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IMPORTANT QUESTION FOR EXAM
UNII 1: CONVERSATIONAL SKILLS
Topics:
1) [bookmark: _GoBack]Meeting People, Exchanging Greetings, and Taking Leave
2) Introducing yourself (and others) in different contexts
Question: Answer the following each question 2 ½ marks
a) Dialogue: Shalini and Amar discussing the lecture they attended at the ladies' waiting room.
Shalini: (sitting down with a cup of tea) Amar, that lecture was really insightful, don’t you think?
Amar: Absolutely, Shalini! The speaker was so knowledgeable. I especially liked the part about time management. What did you think?
Shalini: Yes, I agree! I never realized how much we can accomplish in a day just by planning properly. I’m definitely going to try some of those techniques.
Amar: Same here! I’m already thinking of organizing my day better. It’ll save so much energy, I think.
Shalini: Exactly! The way she emphasized taking breaks was interesting. It’s so easy to forget that.
Amar: True. And how about her thoughts on prioritizing tasks? I’ve always struggled with that.
Shalini: Me too. I usually end up doing everything at once and get overwhelmed. But now I understand how to break things down.
Amar: I’ll definitely start applying some of these tips. Let’s see how they work for me!

b) Dialogue: Mrs. Naina Gupta introducing herself to the Manager of the bank.
Naina Gupta: Good morning, sir. My name is Naina Gupta, and I’m the new employee here.
Manager: Good morning, Mrs. Gupta. It’s a pleasure to meet you. Welcome aboard!
Naina Gupta: Thank you! I’m really excited to be a part of the team and contribute to the bank’s success.
Manager: We’re happy to have you. Could you please tell me a bit about your previous experience?
Naina Gupta: Certainly. I’ve worked in finance for the past 7 years, specializing in customer relations and account management.
Manager: That’s great! I’m sure your experience will be valuable here. If you need any assistance settling in, feel free to reach out.
Naina Gupta: I appreciate that. I look forward to working with you and the team!

c) Dialogue: Nita meets Dr. Prabhakar, her father’s boss, outside the music class.
Nita: (noticing Dr. Prabhakar) Oh, Dr. Prabhakar! Hello!
Dr. Prabhakar: Nita! What a pleasant surprise. How are you?
Nita: I’m doing great, thank you. I didn’t expect to see you here.
Dr. Prabhakar: Yes, I come here often. It’s wonderful to see young people pursuing music. How is your father?
Nita: He’s doing well, thank you for asking. He always speaks highly of you at home.
Dr. Prabhakar: I’m glad to hear that. He’s been a tremendous support at work. It’s good to see you here, too. Enjoying your music class?
Nita: Absolutely! It’s been a lot of fun, and I’m learning a lot.
Dr. Prabhakar: I’m sure you’re doing well. Keep up the great work!

d) Dialogue: Karishma and Meera meet at the mall after a long time.
Karishma: (excitedly) Meera! Is that really you?
Meera: (smiling) Karishma! Oh my God, I can’t believe it’s you! It’s been ages!
Karishma: I know, right? I didn’t even recognize you at first! How have you been?
Meera: I’ve been good! Busy with work and life. And you? How’s everything with you?
Karishma: Same here! Work’s been hectic, but I’m doing well. This is such a nice surprise. We need to catch up!
Meera: Definitely! Let’s grab a coffee sometime soon and talk more.
Karishma: Absolutely! I’ll message you, and we’ll plan something.

e) Dialogue: Nishant introducing his cousin Samira to his friend Kavya.
Nishant: (pointing to Samira) Kavya, this is my cousin Samira. She just moved here last week.
Kavya: (smiling) Hi Samira! Nice to meet you.
Samira: Hi Kavya! It’s great to finally meet you. Nishant has told me a lot about you!
Kavya: Oh really? All good things, I hope!
Samira: Of course! He says you’re really into photography.
Kavya: Yep, I love it! I’d be happy to show you some of my work sometime. How are you liking the city so far?
Samira: It’s been fun! I’m still getting used to everything, but I’m excited to explore more.
Nishant: You two should definitely hang out soon. Samira loves art, too, so you guys will have plenty to talk about!
UNII 1: CONVERSATIONAL SKILLS
Topics:
3) Telephone Etiquette
4) Thanking and responding to thanks
Question: Answer the following each question for 5 marks 
a) Telephone Etiquette Dialogue at PK Publication Company:
Receptionist: Good morning, PK Publications. How may I assist you today?
Caller: Hello, I’d like to speak with Mr. Raghav regarding a manuscript submission.
Receptionist: Certainly! May I have your name, please?
Caller: This is Anita Sharma from Creative Writers.
Receptionist: Thank you, Ms. Sharma. One moment, please, while I transfer your call to Mr. Raghav.
(A few moments later)
Receptionist: I’m sorry, Mr. Raghav is in a meeting right now. Would you like to leave a message?
Caller: Yes, please. Let him know that Anita Sharma called about the manuscript we discussed last week. I need to follow up on the submission.
Receptionist: I’ll make sure he gets the message, Ms. Sharma. Is there anything else I can assist you with?
Caller: No, that will be all. Thank you for your help!
Receptionist: You’re welcome. Have a great day!

