Module — 1
Four SKills of Communication

Lesson - 1
10 Ways To Improve Your Listening Skills
-Jennifer Herrity

Short Answers (2-3 Sentences)

1. List a few business roles where listening is a key skill.

A) Listening is essential for roles such as customer service representatives, project managers, and
human resources specialists. These positions require accurately understanding client needs and
employee concerns to function effectively.

2. Explain the importance of listening skills in interpersonal relationships.
A) Effective listening builds trust and shows respect for the other person’s perspective. It helps resolve
conflicts and strengthens emotional bonds by making the other person feel heard and valued.

3. Identify the reasons a speaker might avoid eye contact.
A) A speaker might avoid eye contact if they are feeling shy, nervous, or intimidated. Additionally,
cultural differences or feelings of shame can cause someone to look away while speaking.

4. Discuss the importance of visualization while listening.
A) Visualization helps you stay focused and retain information by creating a mental "picture" of what
the speaker is saying. It anchors the concepts in your mind and prevents your thoughts from wandering.

5. What is the importance of asking clarifying questions?
A) Clarifying questions ensure that you have correctly understood the speaker’s message without
making assumptions. They show the speaker that you are engaged and want to get the details right.

6. Describe what it means to listen with empathy.

A) Listening with empathy means trying to understand the speaker's emotions and perspective without
judgment. It involves showing compassion and validating their feelings, even if you don't necessarily
agree with their opinion.

7. Give examples of non-verbal cues that one can pay attention to while listening.

A) Listeners should watch for facial expressions, such as smiles or frowns, and body posture, like
crossed arms. Other cues include the speaker’s tone of voice and the amount of eye contact they
maintain.

8. What are the two different kinds of feedback? Give examples.
A) The two kinds of feedback are verbal and non-verbal. Verbal feedback includes saying things like
"I see" or "Tell me more," while non-verbal feedback involves nodding or maintaining eye contact.

Short Paragraph Answers
9. Demonstrate the importance of improving listening skills by establishing its importance in business
roles and interpersonal relationships.



A) Improving listening skills is vital because it reduces misunderstandings that can lead to costly errors
in a business environment. In interpersonal relationships, active listening fosters deep trust and mutual
respect. By becoming a better listener, you increase your productivity at work and enhance the quality
of your personal connections.

10. Examine the various methods of improving listening skills prescribed by Jennifer Herrity and
explain how they incorporate empathy as a key tenet.

A) Herrity’s methods—such as maintaining eye contact, avoiding interruptions, and practice—
incorporate empathy by putting the focus entirely on the speaker. Empathy is the core tenet because it
requires the listener to set aside their own biases to truly feel and understand the speaker’s situation.
This creates a safe space for open communication.

11. Illustrate the importance of non-verbal cues in effective communication by comparing its uses for a
speaker and the listener.

A) For the speaker, non-verbal cues like gestures and tone add emphasis and emotion to their words.
For the listener, non-verbal cues like nodding and "open" body language signal that they are paying
attention and encouraging the speaker to continue. Comparing the two shows that non-verbal
communication is a two-way street that completes the message.

12. Why should you not interrupt a speaker? Argue for the importance of patience while listening.

A) You should not interrupt because it signals that you think your ideas are more important than the
speaker's, which can cause them to shut down. Patience is crucial because it gives the speaker the time
they need to express their full thought without feeling rushed. A patient listener is more likely to receive
the complete information needed for a thoughtful response.

13. You are mentoring a new employee at work. They are having trouble fitting into the workplace.
Demonstrate how you can use your listening skills to integrate them better into your workplace.

A) To help a new employee integrate, | would use active listening to identify their specific anxieties or
challenges. By asking open-ended questions and listening without judgment, I can make them feel
supported and understood. This builds their confidence and helps me provide the exact guidance they
need to succeed in the workplace culture.

Essay Responses

14. Imagine that you are speaking in a meeting at work. Discuss the ways in which you can identify
whether your peers are actively listening to you. If they are not, what changes can you bring to your
delivery to bring their attention to you?

A) To identify if your peers are actively listening, you must look for specific non-verbal cues. Active
listeners typically maintain consistent eye contact, nod in agreement, and lean slightly forward toward
the speaker. Conversely, if peers are looking at their phones, slouching, or staring blankly into the
distance, they are likely distracted. Another indicator is the quality of their responses; if their questions
or comments directly relate to what you just said, they are engaged.

