
        
    
    
    
    
    

ifjp; ifjp; ifjp; ifjp;     
 
lapkj dkS’ky os dkS’ky gksrs gSa ftUgsa fof/kor :Ik ls cksyus vkSj fy[kus dh vko’;drk gksrh gSA ,d ,slk 

O;fDr tks mfpr rjhds ls cksyus dh ;ksX;rk j[krk gS] Jksrkvksa dh vko’;drk ds vuqlkj muls vka[kksa dk 

laidZ ¼vkbZ dkWUVsDV½ cuk, j[krk gS] vkSj fofo/k ,oa eq[kj ‘kCnkoyh dk mi;ksx djrk gS] lkekU;r% mls 

izHkkoh oDrk dgk tk ldrk gSA blh izdkj ls ,d izHkkoh ys[kd dks vius ikBdksa ls lapkj djus vFkok 

viuk lans’k ;k fopkj mu rd igqapkus ds fy, ys[kd esa ‘kCnksa dks fofo/k ‘kSfy;ksa vkSj fof/k;ksa ls fy[kus 

dh ;ksX;rk gksuh pkfg,A gj ,d O;fDr dks fdlh Hkh fLFkfr esa lko/kkuhiwoZd lquus vkSj fy[kus rFkk Li”V 

:Ik ls cksyus dh dyk gksuh pkfg,A blfy, izHkkoh lapkj ds fy, vPNh iBu dyk] ys[ku] okd~ dyk 

vkSj Jo.k dkS’ky vfuok;Z gSA     

,d Nk= ds :Ik esa] vki fdlh Hkh Hkk”kk dk v/;;u dj ldrs gSa] ijarq ;g egRoiw.kZ gS fd 

leqfpr :Ik ls lapkj djus gsrq vki esa i<+us] fy[kus] cksyus vkSj Bhd ls lquus dh ;ksX;rk gksuh pkfg,A 

,d ls vf/kd Hkk”kk,a cksyus ls vki dks nqfu;k Hkj ds yksxksa ds lkFk lEizs”k.k (communicate) djus esa 

enn fey ldrh gSA vaxzsth lh[kus ls vkidks vaxzsth le>us okys yksxksa ds lkFk & lkFk ml Hkk”kk ftls 

vki cpiu ls vklkuh ls cksyrs vk jgs gSa ml Hkk”kk] mnkgj.k ds fy, vkidh ekr`Hkk”kk esa Hkh lapkj djus 

esa lqfo/kk gksxhA orZeku le; esa] fdlh Hkh O;olk; vFkok O;kikj LFkkfir djus ds fy, lapkj dkS’kyksa ds 

lkFk Hkk”kk dh lEiw.kZ Kku gksuk cgqr egRoiw.kZ gksrk gSA   

lapkj dkS'kylapkj dkS'kylapkj dkS'kylapkj dkS'ky    
(Communication 

Skills)         bb bb d
kb
Z

d
kb
Z

d
kb
Z

d
kb
Z 1111 
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Lk= 1 % lapkj dk ifjp; Lk= 1 % lapkj dk ifjp; Lk= 1 % lapkj dk ifjp; Lk= 1 % lapkj dk ifjp; (Introduction to Communication) 
 

laHkor;k vkius yksxksa dks ges’kk lapkj ds ckjs esa ckras djrs lquk gksxkA izR;sd dks bldh vko’;drk gksrh 
gS vkSj ,slk djuk pkgrk gS] ijarq okLro esa lapkj D;k gS\ vkb, bls le>us dk iz;kl djsaA   

^lapkj ¼Communication½* ‘kCn ySfVu ‘kCn dE;qfuds;j ¼commūnicāre½] ls fy;k x;k gS 
ftldk vFkZ gS lwpukvksa dk vknku&iznku djukA fp= 1-1 esa vki ns[k ldrs gSa fd lapkj nks vFkok nks 
ls vf/kd yksxksa ds chp vFkok fdlh lewg esa lkekU; le> igqapkus ds fy, lwpuk dk vknku&iznku djuk 
gSA     
lapkj dk egRo lapkj dk egRo lapkj dk egRo lapkj dk egRo (Importance of communication) 

Li”V :Ik ls lapkj djus vkSj fopkjksa vFkok Hkkoukvksa rFkk Hkkoksa dk vknku&iznku djus dh vkidh ;ksX;rk 
vkids lHkh fj’rksa esa lgk;d fl) gksxhA mnkgj.k ds fy,] vki fdlh pht ds ckjs esa lwfpr dj ldrs gSa 
vFkok lapkj ds ek/;e ls vU; yksxksa dks izHkkfor dj ldrs gSaA    
lapkj dkS’kyksa dh vko’;drk %   
•••• lwfpr djuklwfpr djuklwfpr djuklwfpr djuk ¼¼¼¼inform½½½½    %%%% vkidks fdlh dks rF;ksa vFkok lwpuk nsus dh vko’;drk iM+ ldrh gSA 

mnkgj.k ds fy,] fdlh fe= ls ijh{kk dh le; rkfydk (timetable) ds ckjs esa ckrphr djukA    
•••• izHkko Mkyuk izHkko Mkyuk izHkko Mkyuk izHkko Mkyuk (Influence) %%%% vkidks fdlh O;fDRk dks vizR;{k ijarq vkerkSj ij egRoiw.kZ rjhds ls 

izHkkfor vFkok cnyus dh vko’;drk gks ldrh gSA mnkgj.k ds fy,] ewY; de djus ds fy, 
nqdkunkj ls eksyHkko vFkok ijh{kk ;k fdlh vU; dkj.k ls gksus okys ruko dks nwj djus ds fy, 
fdlh fe= dh enn djukA  
 
 Tkkudkjh ds fy, iwNuk   
 
 
 
vki dgka tk jgs 
gSa\ 
 
tkudkjh izkIr 
djuk  

 

 
 
 
eSa ?kj tk jgk 
gwa 
 
 
tkudkjh nsuk  

 fp= 1-1 % lapkj dh izfØ;k   
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•••• Hkkoukvksa dks O;Dr djukHkkoukvksa dks O;Dr djukHkkoukvksa dks O;Dr djukHkkoukvksa dks O;Dr djuk    ¼¼¼¼Express Feelings½½½½    %%%% viuh Hkkoukvksa dks O;Dr djus ds fy, muds ckjs esa 
LoLFk rjhds ls ckr djukA mnkgj.k ds fy,] ijh{kk esa vPNk djus ds ckjs esa vius mRlkg dks lk>k 
djuk vFkok viuh Hkkoukvksa dks vius ekrk&firk vFkok fe=ksa ls lk>k djukA   

 

lapkj ds rRo lapkj ds rRo lapkj ds rRo lapkj ds rRo (Elements of communication) 

lapkj lwpukvksa dk nks & rjQk vknku iznku gS( vFkkZr nsuk vkSj izkIr djuk ¼fp= 1-2½A fdlh dks cksyuk cksyuk cksyuk cksyuk 
vFkok fy[kukvFkok fy[kukvFkok fy[kukvFkok fy[kuk] mls lwpuk nsus dk mnkgj.k gSA fdlh dks i<+uk vFkok lquuki<+uk vFkok lquuki<+uk vFkok lquuki<+uk vFkok lquuk lwpuk izkIr djus ds 
mnkgj.k gSaA  
 

2- izs”kd ,d 
lans’k Hkstrk 
gS ¼tkudkjh 
nsus ;k iwNus 
ds fy,½ 

tkudkjh nsuk  
 

ek/;e 

 

3- ek/;e ¼;k 
ekxZ½ tSls Qksu 
@ vkeus 
&lkeus ¼ckr 
djuk @ 
fy[kuk½ lans’k 
nsus ds fy, 
bLrseky gksrk 
gSA 

1- Hkstus ds 
lkFk lapkj 
dh izfØ;k 
‘kq: djuk 

4- lans’k 
izkIrdrkZ }kjk 
izkIr gksrk gS 
5- izkIrdrkZ }kjk 
izs”kd ds fy, 
mÙkj 

 Ikzs”kd  Ekk/;e   
 tkudkjh izkIr djuk    
 fp= 1-2 lapkj ds rRo   

 

lapkj ds Lo:Ik lapkj ds Lo:Ik lapkj ds Lo:Ik lapkj ds Lo:Ik (Perspectives in communication) 
 

Lo:Ik fopkj] n`f”Vdks.k vFkok fopkj djus ds fy, fuf’pr rjhds gksrs gSaA ;s dHkh & dHkh gekjs lapkj dks 
izHkkfor djrs gSaA mnkgj.k ds fy,] ;fn vkius igys ls gh ;g /kkj.kk cuk j[kh gS fd vkids f’k{kd 
vFkok firk l[r gSa] gkykafd os fe= dh rjg gksrs gSa( vki ,slk lksp ldrs gSa D;ksafd os vkidks MkaVrs gSa 
tcfd os fouez gksrs gSaA blh izdkj ls] vU; yksx Hkh vkids ckjs esa iwoZ/kkj.kk j[k ldrs gSa] blls og lc 
izHkkfor gksrk gS tks dqN Hkh vki muls dgrs gSaA  
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lapkj ds Lo:iksa dks izHkkfor djus okys dkjd lapkj ds Lo:iksa dks izHkkfor djus okys dkjd lapkj ds Lo:iksa dks izHkkfor djus okys dkjd lapkj ds Lo:iksa dks izHkkfor djus okys dkjd (Factors affecting perspectives in communication) 

dHkh & dHkh] ge mu ck/kkvksa ds dkj.k Li”V :Ik ls lapkj ugha dj ikrs gSa tks gesa lans’kksa dk 
vknku&iznku djus vFkok le>us ls jksdrs gSaA rkfydk 1-1 esa buesa ls dqN dk laf{kr :Ik ls o.kZu fd;k 
tk jgk gSA  
 
rkfydk 1rkfydk 1rkfydk 1rkfydk 1----1 % lapkj ds Lo:iksa dks1 % lapkj ds Lo:iksa dks1 % lapkj ds Lo:iksa dks1 % lapkj ds Lo:iksa dks    izHkkfor djus okys dkjd izHkkfor djus okys dkjd izHkkfor djus okys dkjd izHkkfor djus okys dkjd     
 

 

dkjd dkjd dkjd dkjd     dkjd fdl izdkj ls ck/kd gks ldrs gSadkjd fdl izdkj ls ck/kd gks ldrs gSadkjd fdl izdkj ls ck/kd gks ldrs gSadkjd fdl izdkj ls ck/kd gks ldrs gSa    
Hkk”kkHkk”kkHkk”kkHkk”kk        xyr ‘kCnksa] vifjfpr Hkk”kk ds mi;ksx vkSj fooj.k dh deh ds ekeys esa Hkk”kk ml lans’k 

ds lapkj esa ck/kd ds :Ik esa dke dj ldrh gS ftls dksbZ O;fDRk lapkj djuk pkgrk gSA 
mnkgj.k ds fy,] Hkk”kk ml le; ck/kd curh gS tc ,d Hkkjrh; tks dsoy fganh tkurk 
gS vkSj ,d pkbuht tks dsoy eUnkfju tkurk gS] ,d nwljs ls ckrphr djuk pkgrs gSaA   

n’̀; vuqHkwfr n’̀; vuqHkwfr n’̀; vuqHkwfr n’̀; vuqHkwfr         
¼¼¼¼Visual Perception½½½½    

n’̀; vuqHkwfr efLr”d dh og ;ksX;rk gS ftlesa og mu phtksa dk vFkZ fudkyrk gS ftUgsa 
ge viuh vka[kksa ls ns[krs gSaaA mnkgj.k ds fy,] v/kwjs cuk, x, fp=ksa dks n’̀; vuqHkwfr ds 
lkFk cukuk tcfd os dqN vkSj gks ldrs FksA  

iwoZ vuqHkoiwoZ vuqHkoiwoZ vuqHkoiwoZ vuqHko    
¼¼¼¼Past Experience½½½½ 
    

gekjs fiNys vuqHkoksa dh ;knsa gesa le>us vFkok lapkj dks Li”V :Ik ls lEizsf”kr djus ls 
jksdrs gSaA mnkgj.k ds fy,] bl nqdkunkj us fiNyh ckj gesa ywVk FkkA eq>s lko/kku jguk 
pkfg, vFkok eSaus viuh xf.kr dh ijh{kk esa de vad izkIr fd, Fks] blfy, eSa d{kk esa 
iz’u iwNus vFkok mÙkj nsus ls Mjrk gwaA  

iwoZ/kkj.kk iwoZ/kkj.kk iwoZ/kkj.kk iwoZ/kkj.kk     
¼¼¼¼Prejudice ½½½½    
    

iwoZ fu/kkZfjr fopkj] tSls fd ;g lkspuk fd ^^d{kk esa eq>s dksbZ ilan ugha djrk** ;g 
/kkj.kk fdlh Hkh Nk= dks d{kk esa lkoZtfud :Ik ls lapkj djus ls jksd ldrh gSA  

Hkkouk,a Hkkouk,a Hkkouk,a Hkkouk,a ¼¼¼¼Feelings½½½½      
    

gekjh Hkkouk,a vkSj Hkko] tSls fd #fp dh deh vFkok vU; yksxksa ij Hkjkslk u djuk 
lapkj dks izHkkfor djrs gSaA mnkgj.k ds fy,] ^^eSa vPNk vuqHko ugha dj jgk gwa] blfy, eSa 
Vgyuk ugha pkgrk**A 

Ik;kZoj.k  Ik;kZoj.k  Ik;kZoj.k  Ik;kZoj.k  
¼¼¼¼Environment½½½½    

vkl&ikl ‘kksj vFkok minzo gksus ls lapkj eqf’dy cu ldrk gSA mnkgj.k ds fy,] ,sls 
dk;ZØe tgka ij vkWdsLVªk }kjk rst laxhr ctk;k tk jgk gks ogka ij fe= ls ckr djukA  

O;fDrxr dkjd O;fDrxr dkjd O;fDrxr dkjd O;fDrxr dkjd 
¼¼¼¼Personal factors½½½½    

O;fDrxr dkjdksa esa vkidh viuh Hkkouk,a] vknrsa vkSj lkspus ds rjhds ‘kkfey fd, tkrs 
gSaA mnkgj.k ds fy,] Mj vkSj vkRefo’okl esa deh lapkj dks eqf’dy cuk ldrs gSaA  

laLÑfr laLÑfr laLÑfr laLÑfr ¼¼¼¼Culture½½½½  

 

ladsr] ftuds vyx & vyx laLÑfr;ksa esa vyx vyx vFkZ gksrs gSa] tSls fd dqN yksxksa ds 
fy, vaxwBk fn[kkus dk vFkZ gS ^cf<+;k dke* ijarq dqN yksxksa ds fy, ;g viekutud gks 
ldrk gSA  

 

izHkkoh lapkj izHkkoh lapkj izHkkoh lapkj izHkkoh lapkj Effective communication 
    

izHkkoh lapkj rHkh laHko gS tc ge O;kogkfjd lapkj dkS’kyksa ds ewyHkwr fl)karksa dk vuqikyu djsaxsA bUgsa 
7lh vFkkZr Li”V] laf{kIr] ;FkkFkZiw.kZ] Bhd] lqlaxr] iw.kZ vkSj f’k”V (Clear, Concise, Concrete, Correct, 

Coherent, Complete and Courteous) ds :Ik esa laf{kIr esa crk;k tk ldrk gSA   
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Li”V  laf{kIr ;FkkFkZiw.kZ Bhd lqlaxr iw.kZ f’k”V 
vki tks 
dguk pkgrs 
gSa] mlds ckjs 
esa Li"V jgsa 

laf{kIr 'kCnksa 
dk mi;ksx 
djsa vkSj dsoy 
ogh dgsa tks 
vko';d gS 

;FkkFkZiw.kZ 
'kCnksa vkSj 
okD;ka'kksa dk 
mi;ksx djsa 

lgh orZuh] 
Hkk"kk vkSj 
O;kdj.k dk 
mi;ksx djsa 

vkids 'kCnksa dk 
vFkZ gksuk 
pkfg, vkSj 
eq[; fo"k; ls 
lacaf/kr gksuk 
pkfg, 

vkids lans'k 
esa lHkh 
vko';d 
tkudkjh 
gksuh pkfg, 

lEekutud 
fe=or 
vkSj 
bZekunkj 
jgsa 

fp= 1-3 % izHkkoh lapkj ds 7 lh 
 

fp= 1-3 esa budh iqu% O;k[;k dh xbZ gSA  
lapkj dh dbZ fof/k;ka gSa( ftuesa xSj & ‘kkfCnd] ‘kkfCndxSj & ‘kkfCnd] ‘kkfCndxSj & ‘kkfCnd] ‘kkfCndxSj & ‘kkfCnd] ‘kkfCnd vkSj n`’;n`’;n`’;n`’; (non-verbal, verbal and 

visual)lapkj ‘kkfey gSA  
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, 
ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA    
lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k     
bl fo”k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] fuEufyf[kr Ikz’u dk mÙkj nsa % 
Li”V vkSj izHkkoh :Ik ls lapkj djuk D;ksa egRoiw.kZ gS\  

