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BLI-225: COMMUNICATION SKILLS
TUTOR MARKED ASSIGNMENT

Coverage: Course Code: BLI 225
Course: Communication Skills Assignment Code: AST-1/TMA/ Jul 23- Jan 24
Blocks: 1 to 5

Units: 1 to 18 Total Marks: 70

Note: Answer all questions.

Answer the following questions in not more than 500 words each. (4X10= 40 Marks)
1. What is communication skill? Explain the role of communication skills in library services. (10)
2. What are the barriers to listening? Explain how to overcome the different barriers to

listening. (10)
3. Explain interpersonal skills. Justify why are interpersonal skills important in life? (10)
4. “Social skills learning improves students' communication with peers and adults, improves

cooperative teamwork, and helps them become effective, caring, concerned members of
their communities.” Justify the statement. (10)

IT) Answer the following questions in not more than 250 words each. (6X5=30 Marks)

1. Explain the importance of verbal communication skills. (5)
2. Explain what are the important points to be kept in mind while preparing a resume.  (5)
3. Explain the importance of presentation skills. )
4. What are the ‘DON’T’s’ in body language communication? (5)
5. Explain the different styles of communication. 5)
6. Explain methods of writing. ®))]

11
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Coverage:

BLIE-227: DOCUMENT PROCESSING PRACTICE
TUTOR MARKED ASSIGNMENT

Course: Document Processing Practice

Course Code: BLIE-227

Assignment Code: AST/TMA/ Jul.23 - Jan.24

Blocks: 1to 3
Units: 1 to 14 Total Marks: 70
Part 1: Classification Practice: DDC 19" Edition
Note: (7X5 = 35 Marks)
I.  Furnish your answers in the space provided against each title in

the tabular formatsuggested below.

II.  Classify all the titles given below. Each question carries 7 marks (3
marks for the classnumber and 4 marks for the analysis).
III.  The Class Numbers assigned should be as specific as possible and also
provide the detailanalysis of the construction of the class number.
IV.  Copies of 19th edition of Dewey Decimal Classification are available for
your use in theStudy Centre. They are to be returned after use.
SL. Title to be Classified Class Number Digit by Digi
No. Assigned Class Numbe
1. Directory of Medical Libraries
in India
2. Research in Dry farming
3. A Textbook of Aeronautical
Engineering
4. Copyright Law in Indonesia
5. Photographing the Nature:
Techniques
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Note:

IL.

II1.

IV.

Part 2: Cataloguing Practice
(7X5 = 35 Marks)

Catalogue the titles as per AACR-2R and MARC 21. In the case of AACR-
2R all addedentries are to be provided.

The answers are to be worked out on paper only, marking out 5" X 3"
cards in the case of AACR- 2R and in the tabular format for MARC 21 as
suggested below.

Each question carries 7 marks (4 marks for the AACR- 2R and 3 marks
for the MARCentry).

Copies of Sears List of Subject Headings are available to for your
use in the StudyCentre. They are to be returned after use.

2)

. Format for AACR-2R Cards:

Q

Format for MARC 21:

Tag

Indicator Description Subfield Data

e

14




3)

Title 1:

LAWRENCE AND HIS LABORATORY :
NUCLEAR SCIENCE AT BERKELEY

J.L. HEILBRON
ROBERT W. SEIDEL
BRUCE R. WHEATON
BERKELEY

LAWRENCE BERKELEY LABORATORY AND OFFICE FOR HISTORY
OF SCIENCE AND TECHNOLOGY, UNIVERSITY OF CALIFORNIA
1981

6))

OTHER INFORMATION
CALL NO. 539.7072079467 HEI

ACC. NO. 73425

PAGES 111 p.

SIZE 22 cm.

ISBN 091810209X
Title 2:

ESSAYS ON SOCIAL SECURITY AND TAXATION : GUSTAV VON SCHMOLLER AND
ADOLPH WAGNER RECONSIDERED

Edited by Jurgen G. Backhaus

Marburg Metropolis-Verlag
1997

SIZE
ISBN

OTHER INFORMATION

CALLNO. 368.4ESS
ACC.NO. 435443
PAGES xiv, 333 p.

21lcm.
0043360777
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Title 3:

SUMMARIES OF PAPERS PRESENTED AT THE CONFERENCE ON
LASERS AND ELECTRO-OPTICS, MAY 8-13, 1994, ANAHEIM
CONVENTION CENTER,

ANAHEIM, CALIFORNIA

Sponsored by Optical Society of America, IEEE
Lasers and Electro-optics Society in cooperation with Quantum Electronics Division
of the European Physical Society, Japanese Quantum Electronics Joint Group.

Washington, DC
Optical Society of America
1994

OTHER INFORMATION
CALLNO.  21.366 CON
ACC. NO. 365231

PAGES xvi, 523 p..

SIZE 28 cm.

ISBN 155752341X
Title 4:

INDUSTRIAL APPLICATION OF BIOTECHNOLOGY

I.A. Krylov and G.E. Zaikov, editors

Vol. 1 : Biosensoric express analyzers for systems of automatic control and
monitoring of technological processes in alcohol production / A.E.
Kitova, A.V. Kuzmichev and A.N. Reshetilov.