If you realize you have lost their attention, you should immediately adjust your delivery. First, vary
your vocal tone and pace to break the monotony. You can also use visual aids or physical gestures to
recapture interest. Another effective technique is to pause and ask a direct, engaging question to the
group, which shifts the meeting from a monologue to a dialogue. By involving them in the conversation,
you force them to process the information actively rather than just hearing it.



15. When you are in a classroom, listening to a lecture, what are the ways in which you can listen
actively? Consider the common distractions that can prevent effective listening and propose ways to
overcome them.

A) Active listening in a classroom involves more than just silence; it requires a physical and mental
commitment to the speaker. You can practice this by taking structured notes, maintaining eye contact
with the professor, and practicing visualization by imagining the concepts being taught. Asking
clarifying questions at appropriate times also keeps your mind focused and ensures you are following
the logic of the lecture.

However, several distractions can hinder this process. External distractions include noise from
classmates or the use of mobile devices, while internal distractions include daydreaming, hunger, or
personal stress. To overcome these, you should sit near the front of the room to minimize visual clutter
and silence your phone. Mentally, you can combat daydreaming by summarizing what the teacher said
every few minutes in your head. By creating an environment and a mindset focused on the lecture, you
ensure that the information moves from your ears to your long-term memory.

Lesson — 2
Public Speaking for Success
- Dale Carnegie

Short Answers (2-3 Sentences)

1. What three elements does Carnegie recommend using to fix your idea in an audience's mind for the
purpose of persuasion?

A) Carnegie recommends using repetition, illustration (examples), and enthusiasm. By repeating your
core idea and painting a picture with examples, you make the concept stick, while your enthusiasm
makes it believable.

2. Name the three traditional appeals (pathos, logos, and ethos) and state what each one refers to.

A) Ethos refers to the speaker's credibility or character, Logos refers to logical reasoning and evidence,
and Pathos refers to an appeal to the audience’s emotions. Balancing these three ensures a persuasive
and well-rounded argument.

3. According to Carnegie, what are the two main ways a speaker can prepare for their argument in a
persuasive speech?

A) A speaker should prepare by thoroughly researching their topic to gain "reserve power" and by
organizing their points logically. This preparation allows the speaker to speak with authority and keep
the audience on track.

4. What are two examples of personal motivations (emotions) a speaker can appeal to when trying to
move people to action?



A) A speaker can appeal to desire for gain (financial or personal improvement) or social responsibility
(the urge to help others). People are often moved to action when they see how it benefits their self-
interest or their community.

5. What are the three essential components that Carnegie states every speech needs to have?
A) Every speech needs a clear purpose, supporting evidence (like stories or facts), and a call to action.
Without these, a speech lacks direction and fails to produce a result.

6. What method does Carnegie suggest a speaker should use for exploring different ways of arranging
the ideas of their speech before transcribing and editing?

A) Carnegie suggests using notecards or loose slips of paper to jot down individual ideas. This allows
you to physically shuffle and rearrange the order of your points to find the most effective flow before
you start writing.

7. What is the third of the three rules for using your memory effectively, as recommended by Carnegie?
A) The third rule is Repetition. By reviewing and repeating information at intervals, you reinforce the
neural pathways, making it much easier to recall the points during a high-pressure speech.

8. What recommendation does Carnegie give regarding the size of the stage or room for a speech?

A) Carnegie recommends choosing a smaller room that can be filled by the audience rather than a large,
half-empty hall. A crowded room creates a "mob psychology" and a sense of excitement that is lost in
a cavernous space.

9. What two actions does Carnegie suggest for a speaker to do right before their speech to get energized?
A) He suggests taking deep breaths to oxygenate the blood and steady the nerves. He also advises
moving or acting energetic (like walking briskly) to physically jumpstart your enthusiasm.

10. To engage an audience right from the start, what is the primary advice Carnegie gives regarding
how the speaker should feel and speak?

A) The speaker should feel genuinely interested in their topic and speak with animation and vitality. If
the speaker acts like they are excited to share their message, the audience will naturally catch that same
energy.

11. What is the most effective way to begin and end a speech, and why is storytelling so important in
the middle?

A) Begin with a hook (like a startling fact or question) and end with a summary and call to action.
Storytelling is vital in the middle because it keeps the audience's attention and makes abstract points
relatable and memorable.

