il
sedls Gelgel iyl d-ll ael eiwudl asl el

» Communication is contextual
Contextual ($i-2suca+d) 518 ds™ u: 2nauRa.

U Al A HE Y2 8IR AV 9. FH 5, HISEAUR
2 4aq Al S92, ¥3RAlAl, Hedl, Aldded Fal qldauls el
o{ Qe Ao{Yl, 220 WD HHY, HHYAL 135] 3 A [Fayl (D)

A

5 dd-l 4932, idl HEM] UcHldt A ddl e GY ¥R 5369,

aHiRl wila asiei:

ly:
1. ARl FUs HGE WOUH Uil
2. ARl yl-dl A58l HsHAL AHdHl AsLR.
3. Communication is the way process.
a. three b. four
c. two d. one
4. In above diagram Person- 1 is called
a. viewer b. sender
c. receiver d. writer

1.4. Ycutd-i-t 45120 (Type of Communication)

Uttt U5l Al Yoo [Qeuma s usiy. .

. Formal & Informal communication
(Aily2aRs 21 2-ily2Rs Hc)

. Verbal & non- verbal communication
(ulees wa 2ultes Hcd14+1)

. Mass communication
(ayl3s Hcud-)

. Electronic communication

($as2llms s2yR39m)

&
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* Visual communication

(a9d 142l Ucd1d)

> Formal & Informal communication
FORMAL FORMAL MEETINGS,
COOMUICATION
An oral written Seminars and conferences
communication in which Interviews
we observe some rules Face- to-face talk in office
and codes and which Q Formal letters
is free of informal Circulars and reports
expression Company news bulletins

Fromal and Infromal (514a i ¢wsl¥er) 2uRs 14 s-iluuRs;
luAIRS Uiy Hed Alssy ylRalad a4l Avll Ryl g
SRAML 2ldg UAIA, FH 5 AISTHH SR Al 2¥HUd Y 25U
Golg S16YUGL HldA 2 AIYAIRS HId €. 1 SRl Hd1Hl (A
Usiedll alelld 2q qe1q %33 ol 6.

HAIYYURS UH ed (Bo1) e oy, Hoidl>i] qid-dl iM%
Aclery ¥q ANy Ui, dluAURs U4 51 [FAH] HgaRdlnl
slal e, 26T @lsl slang (2d91) ed 3 elaidn gls usel-l u4lol
5l Y9 Adl MO 9. dY AH¥AL HIS G+l GelsRW wdlael] gl !

> Verbal & non-verbal communication
aless Yy

XYL UAHAM ANl GYHIOL A AR Al AlCES Ucd sEd1Y
&9 i o [AeuoHl 48l U,

CUYL e QUi AHIA AlEd NIl AYSIR Sld IR ¥ HcdldA
qdld &9 elvel adls yuRud]l GuMial A9SIR A Udl Ucdld. FH S,
Aoyl alald, Il exxgia adl 44l A, 4y, ded qol
Alloes Hldl GElS8I 9.

2l6es Uy

UMD QUYL 4L 4OR Hed Ald IR A AHUlGES UL~
sequy &9yl wdlR Aol 5165 S1aMUd 5 HSd Gl UcHIH Ald &9 EIVE
adls [Qensl ugi-l wawe 200 2 [Aas ([Qendl 04 NS RBad 52 &9
YEA Y ASd Ydl SldMId SHAAA 514 Y gkl dSd 9ol M
Ucdrde ol il Gudlor sal qar uel el dd 2ullees At

A

UlsaL A €9 da HAUCES UAIHA $SAUY €9, HUCES UM facial
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expressions ($69d AsqNU1) ASAU Sl4Ud, gestures (34) Ucddwivil
21944 424l M9l sd=Ad+, postures (Wl) 4zl Ruld, body
movements (¢1$] yq4+e) Al sdnad, signs (A=) Suiu 3 4l
24 symbols (Ri*ilc) ulasi<l Gualor saqr4i »1d 6.

> Mass communication

Mass communication (4 $%y[R3u-) 51¢ d4e 8 53443+
— Mass Communication¥/ %l ¥¥%& 48 communication 524 M2 2/34l,
eeldlos w4l technolog«il Gualol 52414l >4 ¢9. Mass communication
25 H1of[4 14 ¢9. ¥4 message izl sender ¥l reciever ds ¥ oA 52
¢9. Mass communication ¥/ feedback+fl il ver ¥ 21ledl €l €9. vl
5914 mass communication®! &ldl Yld Yldivil H=ude 514541 Hldig 3
UM YAE 52 9. T4 5 cls] Yldid ¥ €ld dal o 2ldl s1454] Hal
gld & 5 a5 HoLAlA il sly €.
> Electronic communication

Electronic communication ($@s2l[As $¥%y[R2a+) Yed Ss-ldlw-i
eyl ol iard Hcdldd. sl Hdayie Sdlsi+, dwerde, 5
W9l qolwll GUYIOL $RAMI 2419 €9. 219l Hedid+t < online communication
(et s3yM3a) w9 séud 8. ¥ 5199 A Uil Hiyls
Za o.

> Visual communication

Visual communication 2taiq ueLel, R, s, s, (R, 1[s,
2oL ] e A1MAl1l Guylol 53] sRAM viag Hcdld. elreceiver 594

A

A% HHD ALul e AHYAUAL HHAl 52 9.

aHiR] wila asiz:

aly:
1. a¥iRl w24 w2U¥T Uil
2. ddil yaosdl asiasll AQsHAl AHdHl Asil.
5. is the key and base of any verbal
communication.
a. dancing b.writing
c. drawing d. languages

11
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6. .expression may very communicate the feelings,

thoughts and intentions of the communication.
a. Facial b. Band

c. Receiver d. none of these

1.5. ded-i-l 141/ Hie4nl (Tools of Communication)

Uedldt 25 A4l gl 48 45 HlSdl-uuiy sag 516 Uyl
ALY A4l dl DUl glRl HUSH] Hlsdal 2id dg slSYQL L4,

YllRlolell dltloll

! l
uex_u_ [@euot nﬂw
1. Alla
3. %
4. wlAfduz
alct2la 1 @@d 1. Yalsid 1-
2. Udel
3 @gumﬂ 3. 2[Q% a daffl
4. Allls
vy [Geiol

1. dlid Yeud-- A4l

way/ s1dy [+l “ulsdl eulad] “ulsdl yleast 5 lla-[r4+i-]
ylRast warg 4ol alds seaiayiadl vsiz ysg QoG a9 dlbid

-

U4 Al {4l €9
2. HilMs ycud--4 A4l

old Yellsid 5 dladld gl w42 o Aldd MUl Ay AR AR
[QaAl qulddl (A9 aiala auy 9 Slasia s~ A4l gl dladla, AR,
Al Al ) sldy (Al qlEd] syl 2 dl €35 Hled]

A

Hilo1s ucqdirl Adldd d3ls 514 53 9.
3. 494 Mcdldivil ALYl

WAl 5 514w dordl “HulSdl Slaldxr vl nSyUd AHIUUHI 2419
Rz Wi, wgnsls acauded]l Ng usiy Al asid ddl Ayl 594
HeHldl Ayl $Sd1H.
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il G101
1. g9 Al4-l

G94 ALl Yed ¥ ALl g1l widl Hirell Uiy s3 asid dal
L4111l MG 51 219 €9 AlBid 18] YAl Al YRy, 4oL,
ad¥iquzl, Udald, al¥sl, <Ry, Hlddl ylasi, R, [Rld 902
q94 ALYl €9

2. Blcd A4l

¥ A4l glrl lefld dMy AH] Alsdd deodlad Hcdlde sAHL
219 Al 81y 141l sEUY dddld YALsid A SAlsl HI[Us HE/Ud
Qo sl ALYl AlZdod 5 dAMSH olleflad woHL AlEd A ddlddiM]
219 €9 2t Ad w (A9 s Heqid wuy 9 eviel dls sl ag
YROUY A1y d dl WA WA 5 Y Al3d déedl AlMadal A 9 5

A18E sl A3l €9

-

3. 494 Ay A4l

DU Heul AN U 2 AUl AlHA] U dd 94-81H ALYl
s8diy [5ey-2ld] esi dlues 49-?.

aHiR] wila asiei:

o

4
1. IRl wqusl 2dd wouHl duil,

2. dHIL wUIH] 514000 Asu HAHL AS1AL

7. Which of the following is not a written media?
a. Newspaper b. Reports
c. Audio d. none of these
8. Which of the following is aaudio-visual devices
a. audio cassette b. magazine
c. film d. all of the above

13
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1y

1.6. M-l $1edl (Communication Skills)

AMA WAl U %32 o 9 Ui AYLYY N9l HIS i
arefl 4loddl sidd sal He %33 9 wWR SlUC FHZ Y, i,
diMag A olaq 9o Albid Heudq ¥ Hlos ucuddl Heol &9
HHRSIRE QUi 2 §ASIRS U] ] 9 avier qor it lvid]
2y 2182 9. FHiHl wR slucdl [Qd Z5Hl 4D,

1.6.1. 3 Slacy

‘QiAv’ 90e 2 A A8 AMYUAGA 4™ 9. AU AHYUSAH]
Al e, AseRsla, Hiav], vd i [QAIRIAL dotyl AHIddl sl
9. dlyr 2 AlMadl o2 €9 w1 SIsiSTor ulFar sl »ud 9. FHI
g cfllas, dllgs w4 qolair arallla ulQBul qa1Edl sy 6.
Hed dd vl2d ulEdl seuMl »1d 9. Guid, Al qdsaddl Rrucs
[Faudlztl 24 duilad 2934 21y GRARYA a4 2lavi] usl.

1.6.1.1. ain Slacuy Hera:

Ml 2 AR Slacdl Fal 3, ldg, AMAY, dug A A
21402 Alell Ao slaued A qid €9, qidt A a8l o] Gl

-

yie] disl q424 2w slucdl [Qsid 53 usid. v Hs dlvial HieH)

a

UQUIR €9. Ay ]l ¥ed 5 »Aw [Qgael] Hl[o1s x[o4 Hqd UAE
Ad Hysy sudl usl e9l. 2l s A 9 5yl dlsl Ucel 4 dl
Al uR Ays Ad igu ad] as o.

1.6.1.2. QY- U511

QA U510 A4 Yuo €9:
1. sl i«

2. alla @l alu-

3. vol el iU

4. [Aqa al-

1.6.1.3 iy Slacd-l 2144214l

BN

13 woudd 32dls #4014l ¥ dlAAd SlAAH] HHdRAY Gl 52 U
¥ i UHIE €9:
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1. eilds ulRaal

2. darwlla ylReul
3. yylqRely ylReo)

aHiR] wila asiei:

l'y:
1. auiRl was 2wdd youl quil.
2. d#Rl yasldl asiusll Asul AHdanr asial.
9. The skill is directly connected with oral approach
to the teaching of English.
a. reading b. speaking
C. writing d. listening
10. reading is a kind of wide reading
a. intensive b. oral
c. extensive d. loud

1.6.2. dui+ slauey

ML a9l 2R slaeqlyl ‘duin’ ¥ quI? Hetdd Slaed oY
&9, duiwiel HiedMel] 21148 ¥ alsl qusuedl g2 &9 d-i [QARl, @orsilziia
2148 Hcdllad s3] aslxl 6. sslsanl oMl [Qas x1g 56 9 5, dvid
el [z qo2 2143 €.

1.6.2.1 du+ Slacuy Hera:

1. > disl Ud Ad dld] usal <4l d S duid As UcHld

IS HIEH 9.
1Y
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2. 516 AlssA A=l [AQY geill [Qadid «laal Hie #3721
£9.
3. @yl Heed s Gualaml dar Hie Hdvl, «l4l, 4

AHdlq YR seal Hie duid #33 ©.