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lapkj izfØ;k ij Hkwfedk fuHkkuk  
 

izfØ;k izfØ;k izfØ;k izfØ;k     
•••• izR;sd lewg esa rhu Nk=ksa ds lkFk lewg cuk,aA 
•••• rhu yksxksa ds chp ckrphr dk dk;Z djsaA fLFkfr ;g gS fd vkidks ,d cM+h mez ds ifr 

iRuh dks dqN lkeku cspus dh t+:jr gS tks ,d nqdku ij vk, gSaA ,d O;fDr foØsrk 
ds :i esa vkSj vU; nks ,d cw<+s O;fDr vkSj mldh iRuh ds :i esa dk;Z dj ldrs gSaA 

•••• bl ckr ij ppkZ djsa fd vkius blls D;k lh[kkA 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
lapkj esa n`f"Vdks.k dks izHkkfor djus okys dkjdksa ij lewg ppkZ vkSj vuqHko lkÖkk djuk 
 

izfØ;k izfØ;k izfØ;k izfØ;k     
•••• izR;sd lewg esa rhu Nk=ksa ds lkFk lewg cuk,aA  
•••• izR;sd lewg dks vkB dkjdksa esa ls fdlh ,d dk p;u djus ds fy, dgsa ¼tSlk fd 

rkfydk 1-1 esa fn;k x;k gS½ tks lapkj ds fy, ck/kkvksa ds :i esa dk;Z djrs gSaA 
 

fVIif.k;kafVIif.k;kafVIif.k;kafVIif.k;ka    
• ppkZ djsa fd ;g Ldwy esa ;k fjVsy LVksj ij ifjokj] nksLrksa ds lkFk vPNs lapkj esa dSls 
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izHkkoh ;k ck/kk cu ldrk gSA izR;sd lewg vkB dkjdksa esa ls ,d ls lacaf/kr vius vuqHko 
lkÖkk djrk gSA  

 

xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3  
izHkkoh lapkj ds 7lh 
 

vko’;d lkefxz;ka vko’;d lkefxz;ka vko’;d lkefxz;ka vko’;d lkefxz;ka     
isu @ isafly] uksVcqd  
 

izfØ;k izfØ;k izfØ;k izfØ;k     
• mudh uksVcqd esa lapkj ds 7lh ds mnkgj.k fyf[k,A 
• 7lh esa ls izR;sd ,d Nk= Lo;alsod dks vPNh rjg ls laokn djus dk viuk mnkgj.k 

nsuk gksxkA vU; Nk= ¼f'k{kd ds ekxZn'kZu ds lkFk½ dgrs gSa fd D;k ;g lgh gS ;k 
xyr gSA  
 

xfrfof/k 4xfrfof/k 4xfrfof/k 4xfrfof/k 4  
lapkj ds rRo  
 

vko’;d lkefxz;ka vko’;d lkefxz;ka vko’;d lkefxz;ka vko’;d lkefxz;ka     
pkVZ isij] jax vkSj isafly  
    

izfØ;kizfØ;kizfØ;kizfØ;k 
lapkj izfØ;k pØ esa lapkj ds rRoksa dks n'kkZus okyk pkVZ cuk,aA 
 

    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

 

dddd----    cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u     
iz’uksa diz’uksa diz’uksa diz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh ks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh ks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh ks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA    
1- lapkj dk mÌs'; D;k gS\ 
¼d½ lwfpr djsa ¼fdlh ds ckjs esa dqN crk,a½ 
¼[k½ izHkko ¼fdlh ds ckjs esa dqN crkuk½ 
¼x½ lksp] fopkjksa] Hkkoukvksa dks lkÖkk djsa 
¼?k½ mijksDr lHkh  
2- i= ds ek/;e ls izs"kd ls tkudkjh izkIr djus ds fy, fuEu esa ls fdl fof/k dk mi;ksx 
fd;k tkrk gS\ 
¼d½ lquuk 
¼[k½ cksyuk 
¼x½ i<+uk 
¼?k½ ys[ku  
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3- vki Qksu ij tkudkjh dSls izkIr djrs gSa\ 
¼d½ lqudj 
¼[k½ cksydj 
¼x½ i<+ dj 
¼?k½ fy[kdj  
[k[k[k[k----    dkWye dk feyku djsa dkWye dk feyku djsa dkWye dk feyku djsa dkWye dk feyku djsa   

 

dkWyedkWyedkWyedkWye    d %d %d %d %    lapkjlapkjlapkjlapkj    
ck/kk,ack/kk,ack/kk,ack/kk,a 

dkWyedkWyedkWyedkWye    [k %[k %[k %[k %    mnkgj.kmnkgj.kmnkgj.kmnkgj.k 

1- Hkk"kk d- fdrkc i<+us dh dksf'k'k djuk tc dksbZ vkSj mlh 
dejs esa Vhoh ns[k jgk gSA 

2- HkkoukRed [k- dqN laL—fr;ksa esa] ?kj ds vanj vkSj jlksbZ ds vanj 
twrs igudj pyuk vlH; vkSj viekutud ekuk tkrk 
gSA 

3- i;kZoj.k x- Çgnh esa ckr djuk tc vU; dsoy rfey tkurs gSaA 
4- lkaL—frd ?k- ekrk&firk cPps ls ckr ugha dj jgs gSaA 

 

xxxx----    y?kq mÙkj okys iz’u y?kq mÙkj okys iz’u y?kq mÙkj okys iz’u y?kq mÙkj okys iz’u  

1- lapkj esa n`f"Vdks.k dks izHkkfor djus okys lkr dkjdksa dks fy[ksaA 
2- fuEufyf[kr dk ,d mnkgj.k nsa % 
¼d½ Li"V lapkj 
¼[k½ iw.kZ lapkj 
 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs   
• lapkj ds rRoksa dh igpku djsaA 
• lapkj ds lHkh rRoksa dks fn[kkrs gq, ,d lapkj pØ cuk,aA 
• lapkj esa gekjs n`f"Vdks.k dks izHkkfor djus okys dkjdksa dh igpku djsaA 
 
 

Lk= 2 % ekSf[kd lapkjLk= 2 % ekSf[kd lapkjLk= 2 % ekSf[kd lapkjLk= 2 % ekSf[kd lapkj  (Verbal Communication)  
ekSf[kd lapkj 'kCnksa dk mi;ksx djds tkudkjh lkÖkk djuk gSA ;g ogh rjhdk gS tks T;knkrj 
yksx lapkj dh ,d fof/k ds :i esa mi;ksx djrs gSaA ge vxys l= esa xSj&ekSf[kd vkSj n`'; 
lapkj ds ckjs esa tkusaxsA ekSf[kd lapkj egRoiw.kZ gS D;ksafd ;fn vki lgh 'kCnksa dk mi;ksx ugha 
djrs gSa] rks vki Hkze iSnk djsaxs vkSj vki tks pkgrs gSa og laokn ugha dj ik,axsA ekSf[kd lapkj 
ds egRoiw.kZ :i rkfydk 1-2 esa fn, x, gSaA  



                                         

 
       

 8                                                           jkstxkj dkS'ky & d{kk 9    
   

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----2 %2 %2 %2 %    ekSf[kdekSf[kdekSf[kdekSf[kd    llllapkjapkjapkjapkj    
    

ekSf[kdekSf[kdekSf[kdekSf[kd    lapkjlapkjlapkjlapkj    dkdkdkdk    
izdkjizdkjizdkjizdkj 

mnkgj.kmnkgj.kmnkgj.kmnkgj.k 

ekSf[kdekSf[kdekSf[kdekSf[kd    ;k;k;k;k    cksyuscksyuscksyuscksyus    
okykokykokykokyk    lapkj %lapkj %lapkj %lapkj % lapkj 
ftlesa ckr djuk 
'kkfey gS    

vkeus&lkeus dh ckrphr % tc vki lquus 
okys dks ns[k ldrs gSaA 
mnkgj.k ds fy,] lewg ppkZ] ?kj ij ifjokj 
ds lnL; ls ckr djuk] cksyus ds ek/;e ls 
yksxksa ls ckrphr vkfnA 

 
    Qksu ij ckr djuk % ;g O;fDrxr vkSj 

vkf/kdkfjd lapkj ds fy, gSA 
Qksu ij ckrphr ,d vfHkoknu ¼ueLrs½ ds 
lkFk 'kq: gksuk pkfg,] ,d nwljs ls ckr 
djuk vkSj lquukA ckrphr ^/kU;okn* vkSj 
^ck;* ds lkFk lekIr gks ldrh gSA 

 

    d{kk f'k{k.k] O;kolkf;d ppkZ vkSj lkoZtfud 
Hkk"k.k ekSf[kd lapkj ds vU; mnkgj.k gSa] 
tgka ,d O;fDr ,d lkFk dbZ yksxksa ls 
ckr djrk gSA 

 
fyf[krfyf[krfyf[krfyf[kr    lapkj%lapkj%lapkj%lapkj% lapkj 
ftlesa fyf[kr ;k 
Vkbi fd, x, 'kCn 
'kkfey gksrs gSaA 
    

i=] uksV~l] bZesy vkfn fy[kukA 

 
    ,l,e,l ¼y?kq lalans'k lsok½% bUgsa fdlh 

O;fDr ;k lewg dks Qksu ds ek/;e ls Hkstk 
tk ldrk gSA 

 
    lekpkj] lksp] nLrkost vkSj Qkbysa ¼QksVks] 

ohfM;ks] laxhr] vkfn lfgr½ lkÖkk djus ds 
fy, bZesy dk mi;ksx djukA fdlh O;fDr 
;k lewg dks lans'k Hkstus ds fy, mi;ksx 
fd;k tk ldrk gSA 

 
    iqLrdsa vkSj lekpkj i=A 
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ekSf[kd lapkj ds ykHk ekSf[kd lapkj ds ykHk ekSf[kd lapkj ds ykHk ekSf[kd lapkj ds ykHk     
ekSf[kd lapkj ljy vkSj ‘kh?kz gksrk gSA vki tks dguk pkgrs gSa og dg ldrs gSa vkSj ‘kh?kzrk ls tokc 
izkIr dj ldrs gSaA tc vki fopkjksa dk vknku&iznku djuk pkgrs gSa rc ;g lapkj dk ljyre Lo:Ik 
gksrk gSA vki vU; O;fDr ds tokcksa ds vuqlkj viuk lapkj cnyrs jgrs gSaA   
ekSf[kd lapkj ds uqdlku % ekSf[kd lapkj ds uqdlku % ekSf[kd lapkj ds uqdlku % ekSf[kd lapkj ds uqdlku %     
ekSf[kd lapkj dk lcls vf/kd lkekU; uqdlku gS] lwpuk Hkstus vkSj izkIr djus okys ds chp lkaLÑfrd 
varjA vyx vyx Hkk”kkvksa ds mi;ksx] nwljs O;fDr }kjk mi;ksx fd, x, cksy&pky ds okD;ka’kksa vkSj 
mPpkj.k dks u le> ikus ds dkj.k ;s varj gks ldrk gSA pwafd ekSf[kd lapkj 'kCnksa ij fuHkZj djrk 
gS] dHkh&dHkh vFkZ le>us esa Hkze gks tkrs gSa vkSj ;g leÖkuk eqf'dy gks tkrk gS fd D;k lgh 
'kCnksa dk mi;ksx ugha fd;k x;k gSA    
lkoZtfud :Ik ls clkoZtfud :Ik ls clkoZtfud :Ik ls clkoZtfud :Ik ls cksyuk ksyuk ksyuk ksyuk     
yksxksa ds cM+s lewgksa ds lEeq[k cksyus ij vf/kdka’k yksx ?kcjkgV dk vuqHko djrs gSaA vius Mj ls NqVdkjk 
ikus ds fy, vU; 3ih ¼rS;kj djuk] Hkkx ysuk] izn’kZu djuk½ fof/k dj ldrs gks] vkSj vkRefo’okl ls 
Hkjiwj izHkkoh oDrk cu tk,aA ;s fcanq rkfydk 1-3 esa n’kkZ, x, gSaA   

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----3 % lkoZtfud :Ik ls cksyus ds 3ih3 % lkoZtfud :Ik ls cksyus ds 3ih3 % lkoZtfud :Ik ls cksyus ds 3ih3 % lkoZtfud :Ik ls cksyus ds 3ih    
 

lkoZtfud :Ik ls cksyus ds 3ihlkoZtfud :Ik ls cksyus ds 3ihlkoZtfud :Ik ls cksyus ds 3ihlkoZtfud :Ik ls cksyus ds 3ih  
rS;kjh 
¼Preparation½  

vius fo”k; ds ckjs esa fopkj djsaA 
;g fopkj djsa fd vkids Jksrk bu fo”k; ds ckjs esa D;k tkuuk pkgrs gSaA ml mRÑ”V 
rjhds ds ckjs esa fopkj djsa ftlls vki vius Jksrkvksa dks viuk fo”k; le>k ldsaA ;s fy[ksa 
fd vki D;k dgus dh ;kstuk cuk jgs gSaA 

vH;kl  
¼Practice½ 

igys [kqn ls vH;kl djsa] ‘kh’ks ds lkeus vH;kl djsa] vius ifjokj vkSj fe= ds lkeus 
vH;kl djsa vkSj muls iwNsa fd oks D;k lksprs gSaA 
Li”V :Ik ls vkSj Åaph vkokt esa vkSj lgh xfr ¼u cgqr rst ls vkSj u gh cgqr /khek½ ls 
cksysaA  

izn'kZu 
¼Perform½   

xgjh lkal ysa ;fn vki cspSuh eglwl dj jgs gSa] vkius D;k rS;kj fd;k gS mlds ckjs esa 
fopkj djsa vkSj vkRefo’okl ds lkFk cksyuk vkjaHk djsaA  

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, 
ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA  
fVIif.k;ka fVIif.k;ka fVIif.k;ka fVIif.k;ka     
    

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k    
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bl fo"k; ds fy, bZ&vf/kxe ikB esa ohfM;ks ns[kus ds ckn fy[ksa fd vkidks D;ksa yxrk gS 
fd Vhuk ds funsZ'kksa dks ugha leÖkk x;k\ vki Qksu ij fn'kk&funsZ'k dSls nsaxs\        
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

Qksu ij ckrphr dh Hkwfedk fuHkkuk (Role play)  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu 

 

izfØ;kizfØ;kizfØ;kizfØ;k 
• izR;sd lewg esa de ls de rhu Nk= lewg esa 'kkfey gSaA 
• vius f'k{kd }kjk fn, x, ifjn`'; ds vk/kkj ij] Qksu ij ckrphr ij ,d fLØIV fy[ksaA 

mnkgj.k ds fy,] ifjn`'; esa xzkgd ds fuokl ij forfjr (deliver) fd, tkus okys mRikn 
ds ckjs esa dkWy lsaVj ds ,d O;fDr vkSj ckr djus okys xzkgd ds chp ,d okrkZyki gks 
ldrk gSA 

• ,d Nk= ,d dkWy djus okys ds :i esa vkSj nwljk dkWy izkIr djus okys ds :i esa 
dk;Z djrk gSA 

• okrkZyki tksj ls cksysaA 

• lapkj ds 7lh dks /;ku esa j[krs gq, rhljk Nk= lapkj dh izHkko'khyrk ij izfrfØ;k nsrk gSA 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lkoZtfud :Ik ls cksyuk Public speaking  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
• izR;sd lewg esa rhu Nk=ksa ds lewg cuk,aA 
• lewg ds vanj] cgqr de cksyus ds fy, ,d fo"k; pqusaA 
• iSjkxzkQ dk mi;ksx djsaA 
• izR;sd O;fDr 3ih ¼rS;kj] vH;kl vkSj izn'kZu½ fof/k dk mi;ksx djrk gS vkSj lewg esa vU; 

yksxksa ds fy, cksyrk gSA 
• vU; yksx izfrfØ;k nsrs gSa & D;k og O;fDr Bhd ls lapkj djus esa l{ke Fkk\ 
• d{kk ds lkeus Hkk”k.k nsus ds fy, ,d Nk= Lo;alsod volunteerA 
 

    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

 

dddd----    cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u     
iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA     
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1- ekSf[kd lapkj dk lgh mnkgj.k pqusaA 
¼d½ fjiksVZ 
¼[k½ lekpkj i= 
¼x½ vkeus&lkeus dh ckrphr 
¼?k½ fVIif.k;ka 
2- tc ge ekSf[kd :i ls lapkj djrs gSa] rks gesa -------------------------- dk mi;ksx djuk pkfg,A 
¼d½ dfBu 'kCn 
¼[k½ ljy 'kCn 
¼x½ Hkzked 'kCn 
¼?k½ laf{kIr 
3- ge bZ&esy D;ksa Hkstrs gSa\ 
¼d½ le; ij igqapus ds fy, 
¼[k½ nLrkostksa vkSj Qkbyksa dks lkÖkk djus ds fy, 
¼x½ ,d&nwljs ls ckr djus ds fy, 
¼?k½ ,d nwljs ls feyus ds fy, 
 

[k[k[k[k----    y?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’u 

1- fofHkUUk izdkj ds ekSf[kd lapkj fyf[k,A 
izR;sd izdkj ds fy, ,d mnkgj.k nsaA 

 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs   
• lapkj dh ekSf[kd fof/k dh O;k[;k djsaA 
• lapkj ds 7lh dh lwphA 
• 3ih fof/k dk mi;ksx djds lkoZtfud :i ls vkRefo'okl ls cksyukA  
 
 

