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INSTRUCTIONS
Dear Learner,
Welcome to the Certificate Programme in Communication Skills (CCS) offered by Odisha
State Open University, Sambalpur.
You are required to submit one assignment per course within the stipulated time in order to
become eligible to appear in the term-end examination. The assignments will be evaluated
by the counselors at your Study Centre. Please submit your assignment response to
Coordinator of the Study Centre. Before you attempt the assignments, please go through the
course materials carefully. Please read the instructions pertaining to an assignment before
your start writing your answer. Do not copy from the course material or from any other
source. You are advised to read the material carefully, understand the same and write
answers in your own language and style so that you will get good marks/grades.
Purpose of Assignments:
1. Assignments are part of the continuous evaluation process in Open and Distance
Learning (ODL) system. Due weightage is given to the marks/grades you obtain in
assignments. This will help you for better performance in the term-end examination. If
you secure good grades/marks in assignments, your overall performance will improve.
2. Assignments are also a part of the teaching-learning process in ODL. Your assignment,
after evaluation, will be returned back to you with specific and general comments by the
evaluator. This will help you to know your strength as well as your weakness. Thus, it will
establish a two-way communication between learner and evaluator.
How to write assignments:
1. Write your name, programme code, course title, enrolment no. and study centre code in
the top sheet of the assignment answer booklet.
2. Write the answers in your handwriting. Give sufficient margin in the left side of each page
so that the evaluator will give comments on each paragraph/page.
3. Do not cross the word limit given in each question.
4. Your handwriting should be neat and readable.
Weightage for each assignment:
1. Each assignment will carry 25% weithtage and term-end examination will carry 75%
weithtage.
2. Each assignment will be of 100 marks. But it will carry 25% weightage.
3. You have to score minimum pass mark i.e. 40% in each assignment. In case you do not
submit assignment or get fail mark in assignment you have to re-submit in the next year.
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ASSIGNMENT
Course Code: CCS-01
Course Title: Listening and Speaking Skills
Assignment Code: CCS- 01/TMA/July/2016
Full Marks: 100
Answer all questions. Figures on the right hand margin indicate marks.

1. What are the different types of listening? Why do we use these different types in different
situations?

[20]

2. List the problems you actually face when you listen to English programmes on TV and
when you listen to native speakers of English? What are the reason/s for each of your
listening problems?

[10]

3. Differentiate between word stress and utterance stress with examples. Why are these two
very important in speaking English?

[20]

4. Transcribe the following words in phonemic script. Show syllable division on each word.
[02X10=20]
i. casual
ii. relationship
iii. afterwards
iv. stopped
v. features
vi. castle
vii. abridged
viii. phonemic
ix. priority
x. physiology

2

5. Write short notes on:

[06X05=30]

i. Problem sounds in consonants
ii. Listening for gist
iii. Words stressed for contrast
iv. Role of content words in speech
v. Contracted forms and their use in speaking

3
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ASSIGNMENT
Course Code: CCS-02
Course Title: READING SKILLS
Assignment Code: CCS- 02/TMA/July/2016
Coverage: All Blocks
Full Marks: 100
Answer all questions. Figures on the right hand margin indicate marks.

Answer the questions as directed.
1.

Answer the following questions in about 500 words. Provide two examples for each answer.
[15 X 3= 45]
a. Discuss the different reading purposes that we come across and the different strategies that
we use for different reading.
b. What is inferencing? Why do good readers continue to infer all through the reading?
c. Discuss the role of prediction in reading.
2. Read the following passage.
a. State the main idea.
[5]
b. State the supporting details.
[15]
A tornado is born from a powerful storm called a supercell. Tornadoes have been reported in all
states, but most tornadoes happen in the central parts of America called “Tornado Alley.” In some
supercells, warm, moist air rises quickly into the atmosphere. Winds blowing at different speeds at
different parts of the supercell produce wind shear and cause a horizontal, rotating column of air. A
funnel cloud will form as the air column rotates faster and more tightly within the supercell. The rain
and hail within the storm cause the funnel cloud to touch the ground resulting in a tornado. The
strength of a tornado is measured by what’s called the Fujita scale. The weakest tornadoes feature
winds of 40-78 miles per hour, while the strongest tornadoes have winds of up to 318 miles per
hour. All tornadoes can be devastating, especially if they touch down in areas with lots of people.
Tornado Outbreak
A tornado outbreak occurs when one storm system produces multiple tornadoes. Some tornado
outbreaks can result in the formation of dozens of tornadoes over several states. One particularly
powerful tornado outbreak occurred between April 25 and April 28 of 2011, where a record 355
tornadoes in 21 states and Canada were recorded, an including an F5 tornado that completely
destroyed parts of Tuscaloosa, Alabama. Much of the destruction was caught on camera and
broadcast across the country and internet. The same weather system produced hailstones that
measured 4.5 inches across in southern Virginia. 328 people were killed as a result of the outbreak,
which totalled over $11 billion in damages.
3. Read the passage below and answer four of the questions that follow.