4. auid gealdyil WMl AlE] 5 YA Yl M Yl
vt 330 ol 9.

1.6.2.2. =l du Adl we-l aialdsaizi
1. lalaeal

2. YdlAdl

3. [qviadal

4. 153Ydl

5. Adr AU

6. #lel yaueRl 4 [QuH [l

1.6.2.3 du ddlu +qi4i:
1. @viesl gl vil
2. QUSARYAUM dSlddl

3. w8l i A5

dHi?l wila AsiRi:

aly:

1. d#il wdiet AIdd woaIlHl vl

2. dHIRl yAslll usia0ll Asul HdHl Asil.

11.  Writing aims at facilitating clear and effective
a. communication b. speaking
c. listening d. none of these

1€
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12. letters should be used at appropriate
places.
a. small b. capital
c. short d. sender.

1.6.3 Alaqiy slacy

Uedld1M] AIMAlg Hetd QY [QaUL &9, Uit UlFA14] el
Haaq i dd seaed sai-dl 2qiqsan dlag ssl usid. deiag vl
AASIRS Hcdldd] ALl gl 21d 9. AlMAdlA]l HHidsd AR HEUl
M2 OlRAMY Gofl Ay &9, HiaAl JlAl atu? Hetd dlddi] A193da Yl
sld 9. AY dldg AP s1Y[asuq oy o8l 9. eldaid] idsdn
ASAAIY S Uty s w33 4es vl »1d 9. AHAQIA]l 1S
Y veg ¥ Metd YAHl HId &9

1.6.3.1 AlMuqi slacdy Herd

Listening (4(®4g) »-1 Hearing (ai®iag) 21 6 423+l dsidd
ol U YUY & FUIR YG A2 A AR Y AHIAYS] i 5[5
5302 6. 25 ARD Al A MM QIR AHASIRS 2 s1day Ad Ul
9. w41 248l ‘Hear’ $30% 4R a4l qu? @i slsd s:al «1ell. »4iR
218 51 AHUY NGl 5 ANYUA A2 A AR ded wee] oqél
w2 6. Sqyds Alag weul wRouH a4i? 43l AHwUlZa wudl Uus.
ARyl qoR 518 Hedlde 4 usg el . séati 2ud 9 5 oML [a-]
ulFarui A4yer wi Listening (dleiag) < widlg sl9ed a4 »1iq €.
Feilell UOELll 2, UOEAYS] Vel vl WAl UMD US4 9. IR &I
AYGHE 21 el 5 g5HIA A A5, oA Gl GuYloHl dalddl
d4lws Yl3axl ¥4 5 ‘such as’, ‘in addition to’, ‘in fact’, ‘in tune with’
QoRetl Y QU AlMAriR dl51] A dAHD U3

1.6.3.2 alvug slacuql »ai4l

N\ Y

STdl SCAls KR4 9 5 ¥ 2515 Id AlHAAL HIS 34
Glafl sudl s ¢9.

o *llas 214214

P ldlcHS 249204]

19
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1<

P SCUAICHS {qR14]

A

o Alslds 21914l
P LAl 29214l

S A2RM[ MIS GiU9l UG ¥ AIGAALT & dell Sl HIYALYS
qalR A2 A wHL ¥ 59 K6 Al dl ¥ A NEA d ag el
aleag Hlddl d4tR uBEHi-l] s s &9 21u8]l Al 2 5 Hleleiornl
UL d41R [Avsa warqr 51290410 Fldl Metdd 519 2 & 2 HlEdlA

oo o Alqad] al uedl 0 vi{luia g sal 2k Y 530y
1.6.3.3. almaadl ulsaxi @yl aviar 2dl oudial :

o yd [aw wé wundl dimag:

Aealdl Yvd of G419 1Y &9 s dl deull [ANA qg 2 o]y
deal A8 Hsidd] crosll el Al AlssAysl aseld] wvidl ASA
5 el [Qud avg 4zt ¥ sl uig d-dll wd dAsouddl @l 5 agil-
AN,

o AlMUl 4oy yldur 2yl :

UAS HHAAUD d5dlrtl HAAT AT SSRAMS Hd 4194 U[AAIR
yql %33 9. srval als sls saudld uldur ydl..

o asy sld dl w4l el [Qaaaar Y4 al:

vldel] qargail ssdid dle Avid] Ysd ¢ Aqy ol ¥ gl
olel] A odiad] ya Yesa o &9 HIS usA sld dl Hera-dl [Qodl-l 4l
ddl Al

RS

X3 weuril AlEd2l Yldidl Hdedl e MYl JAHAUH 219 dl
qai Ay 514 53 us ¢

% weudl €35 “lldl AR HIMALUM] 219 dl YUl Hlel HESL Adl
wesid] usid &9

2 A A \

<> aleaard] ulzdr 1] ey d Hie dq 4004 qAxd qyql 370,

-

X3 aleaardl sl Yol euq %330 od ¢ ruR dlad Add] €l
R My ofly st 1y dl 4Rl Ad dleag wHasA o &9

1.6.3.4. alMaqid] ul3a1 245125 oi-iddl HISHL HIAEU]

P Aladld 1 $:A: wUI3 AHAdA] UlFH Add] s1d AR 454 diddld
s2q1ef] diaqid] uEAH vdd 43 €9 AHY slldriil HIUNH(
dH AMAUH] A 4Addl el dH Lol ¢9.
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o dleiz dlsd A4 Yydl ds uyl d Y séal Ml ¢ d ulladl
AU 2 X3 YS dl ¥ U8 3.

o dlerilr Al3d 4 dq v AlMAdl Mo 9] d oldldl GllelelR
A5 Ylod ulaur 2yaied]l A dHl A eviisaled] ArHqidl
Af3aqd Hicdlsn M &9, ¥ qid«l [QY4 s ded dd Al
i AMFAIA] HAl 53U

-

o SISYGL Al AdR14A g2 51 ol Al Y4l sl 2 Uld AUAldRY
Al 54l UHE 5 AHY ASIHL oG ALoEILe 591 E]

o flroyel qal: -l aia Aol « dicol] s 4 9@ -
ol dl slleainl Yol AHA 1Yl 2 524 Y9 qyHEd] Glei A4l
AEdl 1 Mgl [QruMnl 4104 A4Hd ¥ Guylol 53l

-

AGAAR 2 SR YA AU Y 584l MOl €9 A AMYU ML
o33l 2d] Hs12udl saad]l U3 9. elaAl ozl 2l Hladgl d-il
glrdid Aaidl gled wqxar e dsigqladl ¥32 usdl. Asiglad ¥
dslg oyl o], At elanl olle-irel YoLSIMl oL Al Y3 &9 GlldxiR Y
s8ql 4ol &9 Ve it AMG U3 €9 dMIR ¥ AMAG 9 A H AMUG S
v AHAG EA dl oldnR sl s A dd sul s, elddi ¥
deal 2uyl &l 9 el A ¥ SldaMl d¥HIR dlsiR sqll &9, Hedl YR
AMI2 aMIly YoHe YAl g el dMIL FAUN AUIR 5l U]
sqlell 12l s5d qinel] A Sgyds AMAAL Sl .

1.6.3.5 &u-efl almadiu [Auui

o sllewiiRl 21w A3 Ayl Aus Avl Al 1% A3 1R Hadl AV
dd ®d sl AAAA €, d¥ Aleal 9l 5 ST d sla-r 155l
529 il AHivl NS,

o AlHAd] qvid d¥il A4Sy GYR 4194 *Udl Gdlddl ], ASAU Y8l
Y10y Mg @ldld dHIR slléxiiR A odiddl Edlg 9 5 d¥q el
Al 28l €91,

o aleiad] qavid (933 s5dl sald 2Lal.

o ¥32 U3 Aalel Yeoal AHAs1Ul +&l. ¥ 555 sleud @ 9 2 Yy
ayyal-d] wasiel] qicia-r-l ¢

-

o %32 43 dl dlar ¥ s oldl el sld A AlHaR $30ed d-
AoElHl gleAddl ¥,

o Ayl ¥3[R4ld 4oy ollddld alag Fg.

1e
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ollelRl [QAIR]L Y AHYAUAL 9 S55d ¢515dl el

dleriiReil sleld Yo A4yl %330 9.

A b)

s o5 youd ¢9 3,

13.

2qee Jd Al YER Aoyl alUa 53 a5 &9 ofluzil-d Yldil
33 eaudl [Qen Aiiaaidl suadiml ¥ Aqde] €.

2148 Ml Yl davidi-aial slddl Alvilz ¢lu uer qieaaly dl
1 o sy dlviaisg el

a4 12 ¥l a3l A58 ALloia 5] s1d dl wHALaA]l ¥3R41d
aaql @l Al Qdl @unell aicad] vl ¥ a4 dql Y 4l HyR
yisl sl

dil [3o 56 ¢ 3,

AL AL Yeoal 2 AUl A8l Grid Qa9

dHi?l wila AsiRi:

aly:
1. d#il wdiet Add wouIlHl vl

2. dHIRL ydolll asiaoll AsHAT AHaHl Asi1Al.

A good learns a language more effectively and efficiently.
a. speaker b. listener
c. viewer d. writer

14. A needs a lot of patience

L0

a. sender b. listener

c. receiver d. all of the above
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1.6.4 slaaiy slacy

ML AR slacdl Us] w1 A5 oIS SlUC 9 Hldg AUl
adl awell. w2 eudl vl s dl e Geed €9 R ddl ullRalawl
dlviqud] »32 adld 9. oyl adl el s oflo Al AdAld sqlH]
¥3304ld adid iR ad 4 4149 oldl asl. R ugdll doissl A MLy
QUi 5241 1S Y194 UGEL edl AGEUHS] AHY ] disa AL Hlelld L]
21402 d¥ YRl oixll sl

1.6.4.1. eldg slacu-l »{q:14l

-

13 culdal sedls »qR4l ¥ dlddl Hie 41y Gl 52 us ¥
2 UHIG €9:

1. e GY uefcadl virHl
2. AlslM Al3aod Fed]
3. drawildlla yReql

4. &llAs ulRuyl

1.6.4.2. 2815 olldql-l YAl

A3 Yldig slaed [Qsaiaar Hie 1=l ouoial @4 avid] ¥1g

P el udil Y 1551 5.
o AHI AH3d YO AHD U5 dM ALU MY 64-ld]
o el Hivad seUR Alal qu, nld, 399l Qo LMl 4

Aol (Qoudl 13551 521.

o deal U s Aldd Ul Yeod ¥ Ay [QuRld d-u Heilda
UL U5 GuRl AUl uvil.

o deal i s1¢ yel sl Al nd d HIS M-l Yeril-dl Y
v,

o [ 2 Hepqad] dd ol

o YA 5l AOUG Al H&1d] 53U,

o Ul quid QR dryq Al Asidld ddiR uvil.

o AHY HYElM] Ucdldd YT 3.

21
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<2

dHi?l wila AsR) :

Ay :
1. d#1l wdiet AIdd wodIHl vl

2. dHIRL ydolll asiaoll HsHAT AHadHl Asi1Al.

15.  The most important among the skills of

a language is speaking.

a. two b. three
c. five d. four
16. is an additional language which the people

learn besides their mother tongue.

a. Hindi b. English

c. German d. Tamil

1.7. AR(U (Summary)

21 Ylrel »er 2148l HilSdldAAl U312, UsiRl (A 448
qadl. ad weil 9l 5 wloes v UlCes a2l dsidd. A4y HilSdldr+]
sedls ellxl Fdl 2 olaq AHAG 2 dvig (A9 Y 20y8 241 Ylae -l
g2 ANYY Al Ul AR slucdll Al AHAR51RS Gl e
alcuaqr el sedls 2wt uor »yeq 20yl 214l

1.8. a4l would a5l Gzl

1.d  sharing

2.c receiver



3.c

4.b

5d

6.c

10.c

11.a

12.b

13.b

14.b

15.d

16.b

two

sender

languages

receiver

audio

film

Reading

Extensive

Communication

Capital

listener

listener

four

English

eyl HAMdA vYld (Basics of Communicationy

1.9. 2154~ »d ugltil

1. dcyidn Yed y?