Lk= 3 % xSj ekSf[kd lapkjLk= 3 % xSj ekSf[kd lapkjLk= 3 % xSj ekSf[kd lapkjLk= 3 % xSj ekSf[kd lapkj (Non-Verbal Communication)  
xSj&ekSf[kd lapkj og lans'k gS tks ge fcuk fdlh 'kCn dk mi;ksx fd, nwljksa dks Hkstrs gSa 
tSlk fd fp= 1-4 esa fn[kk;k x;k gSA ge Hkko] gko&Hkko vkSj 'kkjhfjd eqækvksa ds ek/;e ls 
nwljksa dks ladsr vkSj lans'k Hkstrs gSaA 

 

bl l= esa] vki lapkj ds xSj&ekSf[kd rjhds] blds izdkj vkSj egRo ds ckjs esa tkusaxsA vki 
lgh 'kkjhfjd gko&Hkko dk mi;ksx djuk lh[ksaxs] tSls fd ladsr] vk¡[k ls laidZ] gkFk feykuk 
vkfnA 
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iSjk&Hkk"kkiSjk&Hkk"kkiSjk&Hkk"kkiSjk&Hkk"kk 
PARA-LANGUAGE    

vfHkO;fDrvfHkO;fDrvfHkO;fDrvfHkO;fDr    
EXPRESSIONS    

eqækeqækeqækeqæk    
POSTURE    

    xSjxSjxSjxSj    ekSf[kdekSf[kdekSf[kdekSf[kd     
NON    VERBAL 

ladsrladsrladsrladsr        
GESTURES 

vk¡[kvk¡[kvk¡[kvk¡[k    lslslsls    laidZlaidZlaidZlaidZ 
EYE    CONTACT    

 

    
txgtxgtxgtxg    

SPACE 
Li'kZLi'kZLi'kZLi'kZ        

TOUCH 
 

 
fp= 1 % xSj&ekSf[kd lapkj Non-verbal Communication 

 

xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd    lapkjlapkjlapkjlapkj    dkdkdkdk    egRo egRo egRo egRo Importance of non-verbal communication  
gekjs fnu&izfrfnu ds lapkj esa] ;g ns[kk tkrk gS fd vf/kdka'k lapkj 'kjhj dh xfrfof/k;ksa ¼psgjs] 
gkFk] xfr vkfn½ vkSj vkokt fu;a=.k ¼vkokt] Vksu] Bgjko] vkfn½ dk mi;ksx djds fd;k tkrk gSA  

tSlk fd ge fp= 1-5 esa ns[k ldrs gSa] vf/kdre lapkj xSj&ekSf[kd gSA ge 'kCnksa] Loj 
dh xfr vkSj 'kkjhfjd gko&Hkko dk mi;ksx djrs gq, lapkj djrs gSa] tSlk rkfydk 1-4 esa fn;k 
x;k gSA 

 
'kCn'kCn'kCn'kCn        
¼ekSf[kd½¼ekSf[kd½¼ekSf[kd½¼ekSf[kd½     

 

 

vkoktvkoktvkoktvkokt    dkdkdkdk    fu;a=.k fu;a=.k fu;a=.k fu;a=.k     
¼xSj ekSf[kd½ ¼xSj ekSf[kd½ ¼xSj ekSf[kd½ ¼xSj ekSf[kd½   

 

Hkko]Hkko]Hkko]Hkko]    xfr]xfr]xfr]xfr]    
fp=fp=fp=fp=    
¼xSj&ekSf[kd¼xSj&ekSf[kd¼xSj&ekSf[kd¼xSj&ekSf[kd    
vkSjvkSjvkSjvkSj    n'̀;½n'̀;½n'̀;½n'̀;½ 

 

fp= 1-5 % lapkj ds rjhds 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----4 %4 %4 %4 %    xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd    lapkjlapkjlapkjlapkj    dsdsdsds    izdkjizdkjizdkjizdkj 
 

xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd    lapkjlapkjlapkjlapkj    'kCnksa'kCnksa'kCnksa'kCnksa    dsdsdsds    fcukfcukfcukfcuk    tkudkjhtkudkjhtkudkjhtkudkjh    dkdkdkdk    vknku&iznkuvknku&iznkuvknku&iznkuvknku&iznku    gSgSgSgS 
gkFk dk ewoesaV ¼ladsr½ 
vkSj 'kkjhfjd gko&Hkko  

• gkFk mBkdj vfHkoknu djuk 
• viuh vaxqyh dks xqLls esa ladsr 

djuk  
Hkko • [k+q'kh fn[kkus ds fy, eqLdqjkuk 

• ijs'kku gksus ij mnkl psgjk cukuk 
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xSj&ekSf[kd lapkj gekjs lans’k dks vf/kd l’kDr cukrk gSA cksyrs le; lgh gko&Hkko dk 
mi;ksx gekjs lans’k dks vf/kd izHkkoh cukrs gSaA xSj & ekSf[kd lapkj dh tkudkjh ls gesa Jksrkvksa dh 
izfrfØ;k dks le>us esa lgk;rk feyrh gS vkSj mlh ds vuq:Ik gekjs O;ogkj dks O;ofLFkr djus esa enn 
feyrh gSA  

Lkgh gko&Hkko vkSj ‘kkjhfjd eqnzk ls gesa dk;ZLFky ij is’ksoj gksus esa enn feyrh gSA ;fn ‘kksj 
vFkok nwjh vkfn ds dkj.k ekSf[kd lans’k vo#) gks tkrs gSa] vius lans’k dk vknku&iznku djus ds fy, 
ge gkFkksa dh xfr;ksa dk mi;ksx dj ldrs gSaA gksBksa ij vaxqyh j[kdj pqi jgus dk b’kkjk vkSj vkxs dh 
vksj flj fgykdj gka dgk tk ldrk gSA   
 

ge dbZ rjhdksa ls xSj&ekSf[kd lapkj djrs gSaA vkvks buesa ls dqN ds ckjs esa lh[krs gSa ¼rkfyd 1-5 ns[ksa½A  
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----5 % xSj&ekSf[kd lapkj ds izdkj 5 % xSj&ekSf[kd lapkj ds izdkj 5 % xSj&ekSf[kd lapkj ds izdkj 5 % xSj&ekSf[kd lapkj ds izdkj     
 

izdkj izdkj izdkj izdkj     bldk vFkZ D;k gksrk gS bldk vFkZ D;k gksrk gS bldk vFkZ D;k gksrk gS bldk vFkZ D;k gksrk gS     xSj&ekSf[kd lapkj dks dSls izHkkohxSj&ekSf[kd lapkj dks dSls izHkkohxSj&ekSf[kd lapkj dks dSls izHkkohxSj&ekSf[kd lapkj dks dSls izHkkoh    cuk,a cuk,a cuk,a cuk,a     
psgjs dh vfHkO;fDr 

 

psgjs dh eqnzk dbZ ckj O;fDr dh 
Hkkoukvksa dks n’kkZrh gSA mnkgj.k ds 
fy,] tc ge [kq’k gksrs gSa] rks ge 
bls eqLdqjk dj iznf’kZr djrs gSa vkSj 
tc ge nq[kh gksrs gSa rc bls mnkl 
gksdj iznf’kZr djrs gSaA  

• vius psgjs dks ‘kkar j[ksaA  
• vki D;k dg jgs gSa mlds lkFk vius 
gko&Hkko feyk,aA  

• ;fn vki fdlh ckr ij lger gSa] rks 
lqurs le; lgefr esa viuh xnZu 
fgyk,a] tks vkidh lgefr dks n’kkZrk 
gSA  

‘kkjhfjd eqnzk 

 

eqnzk,a ‘kjhj dh fLFkfr;ka gksrh gSaA tks 
gekjs vkRefo’okl vkSj Hkkoukvksa dks 
O;Dr djrh gSaA mnkgj.k ds fy,] 
lh/kh ‘kkjhfjd eqnzk vkRefo’okl dks 
n’kkZrh gSA flj dks idM+uk vkidh 
Fkdku dks n’kkZrk gSA  

• vius Åijh ‘kjhj dks f’kfFky j[ksa] 
vkSj da/kksa dks lh/kk j[ksaA  

• lh/ks cSBsa] gkFkksa dks vkjke nsa vkSj iSjksa 
dks vkjke dh eqnzk esa j[ksaA  

• [kM+s gksrs le; gkFkksa dks ‘kjhj ls lVk 
dj j[ksaA  

gko&Hkko vFkok ‘kkjhfjd Hkk”kk 

  
 

gko&Hkko ;k ‘kkjhfjd Hkk”kk ds ladsr] 
‘kjhj ds vax] fo’ks”k :Ik ls gkFk 
vFkok flj] fdlh fopkj vFkok 
eryc dks n’kkZus ds fy, mi;ksx 
fd, tkrs gSaA  
cksyrs le; blesa gekjs gkFkksa dk 
fgykuk] ladsr djuk vkfn ‘kkfey 
fd;k tkrk gSA mnkgj.k ds fy,] 
,d gkFk mBkus dk eryc gS iz’u 
iwNukA uk[kwu dkVuk ?kcjkgV dks 
n’kkZrk gSA  

• yksxksa dh vksj vaxqyh mBkdj ladsr 
djus ls cpsaA  

• cksyrs le; tsc esa vius gkFk j[kus 
ds ctk; gkFkksa dks lkbM esa j[kus dk 
iz;kl djsaA 

• vki /;ku ns jgs gSa ;g n’kkZus ds 
fy,] cksyrs vFkok lqurs le; vius 
‘kjhj dks FkksM+k >qdk,aA   

Li’kZ ge vius Li’kZ ds ek/;e ls cgqr 
vf/kd lapkj djrs gSa] tSls fd gkFk 

• Tkks’k ds lkFk gkFk feyk,aA  
• lapkj djrs le; vU; Li’kZ 
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feykuk vkSj ihB FkiFkikukA 
mnkgj.k ds fy,] etcwrh ls gkFk 
feykuk vkRefo’okl dks n’kkZrk gSA 
f[kykfM+;ksa dks mRlkfgr djus ds 
fy,] [ksy dksp f[kykfM+;ksa dh ihB 
Fki&Fkikrs gSaA  

fLFkfr tSls fd ckyksa ij gkFk 
ekjuk] viuh ukd ij [kqtykus] 
diM+ksa dks [khapus vkfn tSls dk;Z 
u djsaA  

‘kkjhfjd nwjh 

 

lapkj djrs le; nks yksxksa ds chp 
‘kkjhfjd nwjh vkReh;rk vFkok 
fudVrk dks n’kkZrk gSA  

• vki ftl O;fDr ls ckr dj jgs 
gSa mlds lkFk ekSf[kd vFkok xSj 
ekSf[kd lapkj djrs le; ml 
O;fDr ds lkFk laca/k ds vuq:Ik 
mfpr nwjh cuk,a j[ksaA  

vka[kksa ls laidZ 

 

vki ftl O;fDr ls ckr dj jgs gSa 
mlls vka[kksa ls laidZ cuk, j[kuk 
#fp dks n’kkZrk gS tcfd b/kj&m/kj 
ns[kus ls nwljk O;fDr misf{kr vuqHko 
dj ldrk gSA  

• Ckksyus okys O;fDr dh rjQ ns[ksaA  
• ‘kkar vkSj [kq’k eqnzk cuk, j[ksaA  
• izR;sd lsdsaM ut+j gVkrs jgsaA  

iSjk Hkk”kk Paralanguage 

 

iSjk Hkk”kk] gekjh vkokt dk og 
ygtk] xfr vkSj ek=k gS tks lapkj 
ds vFkZ esa varj Li”V djrk gSA cgqr 
vfr xfr ls cksyuk vfr mRlkg 
vFkok ?kcjkgV dks n’kkZrk gSA cgqr 
vf/kd /kheh xfr ls cksyuk xaHkhjrk] 
mnklh ;k fdlh [kkl fcanq dks 
n’kkZrk gSA   

• Ckksyrs le; mfpr Loj vkSj 
vkokt dk mi;ksx djsaA 

• cksyus dh e/;e nj ¼xfr½ cuk, 
j[ksaA  

 

n`’; lapkj n`’; lapkj n`’; lapkj n`’; lapkj Visual communication 

 

lapkj dh ,d vU; egRoiw.kZ fof/k gS n`’; lapkj ftlesa lans’k Hkstus vkSj le>us ds fy, dsoy izfrfcacksa 
vFkok fp=ksa dk mi;ksx fd;k tkrk gSA bl izdkj ds lapkj dk eq[; ykHk ;g gS fd bls le>us ds fy, 
vkidks fdlh fo’ks”k Hkk”kk dh vko’;drk ugha gksrh gSA ;g le>us esa ljy vkSj vklku gksrh gS vkSj gj 
txg ,d tSlh gh jgrh gSA rkfydk 1-6 esa n`’; lapkj ds dqN lkekU; izdkj n’kkZ, x, gSaA  
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rkfydk 1rkfydk 1rkfydk 1rkfydk 1----6 % n`’; lapkj ds mnkgj.k 6 % n`’; lapkj ds mnkgj.k 6 % n`’; lapkj ds mnkgj.k 6 % n`’; lapkj ds mnkgj.k     
 

n’̀; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku n’̀; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku n’̀; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku n’̀; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku     
 
VªSfQd Çlcy tks gkWuZ u 
ctkus ds fy, ladsr 
djrk gS  

VªSfQ+d ykbV~l & LVkWi ds 
fy, yky( izrh{kk ds fy, 
ihyk vkSj pyus ds fy, gjk 

 
ysMht vkSj tsaV~l VkW;ysV 
ds fy, lkbu  

 

jsyos ØkWÇlx ij n'kkZ, x, 
lkbu 

 
Toyu'khy inkFkks± ds fy, 
lkbu 

 

fQlyu lrg ds fy, lkbu  

 
LekVZ Qksu ;k daI;wVj esa 
ohfM;ks ;k vkWfM;ks Q+kby 
dks jksdus ds fy, 
mi;ksx fd, tkus okys 
lkbu 

 

lkbu tks crkrk gS fd {ks= 
,d /kweziku {ks= ugha gS 

 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl 
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, 
ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA  
lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k     
bl fo”k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] fyf[k, fd jksfgr dSls leÖk 
ldrk Fkk fd vej ds lkFk dqN xyr Fkk\ D;k vki leÖk ldrs gSa fd tc os vkidks dqN 
ugha crkrs gSa rc Hkh vkids nksLr dSlk eglwl dj jgs gSa\  

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
 

xSj&ekSf[kd lapkj dk mi;ksx dj Hkwfedk fuHkkuk 
    

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu   
 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
 

• izR;sd lewg esa rhu Nk=ksa ds lewg cuk,aA 
• vius f'k{kd }kjk fn, x, ifjn`'; ds vk/kkj ij] Hkwfedk fuHkkus ds fy, fLØIV rS;kj 
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djsaA 
• bls vius lewg ds lkeus is'k djsaA 
• lewg ds Lo;alsodksa esa ls ,d iwjh d{kk ds lkeus is'k djsaA 
• ppkZ djsa fd Nk=ksa us xSj&ekSf[kd lapkj dk mi;ksx dSls fd;kA 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
 

'kkjhfjd gkoHkkoksa dh xyfr;ksa ls cpus ds fy, D;k djsa vkSj D;k u djsaA 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
    

izfØ;kizfØ;kizfØ;kizfØ;k 
• xfrfof/k 1 esa] rhu Nk=ksa ds ,d gh lewg esa] ppkZ djsa fd lapkj esa xyfr;ksa ls cpus 

ds fy, vkidks D;k djuk pkfg, vkSj D;k ugha djuk pkfg,A 
• izR;sd Nk= dks ^D;k djsa vkSj D;k u djsa* dh ,d lwph fy[kuh pkfg,A 

    

xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3    
 

lapkj ds rjhdksa dh rqyuk djuk 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
    

izfØ;kizfØ;kizfØ;kizfØ;k 
• xfrfof/k 1 esa] rhu Nk=ksa ds ,d gh lewg esa] lapkj ds rhu rjhdksa ¼ekSf[kd] xSj&ekSf[kd 

vkSj n`';½ ij ppkZ djsaA 
• izR;sd fof/k ds Qk;ns vkSj uqdlku dh ,d lwph rS;kj djsaA 

 

    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

 

dddd----    cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u     
iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA     
1- buesa ls psgjs dh dkSu lh ,d vfHkO;fDr ldkjkRed ¼vPNh½ gS\ 
¼d½ dM+h esgur djuk 
¼[k½ lqurs le; flj fgyk nsuk 
¼x½ ekFks ij f'kdu 
¼?k½ cksyus okys ls ijs ns[kuk 
 

2- ,d [kM+h ¼lh/kh½ 'kjhj eqæk O;Dr djuk @ ns[kuk D;k n'kkZrk gS\ 
¼d½ 'keZ 
¼[k½ Mj 
¼x½ vkRefo'okl 
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¼?k½ cqf)eŸkk 
 

3- buesa ls dkSu lk dke ij ,d xSj&ekSf[kd lapkj ugha gS\ 
¼d½ ,d lgdehZ ds da/ks ij gkFk j[kuk 
¼[k½ gkFk etcwrh ls feykuk 
¼x½ cksyus okys dks eqLdjkrs gq, ns[kuk 
¼?k½ ,d lh/kh eqæk ds lkFk [kM+s gksuk  
4- tc vki ,d izLrqfr dh rS;kjh dj jgs gksa] rks vkidks ----------------------------------------- pkfg,A 
¼d½ izLrqfr ds mÌs';ksa ij /;ku dsafær 
¼[k½ niZ.k ;k fe= ds lkeus vius cksyus dk vH;kl djuk 
¼x½ viuh LykbM dh izLrqfr ds fy, le; ij iwokZH;kl djuk 
¼?k½ mijksDr lHkh 
 

[k[k[k[k----    uhpsuhpsuhpsuhps    fn, x,fn, x,fn, x,fn, x,    dk;kdk;kdk;kdk;ks±s± s±s±    dsdsdsds    lkeuslkeuslkeuslkeus    ,d,d,d,d    ×    fpºufpºufpºufpºu    yxk,ayxk,ayxk,ayxk,a    tkstkstkstks    xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd    lapkjlapkjlapkjlapkj    dsdsdsds    mi;ksxmi;ksxmi;ksxmi;ksx    dkdkdkdk    
izn'kZuizn'kZuizn'kZuizn'kZu    djusdjusdjusdjus    dsdsdsds    fy,fy,fy,fy,    xyrxyrxyrxyr    gSagSagSagSa 

• vkSipkfjd lapkj ds nkSjku galuk 
• flj [kqtykuk 
• nksLr ls ckr djrs le; eqLdqjkuk 
• tc vki fdlh ckr ls lger gksrs gSa rks flj fgykrs gSa 
• lh/ks [kM+s gksuk 
• lqurs le; tEgkbZ ysuk 
• lh/ks cSBuk 
• cksyrs le; vka[kksa dk laidZ cuk, j[kuk 
• uk[kwu pckuk 
• dkQh etcwrh ls gkFk feykuk 
• tcM+s pckuk 
• tc dksbZ vkils cksy jgk gks rks nwj ns[kuk 
• vR;f/kd ?kwjuk  

xxxx----    y?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’u 

1- n`'; lapkj ds fy, mi;ksx fd, tkus okys fdlh Hkh pkj lkekU; ladsrksa ds mnkgj.k nsaA 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
 

• xSj&ekSf[kd vkSj n`'; lapkj ds egRo dks leÖkk,aA 
• fofHkUUk izdkj ds xSj&ekSf[kd lapkj dh igpku djukA 
• dke ij lgh xSj&ekSf[kd lapkj dk mi;ksx djsaA 
• xSj&ekSf[kd lapkj esa vke xyfr;ksa ls cpsaA 
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Session 4: Writing Skills: Parts of Speech        
 

When we talk or write in English, we use sentences to express ourselves. Sentences are 

important because if you do not clearly write sentences then, the meaning of the same cannot be 

understood clearly. A sentence is a group of words that communicates a complete thought 

(Example: Raju goes to school). A group of words, which does not make complete sense, is 

known as a phrase (Example: Raju goes). A sentence always begins with a capital letter, and it 

always ends with a question mark, full stop or exclamation mark. Read out aloud the examples 

given below. 

