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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 22- Jan 23  

Blocks: 1 to 5  

Units: 1 to 18                                                                                                      Total Marks: 70  

 

Note: Answer all questions.  

 

1. Read the passage carefully and answer the questions given below.  (2X10= 20 Marks)  

 

Language, as we have seen, seems to be a highly developed form of animal signaling. But there 

is a missing link in the chain. How, and when, did we start to talk? This is a problem of interest 

mainly to ethologists (students of animal behavior), and one which has not yet been solved. 

Most linguists regard this fascinating topic as being outside the realm of linguistics proper. 

They are more interested in studying actual language than in speculating about its origins. But 

although how language began is a puzzle, why language began seems rather clearer. Possibly it 

began because humans needed a greater degree of cooperation with each other in order to 

survive, and this cooperation required efficient communication.  

 

Consequently the primary function of language is to impart factual information and to convey 

essential commands. But language can also be used to communicate feelings and emotions. This 

aspect of language is not as well developed as ‘information talking’, because humans, like other 

primates, can convey emotions by screams, grunts, sobs, gestures and so on. So they need 

language only to confirm and elaborate these more primitive signals.  

 

In addition, there is the language of social chitchat, the meaningless small talk of everyday life. 

“Hallo, how nice to see you. How are you? Isn’t the weather terrible?” This social patter has 

been called phatic communion and is primarily a device to maintain social contact on a friendly 

level. Some ethnologists call it ‘grooming talking’ and suggest that it is substitute for the 

friendly grooming indulged in by the monkeys. There are other biologically less important 

functions of language. Humans may use language for purely aesthetic reasons. In writing 

poetry, for example, people manipulate words in the same way as they might model clay or 

paint a picture. Or they may talk in order to release nervous tension, a function seen when 

people mutter to themselves in anger and frustration.  

 

1.1.a). Say whether the following statements are true or false according to the passage. 

Correct the false statements.                                                                    (10)  
 

i).  Language is a highly sophisticated form of human sign communication.  

ii).  Ethnologists are interested in the study of animal behavior.  

iii).  How language began is obscure.  

iv).  The main function of language is to convey emotions and feelings.  

v).  Phatic communication is similar to ‘groom talking’ of monkeys.  
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1.2. b). Answer the following questions:     (10) 

  

i).  List four reasons why human need to ‘talk’?  

ii).  Besides ‘talk’ how else do humans convey emotions?  

iii).  What is phatic communication? Give your own example of phatic communication.  

iv).  What is the primary function of writing?  

v).  Give an appropriate title to the passage.  

 

2. Explain the different types of communication.  (10) 

 

3. Describe the different barriers to listening.        (10) 

 

4.  Prepare a presentation with at least 10 slides on any one of the following topics.   (10)  

 

     a).  Telephonic skills  

      b).  Social skills  

      c).  Preparing your profile  

 

5.  Write on any two of the given topics in about 100 words.      (10)  

 

      a).  Correspondence at the workplace  

      b).  Writing skills  

      c).  Preparing your Portfolio  

6. Write a letter to the prime minister of India requesting him for free COVID-19 

vaccination for all the citizens of India.                                                        (10) 
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BLIE-227: DOCUMENT PROCESSING PRACTICE 

ASSIGNMENT 

 

Coverage:                            Course Code: BLIE-227 

Course: Document Processing Practice                    Assignment Code: AST/TMA/ Jul.22 - Jan.23 

Blocks: 1 to 3 

Units: 1 to 14                                                             Total Marks: 70 

Part 1: Classification Practice: DDC 19th Edition 

Note: 

I.  Furnish your answers in the space provided against each title in the tabular format 

suggested below. 

II.  Classify all the titles given below. Each question carries 7 marks (3 marks for the class 

number and 4 marks for the analysis). 

III.  The Class Numbers assigned should be as specific as possible and also provide the 

detail analysis of the construction of the class number. 

IV.  Copies of 19th edition of Dewey Decimal Classification are available for your use in the 

Study Centre. They are to be returned after use. 

 

Sl. 
No. 
 