2. eyl gesivil digl iyl

3. Ucdldddl USR] AHNAl.

4. UUY A5 Aisld dg a9 2.

5. qiad sluey [Qediel] 444,

A%)
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1.10. Ae™l 21 (A9 a1

* Kumar, K. (2008). Educational Technology. New Delhi: New
Age International Publisher.

* Patel, V., & Patel, U. (2013). Textbook of Communication Skills.
Anand: Ria Publishers

* Schilling, D. (2012, November 9). 10 step to effective listening.
Fobes .

* uéd, o (2010). viga aly Hlgya, 4ls s1Ga gwe.

*
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AMIf¥s S)2A6A (Social Skills)

2.0
2.1.
2.2,
2.3.
2.4.
2.5.
2.6.
2.7.
2.8.
2.9.
2.10.
2.11.

3uvil

¢g

JTENTERT]

qaisid A4 Al
wlMaug: gH-il
Aldaque: aldiail

aldleany w2 adl yxsqu el
ailys slacy g sdl dd adl as?
a4y s slacuil s14g14
AR

aHd]l uold-u uasiin Gzl
2sH-2a uglil

dedl 2 (AN qlan

2.0. g (objectives) :

1 Asel] 2yl 1A Yol qay oi-dll usly

Ao 341 Fd ousdl usl duy 2ldaieq 341 Jd s usul d-l
Ql3ed

18] A3l 5a1 M1 qlHqieAfl ysAUl ndl.
A1 Mg HiSHl A4l nasi3].
aladla et addl AslA 2 YBa% g 59l

5204 GuAloel]l didiaiyyl HZed d4983.

2.1. 42did-il (Introduction) :

[kl 25 oflo w1 Ucdl~ad 535 6. 211 ydled] 2y Ui

did] 215 qMils sl 9. 28 g9l st HoL e, oSl

-

Hetd AMUYS AddsiRHl 5eg & d-ll dAMYY HAA. dH 5edls MeTdtl
WAl2l Fal 5 5185 A 5d] dd vag 4 54l Ad dg slMaeqd 29 d

Y
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<€

29 Woud ol asl. w2 ad sl M YU 5l SlEA AR dil
ayd sdl dd uldaz 2wy, 541 Ad d¥d wdidl 2adr dl dlanl U
Yo g2 s usul. 541 Ad ad AHUFS dHAAHL Asd g™l Asul.
ad sl ye a4l villgs 2 oldl usq e day 9l d 9412 Herdd
weldl 2 Herag 9 5 wleaieMl 56 MMl GUALoL $AML HleH]
axidl aladld »iuARs A 2q-4lyAaRs ulRRalayr %y adl ¥ld.

g.
&

2.2. Yalsld ¢ slMHaug- (Visits and Greetings)

According to Cambridge Dictionary “A Meet- and-greet event is
one that has been arranged so that a famous person can meet and talk
to people”.

O i HIGSIRY 2L A el 9 dHl S1S Held Aldd vy
A3l 49l a5 s qdl 30 U5 d WS sl HUd €9,

Wl (qaisia) xed q 3 a4l qul aldl 518 aki-d gl
gl e ulss ulalzar 245 HlEdldl 214-d 2adl dl $1¢ $gA YR

A A

ysladl Hie ssst i ¢ d«- M2 séaii »1d 6.

AZor (lqauent) A A5 ucpag sid &, B4 Al3add 2184l
dl dlsiqil yo 924 s oflaed nQdl, dil U i gldl, 2l Q8 614l
Us1R+4L Hold) [Qsa1aql 28ql dl q44l%s Sl (AA4ARs »Haqr 2-1yARs)
e dull Asoflonl dusHl 20d AR Huadlzl el K89 ylail 197l
olcdld €9.

2.2.1 Yasianl g
o uglaxl alsadl s desiR 2yal.

o sedls ugln waal al 2geia 20, Asdd 21ydl.

o weUil Alsled YA 1Yl
o ql [QA1R] AHIYdl A ddl ¥ d-l Y42 dlRd QA 4.
o Geals A S51RIcHS 448 Gl 5241,

o olot widdedl elvig 2 s oo el 2yl
o uee Haqqr Hie A odiad] 24 dyul qHd ag.

o sl wslen s2dl.
2.2.2. wulGagqdl] wdl azsua sea el sedls eyguui:

o 212 518 aMd Hadl 2ud AR d-dl q48 Gou ag.
o o Alsad s [ uug.

o 2vlel] 2ivl AYUSH S



aHlys slauey

o ard ¥ a4l 2lavier 2uudl.
o ¥32 U3 dl a¥ sl@ ol dg [Rdeq Add 529,
o Yo Ewsdls HIS s sdl.

o 54l Ad A ylRyy 2ual d edlvy.

o nol S8 9413 Hetddl Hl3d &9
P w2 d¥ dlsld HAl 9] dl UL Y2 qal? i €1,
o g Ylsa daqd] A 9, ¥ A AlEd dMa YRl Y dl HUH

N

dril UMl GuAloL 53U,

2.3. 2l@qigu 13-l (Greetings Samples)

w&lal sedls Hleicorl ulRRala el ¢ yHi 2+lMaie #3730
ol €9.

o s14 Yellsid

o q41514 Yellsid

o G2 AAES 22l dl AL Sl AHE HAlY

o dql Ade sHAA2 A dlald

o Alad q1d 534 dldAld

o q& Al3d-l 2uqHl Hidg Hid dAHI

o S165 Alsd ¥ d¥d M4 ¥ uQdl sld Al 4 sy,

518 yo yRRyQM luaRs aladld 4z sdal 4 (4 youdd
[Aquetl Ayl GYUALIL S 21 9. ¥ 2l HHIG €9:

—

Good Morning/ Good Afternoon/ Good Evening

How do you do?

Nice to meet you Pleased to meet you

How have you been?

Hello/ Hi/ Hey

How are you doing? How is going?

Nice to see you/ It’s great to see you/ Good to see you.

Long time to see/ It’s been a while

X N kv

Are you ok?/ Alright mate?
Howdy!
Sup? / Whazzup?

—_
- O

<9
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dHi?l wila asi

1. &g 214 dldcua a1 2A04dl ¥sst 281 :
A4 1. 2 WOUH dHIRL YA Ui,

2. HsHA Hd AUUH] AL UL dHIRL FUA] 414 USIAG.

Greeting Response
1. How are you? a. I really enjoyed meeting you, too.
2. How do you do? b. Fine, thanks. And you?
3. Please to meet you c. I hope so, too.

4. It was nice meeting you d. How do you do?

5. Have a good weekend e. Yes, That’s right

6. See you next month f. see youg.

. Please to meet you, too.
7. You must be Ann Peterson £ Y

) h. Same to you
8. I hope to see you again

2.4. ilMaig-t: qldial

251 alaleny 210 uHI8 ©.

alalay : 1
Sita:  Hello I’'m Sita
Diya: I'm Diya
Sita:  Happy to meet you. Diya

iy : 2
Rita:  Hello I’'m Rita
Binti: I’m Binti, I’'m from Baroda
Rita: A pleasure meeting you, I’'m from Ranchi

Binti:  Very please to meet you.

iy : 3
Sita:  I’m so happy to see you again. Gita
Gita:  Yes, it’s been ages since we met.
Sita:  How have things been with you?

Gita:  Good, I've finally wound up my thesis.
X4



qaldldy : 4

Binti: What a pleasant surprise! When did you
come back?

Sita: I got back last night
Binti:  Did you enjoy the vacation?

Sita:  Yes, I had a wonderful time. Thank you.

Word/ Prrase Meaning

1. pleasure feeling of joy or happiness
2. it’s been ages a long time

3. wound up completed, finished

4. pleasant surprise unexpected joy

5. vacation period of rest, holidays

6. wonderful excellent very good.

Ysdd YAlsld %A Udl iy :

alalay - 1. daua o4 [Qeudl ad odl aiddla:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Good morning. What can I do for you?

I am a student of the Social Science Department. I am
looking for some resource material for a project. I need

your guidance.
Your card please. Have you made your entry?

Yes, sir. Here is my card. Where can I find this reference

material?

We have a library catalogue. We have online public access
catalogue to help you locateyour material. We have a

Technical service Librarian to assist you.
Can I get material issued?

No, that won’t be possible because reference material cannot
be taken out of the library. You can read it here or request
a photocopy. The Reference Service Librarian can help
you.

Thank you very much for your help.

You’re welcome.

aHlys slauey

&
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Word/ Phrase Meaning

1. resource reference material

2. reference directing to page, a book

3. library collection of book

4. catalogue a book containing a list of items
5. Librarian in-charge of a library

6. issued given or made available

alaldiy 2. 4qud 4 [Qeudll a2 adl aiddla:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Librarian:

Student:

Hello ma’am, how are you?

Hello! I am perfectly fine. And how are you?

I am good ma’am. Actually I was searching a book.
What kind of book are you searching for?

An excellent English language book. From which I can get
new vocabulary words and basically pronunciation practice
for long words.

You can go through Charles Dickens and John Milton books.
There you can get vocabulary and pronunciation practice.

I which section can I get those books?
You can get those books in the Literature.
Can I get them issued for a month?

Yes, you can. Do you want to get both the books issued
at the same time.

Yes Ma’am.

For that you need to get a membership card issued for
you that card will permit you can get 2-3 books simultaneously

Ma’am it is mandatory?
Yes for issuing more than 1 book at a time.
Do I have to pay something for that.

Yes, Rs. 1000 for 6 months subsequently, you can get you
card reissued only at Rs. 100 for 6 more months

Ok ma’am, please issue me a membership card
Surely, There you go.

Thanks a lot Ma’am



aHil wila asii

NA 2l aalaul 1l acglql Guala 530 vudl your yRi.

ly:

1. 2U4d WOUH dHIRL YAl v,

2. AS5HU dd YUH AL FUS dHIRL Gl 08 AS1AY.
Conversation 1

M = Martin J= Jacqueline

M: Excuse me, Jacqueline Tumer?
J: Yes, that’s
M: May I myself ? I’'m Martin Young.

How do you do?

J: ? Martine Young.

(introduce, right, are you, How do you do)

Conversation 2

C= Chris F= Frank

C: Hello, Chris Evans. Mind if I you?
F: Oh, not. Frank Richards
C: to meet you, Frank.

So how you finding conference so far.
F: Actually, I’ve not this morning.

(Pleased, of course, arriving, join)

2.5. qlaley #1e adl Yraw 210l

UMl dd] dladld g%t UM, ASIA A YA g™l

sld €9, v s34 U AR HAd] Al3d w8 dd]l diadlaql 5 Guil
245131 g adl dadladl sHul widl A 9. el U HEHIH]

-

A Al HO €9 i A HALA (A NY 9. L A51A, UM A4l

Yosqu §R SRl HISHl SCElS YEIXL L HHIEL 6.

yy¥ dl dHi?] Hosaod lavil: s usie-l uRRulAy Hier ¢io]
Yosqul dyd 1y 9. ddl Ysa9qd a¥ lavil. evel dds, dd
YUl S ISl 1 AHEIAM] UMY UGl Sl AR dH Hsdl
9l Adl YR8 2g™dl 1.