• Did you work on your project? 

• I completed it yesterday. 

• That is good! 

 

Using capitals 

We know that all sentences begin with capital letters. Do you know at what other points in a 

sentence we should use capital letters? 

 

It is easy to know what to capitalise if you remember the word ‘MINTS’. MINTS is a set of 

simple rules that help you capitalise words correctly. Each letter in the word MINTS refers to 

one capitalisation rule as shown in Table 1.7. 

 

Table 1.7: Capitalisation Rules 

 

Alphabet  M  I  N  T  S 

What it 

shows: 

 

Months The letter Names  

 

Titles  

 

Starting 

letter of 

sentences 

Rule  

 

 

Capitalise 

the 

first letter in 

all the 

names 

of months. 

Capitalise 

the 

letter ‘I’ 

when 

it is used to 

begin a 

word. 

 

Capitalise 

the 

first letter in 

the names of 

people, 

places 

and days. 

 

Capitalise 

the 

first letter 

in 

the titles 

used 

before 

people’s 

name. 

 

Capitalise 

the first 

letter in 

every 

sentence. 

Example  

 

I will go to 

college in 

June. 

 

I play tennis 

with him 

every day. 

 

This 

Tuesday, 

Vidya will 

be 

in 

Rajasthan. 

 

Dr Shah 

and 

Mr Patel 

work 

together. 

 

The cat ran 

out of the 

house. 
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Punctuation 

 

It is a set of marks, such as the full stop and the comma, which help us separate parts of a 

sentence and explain its meaning. Like uppercase letters, punctuation is also a very important 

part of sentences and has some rules. Some common punctuation marks and their use have been 

given in Table 1.8. 

 

Table 1.8: Punctuation Marks 

 

Punctuation 

name 

 

Sign Use  Examples 

Full stop 

 

. Shows the end of a sentence. Also 

used to show short form of long 

words. For example, ‘doctor’ can 

be shortened to ‘Dr’ when we use 

it as a title before a name. 

This is a sentence. This is 

another sentence. 

Sanjay is a doctor. His 

patients call him Dr 

Sanjay. 

Comma  

 

, Sometimes, we use a comma to 

indicate a pause in the sentence. 

 

We can also use a comma to 

separate items when we are listing 

out more than two items in a row. 

 

After the waiter gave me a 

menu, I ordered food.  

 

I bought apples, oranges 

and grapes. 

Question 

mark 

 

? We use a question mark at the end 

of a question. 

 

What is your name? 

How old are you? 

Exclamation 

mark 

 

! We use an exclamation mark at 

the end of a word or a sentence to 

indicate a strong feeling, such as 

surprise, shock or anger. 

 

What a pleasant surprise! 

You are late! 

Apostrophe   (’) We use an apostrophe followed by 

an s to show that something 

belongs to someone. 

 

We also use an apostrophe to 

indicate the shortened form of 

some words in informal  speech. 

 

That is Divya’s pen. 

Are these Abdul’s books? 

 

 

Let’s go. (Instead of Let us 

go.) 

He isn’t here. (Instead of 

He is not here.) 

 

Basic parts of speech 

There are eight basic parts of speech in the English language. These are noun, pronoun, verb, 

adjective, adverb, preposition, conjunction and interjection. The part of speech indicates how the 

word functions in meaning as well as grammatically within the sentence. 
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A noun is a word for a person, place, thing, or idea. Nouns are often used with an article (the, a, 

an), but not always. A pronoun is a word used in place of a noun. A verb expresses action or 

being. An adjective modifies or describes a noun or pronoun. An adverb modifies or describes a 

verb, an adjective, or another adverb. A preposition is a word placed before a noun or pronoun to 

form a phrase modifying another word in the sentence. A conjunction joins words, phrases, or 

clauses. An interjection is a word used to express emotion. You should be able to use these parts 

of the speech in making sentences. 
 

The different types of words we use in sentences are called parts of speech. Some examples are 

nouns, pronouns, adjectives, verbs and adverbs, as shown in Figure 1.6. Let us read more about 

them in Table 1.9. 
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Table 1.9: Parts of Speech 

 

Parts of 

Speech 

What they do Example sentences 

 

Example 

words 

Noun Nouns are words that refer to a 

person, place, thing or idea. 

These are ‘naming words.’ 

 

In the sentence, 

‘Reema wrote a letter.’ 

Both Reema and letter 

are nouns. 

 

Dog 

Table 

India 

Sanjay 

 

Pronoun A pronoun is a word 

used in place of a noun 

 

In the second sentence, 

“Reema wrote a letter. 

She is tired.” ‘She’ is 

used 

in place of the noun 

Reema, it is a pronoun. 

 

I 

They 

He 

You 

 

Adjectives Adjectives are words 

that describe other 

words 

 

In the sentence 

“Reema wrote a long 

letter.” Long is an 

adjective that describes 

the noun ‘letter’. 

 

Small 

Blue 

Sharp 

Loud 

 

Verbs Verbs are words that 

show action 

 

In the sentence: 

“Reema wrote a 

letter.” Wrote is the 

verb. 

It tells what action 

Reema did. 

 

Run 

Eat 

Think 

Sit 

 

Adverbs Adverbs are words that add 

meaning to verbs, adjectives, or 

other adverbs. They answer the 

questions — How? 

How often? When? And 

Where? 

 

In the sentence 

“Reema quickly wrote 

a letter.” Quickly is an 

adverb. It tells us how 

Reema did the action 

(writing). 

 

Easily 

Always 

Inside 

Before 

 

 

Let us now see how these words are used. Read aloud the sentence given below. 

Wow! Reema went to the studio and met a famous actor. 

 

We already know that Reema, studio and actor are nouns. Famous is an adjective here because it 

describes the noun actor and the words went and met are verbs because they describe an action. 
 

What about the remaining words in this sentence wow, to, the, and? What are these words 

called? We use such supporting words to join the main parts of speech together and to add 

information to the sentences we make. Let us now look at these supporting words. 
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Supporting parts of speech types 
 

 
 

Figure 1.7: Supporting Parts of Speech 

 

Along with the main ‘Parts of Speech’, there are some more words we need for making a 

sentence. These are shown in Figure 1.7. Let us learn more about them using Table 1.10. 

 

Table 1.10: Supporting Parts of Speech 
 

Supporting 

Parts 

of Speech  

Use  Examples 

Articles  

 

The words ‘a’, ‘an’ and ‘the’ are 

known as articles. Articles are 

generally used before nouns. 

An is used before words with a vowel 

(a,e,i,o,u) sound 

A is used before nouns with a 

consonant (all other alphabets) 

sound 

The is used to refer to specific or 

particular words 

The car stopped suddenly because 

a cat ran in front of it. 

A book 

An apple 

An umbrella 

The sun 

Conjunctions  

 

Conjunctions are words that join two 

nouns, phrases or sentences. 

Some common conjunctions are ‘and’, 

‘or’ and ‘but’. 

Instead of, Sheela went to the 

market. I also went to the market. 

Sheela and I went to the market. 

Instead of, “Do you want oranges? 

Do you want apples?” 

“Do you want oranges or apples?” 

Prepositions Prepositions connect one word with 

another to show the relation between 

them. They usually answer the 

questions ‘where’, ‘when’ and ‘how’. 

Some common prepositions are ‘on’, 

‘at’, ‘under’ and ‘in’. 

The cat is on the roof. 

The shop is at the end of the road. 

Rahul is standing under the tree. 

I live in Delhi. 

Interjections These words express strong emotions, 

such as happiness, surprise, anger or 

pain. They have an exclamation mark 

at the end. 

 

Wow! 

Oh! 

Oh no! 

Thanks! 

Help! 
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Practical Exercises 
 

 

The teacher will facilitate these activities by showing you the e-learning module for this lesson 

via http://www.psscive.ac.in/Employability_Skills.html. The module will include videos and 

e-content for the above topics as well as detailed instructions for some activities below. 

 

Initial thinking activity 

After watching the initial video in the e-learning lesson for this topic write down what do you 

think was wrong with Seema’s letter? 
 

Activity 1 

Identifying parts of speech 

Materials required 

Notebook, pen 

Procedure 

Read aloud the paragraph given below. 

“on sunday, i have an appointment to meet Dr. Patel in delhi. my house is near Mr. Patels 

shop i went to his shop on friday tobuy vegetables I bought potatoes onions carrots and a 

cabbage Mr. Patel is a friendly man have you met him” 

• This paragraph contains examples of the parts of speech you learnt about in this lesson. 

• Identify as many of these parts of speech as you can and mark them. 

• Write the paragraph with proper punctuation and capitalisation. 

 

Activity 2 
Constructing sentences 

Materials required 

Notebook, pen 

Procedure 

• Form pairs of students. 

• List out five parts of speech that you learnt in the lesson. 

• Select one of them and create two simple sentences which use these parts of speech. 

• For example, if you have chosen adjectives, create two sentences that have adjectives. 

 

Activity 3 

Identify name, place, animal, thing 
 

Materials required 

Notepad, pens 

 

Procedure 

• Number yourselves from 1 to 5. 

• Each member of a group has to say a word that is either a name, place, animal or thing; 

the fifth member has to do an action. 

• Each group gets 30 seconds to think what they are going to say and do. 
    

Check Your Progress     
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A. Multiple choice questions 

Read the questions carefully and circle the letter (a), (b), (c) or (d) that best answers the 

question. 

 

1. What is a sentence? 

(a) A group of ideas that form a complete paragraph 

(b) A group of words that communicate a complete thought 

(c) A set of rules that we must follow to write correctly 

(d) A set of words that contains all the basic punctuation marks 

 

2. Which of these sentences use uppercase letters correctly? 

(a) I am Hungry. 

(b) Divya and sunil are reading. 

(c) The bucket is Full of water. 

(d) She lives in Delhi. 

 

3. Which of these sentences are punctuated correctly? 

(a) Where are you going. 

(b) I have a pen a notebook and a pencil. 

(c) I am so happy to see you! 

(d) This is Abdul’s house. 
 

4. Underline the noun, pronoun, adjective, verb and adverb in these sentences. 

(a) Sanjay plays football everyday. 

(b) Divya gave him new books. 

(c) I opened the red box carefully. 

 

B. Fill in the blanks 
 

Fill correct nouns and verbs from the box to fill in the blanks given below. 
 

girl, girls, boy, milk, dog, skipping, riding, running, studying, drinking, barking 

 

 

a. The ____________ is 

_________________. 

 

b. The ____________ is 

_________________. 
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c. The ____________ is 

_________________. 

 

d. The ____________ are 

_________________. 

 

e. Raju is ____________ 

_________________. 

 

f. The ____________ is 

______________ 

 

 

C. Short answer questions 
 

1. Identify the conjunctions and prepositions (Remember, conjunctions join two sentences 

while prepositions help answer the words ‘where’, ‘when’ and ‘how’.). Choose the 

conjunctions and prepositions from the box given below and list in the correct box. 
 

Under, And, In, At, Or, Up  

Conjunction Preposition 
 

 

 

 

 

 

 

 

What Have You Learnt? 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

After completing this session, you will be able to 

• use capitalisation and punctuation rules for writing sentences. 

• identify the basic parts of speech, such as nouns, pronouns, adjectives, verbs and 

adverbs. 

• explain the usage of the parts of speech. 

• identify the supporting parts of speech, such as articles, conjunctions, prepositions and 

interjections. 

 
 



                                         

 
       

 26                                                           jkstxkj dkS'ky & d{kk 9    
   

Session 5: Writing Skills: Sentences 
 

Parts of a sentence 

 

As you have learnt in English classes, almost all English sentences have a subject and a verb. 

Some also have an object. A subject is the person or thing that does an action. A verb describes 

the action. Object is the person or thing that receives the action. For example, read a loud the 

simple sentence “Divya reads a book”. Let us see the different parts of the sentence in Figure 1.8. 

 

 
Figure 1.8: Parts of a Sentence 

 

Read a loud the example sentences shown in Table 1.11 and understand which is the subject, 

verb and object. 

 

Table 1.11: Parts of a Sentence 

 

Sentence Subject Verb  

 

Object 

I ate an apple. I  ate an apple. 

He cooked dinner. He cooked  dinner. 

She kicked the football. She kicked the football. 

Dia and Sanjay broke the 

bottle. 

Dia and Sanjay broke the bottle. 

 

Types of objects 

 

The object in a sentence can be either direct or indirect. Direct objects are the ones directly 

‘acted on’ by the action word (verb). If the verb is ‘reads’ and we ask “What does Divya read?” 

The answer is ‘book’ which is the direct object. A direct object answers the question ‘what?’. 

 

An indirect object answers questions, such as ‘to whom’ and ‘for whom’. For example, in the 

sentence “Abdul gave a gift to his mother.” The verb is ‘gave’. As you can see in Figure 1.9, 

there are two objects here — ‘gift’ and ‘mother’. 
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What did Abdul give? The gift. To whom did Abdul give the gift? To his mother. Here, ‘gift’ is 

the direct object and ‘his mother’ is the indirect object. Some sentences only have direct objects 

while some have both direct and indirect objects. 

 

Read a loud the examples given in Table 1.12 and practice finding the direct and indirect objects. 

 

Table 1.12: Direct and Indirect Objects 

 

Sentence Verb Verb + 

What? 

Verb + By 

whom/to 

whom? 

Direct 

object 

Indirect 

object 

Sanjay bought 

vegetables. 

bought Vegetables  vegetables  

Fatima and 

Sonia 

played Tennis. 

played Tennis  tennis  

He offered me 

an 

orange. 

offered Orange me orange me 

The teacher 

gave us 

homework. 

gave Homework us homework us 

 

Types of sentences 

 

Active and passive sentences 

 

Read a loud the sentence shown in Figure 1.9. What is the difference between the two sentences? 

1. Sanjay broke the glass. 

2. The glass was broken by Sanjay. 

 

The action (verb) in both the sentences is breaking of the glass. But the ‘subject’ of both 

sentences is different. In the first sentence, the subject (Sanjay) does the action. In the second 

sentence, the subject (the glass) receives the action. 

 

 

 

Read the sentences in Figure 1.10 again. 

Sentences where the subject does an action 

are known to be in the Active voice. 

Sentences in which the subject receives an 

action are known to be in the Passive voice. 

 

Read aloud some more examples given in 

Table 1.13. 
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Table 1.13: Active and Passive Sentences 

Active Voice Passive Voice 

She wrote a letter. A letter was written by her. 

He opened the door. The door was opened by him. 

Mohan played the flute. The flute was played by Mohan. 

 

Types of sentences (according to their purpose) 

 

Read a loud the sentences in Figure 1.11. How do you think they differ from each other? 

 

 
 

 

Each of these sentences has a different purpose. Also, notice how each sentence in Figure 1.12 

ends. 

  
 

Read the examples in Figure 1.12 to practice the different types of sentences. 