Title to be Classified  Class Number 
Assigned 
 

Digit by digit analysis of the 
Class Number 

1.  Copyright Law in India   

2.  Treatment of intestinal 
diseases in the old Aged 
People 

  

3.  Harvesting of Wheat 
Crop  

  

4.  Marketing of Cars in 
Japan 

  

5.  English- Hindi 
Dictionary 
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Part 2: Cataloguing Practice 

 

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

II. 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. 

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

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

 

Format for AACR-2R Cards: 

 

Format for MARC 21: 

Tag  Indicator Description Subfield Data 
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Title 1: 

Alicyclic Chemistry 

 

F.J. McQuillin and M.S. Baird 

 

2ndEdition 

 

New York Cambridge University Press 1983 

 

OTHER INFORMATION  

CALL NO. 547.5 
MCQ  

ACC. NO. 73425 

PAGES 111 p. 

SIZE 22 cm. 

ISBN 0521239877  

 

 

Title 2: 

 

Studies in Economics; 19 

 

The Political Economy of the Welfare State 

Thomas Wilson and Dorothy J. Wilson. 

London G. Allen & Unwin 1982 

 

 

OTHER INFORMATION : 

CALL NO. 361.6 WIL  

ACC. NO. 435443 
PAGES xiv, 333 p. 

SIZE 21cm. 

ISBN                      0043360777 
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Title 3: 

 

PRESERVING SCIENTIFIC DATA ON OUR PHYSICAL UNIVERSE : A NEW 

STRATEGY FOR ARCHIVING THE NATION'S SCIENTIFIC INFORMATION 

RESOURCES 

 

Steering Committee for the Study on the Long-term Retention of Selected Scientific and 

Technical Records of the Federal Government 

Commission on Physical Sciences Mathematics, and Applications, National Research Council 

 

Washington, D.C. 

National Academy Press 

1995 

 

OTHER INFORMATION 

CALL NO. 025 USA  

ACC. NO. 365231 

PAGES 18 p. 

SIZE 28 cm. 

ISBN 030905186X  

 

Title 4: 

FORMAL AND PRACTICAL ASPECTS OF AUTONOMIC 

COMPUTING AND NETWORKING : SPECIFICATION, 

DEVELOPMENT, AND VERIFICATION 

 

Edited by Phan Cong-Vinh 
 

Volume 1 : Autonomic computing 

Volume 2 : Computer networks 

Volume 3 : Formal methods Boulder 
 

L. Rienner Publishers 1987 

OTHER INFORMATION 
 

CALL NO. 004 FOR  

ACC. NO. 345672-4 

SIZE 26 cm. 

ISBN 978160960845 
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Title 5: 

Blueprint : Design Your Life 

No.1 (Summer 2006) 

 

New York, NY  

Martha Stewart Living Omnimedia 

 

OTHER INFORMATION 

CLASS NO. 640 

FIRST PUBLISHED IN 2000 

FREQUENCY Irregular 

ISSN 1932 - 6378  

HOLDINGS Library has all the volumes 
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a) (Book) 

 

 Authors  

Harry Bruce, Ray Fidel, Peter Ingwersen, Pertti Vakkari 

Title  

Emerging Frameworks and Methods 

 Sub Title  

(CoLIS 4)

Proceedings of the Fourth International Conference on Conceptions of Library 

and Information Science (CoLIS 4) 

 

Name of Publisher Libraries Unlimited 

 

Place of Publication  Santa Barbara, California, USA 

 Year 

of Publication  

2020 

 

ISBN  Paperback: 978-1-59158-016-4: $45, £34, 38€, A65 

 

b) Chapter in a Book  

Editor  Pat F Booth 

Title of the Book Indexing: The Manual of Good Practice  

 

Name of Publisher  K G Saur Munchen 

 

Place of 

Publication 

Munche, Saur 

 

Year of 

Publication  

2001 

 

Title of the 

Chapter  

Editing and Presenting the Indexing  
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Author of the 

Chapter  

Pertti Vakkari 

Pages  241-52 

 

 

c)  Video  

Creator Name  Jaideep Sharma  

Title of Video Library staff: Roles and responsibilities 

UPLOADED BY IGNOU  

Day Month Year 15 May 2018 

URL https://www.youtube.com/watch?v=qkAiIWbDld4 

 

d) Journal Article  

 Author  

Abideen P. Sainu 

Name of Journal  DESIDOC Journal of Library & Information Technology 

Title of the article  

Bibliometric Analysis of the Coronavirus Research Publications 

Data before and after the Outbreak of the COVID: A Comparison 

 

Volume number  

42 

Issue  03 

 

Year of 

Publication  

2022 

Pages  139-148 

DOI   10.14429/djlit.42.3.17350 
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