YosaMl Ys1dl uedl oY olRiolR €9 del 11511 €25 Ml @l
UM, ASIA 2 YR geald] ld &9, FHs dd] Manie]
565 ddlviaig wa. A4slA 2 Horaw &l uRRulMi] a¥ s

aHlys slauey

J1
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I

Alsd dls duiy Yed sed 9 A 4y oY daxq dlviarg Haal.
AMIRL EAM[ dMIR L qydlg 9 d HIS dye dlvialsel.
o MasiaHl 4dd] &eld el Al

-

o ad w8l 9 5 x1Ys ulRlRulAed]l ayqd dslA 5 YA dloidl sld dl

-

d YRRuldA g2 53.

o Hee MIS d¥iRl (Ao yeal: o aMd ayiRl $4ldl 5 [AeH0 quil
[Qaua ld dl a4 518 snadd] 5 4sldl 18 69 8. »1ys
YRRl ad] Yoa- g2 $Al dH-l HEEIU 6iridl. dM Yol
UBl 4012 aMIRl (A2l w9l

2.6. wHlFs slacy g sdl Ad ol as?

£35 Aldd WA uldidl s5AMS AHY As1RIHS AHIYs Slacy
sld 9. 32dls uldd yiad es1AHS 19U QUIR dl 5AMS slued el
A [Quela esiucis sluey el A 4512045 slued quiR. 2sTdl 2
et &9 5 SsRAMSAL GUAloL 53] A1 Aoyl [AsAidl] Uusid 21 A51AHS
slacdla 518 aldld sidsH, aian dal de sHA wAedl dlvilad g2
$2q] Hdt 53 us.

wsTdl aniel slacddl s sald]l sA6. B4l dug slacd 3o
SSRAMS 2l 526G ASIRAHS €9 2 A5IAMSAT §2 5L A Y HALY
524

3. Exercise

adld]l s flacy asiaar 10 ARl qamy al. audl wd
AlS5A SHRAMS A AsIAHS Sl <. A A yoUIH SHRAHS
A A51AHS YEAl qul Al ¥l A5RAHS Slacy i dl dd gR $Ral
Ndedld Al 52U

SSIRIHS:



5IAcHS SlAcdd g2 $Ralg AHIUY :

SSIRIHS:

2.7 iy s slacu-u qiel (Benifit of Social Skills )

s slacuel]l 14 Yol el qadl usiy.

1. q@? 24 R Aoyl wadl asi

qoil AlSaxl w8 &9 5 @AdHl HUSd AHidR AlEdoud doitlH]
Gay 1y dal dell wola ae§ usdl «ell. el dofylq 19 <53 daqarHl
usdl yesellal »gal dl wqr (A= oi-uddr Hie Mee3u od. AMUYS
slacy 2 Yuiistl0 qwRl 30 a5 v w1l a4l d¥ qRl ol A4sl d
IS Al Y 9. qYIR Al AU 2 ASIRAMSAIA] HHR] g 52 &9 Vir

A

2 AHIAHL AU qYLd €9,
2. g Hewad 53 asi

A3 AHUFs Slauct U ¥ 2ud] 4S 2 AR Uit Slued g
gld. 15U (QaRl 5 @l HAlRd sal Hie d¥ AeH glal 8.
2§l s Herdd SlAd a4l [AslAa s NS6. dlsl we ] Ul
wUM[ 514 5241 IS e sl dl Al Hcudq Slaey [Qsfd «sl.

aHlys sl

I3I
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Y

3. Yy s1deédal

seals dlsl Alys Ba-ulalBaiadl oacfld ddl sy &9 5185
¥uil s dvll (MR 5 elesla qudal + slaedl dul Alzdod d
My u9 Yl usdl el V) 4Y U 9 5 dd dHIRL s1deud (RISl
6192 6l Al dl Al3aoid WMl Alsial dedl dHiedl eals dlsi+ a4
@l usul. AHys slacuel] AR dl A & 2 a¥ [Aaxaryds ssoln
ald dld¥ld s30 A4qy v s usi vl 2solln e sdl vl usi.

4. vsar-a sRu: ulwisey

gl o1t Aeeudtl A4 Yldid] AlBdod sal, 519 duldd]
gld & 2 gl 514 salll AMAl dUIAd] Sld 9 A ™R SIM ML
ueqifdd 530 »udl A8 2uudl €ld €9

5. 2s5e2 yuusilol qauRl

A5l 18 HAG 2 dlsld AMwAl Dol Q@9 8l AlSdvlHl
R4 Hoi[Ad gaUNVl vl A4S wdl ld 9 sidud (Al dHiR
Asofln e dladld sdl ANE6. s Rulayl AEA dl 2A1s Rud

2 Sdl U6e A (A2l Yl YR €l nY €9,

2.8. iy (Summary) :

M Slacy Y] §35 AUlBdHl REAL AAHAI] AYS 9. £35 AlZai]
21 A% slacdl wud 9. d ulawdl (eoll dradiel, G, »Hi-syds
@d] 45 &9, AHFS Sluc Y AIEF Ucd sled qid AU 9 ¥ £5
wd slg 232 9. ol oy 21 2ol Goruell ulsd sdaly waa 9
&AMy sl &loL o 9. Al Arl¥s Slued 4Ruddl AlFa 2
32 wuadl dlsl wd 4a 9. ddy sid s ws 9. b s103ET 21q

HO(IHI qHIR] 52 €9 Vil 9¢d WAH[ ASUAl SIHE 53 ¢9.

2.9. a2 yold st Gri

1. 2tlquet 244 uldeua a1 2uddl ¥isst wisl.

Greeting Response

1. How are you? a. I really enjoyed meeting you, too.
2. How do you do? b. Fine, thanks. And you?

3. Please to meet you c. I hope so, too.

4. It was nice meeting you d. How do you do?

5. Have a good weekend e. Yes, That’s right

6. See you next month f. see youg.

7. You must be Ann Peterson | g Please to meet you, too.

8. I hope to see you again h. Same to you

1- b, 2-d, 3-g, 4-a, 5-h, 6-f, 7-e, 8-




aHlys sl

2. Ald wwde aalamHr aicy acgll Guala s3I0 vudl wour yRi.

Conversation-1

M= Martin  J= Jacqueline

M: Excuse me, are you Jacqueline Tumer?

J: Yes, that’s right

M: May I introducemyself? I'm Martin Young. How do you do?

J: How do you do? Martine Young.

Conversation 2

C= Chris

F= FrankC: Hello, Chris Evans. Mind if I joinyou?
F: Oh, of coursenot. Frank Richards

C: Pleasedto meet you, Frank. So how you finding conference
so far.

F: Actually, I’ve not arriving this morning.

3. Exercise: Do it yourself

2.10. 254~ 2d Ugldil

1. alys slacy 2ed g7 dql el 4l 2.
2. Hlelor »A All2o vied y? AllEoai seeus 3«1l weudl.

3. Yelsid-l gl waudl.

2.11. As™l 214 [A9iN Qi+

* Dayalbagh Educational Institute. (n.d.). Spoken English: Conversations
for all occasions. Agra, Uttar Pradesh, India.

* Griffin, T. (2019, March 28). How to avoid getting embrassed.
Retrieved May 19, 2019, from wikihow: http://www.wikihow.com
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* IGNOU. Business Social Skills and the Recruitment Process.
New Delhi: IGNOU.

* Pettry, D. W. (2006). Building Social Skills through Activities.
USA: Danny Pettry.

* Raj, T. (2017, March 30). English conversations: Between
Librrarian and studient. Retrieved May 19, 2019, from Peptalkindia:
http://www.peptalkindia.com

* Ramsey, L. (n.d.). Successfully meeting and greeting. Retrieved
May 19, 2019, from Salesgarvy: http://salesgravy.com

*
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iz ulRuA

(Organization Introduction)
3.0. dgil
3.1. uediq-i
3.2. uR=gaiyn: deal ulsisd
3.3. e ulsiSay quus
3.4, s : $14ERAHI Al [Faugl
3.5. AR
3.6. a#d] uold asizl-u Gzl
3.7. YsH-2d ugln

3.8. el 2 (AN alun

3.0. &gl (objectives)

20 Yle a2l yedl ad Al g qaw ol usal :
o 54l dd aqil deur [Q9 ulRay 2uval d-dl 44ral
o Aol (A9 34l d ulsida avdl d »olg 41olee+

P deed] UisiSaul 5¢5 58 HBdl+]l HHIG 54l d 24Ul
A4 Y

P AUH $14 52l Al s14-52%04] A

P S A SUH AdHIHAL GYALoL.

3.1. diq-it (Introduction) :

£25 Al3d ¥ Wl 5 [ACUOUH] $1M 5l s1d dl AzAls [Ac1191-1]
YRyY HlZor quid, yeluel draxlqa, d4ul%s dea2l4l, Azl 2yqi-l
R 32 usdl €ld 9. a¥d ¥ od €lg WgA 5 ad a2l w2l
YRAA 1l €91, 1 Ylme a2l vedl dd Azl wisisanl s¢ 56 Hul8dl-l
GuyloL 529l 2 dell 2515l 52el] 89 d 2L Yl qarzl uedl wal
wadl. sdl Ad ulsida 2y21idg Hiay €lg w2, 54l Ad %iidd d¥
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14

Swsd 531 sl 493, A8 HeUH[ 514 sl sHAUMIA] ¥ ulsISY
29 514-5%0 HilSd] Ha9l.

3.2. ulR29¢ i+ : dzu-l uisisa

14 24d YlRx9¢ Y] 2NE HELA YU Qv

INFLIBNET (Information and Library Network) centre is an
autonomous Inter- University (IUC) of University Grants Commission (UGC)
of India under the Ministry of Human Resource Development (MHRD)
located in Gandhinagar, Gujarat. The centrewas initially started as a National
Project under (IUCAA) in March 1991. It became a independent Inter
University Centre in June 1996.INFLIBNET involves modernization of
University libraries in India and connecting them as well as Information
centre in the country through a nationwide high speed data network using
the state- of- the art technologies for the optimum utilization of information.
INFLIBNET is set out to be a major player in promoting scholarly
communication among academicians and researcher in India.The main
objectives of INFLIBNET are to promote and implement computerization,
to evolve standards and uniform guidelines, to provide reliable access to
document collection of libraries, to provide access to bibliographic information
sources, to develop new methods and techniques for archival, to optimize
information resource utilization, to create databases of projects, institutions,
documentation centre& information centre in the country.The goals of
INFLIBNET are achieving complete information of libraries in educational
institutions, create union catalogue of document available in libraries in
online and real time environment, and promote digitization of legacy document
and creation of content in e-format in universities.The major functions of
INFLIBNET are to facilitate academic communication, to undertake system
design and studies in the field of communication computer networking,
information handling & data management, to established appropriate control
and monitoring system for the communication network and organized
maintenance, to collaborate with institutions, libraries, information centre
and other organizations.INFLIBNET major activities are i. e-consortium:
e-ShodhSindhu, NLIST program ii. Project & Consultancy: e-PGpathshala,
Vidhwan Databases, India Ranking (NIRF), Vidya-Mantra iii. Open access
initiatives: INFPORT, IR@INFLIBNET, OJAS, Shodhganga, Shodhgangortivi.
Library Automation: SOUL, IndCat Union Database, etc.



e ylRyy

aHiRl wila AsiA

A4 : 1. U™ YA AU WOUH] Y.

2. dHIRL FUHl HsHAL Hd 2udd sl wd Hjuunell s
Q.1 What is the full form of INFLIBNET?

Q.2. When was INFLIBENT established as an dependent?