 

Table 1.14: Types of Sentences 

 

Types of Sentences 

Statement or 

Declarative 

Sentence 

Question or 

Interrogative 

Sentence 

Emotion/Reaction or 

Exclamatory 

Sentence 

Order or 

Imperative 

Sentence 

This is the most 

common type of 

sentence. It provides 

information or states 

This type of 

sentence asks 

a question. It 

always ends with 

An exclamatory 

sentence expresses a 

strong emotion, such 

as joy, sadness, fear or 

These sentences 

show an order, 

command, request, 

or advice. It can 
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a fact. It always ends 

with a ‘full-stop’ (‘.’). 

a question mark 

(‘?’). 

wonder. It always 

ends 

with an exclamation 

mark (‘!’). 

end with a full stop 

or an exclamation 

mark (‘.’ or ‘!’). 

Read aloud the examples given below 

I go to school. 

I like eating 

vegetables. 

Did you go to 

school? 

Do you like eating 

vegetables? 

I came first in class! Go to college today. 

Go eat your 

vegetables. 

It is very cold. 

This room is 

unclean. 

How is the 

weather? 

Could you help 

clean this room? 

Oh, it’s so cold! Wear your sweater. 

Clean this room. 

I completed my 

project. 

I exercise everyday 

Did you complete 

your project? 

Do you exercise 

everyday? 

I completed my 

project! 

Complete your 

project. 

Go and exercise 

today. 

 

Paragraphs 
 

You have learnt about sentences. A group of sentences forms a paragraph. While writing a 

paragraph, make sure the sentences have a common idea. When you want to write about a 

different idea, make a new paragraph. For example, if you are writing about your school, the first 

paragraph can be of sentences about the name, location, size and other such details. In the next 

paragraph you can use sentences to describe what you like about your school. 
 

I go to Government Higher Secondary School, Balachadi. There are about 100 students and 

seven teachers in my school. My school is on the main road, very close to the City Railway 

Station and local hospital. I love going to school and learning new lessons. My school has a 

playground where I play cricket with my friends at the end of the day. There is a library too and I 

borrow one book every week. I love my school. 

 

Practical Exercises 

The teacher will facilitate these activities by showing you the e-learning module for this lesson 

via http://www.psscive.ac.in/Employability_Skills.html. The module will include videos and e-

content for the above topics as well as detailed instructions for some activities below. 
 

Initial thinking activity 

After watching the initial video in the e-learning lesson for this topic write down if you think that 

Sanjay and Dia were able to make correct sentences? 

 

Practical Exercises 
 

 

Activity 1 

Making sentences 

Materials required 

Notebook, pen 
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Procedure 

• Form pairs of students. 

• First, write down three sentences that contain direct objects. Then, write down three 

other sentences that contain both direct and indirect objects. 

• Use different colours to mark the different parts of each sentence (Subject, Verb, 

Object). 

• One volunteer shows their list to the class, who correct if needed. 

 

Activity 2 

Active and passive voice 

Materials required 

Notebook, pen 

Procedure 

• With the same pairs as above, write a paragraph on any topic. 

• The paragraph should have at least two sentences in active voice and two sentences in 

passive voice. 

• One volunteer reads out their paragraph to the class. 

• The class gives feedback, if correct. 

 

 

Activity 3 

Types of sentences 

Materials required 

Notebook, pen 

Procedure 

• With the same pairs as above, make a list of minimum eight sentences. These should 

have at least two sentences of each type—declarative, interrogative, exclamatory and 

imperative. 

• For each type of sentence, different volunteers read out their sentences to the class. The 

class gives feedback on the correctness of the sentences. 
    

Check You Process 
    

A. Multiple choice questions 

Read the questions carefully and circle the letter (a), (b), (c) or (d) that best answers the 

question. 

1. Identify the subject in the sentence, “The children played football.” 

(a) The children 

(b) Children played 

(c) Played 

(d) Football 
 

2. Identify the object in the sentence, “The children played football.” 

(a) The children 

(b) Children played 
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(c) Played 

(d) Football 
 

3. Which of these sentences has both indirect and direct objects? 

(a) I am watching TV. 

(b) She bought a blue pen. 

(c) The girls played cricket. 

(d) He wrote his sister a letter. 
 

4. Which of these sentences is in passive voice? 

(a) They are watching a movie. 

(b) The clock was repaired by Raju. 

(c) He is sleeping in the room. 

(d) My pet dog bit the postman. 

 

B. Short answer questions 

1. Write one sentence of each type—statement, question, exclamatory and order. 

2. Which is your favourite festival? Write two paragraphs about your favourite festival. 

Each paragraph should have a minimum of four sentences. Make sure you follow all the 

rules about sentences and paragraphs you have learnt. 

3. Practice speaking correct sentences with your classmates. Try and find the parts of 

sentences which you use commonly. 
 

What Have You Learnt? 
 

    

What have you learnt?     

After completing this session, you will be able to 

• identify the different parts of a sentence. 

• differentiate between active and passive voice. 

• identify and compose different types of sentences. 
  
 

Session 6: Pronunciation Basics 
 

If we do not say (or pronounce) words correctly, others cannot understand what we are saying as 

in the example shown in Figure 1.13. In this lesson you will learn about the common ‘sounds’ 

used while speaking English. You will learn and practice how 

to say common words correctly. 

Pronunciation is the way you say a word, just as spelling is 

how you write a word. 

 

To communicate well when you speak, you need to know how 

to pronounce words correctly. Correct pronunciation will help 

you express yourself in a clear and confident manner. It will 

also help others to understand your words easily. 
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Speaking correctly 

 

Say the following words aloud. Ask your teacher and friends if you pronounced them correctly. 

 

Your World Chair Wear 

 

Also try saying these words aloud 

Sun Son Sail Sale Tail Tale 

 

What did you notice? Sometimes words, which have similar spellings are pronounced 

differently. Sometimes words, which have different spellings may be pronounced in the same 

way. The best way to learn correct pronunciation of words is to listen carefully. 

 

Phonetics 

 

How do we pronounce words? We use sounds to speak. Every word is made up of one or more 

sounds. We put these sounds together to pronounce words. Phonetics is the study of the sounds 

that we make when we speak. 

 

For example, the word dog is made of three sounds put together: d-o-g. Speak the word aloud as 

shown in Hindi to help you pronounce it correctly  

 

The word cat is made of three other sounds: c-a-t. Speak the word aloud as shown in Hindi to 

help you pronounce it correctly  . The English alphabet has 26 letters, from A 

to Z. But each of these letters can be pronounced in different ways in different words. We use 26 

letters to write in English. But, we use more than 26 sounds when we speak English. This is why 

a word’s spelling does not always match its pronunciation. 

 

Let us take the letter ‘a’ for example. Read the words below aloud. The alphabet ‘a’ is 

pronounced differently in different words as shown in Table 1.15. 

 

 

 
 

Pay attention to the sound of each word while listening, you will be able to pronounce it clearly. 
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Types of sounds 

 

We have now seen how the letters of the alphabet are not enough to exactly match the many 

different sounds we make when we speak. Let us take a closer look at the sounds we use. All 

English words are made of three basic types of sounds as shown in Table 1.16. 

 

Table 1.16: Different Sounds in English 

 

Vowels Diphthongs (combination 

sound of two vowels) 

Consonants 

The English alphabet has five 

vowels (a, e, i, o and u) but 12 

vowel sounds. This means most 

vowels can be pronounced in 

different ways. We make a vowel 

sound when we read a vowel in a 

word. 

We make a diphthong 

sound when we combine 

two vowels. Diphthongs 

start as one vowel sound 

and go to another. 

A consonant sound is any 

sound that is neither a 

vowel nor a diphthong 

sound. 

 

For example, we pronounce the 

letter ‘i’ in the word ‘bit’ by using a 

vowel sound. In Hindi it is िबट 

For example, the sound 

‘ou’ in the word “house” is 

a diphthong or a 

combination. In Hindi, it is 
हाऊस 

For example, we use 

consonant sounds to say 

the letters ‘p’ and ‘t’ in 

the word Pot. In Hindi is 
पॉट 

Say the word ‘bit’ aloud and listen 

to how you are saying the vowel 

sound. 

Say the word ‘house’ aloud 

and listen to how you are 

saying the diphthong. 

Say the word ‘pot’ aloud 

and listen to how you are 

saying the consonant 

sounds. 
 

Some more examples are given in Table 1.17. Say these words aloud (also given in Hindi to 

assist pronunciation), listen carefully when others say these words and repeat what you hear. 
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Practical Exercises 
 

 

The teacher will facilitate these activities by showing you the e-learning module for this lesson 

via http://www. 

psscive.ac.in/Employability_Skills.html. The module will include videos and e-content for the 

above topics as well as detailed instructions for some activities below. 
 
 

Activity 1 

Pronouncing words 

Materials required 

Notebook, pen 

Procedure 

• Form groups of four students in each group. 

• Make a list of five things in the classroom. 

• Identify the vowels, diphthongs and consonants in the listed words. 

• Each student speaks each word aloud in the group and the others say if it is the right 

pronunciation. 
 

 

Activity 2 

Pronouncing words 

Materials required  
Notebook, pen 

Procedure 

• Form pairs of students. Your teacher will give you a list of words. 

• Practice saying these words aloud with your partner, who says if it is correct or not. 

• A volunteer reads out two words for the whole class who will give feedback on the 

correctness of the pronunciation. 
    

Check Your Progress 
    

A. Multiple choice questions 

Read the questions carefully and circle the letter (a), (b), (c) or (d) that best answers the 

question. 
 

1. What is phonetics? 

(a) It is the study of how we write words in English. 

(b) It is the study of how people understand sentences. 

(c) It is the study of how many words the English language has. 

(d) It is the study of the sounds we make when we speak. 
 

2. What are the different types of sounds used in English pronunciation? 

(a) Vowel sounds 

(b) Diphthong sounds 

(c) Consonant sounds 

(d) All of the above 
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fp= 1-14    vfHkoknu vkSj ifjp; 

    

What Have You Learnt? 
    

After completing this session, you will be able to 

• Describe what pronunciation is. 

• Pronounce (speak correctly) simple words used in your conversations.  
 

Lk= 7 % vfHkoknu vkSj ifjp;Lk= 7 % vfHkoknu vkSj ifjp;Lk= 7 % vfHkoknu vkSj ifjp;Lk= 7 % vfHkoknu vkSj ifjp; (Greetings and Introductions) 
 

ge vius fe=ksa] ifjfpr O;fDr;ksa] ;k ftu O;fä;ksa ls ge igyh ckj fey jgs gSa] muls ckrphr 'kq: djus 
ls igys dqN fuf'pr 'kCnksa dk ç;ksx djrs gSa ftUgsa ^vfHkoknu* dgrs gSaA blds vykok] tks O;fä gesa ugÈ 
tkurs gSa] mUgsaa vius ;k nwljksa ds fo"k; esa crkus ds fy, ge dqN fuf'pr okD;ksa dk ç;ksx djrs gSaA ;g 
ifjp; dgykrk gSA  
vfHkoknuvfHkoknuvfHkoknuvfHkoknu    

fdlh O;fä dk vfHkoknu djus ds dÃ rjhds gSaA dk;ZLFky ij vfHkoknu vkSj 
vfHkoknu dk mÙkj fe= dks fd, x, vfHkoknu vkSj mlds mÙkj ls vyx gksrk 
gSA blh rjg tc ge fonk gksrs gSa rks vyfonk dgus ds Hkh dÃ rjhds gSaA  
 

ge fdlds lkFk vkSj ;gka rd fd fnu ds fdl le; ckr dj jgs gSa blds 
vuqlkj vfHkoknu cny tkrs gSaA vfHkoknu gesa ckrphr dks vPNh rjg ls 
çkjaHk djus esa lgk;rk djrs gSa tSlk fd fp= 1-14 esa n'kkZ;k x;k gSA   
            

vfHkoknu ds çdkj vfHkoknu ds çdkj vfHkoknu ds çdkj vfHkoknu ds çdkj     

fp= 1-15 esa n'kkZ, x, vuqlkj vfHkoknu ds nks rjhds gSaA uhps fn, x, vfHkoknuksa dks t+ksj ls i<+dj 
lqukb,A  
 

;fn vki fdlh O;fä dks ugÈ tkurs gSa rks vkSipkfjd vfHkoknu fd;k tkrk gSA ;g ofj"B] cqtqxZ O;fä 
;k ftuds lkFk gekjs vkSipkfjd lacaèk gSa] tSls f'k{kd ;k xzkgd dk vfHkoknu djus ds fy, ç;ksx fd;k 
tkrk gSA bldk ç;ksx çk;% Ldwyksa] d‚ystksa vkSj dk;kZy;ksa esa fd;k tkrk gSA    
gSyks xqM 

ekWfuZax 

 

ueLrs dSls gks 

xqM 
vk¶Vjuwu 

XkqM 
bofuax  

D;k py 
jgk gS\ 

vkSj D;k 
py jgk 
gS\ 

fp= 1-15 % vkSipkfjd vkSj vukSipkfjd vfHkoknu 
 

rkfydk 1-18 esa fn, x, vkSipkfjd vfHkoknu vkSj mŸkjksa dks tksj ls dgsaA 

 



                                         

 
       

 36                                                           jkstxkj dkS'ky & d{kk 9    
   

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----18181818    %%%%    vkSipkfjdvkSipkfjdvkSipkfjdvkSipkfjd    vfvfvfvfHkoknuHkoknuHkoknuHkoknu     

Greeting vfHkoknuvfHkoknuvfHkoknuvfHkoknu    Reply mÙkjmÙkjmÙkjmÙkj    
Good morning 

everybody! 
ueLrs! Good morning, 

Ma’am! 
ueLrs eSe 

Good morning, Sir! ueLrs] lj! Good morning, 

everyone! 
vki lHkh dks ueLrs 

Hello Sir. How are 

you? 
ueLrs ljA vki 
dSls gSa\ 

Very well. Thank 

you! How are you? 
cgqr vPNk] 
/kU;okn! vki dSls 
gSa\ 

How are you Tina? Vhuk dSlh gks I’m doing well. How 

are you, Sir? 
eSa vPNh gwaA lj 
vki dSls gSa\ 

 

vukSipkfjd vfHkoknu Informal greetings dk mi;ksx rc fd;k tkrk gS tc vki nksLrksa] ifjokj 
;k fdlh ifjfpr O;fDr ls ckr djrs gSaA 
 

rkfydk 1-19 esa fn, x, vukSipkfjd vfHkoknu @ mŸkj dks tksj ls dgsaA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----19 %19 %19 %19 %    vukSipkfjdvukSipkfjdvukSipkfjdvukSipkfjd    vfHkoknu vfHkoknu vfHkoknu vfHkoknu    
Greeting vfHkoknuvfHkoknuvfHkoknuvfHkoknu Reply mÙkjmÙkjmÙkjmÙkj    Hey! dSls gks Hello or Hi! ueLrs ;k gk; Hey! dSls gks How are you doing? Hi! I am doing great! vki dSls gSa\ 

ueLrs! eSa vPNk gwa! Hi! gk; Good to meet you. vkils feydj 
vPNk yxkA  

tc ge yksxksa ls feyrs gS rks ge fnu ds le; ds vuqlkj mudk Lokxr dj ldrs gSaA rkfydk 
1-20 esa fn, x, vfHkoknu dks t+ksj ls dgsaA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----20 %20 %20 %20 %    le;le;le;le;    dsdsdsds    vuqlkjvuqlkjvuqlkjvuqlkj    vfHkoknuvfHkoknuvfHkoknuvfHkoknu  
le;le;le;le;    'kqHkdkeuk,a'kqHkdkeuk,a'kqHkdkeuk,a'kqHkdkeuk,a 

lqcg ls lqcg 11-59 cts rd xqM ekWÉux 

nksigj 12 ls 'kke 5 cts ¼nksigj dk le;½ xqM vk¶+VjuwuA 

'kke 5 cts ls vk/kh jkr rd xqM boÇux ¼ge vke rkSj ij yksxksa dks 'kqHk jkf= 
ugha dgrs gSa Hkys gh jkr gksA ge ckrphr ds var 
esa 'kqHkjkf= dgrs gSaA½ 
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viuk vkSj nviuk vkSj nviuk vkSj nviuk vkSj nwljksa dk ifjp; nsuk wljksa dk ifjp; nsuk wljksa dk ifjp; nsuk wljksa dk ifjp; nsuk     

tc vki igyh ckj fdlh ls fey jgs gSa vFkok ;fn nwljs O;fä vki ds fo"k; esa tkuuk pkgrs gSa] rc 
vkidks viuk *ifjp;* nsus dh vko';;drk gksrh gSA vki viuk uke vkSj dqN lkekU; tkudkjh tSls 
vius x`guxj] viuh ukSdjh ;k ,d Nk= ds :i esa vkids fo"k;ksa] viuh #fp;ksa vkfn ds lacaèk esa crk 
ldrs gSaA ;kn j[ksa fd viuk ifjp; nsrs le; nwljs O;fä dh rjQ ns[kdj vkSj eqLdqjkdj ckr djsaA 
;gk¡ fp= 1-16 esa dqN mnkgj.k n'kkZ, x, gSaA  

eSa veu gwa  eSa vkxjk ls jkgqy gwaA  esjk uke Vhuk gSA eSa 
d{kk 8 esa gwaA  

ueLrsA eSa vuw gwaA eq>s 
fØdsV ilan gSA 

 

 
fp= 1-16 % vius ckjs esa crk,a 

 

ge fdlh dks muds uke crk dj] os D;k djrs gSa] ge mUgsa dSls tkurs gSa] ;k muds fo"k; esa dqN 
fnypLi ckr crkdj Hkh nwljksa ls feyok ldrs gSaA ;gka ,d mnkgj.k fp= 1-17 esa n'kkZ;k x;k gSA   