Short Paragraph Answers

12. Explain the four-step process Carnegie recommends for moving people to action.

A) The process begins by gaining attention with a strong opening. Next, you build confidence by
showing your expertise or using evidence. Then, you state your facts to appeal to the audience’s reason.
Finally, you appeal to their motives (emotions) to trigger the actual "call to action."

13. Describe Carnegie’s recommendations for a memorable speech closing.



A) A strong closing should restate the main points briefly so they are fresh in the audience's mind. The
speaker should then express a sincere personal sentiment to connect emotionally. Finally, the speech
must end with a specific call to action that tells the audience exactly what to do next.

14. How does Carnegie suggest managing nervousness?
A) He advises "acting as if" you are brave, maintaining good posture, and focusing on the importance
of the message rather than yourself to project confidence.

15. Describe the process of refining a speech’s structure, from macro to micro, as suggested by
Carnegie.

A) The process begins at the macro level by deciding on the overall purpose and the main "hook". It
then moves to the micro level by selecting specific stories, facts, and analogies that support each
individual point to ensure the message is concrete.

16. Carnegie offers four templates for structuring a speech. Describe Template (2) and Template (3)
and explain how they differ in their approach to starting the speech.

A) Template (2) often starts by stating a problem and then providing a solution, whereas Template (3)
may start with an illustrative story or example to build interest before introducing the main topic. They
differ because Template (2) appeals directly to the audience's logic and needs, while Template (3) uses
narrative to capture their emotions first.

17. Explain the first two of Carnegie’s three rules for using memory effectively (Create lasting
impressions and Liberally Associate Your Memories), describing the steps involved in each.

A) To create lasting impressions, you must focus intently on the information to "burn" it into your mind
through visualization or concentration. To liberally associate, you connect the new information to a fact
you already know, creating a mental "hook" that makes retrieval much easier.

18. How should a speaker use last-minute preparations on the day of their speech to ensure they are
mentally, physically, and emotionally ready to deliver a speech with poise and conviction?

A) A speaker should use the final hours to review their opening and closing until they are second nature,
which builds mental poise. Physically, they should avoid heavy meals and practice deep breathing,
while emotionally, they should focus on the service they are providing to the audience to replace fear
with conviction.

19. According to Dale Carnegie, what are the "Three Iron Rules" a speaker must adhere to?

A) The "Three Iron Rules" are: know your subject, be enthusiastic, and be yourself. These are crucial
because they form the foundation of sincerity; if an audience feels you are prepared and authentic, they
are much more likely to be persuaded by your message.

20. How does Dale Carnegie advise speakers to manage their nervousness and project confidence?

A) Carnegie advises "acting as if" you are brave to actually become brave. By maintaining good posture,
taking deep breaths, and focusing on the importance of the message rather than yourself, the nervous
energy is transformed into dynamic platform energy.



Lesson -3
Important Reading Skills : Defined with Improvement Strategies
-Indeed Editorial Team

Short Answers (2-3 Sentences)

1. Discuss the advantages of having good reading skills.

A) Good reading skills improve your ability to communicate clearly and process complex information
quickly. They also expand your vocabulary and enhance your overall professional image in the
workplace.

2. Define reading comprehension.
A) Reading comprehension is the ability to understand, process, and retain the meaning of a text. It
involves more than just recognizing words; it’s about grasping the underlying message and context.

3. In what ways does reading comprehension go beyond merely reading the words?
A) It involves critical thinking to interpret the author's tone and intent. It also requires the reader to
connect new information with their existing knowledge to form a complete understanding.

4. List the skills necessary for developing reading comprehension.

A) Key skills include a strong vocabulary, the ability to identify the main idea, and effective note-
taking. Additionally, practicing active reading—like summarizing as you go—is essential for deep
understanding.

5. Differentiate between phonemic and phonological awareness.

A) Phonological awareness is the broad ability to recognize various sound structures in language, like
rhymes or syllables. Phonemic awareness is a specific sub-skill that focuses strictly on identifying and
manipulating individual sounds (phonemes) within words.

6. Who is a fluent reader?

A) A fluent reader is someone who can read a text accurately, at a steady pace, and with proper
expression. They don't need to stop and sound out every word, which allows them to focus entirely on
the meaning of the content.

7. Identify the two reading strategies for vocabulary growth.

A) One strategy is using context clues to guess the meaning of unfamiliar words based on the
surrounding text. The second is morphemic analysis, which involves breaking a word down into its root,
prefix, and suffix to determine its meaning.