Q.3. State the goals and objectives of INFLIBNET

Q.4 What are the major functions of INFLIBNET?

lce
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Q.5 State the major activities of INFLIBNET

3.3. e WsiSag avug

el URAY 2yl u8 Hs g slued 9. Aqeull uRuY

3dl da wuyql 7 vd deel 200l dqid Hl8dldl ad HilSdouR sldl
A, Al USISd dridl 1S 1Y AHd A8 6isid] Hecdd] €9,

Infromation Gathering (Hil8dl 252 33d)):

Rl 2521 sdl 2 s ulsal &9 5 w4 Yel Yel s MilSdl
2ld vl 5U3a0d syl deul, Alzd, dede qell Hiledl
Y521 A1 219 &9, FAd HeAUl U] HISISA dvial] €9 d «dl
o] aMiy usiell HlBdl %el Yel wllaxied] sz 54l
Filtering Infromation (Hl/@rﬂ Us $dl):

Wlddl 258l s4l o lEdlq Y& 54l 5 FH Hi1q9ds AHY
33 1 ¢ld ddl HilSdld g2 srauMl 2ud ¢9. i Yg s3] Mlddl
5 doil8d Bl Gualasald »uyl asid. y41R a4 518 Huledl



21] &l €14 dl dHiedl YAl 2iqd. ved 11 Ml8dl Y& sl
Yglad ae ser dgld dids usr 2laviqiil 2ud 6.

o Collation of infromation (AUl8dly s $29):

dealed] sida aviar qldld Asldd sdl. Y& sl “ulddl-
HISISAH] (531514 2124l dl q8UgsH gl Y 54l HlSdlq
Aqely A allds sq4l szt sl v olsad] wall Mulsdl qul?
SIHES Y HUSIRS ol 9. AsAUR 410 Ad Ml 44 sl
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$4 024 2904 HilSd]
P el sldud 3¢l Rlg>l (o] 4ulsdl.

1Y Gulsd HilSdl>l dear [Qd ¢ld dl dd Wl ulRAy qy
22425125 IAd 20l usl.

3.4. U500 514 $THI [Fauel Gyl

aMil st olell $29040 dd Y 514 53 &l 9l del 4MLdU
st $2940 wdl HA €9, sl eqlda [AlAy sleiil 514 s29040
4104 [FH1yed] uAeoll A HeTadl ¢9.

A4 2ude Auvia-d] sid+l $2%140 secls [34iuel highlighted
(s18eue2s) usilid s2au4i el 8.

Job responsibility of Librarian (uwa-l s14 52%1)

° To supervise and co—ordinate the work of University Library
system consisting of five Units.

el ylRyy
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° To provide instructions to new members in the use of the Library.

° To plan book acquisition programme of the library and select
books for order.

° To work out exchange and gift arrangements with several hundred
institutions in India and abroad.

° To contribute to the educational function of the University by
providing bibliographical guidance to research scholars of the
Universityand Visiting Scholars from other Indian Universities.

o To develop prgramme of library management for improving the
efficiency of the library.

° General correspondence relating to financial matters.

2 GuAsd [Fuiuel Al3a-l Rlg>l vaql dl dl3a-]l d4led 214
UHPLs Fd Y 52 9.

2y geldl A4 dl,

dHi?l wila AsR) :

A4 1. dHIRL FU YA YoUH] Ui,
2. dHIRL YUl HSHAL AdH] A4 GG 44 AU

13 28 UHs AUYLAA] 514 SUHL NG 4194 [FHIYEL]
GualoL 530 viel xour Y.

A4 suda Faveldl ayqd sl qesdl yaud dl dd s sl
qae [Faruel Gualor vl w0y M s<1 usl el

develop contribute attending
work out assist improving
assigned providing

Job responsibility of Deputy Librariant

° To generally the Librarian in planning of academic

and professional work in the Library.

° To to the educational functions of the University
by bibliographicguidance in the area of the
specialization.

] Toplan book- acquisition programme in the area of specialization.

] To exchange and gift arrangements with institutions

in India and abroad.
° To documentation programme in the concerned areas.

¥R
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° To toward professional inquiry and research through
publications, seminars and conference,
] To programmes of library management for

efficiency of the library.

] Any other duties from time to time.

aHi?l wila asiRi.

Al4: 1. dHIRL e A wouIHT vl
2. dAHIRL UL HSHAL HdH] A Yol Al YLl

13 2uhd Heedly Ayl sl SN 21dd 1oy [FHIYEl]
Gualo s<1 vie] our Y.

Al 24 [a14elHl ayd sl sl wouddl ¥ s sl q4lR
Gaiugnl Gualor vitel wodr 4 s asl el

acquires determine interact
prepare provides assigned
supervise act attend
bringing out classify

Job responsibility of Assistant Librarian

° To with the academic communities of the University
in order to their requirements of reading materials, and
acquire the same for the library.

° To the documents their contents

in class numbers reference services and documentation
services to the faculty members, research scholars and students.

° bibliographies and indexes.

° as the liaison between the Librarian/Deputy Librarian
and staff for communication purposes and supervise the activities
of section.

] To correspondence relating to the section.

] Any other duties from time to time.

¥3
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dHi?l wila asizi.

A4 1. dHIRL wAUs YA woUH] Ui,
2. dHIRL UL HSHAL HdHI AUYE WU Ao YLl

13 2uda sl qeedlu-l s1dl %040 2UNE 4104 [3H1ugl]
Gualo 520 viel your Y.

A4 suda Faveldl ayqd sl qesdl yaud dl dd s sl
qae [Faruel Gualor vl w0y Hie s31 usl el

repair preparing facilitate
maintain operate send
deal perform provide
locate inspect protect
lend collect enter
update return classify
permit assist preparation

Job responsibility of Library Assistant

] and books, periodicals, videotapes and other

materials at circulation desks.

° and patrons’ record on computers.

° new materials including books, audiovisual materials,

and computer software.

] books, publications, and other items to established procedure
and return them to shelves, files, or other designed storage areas.

° library materials for patrons, including books,

periodicals, tape, cassettes, and pictures.

° returned books for condition and due date status,

and computer any applicable fines.

° records of items received, stored, issued, and

returned.

° clerical activities such as filing, typing, word processing,
photocopying and mailing out material, and mail sorting.

° assistance to librarians in the maintenance of collections

of library materials.

° to with disruptive or problem patrons.

° and catalog items according to content and purpose.
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] new patrons and issue borrower identification cards
that permit patrons to borrow books and other materials.

° notices and accept fine payments for lost or overdue
books.

° and audiovisual equipment.

° books, using mending tape, paste and brushes.

] the acquisition of books, pamphlets, periodicals,

and audiovisual materials by checking prices, figuring costs, and
preparing appropriate order forms.

° in the preparation of book display.

aHi?l wila asiRi.

Al4: 1. dHIRL YUs AU wOouIHI vl
2. dAHIRL UL HSHAL HdHI A wUo] A9 Ayl

f13 20d qdER] ASwsel sid Al ¥ 219 4194 [FAIYEl]
Gualo s<1 vie] our Y.

Al suda Byeld add slS Ysdl waud dl dd s sl
qae [Faruel Gyalor viiel w0yl Miesduslel.

assigned shelving preparation

pasting shifting display

Job responsibility of Library Attendant

] of books.

° & jobs.

° of books.

] of journals etc.

° As by the Librarian/Dy. Librarian/Assistant

Librarian from time to time.

3.5. AR (Summary) :
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3.6. a4l yould asidi-u Gzl :

1. Q.1 Information and Library Network
Q.2 June 199

Q.3 Objectives:

] to promote and implement computerization

° to evolve standards and uniform guidelines

] to provide reliable access to document collection of libraries

] to provide access to bibliographic information sources

° to develop new methods and techniques for archival

] to optimize information resource utilization

° to create databases of projects, institutions, documentation centre&

information centre in the country.

Goals:
° achieving complete information of libraries in educational institutions,
° create union catalogue of document available in libraries in online

and real time environment, and promote digitization of legacy
document and creation of content in e-format in universities.

Q.4 Functions:

° to facilitate academic communication,

° to undertake system design and studies in the field of communication
computer networking, information handling & data management,

] to established appropriate control and monitoring system for the

communication network and organized maintenance,

° to collaborate with institutions, libraries, information centre and

other organizations.



A ulRuu
Q.5 Activities are
L e-consortium:e-ShodhSindhu, NLIST program

1. Project & Consultancy:e-PGpathshala, Vidhwan Databases,
India Ranking (NIRF), Vidya-Mantra

1il. Open access initiatives: INFPORT, IR@INFLIBNET, OJAS,
Shodhganga, Shodhgangorti,

Vi. Library Automation: SOUL, IndCat Union Database

3. Job responsibility of Deputy Librarian

] To generally assist the Librarian in planning of academic and
professional work in the Library.

° To contribute to the educational functions of the University by
providing bibliographic guidance in the area of the specialization.

] Toplanbook- acquisition programme in the area of specialization.

] To work out exchange and gift arrangements with institutions in
India and abroad.

° To develop documentation programme in the concerned areas.

] To contribute toward professional inquiry and research through

publications, attending seminars and conference,

] To developprogrammes of library management for improving
efficiency of the library.

] Any other duties assigned from time to time.

4. Job responsibility of Assistant Librarian

° To interact with the academic community of the University in
order to determine their requirements of reading materials, and
acquires the same for the library.

] To classify the documents bringing out their contents in class
numbers provides reference services and documentation services
to the faculty members, research scholars and students.

° Prepare bibliographies and indexes.

° Act as the liaison between the Librarian/Deputy Librarian and
staff for communication purposes and supervise the activities of
section.

° To attend correspondence relating to the section.

] Any other duties assigned from time to time.

¥9
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5.

Job responsibility of Library Assistant

Lend and collect books, periodicals, videotapes, and other materials
at circulation desks.

Enter and update patrons’ record on computers.

Process new materials including books, audiovisual materials, and

computer software.

Sort books, publications, and other items to established procedure
and return them to shelves, files, or other designed storage areas.

Locate library materials for patrons, including books, periodicals,
tape, cassettes, and pictures.

Inspect returned books for condition and due date status, and
computer any applicable fines.

Answer routine inquires, and refer patrons in need of professional

assistance to libraries.
Maintain records of items received, stored, issued, and returned.

Perform clerical activities such as filing, typing, word processing,
photocopying and mailing out material, and mail sorting.

Provide assistance to librarians in the maintenance of collections
of library materials.

Take action to deal with disruptive or problem patrons.
Classify and catalog items according to content and purpose.

Register new patrons and issue borrower identification cards that
permit patrons to borrow books and other materials.

Send out notices and accept fine payments for lost or overdue
books.

Operate and maintain audiovisual equipment.
Repair books, using mending tape, paste and brushes.

Facilitate the acquisition of books, pamphlets, periodicals, and
audiovisual materials by checking prices, figuring costs, and preparing
appropriate order forms.

Assist in the preparation of book display.

Job responsibility of Library Attendant
Shelving of books.

Preparation&pasting jobs.

Shifting of books.



° Display of journals etc.

° As assigned by the Librarian/Dy. Librarian/Assistant Librarian from
time to time.

3.7. sH-2ia ughi

1. deul ulsida ved 7 deul ulsida dqual qie 58§ 56 4lddll
AH199 5l d woUdl.

2. deel Misisd quidl HiSdl 218 UFA 44Nl

3.8. As®l 214 [AgiN Qi+

* Attwood, G., & J., H. (1984). Communication. New Delhi: Tata
McGrawHill.

* INFLIBNET. (2019). INFLIBNET. Retrieved May 23, 2019, from
INFLIBNET Centre: https://www.inflibnet.ac.in/

* JNU. (n.d.). jnuRTI. Retrieved May 22, 2019, from jnu.ac.in:
http://www.jnu.ac.in/RTT/TechnicalOfficials.pdf

* Planner, C. (n.d.). Career Planner. Retrieved May 22, 2019,
from Career Planner: https://job-descriptions.careerpanner.com/
Library-Assistant-Clerical.cfm
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4.1. Hdld-u
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4.8. AR

4.9. axd] vold Asial-u Gzl
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4.0. Sgil (objectives) :

20 Yle a2l yedl a4 e qan ol usal.
o 3dl d wsiSa oiruad] d 29lg HioE e
o sl sal us1Al HlSdl A sal d-dll 44l

o UISISE dviql HISl ild¥] Avidldl el Yerldl 44l

4.1. 44~ (Introduction) :
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2ARSIRS 2 &l v ddl €14 dl a¥ ey AR Adlsdd i sld
s asl. 2 ylmenul ulsida dual IS Alel ddi sl GUALdL $RAHL
Vil §9 el 52Als A0ELAl GARY dls AsIY a3l YsAHl Vil €.