Vol. 2 : Effects of light and nitrogen availability on growth and accumulation of
arachidonic acid in the microalga parietochloris incisa/M.N. Merzlyak.

Vol. 3 : The use of capillary electrophoresis for determination of dehydroshikimic
acid in enzyme reaction mixtures for measuring of activity of shikimate
dehydrogenase/A.E. Novikova

L. Rienner Publishers
New York Nova Science Publishers
2006

OTHER INFORMATION

CALL NO. 660.6
ACC. NO. 345672-4
SIZE 26 cm.
ISBN 1600210392
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Title 5:

Journal of the New York Academy of Medicine
Vol. 12 No. 1 January 1920

New York

S.S. & W Wood
OTHER INFORMATION
CLASS NO. 610.1105
FIRST PUBLISHED IN 1971
FREQUENCY 4 per year
ISSN 0009-2258
HOLDINGS Library has all the volumes
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IT) frrafafRad yxie ye=l @ SR 200 sal 4 3Aferd & 7 | (5x4=20)
1) 99 AT T | M9 |7 G4 87 SHD ARAl B Fdl dIfoly | (4)
2) AR UEEH UoTell BT 9 e 27 §9d UBRI WX FEl DIy | (4)
3) ‘Zodeid xSl faaRer omell’ & aRWIRT HITT der g9 ol qor fafert &
Seold IR | @)
4) o fIeeivor ok HeYo HI AaTIHAT B AASTSY | (4)
5) YRGBT, T dg AR FoT ey &g ¥ 3faR qarsy | (4)
HIT — 2

1) TAUAT (MLA) dMd & 7d AWPROT BT SUANT $Rd 8¢ fr=folad Jor =1 weeh

BRI Bl FaRed BN | (3x5=15)
a) g (Book)
@@d / Authors HeIareT, USRI BTRT, Hepyfor
Murtha Baca, Patricia, Mcrae Elisa
e / Title AP ID KA DI GAldg HRAT
Cataloging Cultural Objects
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b)

Suefi¥® / Sub Title

AIRD D BT AR ITD! BIAIl BT IO B @ ol T M5S
A Guide to describing Cultural Works and their images

YehTedh Bl AMH /
Name of Publisher

IHRBT ATgsNT TAIRIUS

American Library Association

YehT Bl I /
Place of Publication

AT IRERT, DITHITAT, JTAY
Santa Barbara, California, USA

YHTe Bl aY / Year 2022

of Publication

ISBN Paperback: 978083899496: $45

U fedre 9 sreara (Chapter in a Book)

Hures Editor Arsder=a1 Michael Nancy

fopdre &1 WD / JfeTe TURNRIR 2: TURIR 2 2002 HeMEH 2004 T oL DRI R
Title of the Book 3TeRa

The concise AACR 2: Based on AACR2 2022 revision 2004 update
forth edition

UBTAG bl AT / SRS AR TRAIRIGR

Name of Publisher American Library Association
YehI T ¥ / JUEY

Place of USA

Publication

HBTIT BT Y / 2006

Year of

Publication

JLTT BT YD / THSGHR: Qfdedhel Mge T bl Thl AIgsN] HoldelH
Title of the Less is more: a practical guide to cataloguing school library
Chapter collection

I B AGD / SIEIRCIECEY

Author of the Donna Baumbach

Chapter

s Pages 202-230

Video difsai

e @1 w4/ S el

Creator Name Jaideep Sharma

qifear a1 e / ATAATS [R1eT 3R geHIR

Title of Video Professional Education and Internship
JUAISS 9/ SR T I T7h ([Gafdene
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UPLOADED BY

IGNOU

fas =g Aret /
Day Month Year

27 STy 2022
17 July 2022

URL

https://www.youtube.com/watch?v=cnVCF{V4Bz0

d) Journal Article

Title of the article

gd / Author e AR 91 AT Sa”) IR AT AR g4
Nitesh Kumar Verma Maya Deori and Manoj Kumar Verma
S BT M/ qIDIC AR T WD & SISl oTvid
Name of Journal DESIDOC Journal of Library & Information Technology
o BT WD / DIIAS—19 & TR JRIPIT JAI: YRA H Dald [avafdency Jwidbladl ol

JedTsel &1 SUARTAT faveryor

Library Services During COVID-19: A Usability Analysis of
Websites of the Central University Libraries in India

diegH wer/ 42

Volume number

ffa A=/ Issue 06

THTR BT av / 2022

Year of

Publication

g ¥./ Pages 331-353

S e as / DOI djlit/artical/view/18130/7880

2) 9 U T 916 &1 Aibfae AR B aH 50 Il H GIR BN |

LTS TET=HAT THT Tcd=ig &1 Ugell MR I1EM o fguely Gee § Udh STATeRor i

gel-IRIfb e &1 aRIIT wasr

% IR B YHIAT DI | Aed-iiel 4 59 IMET & QR FLFHA AG] & A1 GS FfddiTd

IJHERY fAeRad fhe | I8 afasyarn oA 3Sfad 8 & ara @1 sifcm o=l o sreart=ram
P R I 9IRA M IR 39 ATl § v A1) & iR forar dR @ T, 2023 # fguefa wden