[5X4=20]
2

If you want a brief history of information technology, here is one. Humans were the first
‘computers’. Then machines were invented to carry out the computational tasks.
Now these machines have given way to new form of information technology. Information has
become accessible from anywhere. These machines are the computers we are so used to.
In the beginning, computers were as big as a large room. It is only later that they have become
smaller and, accessible to everyone. These have been replaced by personal computers. Later
developers created new applications to help users perform many things from word processing to
image editing. A large scale of programs, some free and others costly, have opened new horizons in
information technology.
Now computers have noticeable impact on social relations. They have enabled entirely new forms of
social interaction, activities, and organizing. With the Internet, working with computers has become
part of our daily lives thanks to its basic features such as widespread usability and access. In addition
to face to face communication that characterized humans for centuries, a new form of virtual
communication has become more predominant.
Information technology deals with the acquisition, processing, storage and propagation of vocal,
pictorial, textual and numerical information by a microelectronics-based combination of computing
and telecommunications. Thanks to the continuous development of computers, the original
computing systems became minicomputers and later personal computers took the lead. Nowadays,
mobile phones are dethroning the personal computer and computing is evolving faster to become
disembodied more like a cloud, becoming accessible more easily whenever needed. Information
technology in this sense has transformed people and companies and has allowed digital technology
to influence society and economy alike.
a.
b.
c.
d.
e.
f.

Why is Information Technology changing?
How do computers function?
Discuss how computers have shaped people’ behaviour in the society.
Describe the results of the development of information technology.
What does the cloud computing system function?
What is the difference between computers and Information Technology?

4. Do as directed.
(a) Fill in the blanks with the suitable forms of the words given in brackets.
(1X5=5)
(i) No one can tell the ________between the twins. (different)
(ii) This stick is so ______that you cannot break it. (strength)
(iii) Machines cannot _______the wavelength of the emotions that rise in the hearts.
(computational)
(iv) The social ________ of children is more important than their cognitive
_______.(developers)
(v) I am not _______to understand what you want. (enabling)

( b) Transform the following sentences as directed.

(1X5=5)

3

(i)
(ii)
(iii)
(iv)
(v)

A tornado is born from a powerful storm called a supercell. (complex sentence)
The same weather system produced hailstones that measured 4.5 inches across in
southern Virginia.(simple sentence)
With the Internet, working with computers has become part of our daily lives
(complex sentence)
Information technology i has transformed people. (change the voice)
These have been replaced by personal computers.(change the voice)

(c) Correct the following sentences.
(i)
(ii)
(iii)
(iv)
(v)

(1X5=5)

Most tornadoes happens in the central parts of America.
You must not go to the hospital tomorrow as the doctor is on leave.
One of my friends have purchased a new house.
I have seen a movie on Kangaroos last week.
Information technology have allowed digital technology to influence society and
economy alike

4
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ASSIGNMENT
Course Code: CCS-03
Course Title: Writing Skills
Assignment Code: CCS- 03/TMA/July/2016
Full Marks: 100
Answer all questions. Figures on the right hand margin indicate marks.

1. Write a paragraph on any one of the following topics in about 300 words. Identify the topic
sentence and the supporting arguments in your paragraph.
20
(a) A Memorable Evening
(b) A friend I would like to have all through my life
(c) Cleanliness is next to Godliness
(d) If I were a bird
2. Read the following passage twice. Then make notes from it and write a summary of it in about 150
words. Remember to give a title to the passage.
10 X2=20