4.2. ylRx9¢ qua-: cul3aoia Hisis e

ulsise 2 518 ya Aldanl waq ARzl 25 a8+ 9. HIS1Sen
Yl3al e9ol]l s dlaviqyl 214 €9, AsTA 32dls AHIEd [Qgii-l

A

(3ol UISISE Y SRAIHI LAl €9,
Bhimrao Ramji Ambedkar

Bhimrao Ramji Ambedkar popularly known as Babasaheb Ambedkar,
was an Indian jurist, economist, politician and social reformer who inspired
the Dalit Buddhist movement and campaigned against social discrimination
towards the untouchable (Dalits), while alos supporting the rights of women
and labour. He was independent India’s first law and justice minister, the
principal architect of the Constitution of India, and a founding father of
the Republic of India. In India and elsewhere, he was often called Babasahed,
meaning ‘respected father’ in Marathi and Hindi.

Raja Ram Mohan Roy

Raja Ram Mohan Roy was one of the founders of the Bhrahmo
Samaj, the precursor of the Brahmo Samaj, a socio- religious reform
movement in the Indian subcontinent. He was given the title of Raja by
Akbar II, the Mughal emperor. His influence was apparent in the field of
politics, public, administration, education and religion. He was known for
his efforts to abolish the practices of sati and child marriage. Raja Ram
Moan Roy is considered by many historians as the “Father of the Indian
Renaissance.

Swami Vivekanand

Swami Vivekanand was and Indian Hindu monk, a chief disciple
of the 19" century India mystic Ramakrishna. He was a key figure in the
introduction of the Indian Philosophies of Vedanta and Yoga to the Western
world and is credited with raising interfaith awareness, bringing Hinduism
to the status of a major world religion during the late 19" century. He
was a major force in the revival of Hinduism in India, and contributed
to the concept of nationalism in colonial India. Vivekananda founded the
Ramakrisna Mission. He was best known for his speech which began
with the words- “Sister and brothers of America..., in which the introduced
Hinduism at the Parliament of the World’s Religions in Chicago in 1893.
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4.5. culsdold uisiSar 141l

A[5dold UIS1SE [Mded Ue HHIG HHOL HHOL 1Y &9, Al3ddld
wsiSeHl dlalisaizl, slacdl, Aged dHy s103el40 @yl q4H1da
U4l 219 €9, €35 Al3d Uldiril ue HHIG Hl.dl. oiridal €ld 9 i
dl.dl. 40 ylaid] HisiSani dl3aoid [Rded 2Hiudl €ld 6.

Librarian (24ud) <al3a9d 4isi84

I have enjoyed a long-running career in various libraries across
the country which has led to considerable experience and expertise in
librarianship. I am a dependable individual who always strives for perfec-
tion in everything I do, including the preserving and maintenance of valu-
able books. My calm temperament and friendly demeanour have repeat-
edly made me the most eligible candidate for community projects. I am
also able to multi-manage several projects at once. Ultimately, I believe
that my natural flair for customer service, along with my proficiency in
handling both the technological and physical resources in libraries will
make me a valuable employee for any library in the country.

Gurlsa Wawan [yl qialsaizi, slacy s+ sgMa 716 di,
Personal qualities:expertise, perfection, friendly demeanour
Skills: Interpersonal skills, Communication skills

Experience:handling technological and physical resources, multi-
manage several projects

aHil wila asiA

3. Teaching (2t&uu-) cul3doa uisise :

I am a loyal, talented and caring teacher who loves making a
difference in the lives of young children. I am open-minded, patient and
supportive towards other people, especially towards children or those
who suffer from disabilities. In my previous role as a primary school
teacher, I have taught and nurtured more than 100 pupils from all backgrounds,
successfully preparing them for the next stages of their young libes.

Personal qualities:

SKkills:

Experience:

cl5ao1a Mis18d
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4. Admin (adladly) cul3aaq uisisa

I am a hard- working, motivated and enthusiastic Administrative
Assistant with a proven track record in Business Administrationand Project
Management. I always strive to achieve the highest standard possible, at
any given taskand any situation. I am accustomed to working in a challenging
and fast-paced environment, particularly when dealing with the multiple
projects and priorities at the same time.

Personal qualities:

Skills:

Experience:

dHi?l wila AsiA

6. Student ([Qeuell) culZdaoa uisise :

I am a hardworking and ambitious individual with a great passion
for the transport and logistics industry. I am currently in my second year
of studying MBA Logistics and Supply Chain Management at Nirma
University. I have excellent communication skills, enabling me to effectively
communicate with a wide range of people. I am seeing a part-time
position in the industry in which I can put into practice my knowledge
and experience, ultimately benefiting the operations of the organization
that I work for.

Personal qualities:

Skills:

Experience:

4.6. MIs165 dridl HIS @UHI AUALHL Y51
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[asey sqo Hsidanl 8dl sld 9. axid]l U q4 4uYd
Vil UAE ofilddl HIS HAH e[Sl Guylol 5. aMid] Al3dold
SIS A aHiy (A9 € A a1l Slued [Q9 &, Hed 3T (g)
al Guylor ‘He’ (d) ‘She’ (A6)l sigausi 520 F-usl] 2w 217
MIRYdSs UISISE o8l Y9 del Hddol ql 4l 5 g5 ausaAl-l
u3xiid ‘U () el adl sld. 215 413l al3add uisisaxi slaedl
LAl (B9 ylal 49 €.

a4l dl3daod ulsidani U () -l Gualodd aiqar aisaHi “As
a” «dl GUYLIL $2dl. d¥ AMIRL Sleril HgMd el Sl USISH(
2y 53 sl e9l. e1vdl adls “As a Librarian in BAOU.21 #4121
il steAl Kol il sld dl dd sl asiadl Gyalor s30 aisa-l
A3l 53 usl e9l.

S As wdlzu s2gMma, Rlg, 211 dlogril 44149 $:al: MasiaH
WOdd 2gedd [QARl 94 $ 5d $ sldyHl Hadd sged, Rlgil,
gredelly qoll 4 a2l ulsidaqi %y s usl el.

A

silselal u w4 Sgul wouaan: wnsldl 1 Head & 5 dd
a412] siRl3el wigsa g 530 e 917 Aetldd ue uel dq Y Ul
il vl uvil 9. dd aMil Aldd uE MIC dHIRL Y HIS

55y ldl A,

WS 2lnl: WSISAHL 434S’ Pl $ responsible creative efficient
" aaal NEA. HlsiSaH] 40 4ol i Aual sldl A, eival

215, 1T am a responsible, creative person who can get the job

clSao1a Mis18a
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done. il di5a4( responsible {7l creative il ¢ WUogld cladl

IBES

Aoy 24 wda ua wd awdd uisida oydadl ¢ 5 & d

-

awdl: a4idl Husl ulsidad aidl ugdl AlssAyds ad euldal
slaedl, sgoia el 1Y Ay 5 4dd Ul 524 9 d-ll dvuysl]
320, 518 ya yel Adle + aql N6, a2l Aalddaoa Ulsida
A4 $1(BET, Y A slacuil AR dl3 51 53 6.

4.7. Mis1SAHl 5011 Gyl

301 SIS duiqr HiS AlEl Hasia-dl GUAIoL 54 19
9. oqasia¥l Haddl Rulg»l, »qgeid ol gulqdl 41 AIEL HdA519x]
GuyloL qld €9, ALEL sl AU 2 d«l GuAloL (A9 [Qod 1.

A, 43U

(I/we/you/they/he/she/it + past form a verb)

8512 1512 u&-1e
1 worked 1 worked 1 work...?
We played We played Did we play...?
You went You did not go you go...7
They took They take they take...?
worked woked work
He played He played he play...?
She went She did not go Did she go...7
It took It take it take...?

A4: AIEL MAsIAH] €35 sl g (851 UsHHL) Baued cdsiag
34 25 Avll Jd GuyloL A &9, Us 2l 51 dSAM ALEL Hasia¥] Did
{7 did not g4 GuAloL UlY €9,

B. To be [$aiug 21 2u1gl &4ds14

(To be G407 3 - was/were)

It

} was

He
She was not

It

8512 1512 TE TS
1 was 1 was was 1?
We We We?
You were You } were were you?
They They they?
He he?
She Was { She?
Was?




4 AlEl Hasia¥i To be il 34 was i were &9 i d4il 214
“sdl, edl, edl “ o2 4l ¢9 was -l were]l Ule9q i AU noun,
adjective 21+ adverb(ial)«il Gualol 24,

GelsR8L dls,

1. Melvil Dewey and Dr. S. R. Ranganathan were classificanist.

2. He was educated at the Hindu High School in Shiyali, at Madras
Christian College.

C. Guulo: (a) Alsl Mdsia-l Gualor Mdsiay) o+l add] (3
galqal H1e i 9. idl [3ul vol g4l 5 AAd 1W5 A HASIAH] o4+l
SlE uS. sl qasta+l GuAldL (Bail q4y gqldld 5 sulcu qor 53]
ASIY &9.

Gels8L dgls,
1. Ranganathan died in 1972.

2. Melvil Dewey founded the world’s first library school there in
1887.

aHi?l wila AsiA

6. A. 4 2wdar ssul el Masin-l Guala s3 vudl your yRi
Ay 1. dHIRL YU HIYAUH] HIdE YOAIHI Qv

2. dHIRL wsildl asiAell sy AHd dd ydol Hqd H_udl.

Melville Louis Kossuth Dewey ! (be) born on 10 December
1851. Keenly interested in simplified spelling, he shortened his first name
to Melvil as a young adult, 2 (drop) his middle names and,

for a short time, even spelled his last name as Dui. Dewey 3

(invent) the Dewey Decimal Classification (DDC) system when he

*(be) 21 and working as a student assistant in the library of Amherst
College, drawing from Sir Francis Bacon’s classification of knowledge as
well as library classification systems > (design) by William
Torrey Harris and Natale Battezzati. Dewey’s promotion of his classification
and emphasis on centralization of cataloging efforts set in motion a new
era of “library economy”. Dewey’s role in American librarianship is impossible
to ignore. Dewey 6 (help) establish the American Library
Association (ALA) in 1876; he also co-founded and 7 (edit)

culSa1a Mis18d
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Library Journal. Dewey became the librarian of Columbia College (now
Columbia University) in New York City in 1883 and 8
(found) the world’s first library school there in 1887.

B. 4 swdar ssudl agl ¢qasiaql Gualor 3 vudl wour yRi
A4 0 1. dMIRL YU HYAUH] DA YoUIHT Ui,

2. dHIRL wUsldl AsiAell 54 AHd 24 yAsl HqEd H_udl.