 

;g esjk fe= lksuw gSA ge ,d gh d{kk esa i<+rs 
gSaA og ,d vPNk laxhrdkj gSA  
 
 
fp= 1-17 % nwljksa dk ifjp; nsuk  

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, 
bZ&vf/kxe ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa 
mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r 
vuqns’k gSaA 
 

lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k     
D;k vkids lkeus ,slh fLFkfr vkbZ gS \ bl fo”k; ds fy, bZ&vf/kxe ikB esa ‘kq:vkrh ohfM;ks ds 
vk/kkj ij fy[ksa fd vkids vuqlkj gesa vius nksLrksa vkSj fj’rsnkjksa ls ckrphr fdl rjg ‘kq: djuh 
pkfg,\ ,d uezrkiwoZd ckr dSls ‘kq: dj ldrs gSa\ 
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D;k vkids le{k dHkh ,slh fLFkfr esa vkÃ gS\ bl fo"k; ds lacaèk esa Ã&yÉux ikB ds çkjafHkd ohfM;ks 
ds vkèkkj ij uhps fyf[k, fd vkids fopkj ls ge fe=ksa vkSj iM+kSfl;ksa ls ckrphr dSls 'kq: djrs gSa\ 
ge fouezrk ls ckrphr dSls 'kq: dj ldrs gSa\    
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

vkSipkfjd vkSj vukSipkfjd vfHkoknu 
 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
• Nk=ksa ds tksM+s cuk,aA 
• izR;sd tksM+s dks nks okrkZykiksa ds ckjs esa fy[kuk pkfg, & ,d vkSipkfjd vfHkoknu 

ds lkFk vkSj nwljk vukSipkfjd vfHkoknu ds lkFkA 
• ,d Lo;alsod tksM+h volunteer pair d{kk ds lkeus ;g xfrfof/k djrh gSA 
• d{kk crkrh gS fd D;k blesa vkSipkfjd vkSj vukSipkfjd vfHkoknu dk lgh mi;ksx 

fd;k x;k gSA   
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

fdlh ls feyokuk  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
• Åij fn, x, Nk=ksa ds mlh tksM+s dk mi;ksx djsaA 
• izR;sd tksM+s dks vius nksLrksa vkSj ifjokj ls fdlh dks feyokus ds okrkZyki dks 

fy[kuk pkfg, vkSj bldh xfrfof/k djuh pkfg,A 
• ,d Lo;alsod tksM+h volunteer pair bls d{kk ds fy, iznÆ'kr djrh gSA 
• d{kk ds cPps crk,a fd D;k ifjp; lgh <ax ls fd;k x;k gSA 

 

xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3 

vfHkoknu   
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
 

uksVcqd] isu   
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izfØ;kizfØ;kizfØ;kizfØ;k 
• dYiuk dhft, fd vki ?kj ij gSaA njokts dh ?kaVh ctrh gS vkSj vki njoktk 

[kksyrs gSaA bls fy[ksaA 
• tc vki vius pkpk dks njokts ij [kM+s ns[krs gSa rks vki D;k dgsaxs\ 
• tc vki vius nksLr dks njokts ij [kM+s ns[krs gSa rks vki D;k dgsaxs\ 
• ,d Lo;alsod bls d{kk ds lkeus bls izLrqr djrk gSA d{kk ds cPps ¼f'k{kd ds lkFk½ 

ppkZ djrs gSa\ 
• vius nksLrksa vkSj f'k{kdksa dks ueLdkj djus ds rjhds esa D;k varj gS\ 
• fuEufyf[kr fLFkfr;ksa esa fdl i)fr dk mi;ksx fd;k tk,xk % ¼d½ d{kk esa f'k{kd 

ls ckr djrs le;] vkSj ¼[k½ [ksy ds eSnku esa vius nksLrksa ls ckr djrs le;A 
• nksLrksa dks ueLdkj djrs le; fofHkUUk fdu okD;ka'kksa dk mi;ksx fd;k tkrk gS\ 
• dke ;k dk;kZy; esa cM+ksa] f'k{kdksa] lgdÆe;ksa dks c/kkbZ nsrs le; fdu okD;ka'kksa dk 

mi;ksx fd;k tkrk gS\ 
 

    

viviviviuh izxfr tkapsa uh izxfr tkapsa uh izxfr tkapsa uh izxfr tkapsa     
    

dddd----    cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u     
iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA     
1- vki *xqM ekWÉux* dgrs gSa tc ----------------- gksrs gSaA 
¼d½ lqcg 11 cts ¼[k½ lqcg 9 cts 
¼x½ lqcg 8 cts ¼?k½ lHkh le; ¼d½] ¼[k½ vkSj ¼x½  
2- tc vki -------------------------- ls feyrs gSa rks vki ^gk;* dg ldrs gSaA 
¼d½ d{kk esa vkids f'k{kd ¼[k½ dk;kZy; esa ofj"B  
¼x½ vkids iz/kkukpk;Z ¼?k½ ,d nqdku ij vkids fe=   
3- vki *xqM vk¶Vjuwu* dgrs gSa tc -------------------------------------- cts gksrs gaSA 
¼d½ lqcg 10 cts ¼[k½ lqcg 11-59 cts 
¼x½ 'kke 6 cts ¼?k½ nksigj 1 cts  
4- vki *xqM boÇux* dgrs gSa tc ----------------------------------- cts gksrs gaSA 
¼d½ lqcg 11 cts ¼[k½ lqcg 9 cts 
¼x½ nksigj 2 cts ¼?k½ 'kke 7 cts 
 

[k[k[k[k----    y?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’u    
 

1- nks ls rhu iafDr;ka fyf[k, ftudk mi;ksx vki viuk ifjp; nsus ds fy, djsaxsA 
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vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• vkSipkfjd vkSj vukSipkfjd :i ls yksxksa dks 'kqHkdkeuk,aA 
• vius vki dks vU; yksxksa ls feyok,aA 
• vU; yksxksa dks vius nksLrksa ls feyok,aA  

 

Lk= 8 % vius ckjs esa crkukLk= 8 % vius ckjs esa crkukLk= 8 % vius ckjs esa crkukLk= 8 % vius ckjs esa crkuk (Talking about Self) 

 

vkidks dÃ voljksa ij Lo;a ds fo"k; esa ckr djuh iM+ ldrh gS fo'ks"k :i ls rc tc vki u, O;fä;ksa 
ls feyrs gSaA vkidks vius fo"k; esa tkudkjh ds lkFk Q‚eZ Hkjus dh Hkh vko';rdrk iM+ ldrh gSA bl 
l= esa vki lh[ksaxs fd vius fo"k; esa dSls crkuk ¼;k *ifjp;* nsuk½ gS vkSj vius fo"k; esa dSls fy[kuk gSA  
 

viusviusviusvius    ckjsckjsckjsckjs    esaesaesaesa    ckrckrckrckr    djukdjukdjukdjuk  
tc vki igyh ckj fdlh ls feyrs gSa] rks os vkids ckjs esa vf/kd tkuuk pkgrs gSaA vkidks 
fp= 1-8 esa fn[kk, x, vuqlkj mUgsa vius ckjs esa crkdj *ifjp;* djkus dh vko';drk gksxhA  

esjk uke vfer gSA 
 
 
 

 

eSa d{kk 9 esa i<+rk gwaA  

Ekq>s bfrgkl ilaan gSA Ekq>s xf.kr ilan ugha gSA  

 fp= 1-18 vius ckjs esa ckr djuk   
vki lkekU;r% viuk uke crkdj çkjaHk dj ldrs gSaA blds ckn vki vU; fo"k;ksa ij ckr dj ldrs gSa] 
tSls fd vki D;k djrs gSa] vkidh mez] tgka vki jgrs gSa ;k fQj mu ckrksa ;k xfrfofèk;ksa ds fo"k; esa Hkh 
tks vki ilan djrs gSa ;k ukilan djrs gSaA bu lHkh okD;ksa ds fy, vki laKk vkSj fØ;k dk mi;ksx 
djsaxsA  
Noun ¼laKk½ ,d *naming* 'kCn gS ftldk ç;ksx fdlh O;fä] LFkku] oLrq ;k fopkj ds fy, fd;k tkrk 
gSA laKk ds dqN mnkgj.k Ali, Delhi, football vkSj music gSaA   
Verb ¼fØ;k½ ,d *doing* 'kCn gS tks gesa crkrk gS fd laKk dk deZ D;k gSA fØ;k ds dqN mnkgj.k 
play, like, eat vkSj write gSaA è;ku nsa fd *ing* ls lekIr gksus okyh dqN fØ;k,a laKk ds :i esa Hkh dk;Z 
dj ldrh gSaA bldk ,d mnkgj.k Swimming gSA ge ilan vkSj ukilan ds fo"k; esa ckr djus ds fy, 
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laKk vkSj *ing* ls lekIr gksus okyh fØ;kvksa dk Hkh mi;ksx dj ldrs gSa tSls  Cycling  vkSj 
Swimming 
rkfydk 1-21 esa Lo;a ds ckjs esa ckr dh xbZ gSA tksj ls i<+saA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----21 % vius ckjs esa ckr djuk21 % vius ckjs esa ckr djuk21 % vius ckjs esa ckr djuk21 % vius ckjs esa ckr djuk    
 

 

 

uke  eSa gjh'k lsBh gwaA esjk uke vuq gSA eSa ywlh ihVj 
gwaA 

esjk uke vyh gSA 

oks D;k 
djrs gS 

eSa gkbZ Ldwy esa 
gwaA 

eSa ,d Nk= gwaA eSa fØdsV 
[ksyrk gwaA 

eSa djkVs dk vH;kl djrk 
gwaA 

vk;q esjh mez iaæg o"kZ 
gSA 

esjh mez lk<+s 16 lky 
gSA 

eSa ukS lky dk 
gwaA 

 

eSa tYn gh 17 lky dk gks 
tkÅaxkA 

xg̀uxj eSa vkxjk esa jgrk 
gw¡A 

eSa eqacbZ esa jgrk gw¡A eSa xksok ls gwaA eSa iVuk ls gw¡A 

ilan eqÖks 'krjat [ksyuk 
ilan gSA 

eqÖks rSjuk ilan gSA eqÖks c<+bZxhjh 
ilan gSA 

eqÖks laxhr ilan gSA 

ukilan 

 

eqÖks xÆe;ksa dk 
ekSle ilan ugha 
gSA 

eqÖks xqfM+;k ilan ugha 
gSA 

eqÖks 'kksj ilan 
ugha gSA 

eqÖks QqVckWy [ksyuk ilan 
ugha gSA 

rkdrsa 

 

eSa cgqr vPNh 
dgkfu;ka fy[k 
ldrk gw¡A 

eSa ,d vPNk lkoZtfud 
oDrk gwaA 

eSa igsyh dks 
tYnh ls gy 
dj ldrk gwaA 

eSa Vhe dk vPNk f[kykM+h 
gwaA 

detksfj;ka 

 

eSa dk;ks± dks v/kwjk 
NksM+ nsrk gwaA 

eqÖks vklkuh ls xqLlk 
vkrk gSA 

eSa viuk le; 
Bhd ls izcaf/kr 
ugha dj 
ldrkA 

,d cM+s lewg ds lkeus 
cksyrs le; eSa uoZl gwaA 

    

Q‚eZ Hkjuk Q‚eZ Hkjuk Q‚eZ Hkjuk Q‚eZ Hkjuk     

dÃ ckj ckr djus ds ctk; vkidks vius fo"k; esa ,d Q‚eZ esa fy[kuk iM+rk gSA Q‚eZ Vkbi fd;k ;k 
eqfær i`"B gksrk gS ftlesa tkudkjh ds fy, fjä LFkku gksrs gSaA  
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çR;sd Q‚eZ fHkUu gksrk gS] vr% bls Hkjus ls igys vkidks Bhd ls i<+uk pkfg,A lgh orZuh dk 
è;ku j[krs gq, lkQ v{kjksa esa QkeZ Hkjuk pkfg,A fdlh QkeZ esa O;fäxr tkudkjh ds fy, lkekU;r% 
rkfydk 1-22 esa n'kkZ, x, vuqlkj fuEu QhYM gksrs gSaA 
 

Rkkfydk 1Rkkfydk 1Rkkfydk 1Rkkfydk 1----22 %22 %22 %22 %    ,d,d,d,d    QkWeZ esa dqNQkWeZ esa dqNQkWeZ esa dqNQkWeZ esa dqN    QhYM~lQhYM~lQhYM~lQhYM~l         

ukeukeukeuke    ;gka vki viuk uke ntZ djsaA dHkh&dHkh vkidks igyk] e/; ¼;fn dksbZ 
gks½ vkSj miuke fy[kuk iM+ ldrk gSA 

tUetUetUetUe    dhdhdhdh    rkjh[krkjh[krkjh[krkjh[k    ;g vkids iSnk gksus dh rkjh[k gSA bls vke rkSj ij vadksa esa fnu] ekg] o"kZ 
ds :i esa fy[kk tkrk gSA 

iriririrkkkk    ;g Mkd irk gS ftlesa vkids ?kj dk uacj vkSj lM+d] {ks= vkSj 'kgj dk 
fooj.k 'kkfey gSA 

fiufiufiufiu    dksMdksMdksMdksM    ;g ,d {ks= dh igpku djus ds fy, Mkd?kj }kjk mi;ksx dh tkus okyh 
la[;kvksa dk ,d lewg gSA ;g ,d irs dk ,d egRoiw.kZ fgLlk gSA 

gLrk{kjgLrk{kjgLrk{kjgLrk{kj    ¼;k NksVs¼;k NksVs¼;k NksVs¼;k NksVs    
gLrk{kj½gLrk{kj½gLrk{kj½gLrk{kj½    

;g ,d fof'k"V rjhds ls ¼tks fdlh vkSj ds fy, dkWih djuk eqf'dy gS½ 
vkids uke ;k gkFk ls fy[ks x, izkjafHkd v{kj gSaA 

  
mnkgj.kmnkgj.kmnkgj.kmnkgj.k    

gjh'k lsBh dk tUe 5 fnlacj 1999 dks gqvk FkkA og vkxjk esa lq[k fuokl uked ,d ?kj esa 
jgrs gSaA jktk uxj esa mudk edku uacj 13 gSA mudk iksLVy dksM 282001 gSA gjh'k us bl 
rjg dh O;fDrxr tkudkjh ds fy, ,d QkWeZ HkjkA  
igyk uke gjh'k  
vafre uke lsBh  
tUefrfFk 5 fnlacj 1999 ¼;k 05-12-1999½ 
irk lq[k fuokl] uacj 13] jktk uxj] vkxjk  
fiu dksM 282001 

     
izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, 
bZ&vf/kxe ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa 
mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k 
gSaA 
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lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k lkspus dh izkjafHkd xfrfof/k     
bl fo"k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn fyf[k, fd vki vius ckjs 
esa dSls ckr djsaxs\ 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1  
viuk ifjp; nsuk vkSj QkWeZ Hkjuk  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu   
izfØ;kizfØ;kizfØ;kizfØ;k 
• Nk=ksa ds tksM+s cuk,aA 
• Nk=ksa dks vius lkFkh ls viuk ifjp; nsus ds fy, dgsa] tks Åij fn, x, QkWeZ dks Hkjus 

ds fy, vko';d fooj.k nsrk gSA muds lkFkh dks QkWeZ esa vius fooj.k viuh uksVcqd esa 
Hkjuk pkfg,A 

• tc og QkWeZ iwjk dj pqdk gksrk gS] rks nwljk lkFkh ds QkWeZ dks /;ku ls i<+rk gS vkSj 
fooj.k lgh gksus ij vius gLrk{kj djrk gSA bl izfØ;k dks nwljs lkFkh ds fy, Hkh 
nksgjk,aA 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

vius ckjs esa crk,a  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu   
izfØ;kizfØ;kizfØ;kizfØ;k 
• izR;sd lewg esa pkj Nk=ksa ds lkFk lewg cuk,aA 
• Nk=ksa ls ckjh&ckjh ls iwNsa vkSj ,d&,d djds lewg esa nwljksa dks viuk ifjp; nsaA ikB 

esa lh[ks x, pj.kksa vkSj Hkkoksa dk mi;ksx djsaA Nk=ksa dks mudh ilan vkSj ukilan Hkh 
izLrqr djuh gS! izR;sd O;fDr ds ikl [kqn ds ckjs esa crkus ds fy, ,d feuV gSA 

• tc ,d O;fDr ckr djrk gS] rks nwljksa dks mls lgh ekxZn'kZu nsuk pkfg,A 
• lewg ds Lo;alsodksa esa ls ,d d{kk ds lkeus cksyrk gS vkSj og bl ij izfrfØ;k nsxk fd 

lgh gS vkSj D;k xyr gSA 
1- ,d Mk;jh cuk,a vkSj vius f'k{kd dks viuh izxfr fn[kk,aA 
2- vxys nks fnuksa esa % 
• u, yksxksa dks viuk ifjp; nsa ftuls vki feyrs gSaA 
• vius nksLrksa dks viuh ilan&ukilan ds ckjs esa crk,aA 
3- vxys 14 fnuksa esa % 
• vius ifjokj ds lnL;ksa ls iwNsa fd os vkids }kjk Hkjs x, dqN QkWeZ fn[kk,a 
• lkspsa vkSj vius fy, ,d gLrk{kj cuk,a 
4- vxys ,d eghus esa % 
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• ,d ljy QkWeZ cuk,aA 
• vius nksLrksa dks dkWih nsa vkSj mUgsa QkWeZ Hkjus ds fy, dgsaA 
• ;fn os ugha tkurs fd bls dSls Hkjuk gS rks mudk ekxZn’kZu djsaA  
 