H AR ATl a@+ Bl felfl| U wR W W, IET 7 ARpIAD HeEl bl gerar o,

ANTT I ANl & HU®, e AR BT A, f[ae iR drenfie! § G, iR AeEm

fYfh AEANT QIR AR & S~IF TR MH IS B ARTH ¥ IR 3R f9ed $T dear <
H HIS[ET ARIGRT BT ASIqd (6T | U eamudh e AganT dHsi (HgdiV) & oy a9l

(FUIEY) | R WR W, 399 YR YU Bl QX RE A &4 H @ gy (IR gRem iR

AT FEAWT & ARTH W ARA—WENT W & dfad fhar| ngeavd fawid o), IRd &1 U8l
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el (T fAM argeuld, steariisl 7 9RA Bl ARSI & 2Ny Wig JRefl 9HeR’ 3iR
THl TEl @ oy BT ¥eMrR &1 dalal & w9 H AeMd fHar| ugell drR, siegforan
ATATIR 3TATH Bl ASTEHT BT, FTRT#H IRa, SMR®T iR W™ & Afd Steret enfier g |
e forarsg 3R IRAT AIRF 9ol gRT A= 3NATAl BT dol R dl A Yo &1 T3, Hifd
ST Q9 AR 9 &3 @1 AT BT AT $R B B |

(Source: https://www.financialexpress.com/opinion/the-indo-pacifics-defining-relationship/
3011123/(17-03-2023) |

3) WHMER U3 SR Hal TOR X | fHl Uh GAER 95 & 999 & | 3R fUsd I
oo a1 IR 7 oA & foT IHER 9d 9199 Y | (3x5=15)

vl T AR B dTel FHATIR SMSTH o oi¥:
1. S 20 913 fdeell RRER ¥ 2023

2. gA1d 2023
3. YRT BT 2023 BT Ha Foic
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1 ge.as . §-229: Y& H AT ¢4 WaAR UlieEfra)
JALUS Sid A

fawg fawar: BRIHA dls: 41.Uc.318.3-229
IGISHH: JEIGIel § a1 ¢ 9aR grenfiat g o @is : trad /A e/
s 1-2 Gdlg 23 — SIaY 24
SHISAT: 1-8 qurid: 35
I) fAwfeRaa u@® gl @ SR 250 ral A 3fSrd § 9 Q| (3x5=15)

1. QRIS AT BT URANT B | GRIBIed ol & [ddb R =@l DIy | (5)
2. IMEVATH H ®fHd UfFdr = & forg &rf Faeh smavadanet & arer iy (5)
3. JARUATH BT I B FHI AR i AFes] R IR & ==l Sifo |

IT) frrafafRad yxle ye= @ S<R 200 sal 4 3ufrd & 7 | (10x2=20)
1. UG & oY IR &7 87 I8 GRIDBIad WAl bl b ol Ugardl &7 (2)
2. foiae olu=T Se1 (TereiTs) (2)
3. 3iFeg ufetd TR dhedT (M) 2)
4. 3YF I AFCTIR Yol &1 ITANT B & AT 2)
5. WAlfeld IREERYT BT HrIYATE (2)
6. Pl & fafdre faRmyam &1 avi| S 2)
7. S FUrSH 2)
8. URTATHRUT SUHRIT 2)
9. AT &I faRarRt R =@l I | (2)
10. 3N+ AR SffRfeT Riesn (2)
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1 ge.3s §-229: RIS § AT ¢4 HaAR UliaEfra)
JLUS Sid A

urifire ord
fawy fawar: HRIHA dls: 41.Uc.318.3-229
IGISHH: JEIGIel ¥ a1 ¢ "9ar grenfirat g o @is : g d /A e/
s 1-2 Tdlg 23 — A 24
ShIsdl: 1-8 quTid: 35

= fade:

i) ofUBGl FFIT dg H URING AT BRI BIAT §| JEETHC B JodIdhd BISFR
Alfdedd gdders gRT fhar g |

i) safert 3 SR & oy ®F PR &R 3R = Uh BIsa H Izl | dreder Afdedd
WJdeTh §RT §71 Whid DR BT J-Ih [HIT SIRATT AR TadR 3dh QU S |

iil) 1 o A € |

I) @iz 4 freafafaa afafaftrr & -

@) PIET § 4 SUATEIRN BT TSHHRUT GOl HIFTT |

Q) HIEl | 5 RIDI BT TR AfWeld Tof HIfoTy |

M) BIET # B U SUAE & W § 5 GRID! B SR DI |

H) &0 UH SUAEdT & @ | 3 GRIDT BT R BRI |

T) PIET # 6l U YA BT FROT T ¥ | (20)

I) ShivaSivel AfdedadR §¥efal HIfoly, WKIUh, Sidh, U daid ©E BIgdl &l UdrS
DI | Th S & oy fawga #ersrer &6 BIfviy iR el A & fou Gus
TR BT | (15)
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