Dr. S. R. Ranganathan !(be) educated at the Hindu
High School in Shiyali, at Madras Christian College(where he took B.A.
and M.A. degrees in mathematics in 1913 and 1916), and at Teachers
College, Saidapet. In 1917 he 2 (join) the faculty of Government
College, Mangalore. From 1917 to 1921 he subsequently taught at

Government College, Coimbatore, and he 3(join) as Assistant
Professor of Mathematics at the Presidency College, Madras in 1921-
1923. In 1924 he *(be) appointed first librarian of the University
of Madras, and in order to fit himself for the post he >

(travel) to England to study at University College, London. From 1925
to 1944 he 6 (take) up the job at Madras in earnest in 1925
and held it until 1944. From 1945 to 1954 he " (serve) as
librarian and as professor of library science at Hindu University in Varanasi
(Banaras), and from 1947 to 1954 he taught at the University of Delhi.
From 1954 to 1957 he 8 (be) engaged in research and
writing in Ziirich. He ? (return) to India in the latter year and
served as visiting professor at Vikram University, Ujjain, until 1959. In
1962 he 10 (found) and became head of the Documentation
Research and Training Centre in Bangalore, with which he remained,
associated for the rest of his life, and in 1965 he was 1
(honour) by the Indian government with the title of national research
professor in library science.

4.8. 41209 (Summary)

~

A3l HISISE A dHly A1y a8 . a4 519 917 aq 3d] d
YslL? a¥d AR 52l 917 2 a¥ s wal Mo 917 2l s dHIZ] as
9. o4l a2l Qg2 21 4logi galdl usl 9l 5 a4 ollniel 3eal
§A0L 9. 2l A5 M52 s2a1g Aldd &9, dH1] ANdd ad U152 s3] usl

e9l.
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4.9. d#1d] yold ysii-i Grzl (Answer the Self Check Exercises)

1. Nd Hdel 52U

2. Nd Hd 52U

3. Personal qualities:loyal, talented and caring, open-minded, patient
and supportive
Skills:, Communication skills, Interpersonal skills
Experience : taught and nurtured more than 100 pupils from all
backgrounds

4. Personal qualities:hard- working, motivated and enthusiastic
Skills:Interpersonal skills, Communication skills
Experience:multiple projects

5. Personal qualities:hardworking, ambitious
Skills:Communication skills
Experience:-

6. A. 1. was 2. dropped 3. invented 4. was 5. designed

6. helped 7. edited 8. founded
B. 1. was 2. joined 3. joined 4. was 5. travelled 6. served

7. took 8. was 9. returned 10. founded 11. honoured

4.10. As¥ 2ia ugh

AN 2yl 2uddl Y™ Yo Qv

1. usida 2ed g? misisaq’ amldwe adl wulddlzi rsual.
2. usiSd dquaqr HIE RuHHE Avidll YEiul youdl.
4.11. e 24 [A9y 4i4- (Reference and Further Reading)

Patel, A. (1999). Learn Tenses without tension. Ahmedabad:
Alpha Educational Services .
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* Satterthwaile, F., & D’Orsi, G. (2003). The career portfolio
workbook. New York: McGraw- Hill.

* Wikipedia. (2019, June 7). Bhimrao Ambedkar. Retrieved June
9, 2019, from wikipedia foundation inc.: https://en.wikipedia.org/
wiki/B. R. Ambedkar

* Wikipedia. (2019, June 7). Raja Ram Mohan Roy. Retrieved
June 9, 2019, from wikipedia foundation inc.: https://en.wikipedia.org/
wiki/Ram_Mohan Roy

* Wikipedia. (2019, June 7). Swamivivekanand. Retrieved June 9,
2019, from wikipedia: https://en.wikipedia.org/wiki/
Swami_Vivkananda
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vigsif@lail (Portfolio)

3u3uil

5.0 Geul

5.1  Hediqril

5.2  uidsilaul: vy uldleie

53  uigsilaqui+l wed w4 4yl

5.4  uidsiAui+l cuusdl

55  uldg 21 uladl nda-u yearst e A4 x#a0 yicsilaul
5.6 dalas aawanl uiZsilaal

5.7  a#Rl uigsilaal duair 52

5.8  deauge u2 awikl wicsiaul ysal
5.9 AR

5.10. aglasedly usi

511  daxdl uald asiiu G

512 Aced 4 [Q9y qiun

5.0 Gg9(Objective)

2l yledl ad uldsiladiqar gl [ dlviqaqrdi suqd. i
Gurid uldsilaalyi s¢ “ulddl, 34l Hilddl Girdl A2 d-ll 4l 520y
A4y wesilaalyl 8§ Alddl sa syl ysdl a-l ya wuledl syl
2199, 2l GUAd UISSIEAYIA doAade GuR ysadl dd ed HMetad &
A4 d-il s14el Y 9 d wusll usial.

5.1 U2dlq-il (Intruduction)

Al Ad e uddar sy oe, s Haqql ydl sl
QU HIZL RoyM GU ¥ @it iydl sld ¥, ug Rosyul A

wigsifayl uo wel ¥ Herael . S8y [Qend] dldig lds séld
MOdR Yo 52 Al Y4l d- uldsiadl Y © d-l w1 voer ¥ w4l sldl.

13
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1y

gelas seuvl usldl x4 Yeisia e [Qeudl>l vdl sld AR
uler oo [Qenell>l uldsifayi-l wasidl - glaii 518 A5 ddl
sla &9, 28l [Qendl>l 21 Rosyx-ll wd e widsifaal Gur uer seq
¥ Qi AYG NEH. YesiaHl 45l HS a¥iRl Rosgu-dl A vidsifayl
gl AR s vl Yaisia AR AlEd ueuldd 4g U, Ay -
Wisdl [Qsun ya g d2 9 w4l HAlsia A [RosyH Hed«l Lol
9.9 Aduid 5 deddl Usu-l YiSsiEyl d-l sidsd, 4ls, 4429

A

UAlBd 44 s+ euld 9.

(M)

5.2 uigsilaul: 2uuyg uldlior (Portfolio : Our Reflection)

S1SURL AOYIA 2 AHCQAEDL M YISSIEAT S Al HeT
gld 9. adl o dd Adwad v HlSdl [Qsu-+l us yigsifauly s
2oL Herd 9. sl 330 2 Hewardll Glsigr wulddly ulalisr yidsiladl
219 9. d-ll Ad-1d ¥ 518 Al ot Al ¥l &9 dog Ulaleiel s
deay [Aas 5 s142a Aldd a3 2y 52 9. uicslayl »ed €35 gaald o
il Aol 5al A 21yl 51490131 v YAl d9aTl Al gUlaq.
AMIRL ALYt dALe YRudl RY $A. N “au S A “35d] dd”
st 49 d-ll uR el 3led skq qld 5 “y 7.

5.3 uicsilauii 219 247 aug«[l (Meaning and Expelection of Portfolio)

Ygsiayl Rosgn 24l o deee & ¥l S186u9 Aal gal s3]
usiy 9. slSus s a3l avlld w330 Sgl 2 Rilgld Yzl
33 4S5l usid 9. Al Ad-A1d a1l UEsIAdl ql v YUt €ldl
HeA Hed 5 siddl Heradl 32 Hldlal wqida 530 dal HA.
a4zl Esiayl a2l dl ds ol 43 &9 el widsilayl dyeye y'

gldl g1,

5.4 uiZsilQi] cuusdi (Breadeth of Portfolio)

Yigsiladl Gy slus s50 Adl ySdl, 14 ual Al $52
il olle d¥iRl GdR A5l

-

1. o uldsilfayl 21 Rogyud olly -y ¢ 7
4 Royul uidsiladiql 215 cuol ¢ 7

~

wZsifaul4l sier 45l usiy ?

VS )

igsifadl daiz sedl Hie sdl 4 34l Ad e:ddy eou 54l 7



N

i Ad, w4 ad slS Alza-dl yeusia i yal sld -
Aslld/aq yel 5 o axiRl uldsiaal, siaHl Yald 9, dl wdueHl 1ol
5 d oyquMl 9, dlsl suRd uidsiladl [Qu [Quiral «dl uig dHiR
WiZsifayla Hs %33 A el A4 als dug NEA yg dHiR

R YSHL dHIRl sudl3el Hadl Royy Hisdl gdl.
uidsilaul

N0 A

1. wigsilaul 54l dd Rosyu 14 euuideidll x1e0 &9 7

N D "\

o wigsilayl A sil3el-u Qs+l gadicis da siaxl add [Qsi.

-

(Aed 3 awi?l siB3elMi siani ada ayil >4l [Qsi) esiE)

A

ddd IR HEEZY odl YU ¥ s3] Hie qkw 53] R8U el
o ¥ a1l 2iqsad A alHsall &llas yeual sald 6.

o FHl Y5 [R21, A5 U9 eulqqiil 2ud ¢ ¥ dHidl widsd
ualcscld galdl us. 2% wiZsiaal sa1R4 Ryl Ad
“isaail sldl «ell, i Jd Yaisid R4l qe e wal-l
6 ¢,

N0 2

2. a#Rl wicsilaal qd sdl Ad Gualaui dei ?

o ¥ a¥ Heusid Hie v @l 9l dl dd uidsilayl e uvll usl
ol, vl ad yausiadl déal aysia sdidl usl.

2124
o N dd s WS 2 520 9l dl dq dHiL RosyM e Mlsl
25l
2124
o ad o-d -sdeidid Rosyy-l wad Hlsel sl el

aAMIL Yvd Geul HaUdl gl MR dq dHIl YIEsIEAlHl
el s sl ol.el.d.: ¥ sH4 a¥ eldy ol 9. Y di £
gecldy GHRal Mol 9l 5 yedl Hizt w3R4idAl HlSdl ysar wiol 9.

153 dal Hie Al ddl ¥dl €35 Aldd HIS Yelsiad eAHAL
Gualoll ol a3 g Al ded uldsilEul. ¥ aHidl 2iasd, ®id-l,
UlcHsal, st 2 y9dald 2] Ad ewld &, 2wUd d ¥ Hildd]
a4l 2193d 24 YaHsadl Gllds 2R 9. elllas Ad, uldsilaul
[kl dAST HAY & ¥ dHIL DAt s144 dold], €5 ool
olsqail] ugld 9. s olloid sHUl LHl daid] €9 5 dMd wHIR

yiZsidlatl (Portfolio)
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1€

0 N

A A, Hdsad, ¥ 5 S ugln culal ol dl, ¥ @wa U2 54
5711 SlY Al dl YAlSid HIS Yl sld d @Al QLR8I g5
sldl A1,

3. wE s wE uigsiaal Budl ¢ ?

Wsiaal aud A4l susdldl HeEgu oivdl.
o esid Hie ddiR Al e 3wa 53 asl ol

o 5304l w3R41d a2 dq aM1?] 2q193d, AHdl 2 Y45
oflw A3ad dsHd 53 usl.

o aAHIZ] 2ldsd Ucdldd glrl 4194 Jd eauldl.

o aMil s1d uRouy [Aee 53l

o a41?] Rilgld extdy salg 2uvil.

o AHIA Uldltl 321605 ddlR 53l

o auidl s1Bel Qs awi?l Rilgd deais 52

o [Qenell>] e o yidgsiladl dlviar 2 AHeqHH[ Yedist Sy
ALYt o 9,

-

4, wesiaal sdl Ad ot-uaul ?

o glell udel Heusia He ¥4 Maqr ¢ € ol, dx-l [QAR] Vi
AYed 20403 Ylaidl ANdA Sladil Hded 5. dMIRlL YISSiIElHI
g5 HEd] »udl vdl NSA, ¥ sdeiaid ueulda 530 us.
w5 Al IRl wedd, 592, slesk 2 %33 €35 ollodril
419 5dl. UISSUAUIHI G, A58, G2RUR GUR &l E1RY. P
WSdl widsiladl “e dari 2udl ¢ d axidl 2asa i Y45l
gald & 1 ¥ aq?l Rule Ha wel ¥ %330 2 219945 9.

o yidsilayll az2iiad qAsdl sl 240 ayqq dod] €35 Hilddl
2l nd, dd ¥ [Rlgal Ui s30 9, AR v ¥ed 5 du,
yould qol-tl qHIde 54l 2 2l €25 WSl Ylad vudl »¥l3d
s14eql @ asl. aql qldlyi Al ouoidil AHIdU Ay

N

8.
o aAH gl »adl dqil GuR avudal dv

o aMd HAdl ol YRs1R

o AHIRL gL siuqaudl 2udd [Red, glavl qdl.



yiZsidlail (Portfolio)
o ¥l il Y2, Hee( ysl, %3l doal slel

P AMI2L LRI AHIYUHT 29 Hos2 U

o 2laor uHiyel

5. AUY$ HeTaU Y&l

P WSsifayldl dauiadl siddl Hilsdl sl 4 ¥ 6l 9 d-
2gsq & 5 -l ddl via?l 54l wd ¥ g M GualaMl @Y
61 9l d-ll us ysiuwl] s3I ddl.