    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----    cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u     
iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh ] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh ] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh ] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA    
1- uhps fn, x, QkWeZ dks iwjk djus ds fy, fuEufyf[kr 'kCnksa dk mi;ksx djsaA 
QqVckWy vkSj rSjkdh] lkr o"khZ;] glu] ;kLehu] csaxyq# esaA 
¼d½ esjk igyk uke ----------------------------- gSA 
¼[k½ esjk miuke ----------------------------- gSA 
¼x½ eSa ----------------------------- gwaA 
¼?k½ eSa ----------------------------- jgrk gwaA 
¼M½ eqÖks ----------------------------- ilan gSA  
2- ,d iksLVy dksM ----------------------------- gSA 
¼d½ ljdkjh Hkou dh igpku djus ds fy, mi;ksx fd, tkus okys la[;kvksa ;k v{kjksa dk 
lewgA 
¼[k½ ,d dksM tks ,d ?kj dh la[;k dks bafxr djus ds fy, mi;ksx fd;k tkrk gSA 
¼x½ fdlh {ks= dh igpku djus ds fy, Mkd?kj }kjk mi;ksx fd, tkus okys la[;kvksa ;k 
v{kjksa dk lewgA 
¼?k½ fofHkUUk Mkd?kjksa dh igpku djus ds fy, iz;qDr ,d dksMA 

    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• mu lokyksa ds tokc nsa tks nwljs vkids ckjs esa iwNrs gSaA 
• vius nksLrksa ds lkFk viuh ilan&ukilan ds ckjs esa ckr djsaA 
• dqN cqfu;knh O;fDrxr fooj.kksa ds lkFk ,d QkWeZ HkjsaA 
  
Lk= 9 % iz’u iwNuk 1Lk= 9 % iz’u iwNuk 1Lk= 9 % iz’u iwNuk 1Lk= 9 % iz’u iwNuk 1 (Asking Questions I)  
D;k vki dHkh&dHkh cgqr lkjs iz'u iwNus ls Mjrs gSa tSlk fd fp= 1-19 esa fn[kk;k x;k gSA 
;fn vki lgh le; ij iz'u ugha iwNrs gSa rks D;k gksrk gS\ gesa iz'u iwNus dh vko';drk D;ksa 
gS\  
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bl l= esa vki iz'u iwNus ds egRo ds ckjs esa tkusaxs vkSj lgh iz'u iwNdj tkudkjh dSls 
izkIr dj ldrs gSaA  
eqÖks dkSu lh 
iqLrd i<+uh 
pkfg,\ 

 

 

eqÖks leÖk ugha 
vk jgk eqÖks 
fdlls iwNuk 
pkfg,\  

eqÖks ugha irk 
bu leL;k 
dks dSls gy 
djuk gSA  

eSa ;g dke 
dSls iwjk 
d:axk\ 

 fp= 1-19 % iz'u iwNuk  
  
iz'uiz'uiz'uiz'u    iwNusiwNusiwNusiwNus    dhdhdhdh    vko';drkvko';drkvko';drkvko';drk    gSgSgSgS 
 

,d iz'u tkudkjh ikus ds fy, ,d vuqjks/k gS tSlk fd fp= 1-20 esa fn[kk;k x;k gSA ;g 
fdlh Hkh izdkj dh tkudkjh gks ldrh gS] tSls fd ikB~¸kiqLrd esa ,d iz'u dk mŸkj] fdlh 
O;fDr ;k LFkku ds ckjs esa tkudkjh ;k fdlh dk;Z dks dSls djuk gSA 
 

eqÖks iz'u 2 
dk mŸkj 
dgka ls 
feysxk 

 

viuh vaxzsth 
ikB~̧ kiqLrd ls 
pkSFkk ikB i<+sa 

 fp= 1-20 % iz'u iwNus ds mnkgj.k   
iz'u iwNus ls gesa enn feyrh gS 

• u;k Kku izkIr djsa] tkudkjh izkIr djsa] 

• lqfuf'Pkr djsa fd ge tks tkurs gSa og lgh gS] 

• lansg] Hkze] xyrQgeh ls cpsa vkSj 

• yksxksa ls muds vkSj muds fopkjksa ds ckjs esa iwNdj ckr djuk 'kq: djsaA 
 

dSls lqfuf'pr djsa fd gekjs ikl iwjh tkudkjh gSdSls lqfuf'pr djsa fd gekjs ikl iwjh tkudkjh gSdSls lqfuf'pr djsa fd gekjs ikl iwjh tkudkjh gSdSls lqfuf'pr djsa fd gekjs ikl iwjh tkudkjh gS\\\\    

;fn vkids ikl fdlh LFkku ij igqapus ds fo"k; esa tkudkjh ugÈ gS] rks vki ml LFkku ij ugÈ igqap 
ik,axsA ;fn vki ugÈ tkurs fd fdlh dke dks dSls djuk gS] rks vki mls iwjk ugÈ dj ik,axs] tc rd 
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fd vki ç'u ugÈ iwNrs vkSj vkidks tkudkjh ugÈ feyrhA lgh le; ij lHkh lgh ç'u iwNuk Hkh 
egRoiw.kZ gSA 
 

fdlh fo'ks"k dk;Z dks djus ds fy, vko';d lHkh tkudkfj;ka vkids ikl gS] ;g lqfuf'pr djus ds fy, 
vki rkfydk 1-23 esa n'kkZ, vuqlkj ‘5W + 1H’ dh ljy fofèk dks viuk ldrs gSaA —i;k mnkgj.k 
i<+dj lquk,aA  
 

Rkkfydk 1Rkkfydk 1Rkkfydk 1Rkkfydk 1----23 % iz'u23 % iz'u23 % iz'u23 % iz'u    iwNusiwNusiwNusiwNus    dsdsdsds    fy, 5fy, 5fy, 5fy, 5    MCY;wMCY;wMCY;wMCY;w    $ 1$ 1$ 1$ 1    ,p,p,p,p    rjhdkrjhdkrjhdkrjhdk    
 

iz'uiz'uiz'uiz'u    iiiiwNuswNuswNuswNus    dsdsdsds    fy,fy,fy,fy,    5555    MCY;wMCY;wMCY;wMCY;w    $$$$    1111    ,p,p,p,p    rjhdkrjhdkrjhdkrjhdk 
iz'uiz'uiz'uiz'u    'kCn'kCn'kCn'kCn     mi;ksxmi;ksxmi;ksxmi;ksx    mnkgj.kmnkgj.kmnkgj.kmnkgj.k    

dkSu ¼Who½ 
 

*dkSu* dk mi;ksx yksxksa ds ckjs esa iwNus ds 
fy, fd;k tkrk gS 

d{kk esa u;k Nk= dkSu gS\ 

dgka ¼Where½ *dgka* dk mi;ksx fdlh LFkku ds ckjs esa iwNus 
ds fy, fd;k tkrk gS 

oks dgk¡ jgrh gS\ 

dc ¼When½ 
 

*dc* dk mi;ksx le; ds ckjs esa iwNus ds 
fy, fd;k tkrk gS 

mUgksaus Ldwy esa dc izos'k fd;k\ 

D;k ¼What½ 
 

*D;k* dk mi;ksx fdlh pht+] ,d fopkj ;k 
,d fØ;k ds ckjs esa iwNus ds fy, fd;k tkrk 
gS 

mldk ilanhnk fo"k; D;k gS\ 

D;ksa ¼Why½ *D;ksa* dk mi;ksx dkj.k [kkstus ds fy, fd;k 
tkrk gS 

og Dykl esa fdlh ls ckr D;ksa ugha dj 
jgh gS\ 

dSls ¼How½ 
 

*dSls* dk mi;ksx rjhds [kkstus ds fy, fd;k 
tkrk gS 

eSa mls nksLr cukus esa dSls enn dj 
ldrk gw¡\ 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, 
bZ&vf/kxe ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa 
mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k 
gSaA 

 

lkspus dh lkspus dh lkspus dh lkspus dh izkjafHkd xfrfof/k izkjafHkd xfrfof/k izkjafHkd xfrfof/k izkjafHkd xfrfof/k     
bl fo”k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] fyf[k, fd D;k vkidks yxrk gS 
fd jkgqy lgh loky iwN ik, Fks\  
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xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1  
iz'uksa dks rS;kj djuk  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
 

uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
• izR;sd lewg esa pkj Nk=ksa dk lewg cuk,aA  
• Nk=ksa ls ,d fLFkfr ds ckjs esa crk,aA iz’uksa dh lwph cukus ds fy, 5MCY;w$1,p fof/k dk mi;ksx 

djsa tks iw.kZ tkudkjh izkIr djus ds fy, iwNh tkuh pkfg,A  
• ,d Lo;alsod lewg d{kk ds fy, lwph dks i<+dj lqukrk gSA ;fn ;s iz’u lgh Fks rks ckdh Nk=ksa ls 

izfrfØ;k yasA  
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
 

iz'uksa dks rS;kj djuk  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
 

uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
• Nk=ksa ds tksM+s cuk,aA 
• vkids f'k{kd vkidks ,d ,slh fLFkfr ds ckjs esa crk,axs ftlds fy, vkidks ;kstuk,a 

cukuh gksaxhA 
• vkids }kjk iwNs tkus okys iz'uksa dh ,d lwph cuk,aA blds vykok] lkspsa vkSj fy[ksa fd 

vkidks og iz'u iwNus dh vko';drk D;ksa gSA ¼iz'u dk mÌs'; D;k gS\)A 
• vius lkFkh dks viuh lwph dks i<+dj lquk,a vkSj ppkZ djsa fd D;k ,d nwljs ds iz'u 

lgh FksA 
xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3 

vkb, ge vuqeku yxkrs gSa! 
izfØ;kizfØ;kizfØ;kizfØ;k 
• d{kk dks ikap lewgksa esa foHkkftr djsaA 
• izR;sd lewg ,d izfl) O;fDrRo ij ppkZ djrk gS vkSj fu.kZ; ysrk gSA 
• lHkh lewg ckjh ckjh ls vU; lewg ls iz'u iwNsaxs vkSj O;fDr dk vuqeku yxk,axsA 
• izR;sd lewg dks vU; lewgksa ls ,d&,d iz'u iwNus dks feysxkA dqy feykdj] izR;sd lewg 

rhu iz'u iwN ldrk gSA ;fn os igys rhu iz'uksa ds iwNus rd vuqeku yxkus esa l{ke 
ugha gSa] rks iz'uksa dh la[;k dks izfr lewg ikap rd c<+k,aA 

• ;fn vkids ikl iz'uksa dh deh gks tkrh gS rks izR;sd Vhe dks Vheksa dks ,d lqjkx ¼CLUE½ 
nsus ds fy, dgsaA 
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• mnkgj.k ds fy,] egkRek xka/kh ds fy,] ladsr ;g gks ldrk gS% 
• mUgsa jk"Vªfirk dgk tkrk gS 
• os xqtjkr ds ,d odhy Fks 
• mudh rLohj Hkkjrh; #i, ds uksVksa ij gS 

• vius lewgksa esa rS;kjh ds ckjs esa ikap feuV fcrkus ds ckn] f'k{kd dks rS;kj fd, x, 
iz'uksa ds mnkgj.k nsaA 

• iz'uksa dks vizR;{k gksuk pkfg, vkSj nwljs lewg ls dksbZ Hkh mŸkj ns ldrk gSA 
• tks Vhe nwljh Vhe ls igys izfl) O;fDr dk vuqeku yxk ysrh gS og thrrh gS! 
 

ppkZppkZppkZppkZ    
• D;k vki iz'uksa dh jpuk djus esa l{ke Fks\ 
• D;k vki lgh izdkj ds iz'u dh igpku djus esa l{ke Fks\ 
 

vH;klvH;klvH;klvH;kl    dk;Zdk;Zdk;Zdk;Z 
tc Hkh vki ,d u;k dke 'kq: dj jgs gSa rks mu lHkh lwpukvksa ds ckjs esa lkspsa ftudh 
vkidks vko';drk gksxhA ;g lc tkudkjh izkIr djus ds fy, iz'uksa dh ,d lwph cukus ds 
fy, 5 MCY;w $ 1 ,p fof/k dk mi;ksx djsaA ;fn vki vH;kl djrs jgsaxs rks vki iz'uksa dks 
rS;kj dj ik,axsA 
 
    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

 

dddd----    cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u     

iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA    
 

1- jktw d{kk dk ekWfuVj gSA og tkuuk pkgrk gS fd jes'k gj fnu nsjh ls D;ksa vk jgk gSA 
fuEufyf[kr esa ls dkSu lk iz'u gS tks jktw jes'k ls iwN ldrk gS\ 
¼d½ D;k vki le; ij vkrs gSa\ 
¼[k½ D;k vki nsj ls vk, gSa\ 
¼x½ vki jkst nsj ls D;ksa vkrs gSa\ 
¼?k½ D;k le; ij vkus ij vkids fy, viuk dke iwjk djuk vklku ugha gksxk\  
2- ;fn vki Lo;a dks fn, x, dk;Z dks ugha leÖk ik, gSa] rks vkidks dkSu lk iz'u iwNuk 
pkfg,\ 
¼d½ bl dk;Z dh fjiksVZ dgka gS\ 
¼[k½ D;k vki bl dk;Z ds fy, funsZ'k nksgjk ldrs gSa\ 
¼x½ D;k vki eqÖks bl dk;Z dk mnkgj.k ns ldrs gSa\ 
¼?k½ vki ;g dk;Z D;ksa dj jgs gSa\ 
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3- 'khyk ds ikl le; ugha gS blfy, og fdlh dke dks nsjh ls djus dk fu.kZ; djrh gSA 
dk;Z dks vuns[kk djus ls igys mls dkSu lk iz'u iwNuk pkfg,\ 
¼d½ ;g dk;Z D;k gS\ 
¼[k½ bl dk;Z dks dc iwjk djus dh vko';drk gS\ 
¼x½ D;k ;g dk;Z egRoiw.kZ gS\ 
¼?k½ dksbZ iz'u iwNus dh vko';drk ugha gSA  
4- js.kqdk ,d u, Ldwy esa 'kkfey gks jgh gSaA fuEufyf[kr esa ls dkSu lk iz'u mls vius u, 
lgikfB;ksa ds lkFk lgt gksus esa enn djsxk\ 
¼d½ vki ;gka fdrus le; ls i<+ jgs gSa\ 
¼[k½ D;k vki esjs lkFk yap ysuk pkgsaxs\ 
¼x½ vki lHkh [kkyh le; esa D;k djrs gSa\ 
¼?k½ lHkh fodYi lgh gSaA  
[k[k[k[k----    y?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’u  

1- iz'u cukus ds fy, 'kCnksa dks O;ofLFkr djsaA 
 

  
d½ mls@D;k@ilan@xkuk/gS\ 

  
[k½ izrh{kk@dj jgs@gSa\@vki@fdldh 

 
x½ D;k@[ksyuk@ilan@Q+qVckWy/gS\@vkidks 

 
?k½ yM+rk/ os@gS\@D;ksa 

 

    

vkvkvkvkius D;k lh[kkius D;k lh[kkius D;k lh[kkius D;k lh[kk\\\\    
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• vU; yksxksa ls lgh tkudkjh izkIr djus ds fy, iz'u iwNsaA 
• ,d fLFkfr ds vuqlkj iz'u iwNsaA  
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Lk= 10 % iz’u iwNuk 2Lk= 10 % iz’u iwNuk 2Lk= 10 % iz’u iwNuk 2Lk= 10 % iz’u iwNuk 2 (Asking Questions II) 
 

ç'u ,d okD;] okD;ka'k] ;k 'kCn gS tks ;k rks tkudkjh ds fy, ;k fdlh ds Kku dh ijh{kk ysus ds fy, 
iwNk tkrk gSA ge ç'u ds var esa lnSo ,d ç'u fpà ¼\½ dk mi;ksx djrs gSaA nwljksa ds lkFk gekjs 
nSfud laidZ esa tkudkjh çkIr djus ds fy, gesa çk;% ç'us iwNus iM+rs gSa vkSj ç’uksa ds tokc nsus iM+rs 
gSaA lgh ç'u iwNus ls gesa og tkudkjh çkIr djus esa lgk;rk fey ldrh gS tks ge pkgrs gSa] tSlk fd 
fp= 1-21 esa fn[kk;k x;k gSA 
 

 

iz'u  

 

tkudkjh  

 

fp= 1-21 % iz'u vkSj tkudkjh 

 

iz'uksaiz'uksaiz'uksaiz'uksa    dsdsdsds    izdkjizdkjizdkjizdkj 
nks cqfu;knh izdkj ds iz'u gSa % can iz'u djuk vkSj [kqys iz'u djukA  

 

D;k vki Hkw[ks gSa 
 

gka  

 

fp= 1-22 % [kqys iz'u  

 