Occasional self medication has always been part of normal living. The making and selling of
drugs has a long history and is closely linked, like medical practice itself, with belief in
magic. Only during the last hundred years or so has the development of scientific techniques
made diagnosis possible. The doctor is now able to follow up the correct diagnosis of many
illnesses-with specific treatment of their cause. In many other illnesses of which the causes
remain unknown, he is still limited, like the unqualified prescriber, to the treatment of
symptoms. The doctor is trained to decide when to treat symptoms only and when to attack
the cause. This is the essential difference between medical prescribing and self-medication.
The advance of technology has brought about much progress in some fields of medicine,
including the development of scientific drug therapy. In many countries public health
organisation is improving and peoples’ nutritional standards have risen. Parallel with such
beneficial trends are two which have an adverse effect. One is the use of high pressure
advertising by the pharmaceutical industry which has tended to influence both patients and
doctors and has lead to the overuse of drugs generally. The other is the emergence of
sedentary society with its faulty ways of living: lack of exercise, overeating, unsuitable
eating, insufficient sleep, excessive smoking and drinking. People with disorders arising from
faulty habits such as these, as well as from unhappy human relationships, often resort to selfmedication. Advertisers go to great lengths to catch this market.
Clever advertising aimed at chronic sufferers; who will try anything because doctors have not
been able to cure them; can induce faith in a medicine, particularly if it is steeply priced.
Advertisements are also aimed at people suffering from mild complaints such as simple colds
and coughs which advertisements claim will clear up within a short time due to the intake of
a medicinal product.
2

These are the main reasons why laxatives, indigestion-remedies, pain killers, cough –
mixtures, tonics, vitamins and iron tablets, nose drops, ointments and many other
preparations are found in quantity in many households. It is doubtful whether taking these
things even improves a person’s health or it simply makes it worse. Worse, because the
preparation may contain unsuitable ingredients making a person dependent on them. They
may also cause poisoning and worst of all the symptoms of an underlying problem may be
masked and therefore medical help may be sought. Self-diagnosis is a greater danger than
self-medication.
3. Put the following sentences in proper sequence and form a paragraph.

10

a.
b.
c.
d.
e.

She leaned back and closed her eyes for the last time.
Mother exemplified motherhood.
She was almost 89.
Once she had told me about her grandfather who had passed away in his sleep.
She gave without any hesitation, asking nothing in return. She accepted good days with humility
and bad days with equanimity.
f. Following my brother's death in 2005, she went down in health and spirits.
g. She had borne five children, lost two sons, and cared for two grandsons.
h. She prayed for a similar end.
i. On April 5 she was sitting on the verandah in the evening.
j. I'm not too sure if we returned her love in equal measure.

4. Write a letter to the Police Commissioner about the increasing crime in your
locality.

10

5. Use the following pie chart to describe the life style of Mr Manoj Mansingh.
Remember to draw inferences from the description of his lifestyle. Then put the
information in the form of a bar diagram.

15

20

30

10

EDUCATION
HEALTH

8

CLOTHES
10

27

GROCERY
OTHERS

3

6. Use a dictionary and find out two different uses of the following words. Make
sentences using each of the words in two different meanings. Write the part of
speech against the words for each of the uses.

2X10=20

(a) Awe
(b) Bank
(c) Bow
(d) Can
(e) Clip
(f) Dust
(g) Exit
(h) Fan
(i) High
(j) Idol

4
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ASSIGNMENT
Course Code: CCS-04
Course Title: Soft Skills
Assignment Code: CCS- 04/TMA/July/2016
Coverage: All Blocks
Full Marks: 100
Answer all questions. Figures on the right hand margin indicate marks.

1. Government of Odisha has advertised for the post of Medical Officers. You would like to
offer your candidature for it. Draft a covering letter and prepare a resume to apply for the
job.

20

2. You have been called for an interview for the job of an Assistant Manager in a Private
Company. Develop an imaginary conversation between

you and the members of the

Interview Board. While writing the conversation, remember to use the language and style
appropriate for a formal interview.
3.

20

Your office is planning to organize meeting to discuss the cleaning of the campus as a part
of the Swachh Bharat Abhiyan. Draft a notice inviting all the members of your staff to take
part in the meeting.

10

4. Write an e-mail to your friend telling him/her about your plans for future after completing the
Certificate in Communication Skills and ask him/her to send you the advertisement relevant
to your qualification and skills.
5. Write short notes on any two of the following.

10
10X2= 20

(a) Telephonic communication
(b) Stress management
(c) Critical thinking Skills
6. Describe the importance of non-verbal communication in interpersonal communication. In
what ways can we improve our non-verbal communication?

20

2