Y 9

o A4 514l 2] GELSRY GlRL AMANQALA] UYL 5] FYH 3;
341, sler 2«14 Rl gl

o HUl 2§ QI8 qLyR.

-

o s34 Useidl Al Al n49ar 0 wuvl 5 a4 ¥ HlEd]
Yisefl ¢ d g5 Sl Al 4.

o ESIAY] Yas, 2929, 4104 QuiIgl Vel Etldyl dloY $M¥[ ollsdl
v,

-

6. uigsifayi-l alsqw

yicslladl qlRea 1+ s ugdl s suU sldl AEA. A4y
YES, 19 i oY sHH[ sldl FEA. wHd Ad widsifEyl w4 518
A5y MY el ulg 2025 Uy uvil usid v ¥ w3R4ld Yuo
gxcld oyl quiRl-gelsl s usl eol. uiZsll@ayi-il alsas 14 yue 57

ALY,

o NAH dAossl: M asoisiil €35 sioad ¥ [ArgddlMl salqarl udl
9 dril ARIA UM 214 9. wUgFH[QSs1 gL Alseldl
aq13] Rlgal4l 2 Ysd 2 d2l dd ¥ Al HIE Ay o9l

o ollyl aoissi: dil Ry s dldlHl d¥Hil AHeqISH, 514
wgMd A ofln Y5120l HilSdl uul.

o AMNHl deissl: dxil AeYzl, LYz 2 €35 uzld] 514l
v

o el dossl: aHidl 2o Bl sl 2il, FHI dMIRL Ul

2d 2y Y[zl qHdu adl slA.
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dHi?l wila AsiA

Aary: 1. A 2yl wourHl axil Gd? 2yl

2. dHIRl Gard ylae va#l wudal Gz wd sl

ug 1 WesiaAl (A9 wuldl »uuyl.
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ug 3. wiesllayinl ealdl usid Adl amidl S$u9 AR y@aT yeudl.

ug 4. “lQensdlol e uidsiladl s dlviarg dldd 977 i qisan
A4,

1e
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L0

5.5 ulAg 217 Yldidl naqu yeuis e Hao +2q9 vicsilaul

o dlviqarl wicsif@al ([Qeusl>n )
o [Qya<) yigsifaal (Heussiz )
o Riea) vigsifyl (daissiz 4ie)

o dals syl (Bas) we)

-

o dalds Aqyia-l gsiladl (avia [Bes i)

Yisil@auinl (1A %32 geald ¥l 4419 5l FH 5 Al
UHIQYRLL, 2HRSIRS YRUAL 2l 514 A YAd AHAI diRd] A5 dal
UHI©Y2].

5.6 dalds Aawierl yigsilaul (Portfolio of Academic Librarian)

Slalos agquienl WSsiAul, Agad HqARs, Azl 2 A
uqlazily ulaloior »ud 9. Auuier Esi@alnl q44, U4l adl a4
o st 53 @l ), dMiz A Y 9, dHil drd] wus1Rsal 54l 2d
WYl 29 89, A dd A5 Aywd dds qqAallds [@lg 4] da
Uit 520 9 2l dAMIM MBIl AHId9 SRAUHT 2 €9, AqAIAS YISSIAA]
AHIRA AR S 2 Agetdd Ry 52 9. dalds Auwia- uldsifayiHl
qld 5l €14 R Ayl ¥ HoUG 518 XU 51d 5l €14 A ¢q
oflon AUdY ds ¥dl &ld U, dd d-l AeulqaHl s3al 54l [y
AUlAAH] 53l 5145H], AUAYH] EAUWER HIS 5394 AU YLD,
AAIAUM[ UM 21l Adl HIFSe adl (AQY [Aeuon e s14l]
251 anydl »uudl. wel dq axil [AQa sidl 24 dq @dud] 2195l
qy A4l Ad e s usl. 2 GUAd AAEAH] 5AIM HIdd Yls
yeon, AR, qsuly »d siesedd] y9 wlsdl 2qudl. 1 g5
soidl a3l ¢illzs aldd - - GllAs yadl dls wlia wry
9. 2145125 AalBls Aqvia-l ulSsladl 218 AHu515 gl Y 52 9.

-

ugH: ¥ axdl s dawd adsHl q4rws Rlg % 52 9, vy
5309y ad s AwadHl 514 9l A d Aewday Q9 4] wid
ooldl a9l ¥, d-dll HAsRsal [Qauedl>l 2 GUESAlIHl Fldl

W AR dqd axd] dawad] qAsi0 ysa ol el



Blu: wicsifadl s aid a1y AaAQAs dald, Ui
U dHIR] 9IRS [Asid Y 53 asl ol v s34 v dd s
[lSoi 193] 20yl 91, Ault+ 44 Y $20 €91, Uldiqil U519 E9ldl
¢l 2eql dl 51454 GUR U ALY 5] 9.

gdla: 228525 UIZSUAY] ayd aMil DanHl, 149, sidY,
qqAAS woul el Heed] Al sed] 1ofleld] i wdisield] de
€U 9l Al vl Y €9,

()

dalas Aauau-u vigsilauis 29 adl eusial
o Apadnl Al o4[as
o Aeled AqAAsHl wd161g111

P il [AlAy ([Qeua] waresidl>il

o Ay 4 Aqud ddsdl 23525 21 %33 HlSdl

o Aalay ddqlAs Yrual

o Auad AqAqAsdl »glqs uglasl - Sgail

o AUIAHH] 53¢ 4l 51454, AlAUR, 51537, QLeIR ¥ 45U Y]
Hil3dl

o lAvg 24l %

) 0

()

daldis/adlae vicsilaui-u siuel
o Aeidd &l [Asiad] YPddld d4HD UsH €.

o “GraM Yeasiadl ]l AL 54l 2 AR sRaHl YIESIEY]
Rilg>l- yRiar yu ud .

o ddd (495 2 uMlu+ H1S dHeA il 6.

o Aqiay Ex4 Hadl 1d] dsl 4 yail Gl Hilsd] dadl
Usd 9. D Rl 213 A Yldidl He AU dULR
52 A5 Aw Ayyid ol Usid €9,

yiZsidlail (Portfolio)
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<2

-

ARl WiZsilaul duir sdal HIE A9 Hera yadlal

1. Bl Mol $dl: i widsilaaiyi #33 217 251 Hulddl-l
49 524l ¥ aMil Auad-d] uglusiad Y s 9. AudA-l
uglial vdl 5 Hulud dail, HaqRAs A, deof dqil
qolR. aM12l 2iqsd 2 sl a1 dHd HAE HlAlg1 YR51R
i gxldXl d¥IR AdIl g oUlsdl.

2. uldloier: axi 514, sl dulyqt A1ged 2 dxd 1Ol
asl wdl ouoial Q¥ wladie] (ARl

3. wisiel: dl3aoid dAd 24 x4yl Add a4l “ulddly Hsiar s:dl
FH 5; dHID S, dAMIRL AU &2, dMIRL Sl UAREL ¥
Y529 qol3.

A

5.7 d iRl YiZsilAul Nd daiR $:U

ugln

NS N

aMiRl YiZsi@al daiR sl w4l ayidl ulsida, RoyH, €25 Herdrl

A Y

gzl sl ayd HAdl Ys$12, dHRL A dd duil 51yl

g o

HHIG9 520, yigsiayl 2081 qui? Yu-l 1 4dl ¥ g,



5.8 detaugse u? yidsilayl (Portfolio on Website)

qoilese 42 WlZsifayl 4sdl 2 «ls d-u (A9 adl ala-Ala- 4ol

Y N\ )

e deil 2§43 s8] 534 uiZsi@yl deuge Gu ysdl. grerried]

(@ 3\ )

quLel qadill A48 ¥ daxiRl ulgsllayl doige Y sl ol 5 ls ¥
vieg ¥ %330 ol Ay . dd aMiA €25 Usiu-dl Ao [Es 2yl
wicsiladly Ao aot s3 usl ©. ¥ s 4Rl Ad Hiaql 2ud ol, ¥

A

£35 seldid UQa 52 ¢9.

qoilgse Y uldsiladl ysal A aui? 4Rl qid . d-ll 4d Al
¥R deldlge GYR UYL dAdd YUl 5AL Y3 €.

NS

¥ w4iR Ylgsllayl deuige Y Y5l IR de YalRdld 1M UG
Avg KA. dHIR €25 quid YUl sl w3 el AsAd a4 asu
garzl 53 asl el. uig wisiladll “lRdl-l A58l 5l Y ¥H 3
lBd] 419y syH[ dlsad &9, %+l Hilddld & 53] «dl “ulddld GHdl,
W S-Hdd 2y 9 dl sl ¢ 5 Al 7w arn suadldl Asisl]

-

qol YIZsiaalyl 531 ddl ¥gA.

qorqied] uAedf]l eARAUIA dHIA Sgil, Geduld Ml Avll
Qo1 yigsilayl we quuse yde sl vl aidl qlEdl w4 deAqidel
Gea 25 ¥ od S 5 HHE. dHil Royul e det wicslladl-l [Es
A01] usl el. well 5309 Alseial amiRl uidsiladl ANg us.

() NN

sl yigsilaal dair s:dl avd uHl aviadl ouoial

° ¥ dd 46 yiZsilaal datr s:dl aud §1 ol Guylor 531 ¢9l
al, do slde A% el 21l e §l youdl ¥ Guylol 53,

o goll ot] & o« el doge qyead UIEsiEYl ysar w4
uee sl sld & g a4l sdl HulBdl ysdl d-ll s8] 21yl
ond 53 ddl 2.

o deiige U2 widsllaylad suslia eqar slel, s, AU
algfe el Guylol 53U.

o £221% a2l detulgeHl gull U YAl Hidl el.

5.9 @2(2 (Summary)

Wigsilayl €35 daul [Qenddlxl, Rud 2sldr, 1 Yalsia e
¥l A3l d4eil 14, Rilgvil, YyresiRidl 215 -l diel als 4eezy

yiZsidlzil (Portfolio)

A%)



53 Haqar - $-erey-ll duidl

Ry

o €9, Adule won U wd Hold [Qensdl¥l wie S-uldsifEulg
241%1 53 45 9. dud uldsllaall wuddlel nwsiz 53 U5 o, il
Guid Auuld ¥ sul aysidl 2412 Hidald uds sl us dar 59
4 Qenel>ia ydl wnwsidl 20l as o.

cillas uidsifaul-l we e alsl Bwed uidsifaul ds qdl
. Bwed w4 ddsclls widsilaulell <ulda sia-l qulddlel] »1qod
A4y %32 w9Ud AR w330 Y us dHl s usid 9. Yelsial
€d, Gee i Ly w4l vl idsiladiyai 3l yairl 53 sy o.
4l s A WA ISl Ay ddls GuAloll oA 9.

<
&)
N
S,
D

xRl wila asiA

alq: 1. A4 wwddl wouHi dHil Gdr 2yl
2. ylRe daul wwdal Gar wd d#Hil Gd2 Asial.
A4 qusa Yy s

g 5. uldsilaaly 4ot aofel dd