,sls ç’u ftuds mÙkj dsoy ÞgkaÞ ;k ÞugÈÞ esa fn, tk ldrs gSa] laf{kIr mÙkjh; ç'u dgykrs gSaA bldk 
dkj.k gS fd mÙkj ds fodYi lhfer ;k laf{kIr gksrs gSaA tSls] tc ge iwNrs gSa fd ÞD;k vkids ?kj ij 
Vhoh gS\Þ] mÙkj ;k rks ÞgkaÞ ;k ÞugÈÞ gks ldrk gS ¼fp= 1-22 ns[ksa½A  

dÃ ckj] tc ge dksÃ ç'u iwNrs gSa] rks gesa vfèkd fooj.k ds lkFk mÙkj dh vis{kk gksrh gSA tSls 
fp= 1-23 esa tc ge iwNrs gS fd Þvki Vhoh ij D;k ns[kuk ilan djrs gSa\Þ] bldk mÙkj gks ldrk gS ÞeSa 
Vhoh ij fQYesa ns[kuk ilan djrk gwaAÞ bUgsa foLr`r mÙkjh; ç'u dgk tkrk gS D;ksafd buds mÙkj ds 
fodYi laf{kIr ;k ,d 'kCn esa ugÈ gksrs gSaA bl ekeys esa O;fä [ksy] lekpkj ;k dqN vkSj Hkh dg ldrk 
FkkA 
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vki D;k [kkuk ilan djsaxs  

 

,d lsc  

 

fp= 1-23 % can iz'u   
ç'u rS;kj djuk ¼;k cukuk½ ç'u rS;kj djuk ¼;k cukuk½ ç'u rS;kj djuk ¼;k cukuk½ ç'u rS;kj djuk ¼;k cukuk½     

laf{kIr mÙkjh; ç’u rS;kj djuk laf{kIr mÙkjh; ç’u rS;kj djuk laf{kIr mÙkjh; ç’u rS;kj djuk laf{kIr mÙkjh; ç’u rS;kj djuk     

ge helping verbs ¼bUgsa lgk;d fØ;k,a dgk tkrk gS½ tSls be, do vkSj have dks tksM+dj laf{kIr 
mÙkjh; ç'u cuk ldrs gSaA ;s time vkSj mood ds :i esa vfrfjä tkudkjh] çnku djrs gSaA buds 
vykok] vU; auxiliary verbs ¼bUgsa modal verbs dgk tkrk gS½ Hkh gSa] tSls can, shall] may, 

should, could tks laHkkouk vFkok vko';drk n'kkZrh gSaA laf{kIr mÙkjh; ç'u rS;kj djus dh ,d fofèk 
;g gS fd mi;qZä 'kCnksa ds fcuk dksÃ okD; ysa vkSj subject ds igys ,sls 'kCn j[ksaA  

tSls] ‘I like it’ okD; ‘I’ subject ls igys ‘do’ 'kCn tksM+dj bls ,d laf{kIr mÙkjh; ç'u esa ifjoÆrr 

fd;k tk ldrk gSA ;g laf{kIr mŸkjh; ç'u curk gS% ‘Do I like it\’ 

vU; mnkgj.k tksj ls i<+sa tks rkfydk 1-24 esa fn[kk, x, gSaA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----24 %24 %24 %24 %    can can can can iz'uiz'uiz'uiz'u         
okDokDokDokD;;;;    fØ;kvksafØ;kvksafØ;kvksafØ;kvksa    dksdksdksdks    tksM+ustksM+ustksM+ustksM+us    dsdsdsds    cknckncknckn    can can can can iz'uiz'uiz'uiz'u     

os gj fnu Qksu ij ckr djrs gSaA D;k os gj fnu Qksu ij ckr djrs gSa\ 
vki viuk nksigj dk Hkkstu vius nksLrksa ds 
lkFk lkÖkk djrs gSaA 

D;k vki viuk nksigj dk Hkkstu vius nksLrksa ds 
lkFk lkÖkk dj ldrs gSa\  

————i;k è;kui;k è;kui;k è;kui;k è;ku    nsansansansa    %%%% subject ds vkèkkj ij helping verb ifjoÆrr gks tkrh] Çdrq main verb vifjoÆrr 
jgrh gSA tSls uhps fn, x, ç’uksa vkSj okD;ksa esa main verb Ôcook’ vifjoÆrr jgrh gS] Çdrq lgk;d 
fØ;k ¼do½ fo"k; ds vkèkkj ij ifjoÆrr gks tkrh gSA ;gk¡ rkfydk 1-25 esa n'kkZ, x, vU; mnkgj.kksa dks 
i<+dj lquk,aA  

    

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----25 %25 %25 %25 %    lgk;d lgk;d lgk;d lgk;d fØ;kvksafØ;kvksafØ;kvksafØ;kvksa    ds lkFkds lkFkds lkFkds lkFk    can can can can iz'uiz'uiz'uiz'u     
 

okD;okD;okD;okD;     lgk;d lgk;d lgk;d lgk;d fØ;kvksafØ;kvksafØ;kvksafØ;kvksa    ds lkFkds lkFkds lkFkds lkFk    can can can can iz'uiz'uiz'uiz'u 
eSaus jkr dk [kkuk cuk;kA D;k eSa jkr dk [kkuk cukrk gw¡\ 
og jkr dk [kkuk cuk ldrh gSA D;k og jkr dk [kkuk cuk ldrh gS\ 
os jkr dk [kkuk cukrs gSaA D;k os jkr dk [kkuk cukrs gSa\ 
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laf{kIr mÙkjh; ç'u cukuklaf{kIr mÙkjh; ç'u cukuklaf{kIr mÙkjh; ç'u cukuklaf{kIr mÙkjh; ç'u cukuk    

dqN ekeyksa esa ge laf{kIr mÙkjh; ç'u cukus ds fy, subject vkSj verb dh position dks vkil esa 
ifjoÆrr nsrs gSaA ge ,sls okD;ksa ds fy, Hkh leku fofèk dk ikyu dj ldrs gSa ftuesa igys ls gh 
auxiliary verbs gSaA rkfydk 1-26 esa fn, x, vU; mnkgj.kksa dks i<+dj lquk,aA 
 

Rkkfydk 1Rkkfydk 1Rkkfydk 1Rkkfydk 1----26 %26 %26 %26 %    can can can can iz'uiz'uiz'uiz'u    ¼fo"k;¼fo"k;¼fo"k;¼fo"k;    @@@@    fØ;kfØ;kfØ;kfØ;k    dkdkdkdk    vknku&iznku½vknku&iznku½vknku&iznku½vknku&iznku½ 
 

okD;okD;okD;okD;     fo"k;fo"k;fo"k;fo"k;    vkSjvkSjvkSjvkSj    fØ;kfØ;kfØ;kfØ;k    dhdhdhdh    fLFkfrfLFkfrfLFkfrfLFkfr    dkdkdkdk    vknku&iznkuvknku&iznkuvknku&iznkuvknku&iznku    djusdjusdjusdjus    dsdsdsds    cknckncknckn    can can can can iz'uiz'uiz'uiz'u     
og ogka gSA D;k og ogka gS\ 
os vius dejs dh lQkbZ dj jgs FksA D;k os vius dejs dh lQkbZ dj jgs Fks\ 
vki esjh enn dj ldrs gSaA D;k vki esjh enn dj ldrs gSa\ 
 

foLr`r mÙkjh; ç’u cukuk% ç'u okpd 'kCnksa dk ç;ksx djdsfoLr`r mÙkjh; ç’u cukuk% ç'u okpd 'kCnksa dk ç;ksx djdsfoLr`r mÙkjh; ç’u cukuk% ç'u okpd 'kCnksa dk ç;ksx djdsfoLr`r mÙkjh; ç’u cukuk% ç'u okpd 'kCnksa dk ç;ksx djds    

dqN ç’uksa dks foLr`r mÙkjh; dgk tkrk gS D;ksafd muds tokc laf{kIr ;k ,d 'kCn esa ugÈ gksrs gSaA muds 
mÙkj esa dsoy ÞgkaÞ ;k ÞugÈÞ ls vfèkd tkudkjh nsuh iM+rh gSA ge ç'u okpd 'kCnksa tSls what, why, 

who, how, when vkSj where dk mi;ksx djds foLr`r mRrjh; ç'u cuk ldrs gSaA ;gk¡ rkfydk 1-27 
esa n'kkZ, x, vU; mnkgj.kksa dks i<+ dj lquk,aA è;ku nsa bu ç’uksa ds mÙkj dsoy ÞgkaÞ ;k ÞugÈÞ esa D;ksa 
ugÈ fn, tk ldrs gSaA  

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----27 %27 %27 %27 %    iz'uokpdiz'uokpdiz'uokpdiz'uokpd    'kCn'kCn'kCn'kCn    dsdsdsds    lkFklkFklkFklkFk    [kqys [kqys [kqys [kqys iz'uiz'uiz'uiz'u     

[kqys iz'u[kqys iz'u[kqys iz'u[kqys iz'u     okD;okD;okD;okD;    esaesaesaesa    mŸkjmŸkjmŸkjmŸkj     
rqeus D;k fd;k\ eSa ikdZ esa x;kA 
rqe ogka D;ksa x,\ eSa vius nksLr ls feyus x;k FkkA 
vki dSls x,\ eSa lkbfdy ls x;k  
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, 
bZ&vf/kxe ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa 
mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k 
gSaA  

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

tksM+h esa dke % [kqys vkSj can iz'uksa dk fu/kkZj.k djuk 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
 

uksVcqd] isu  
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izfØ;kizfØ;kizfØ;kizfØ;k 
• Nk=ksa ds tksM+s cuk,aA izR;sd tksM+h lHkh 10 iz'uksa ds mŸkjksa ds lkFk ikap [kqys vkSj ikap 

can iz'u fy[krh gSA 
• tc lHkh tksM+ksa us xfrfof/k iwjh dj yh gS] rks ,d Lo;alsod tksM+h iwjh d{kk ds fy, 

vius iz'u vkSj mŸkj i<+rh gSA 
• d{kk bl ij viuh izfrfØ;k nsrh gS fd D;k iz'u lgh <ax ls rS;kj fd, x, gSa ;k 

ughaA 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
lewg & vH;kl % iz’uksa ds mÙkj nsuk 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
 

uksVcqd] isu   
izfØ;kizfØ;kizfØ;kizfØ;k 
•••• izR;sd pkj Nk=ksa dk lewg cuk,aA 
•••• de ls de Ng iz'uksa ¼can vkSj [kqys iz'uksa lfgr½ ds lkFk pkj yksxksa ds chp ,d 

okrkZyki fy[ksaA bls tksj ls i<+saaA 
•••• ,d lewg Lo;alsod d{kk ds lkeus bl dk;Z dks djrk gSA vU; Nk=ksa dks crkuk gS fd D;k 

iz'u lgh <ax ls rS;kj fd, x, FksA 
    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----    cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u cgq fodYi iz’u     
iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gmÙkj gmÙkj gmÙkj gSASASASA    
1- can iz'u D;k gSa\ 
¼d½ ,sls iz'u ftuds dksbZ mŸkj gks ldrs gSa 
¼[k½ ,sls iz'u ftuds mŸkj ugha gSa 
¼x½ gka @ ugha ds mŸkj okys iz'u 
¼?k½ ,sls iz'u ftuds dbZ mŸkj gSa  
2- buesa ls dkSu&ls [kqys iz'u gSa\ 
¼d½ vki dgka jgrs gSa\ 
¼[k½ D;k vki Hkw[ks gSa\ 
¼x½ vkidks dSlk yxrk gS\ 
¼?k½ D;k vki muls feys Fks\  
3- buesa ls dkSu ls iz'u 'kCn gSa\ 
¼d½ D;k 
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¼[k½ pkgrs gSa 
¼x½ dkSu lk 
¼?k½ dSls  
4- Þvki i<+ jgs gSaÞ bl okD; dks ,d iz'u esa cnyus dk lgh rjhdk dkSu lk gS\ 
¼d½ vki i<+ jgs gSa\ 
¼[k½ vki i<+ jgs gSa\ 
¼x½ D;k vki i<+ jgs gSa\ 
¼?k½ vki i<+ dj jgs gSa\ 

 

[k[k[k[k----    y?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’u  

vkids fe= vkids }kjk iwNs x, ikap iz'uksa ij /;ku nsaA 
[kqys iz'u fdrus Fks\ ,d fnu esa vU; yksxksa ls iwNs tkus okys ikap can iz'uksa dh lwph 
cuk,aA 

 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

bl l= ds ibl l= ds ibl l= ds ibl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxswjk gksus ds ckn] vki ;g djus esa l{ke gksaxswjk gksus ds ckn] vki ;g djus esa l{ke gksaxswjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• vius lansgksa dks gy djus ds fy, ljy iz'u iwNsaA 
• can vkSj [kqys iz'uksa dh igpku djsaA 
• [kqys vkSj can iz'u iwNus ds fy, lgh iz'u 'kCnksa dk mi;ksx djsaA 
 

'kCndks"k'kCndks"k'kCndks"k'kCndks"k  Glossary 
lgk;dlgk;dlgk;dlgk;d    fØ;k fØ;k fØ;k fØ;k Auxiliary verbs : vfrfjDr tkudkjh] tSls le; vkSj euksn'kk dks O;Dr djus ds fy, 
,d eq[; fØ;k ds lkFk mi;ksx dh tkus okyh fØ;kA ^gksuk] djuk vkSj j[kuk* dh rhu eq[; 
lgk;d fØ;k,a gSaA  

lqlaxr lqlaxr lqlaxr lqlaxr Coherent    : leÖk cukuk] eq[; fo"k; ls lacaf/krA 
lapkj lapkj lapkj lapkj Communication    %%%% ,d lkekU; leÖk rd igqapus ds fy, nks ;k nks ls vf/kd yksxksa ds 
chp tkudkjh lkÖkk djukA 

laf{kIr laf{kIr laf{kIr laf{kIr Concise : ljy 'kCnksa dk mi;ksx djuk vkSj dsoy ogh dguk] ftldh vko';drk gS] 
vfrfjDr ughaA  

BkslBkslBkslBksl    Concrete :lVhd 'kCnksa vkSj rF;ksa dk mi;ksx djukA 
lkglh lkglh lkglh lkglh Courteous : lEeku] fouez] vuqdwy fn[kukA  
foLe;kfncks/kdfoLe;kfncks/kdfoLe;kfncks/kdfoLe;kfncks/kd    Exclamation : vpkud jksuk ;k fVIi.kh vk'Pk;Z] Hkkouk ;k nnZ O;Dr djuk 
bldsbldsbldsblds    ctk; ctk; ctk; ctk; Instead : ,d fodYi ds :i esa] ,d vU; fodYiA 
eksMyeksMyeksMyeksMy    oClZ oClZ oClZ oClZ Modal Verbs : ;s vU; lgk;d fØ;k,a gSa] tSls ^dj ldrs gSa] gks ldrk vkSj pkfg,*A 



                                                        

                                                           
                                                                                              

lapkj dkS'ky   55                        

la'kksf/krla'kksf/krla'kksf/krla'kksf/kr    ddddjsa jsa jsa jsa Modify : fdlh pht+ esa vkaf'kd ;k ekewyh cnyko djukA 
iSjkySaXostiSjkySaXostiSjkySaXostiSjkySaXost    : cksyh tkus okyh Hkk"kk ds vU; Hkkxksa ¼'kCnksa ds vykok½ Vksu] nj] t+ksj] vkfnA 
eqæk eqæk eqæk eqæk Posture : [kM+s gksus] cSBus ;k dke djus ij 'kjhj dh fLFkfrA 

lVhdlVhdlVhdlVhd    'kCn 'kCn 'kCn 'kCn Precise words : lVhd] lcls mi;qDr 'kCnA 
ln`'k %ln`'k %ln`'k %ln`'k % fn[kus esa leku] o.kZ ;k ek=k esa] ysfdu leku ughaA 
fof'k"Vfof'k"Vfof'k"Vfof'k"V    'kCn %'kCn %'kCn %'kCn % fo'ks"k] lgh ukeA 
LVwfM;ks %LVwfM;ks %LVwfM;ks %LVwfM;ks % ,d ,slh txg tgka fQYesa cukbZ ;k cukbZ tkrh gSaA 
'kh"kZd %'kh"kZd %'kh"kZd %'kh"kZd % ,d uke tks fdlh dh fLFkfr ;k ukSdjh dk o.kZu djrk gSA 

    

vkxs i<+savkxs i<+savkxs i<+savkxs i<+sa        
Lk= 1 % lapkj dk ifjp;  
• https://bit.ly/2yrCswn 

• https://bit.ly/2GPRn8A 

Session 4: Writing Skills 1 – Parts Of Speech 

• http://www.thepunctuationguide.com/top-ten.html 

• https://bit.ly/2ImnVUS 

Session 5: Writing Skills2 – Sentences 

• https://bit.ly/2EepS38 

Session 6: Pronunciation Basics 

• https://bit.ly/1HkctUu 

Lk= 7 % vfHkoknu vkSj ifjp; 
• https://www.thoughtco.com/greeting-people-inenglish-1212039 

• https://reallifeglobal.com/23-different-ways-greetsomeone-english/ 

Lk= 8 % vius ckjs esa crkuk  
• https://bit.ly/2H3UjML 

Lk= 9 % iz’u iwNuk 1  
• http://www.englishlearnsite.com/grammar/wh-questions/  

• https://bit.ly/2IklgeA  
    