b) Telephone Etiquette Dialogue at Dr. D’Souza’s Clinic:
Receptionist: Good afternoon, Dr. D’Souza’s Clinic. How can I help you?
Caller: Hi, I need to book an appointment with Dr. D’Souza for my check-up.
Receptionist: Sure! May I have your name, please?
Caller: My name is Priya Gupta.
Receptionist: Thank you, Ms. Gupta. What time and date would work for you?
Caller: Do you have any availability on Thursday afternoon?
Receptionist: Yes, Dr. D’Souza has a slot available at 3:30 PM on Thursday. Would that work for you?
Caller: That works perfectly. Please book it for me.
Receptionist: Your appointment is confirmed for Thursday at 3:30 PM. We’ll see you then. Have a nice day!

c) Vidya Thanks Shruti for Lending Her Money:
Vidya: Hey Shruti, I just wanted to say thank you again for lending me the money last week. You really helped me out when I needed it.
Shruti: Oh, no problem at all, Vidya! I’m glad I could help. How’s everything going now?
Vidya: It’s much better now, thanks to you. I was so stressed about the situation, but you made it so much easier.
Shruti: I’m just happy I could support you. You know I’ve got your back!
Vidya: I’ll pay you back as soon as I can, don’t worry about that.
Shruti: Take your time. What matters is that you’re okay now!
Vidya: Thanks again, Shruti. You’re a lifesaver!

d) Dialogue: A Friend Helping with Job Interview Preparation:
Neha: Hey, Arvind, I have a job interview tomorrow and I’m feeling so nervous. Can you help me prepare?
Arvind: Of course, Neha! Let’s go over some common interview questions. First, tell me about yourself.
Neha: Okay, I’m Neha, a recent graduate in marketing, and I’ve worked on several campaigns during my internship. But I always feel like I ramble when I answer this.
Arvind: That’s completely normal! Keep it brief and focus on your skills, experience, and why you’re excited about the role. Don’t forget to highlight what makes you unique.
Neha: Got it. What about the “What’s your greatest weakness?” question? That one always stumps me!
Arvind: Just be honest, but choose something that isn’t essential to the role. And make sure you also mention what you’re doing to improve it.
Neha: Thanks, Arvind. I feel more confident now.
Arvind: You’ll do great! Just stay calm and be yourself.

e) Shreya Thanks Pragati for Lending Her Money:
Shreya: Hi Pragati, I just wanted to say a huge thank you for lending me the money last week. It really helped me out in a tough spot.
Pragati: Don’t worry about it, Shreya. I’m just glad I could help. You know I’ve always got your back.
Shreya: I really appreciate it, especially with all the unexpected expenses I had. I promise I’ll return it soon.
Pragati: Take your time, no rush at all. What matters is that you’re doing okay now.
Shreya: Thanks again, Pragati. I’ll definitely pay you back as soon as I can.
Pragati: Anytime, Shreya. Just take care of yourself!

f) Shalini Thanks Monika for Helping with Shifting to Another City:
Shalini: Monika, I just wanted to thank you for all the help you gave me while I was shifting to this new city.
Monika: Oh, Shalini, it was my pleasure! I know moving can be overwhelming, so I’m happy I could make it easier for you.
Shalini: You really did! From helping me pack to organizing everything here, I don’t know what I would have done without you.
Monika: I’m just glad you’re settled now. It was a big change, but I’m sure you’ll love it here.
Shalini: I will, thanks to you. You really went above and beyond, and I can’t thank you enough.
Monika: No need to thank me, Shalini. I’m just happy I could help a friend.

g) Telephone Etiquette Dialogue at Greenwood Publication Company:
Receptionist: Hello, Greenwood Publications. How can I help you today?
Caller: Hi, I’d like to speak to Mr. Johnson regarding a manuscript submission.
Receptionist: May I know who’s calling?
Caller: This is Arun Patel, from Sun Publishers.
Receptionist: Thank you, Mr. Patel. Let me check if Mr. Johnson is available.
(A few seconds later)
Receptionist: I’m afraid Mr. Johnson is currently in a meeting. Would you like to leave a message?
Caller: Yes, please ask him to call me back regarding the manuscript submission. We need to finalize the details.
Receptionist: I’ll make sure he gets the message, Mr. Patel. Is there anything else I can assist you with?
Caller: No, that’s all. Thank you for your help!
Receptionist: You’re welcome. Have a great day!

h) Telephone Etiquette Dialogue at Dr. Shetty’s Clinic:
Receptionist: Dr. Shetty’s Clinic, good morning. How can I assist you?
Caller: Hi, I need to book an appointment for a consultation with Dr. Shetty.
Receptionist: Certainly! May I have your name, please?
Caller: This is Rahul Kumar.
Receptionist: Thank you, Mr. Kumar. What date and time would work best for you?
Caller: Is there availability on Wednesday afternoon?
Receptionist: Yes, Dr. Shetty is available at 2:00 PM on Wednesday. Does that work for you?
Caller: Yes, that’s perfect. Please confirm the appointment.
Receptionist: Your appointment is confirmed for Wednesday at 2:00 PM. We’ll see you then! Have a wonderful day.
1. Explain the second stanza of the poem “Bangle Sellers”.
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