8. What does it mean to make inferences and why is it crucial?

A) Making inferences means "reading between the lines" to draw logical conclusions that aren't
explicitly stated by the author. It is crucial because it allows for a deeper, more nuanced understanding
of the text’s purpose and tone.

9. Define scanning.

A) Scanning is a rapid reading technique used to locate specific facts or pieces of information, such as
a date or a name. Instead of reading every word, your eyes move quickly across the page until you find
the specific detail you need.



Short Paragraph Answers

10. Evaluate the importance of developing good reading skills.

A) Developing good reading skills is a cornerstone of professional and personal growth. It enables
individuals to stay informed, learn new technical concepts efficiently, and avoid costly
misunderstandings in business communication. Furthermore, strong reading habits foster empathy and
critical thinking, which are vital for effective leadership and decision-making.

11. Examine a few techniques that can help in improving reading comprehension.

A) To improve comprehension, readers can use techniques like pre-reading, where they skim headings
and summaries before diving in. Annotating or taking notes while reading helps keep the mind engaged
and provides a quick reference for key points later. Finally, summarizing sections in one's own words
ensures that the material has been truly understood rather than just glanced over.

12. Demonstrate the uses of various types of reading techniques.

A) Different tasks require different techniques: Skimming is best for getting the "big picture” of a long
report quickly. Scanning is used when looking for a specific number or keyword in a document. Detailed
reading is necessary for complex instructions or legal contracts where every word matters for accuracy.

13. Draw the contrast between intensive and extensive reading.

A) Intensive reading involves a deep, focused dive into a short, complex text to understand every detail
and grammatical structure. In contrast, extensive reading involves reading longer texts—Ilike novels or
long articles—for pleasure or general information without worrying about every unfamiliar word. While
intensive reading builds specific technical accuracy, extensive reading builds overall fluency and
vocabulary.



Lesson — 4
7 Ways to Improve your Writing Skills
-Coursera Staff

Short Answers (2-3 Sentences)

1. What are some specific components of writing skills mentioned in the text, and why are they
important?

A) Key components include grammar, spelling, structure, and vocabulary. These are important because
they ensure your message is professional, clear, and easy for the reader to follow without confusion.

2. How can reading regularly help someone improve their writing skills?

A) Reading exposes you to different writing styles, diverse vocabularies, and effective sentence
structures. Over time, you subconsciously adopt these good habits, which helps you develop your own
unique "voice" in writing.

3. What proofreading strategies are suggested in the text, and how do they enhance the quality of
writing?

A) Strategies include reading your work out loud and taking a break before reviewing. These help you
catch awkward phrasing and hidden errors that your brain might skip over when reading silently or
immediately after writing.

4. According to the article, why is feedback an essential part of the writing process?

A) Feedback provides an outside perspective on whether your message is actually clear to others. It
helps identify "blind spots" or sections that make sense to you but might be confusing to your intended
audience.

5. Do you think grammar and spelling are more important than structure when it comes to effective
writing? Why or why not?

A) They are equally important; while good grammar and spelling build credibility, clear structure
ensures the reader can understand the logic. Without structure, even perfectly spelled sentences won't
lead to a coherent point.

6. The text suggests avoiding passive voice. In your opinion, are there situations where passive voice
might actually be more effective?

A) Yes, passive voice can be effective when the action is more important than the person doing it, such
as in scientific reports or when you want to remain neutral. For example, "The experiment was
conducted" is often preferred over "I did the experiment."

7. The article highlights practice as key to improving writing. Do you agree that practice alone is
enough, or is guidance equally necessary?

A) While practice builds speed, guidance is necessary to ensure you aren't just repeating bad habits.
Feedback and study help you recognize mistakes so that your practice actually leads to improvement.

8. The article suggests replacing clichés with original phrasing. Why do you think originality is valued
in writing, and can clichés ever be effective?



A) Originality is valued because it keeps the reader engaged and makes your message feel more sincere.
Clichés can be effective for quick communication in casual settings, but they often make formal writing
feel uninspired.

Short Paragraph Answers

9. Why is proofreading considered an important step in the writing process, and what techniques can
make it more effective?

A) Proofreading is the final "polish" that ensures your work is professional and error-free. Techniques
like reading the text backward or changing the font size can force your brain to look at the words more
closely. This prevents small typos from distracting the reader and undermining your authority as a
writer.

10. How does reading regularly influence the way someone develops their writing skills?

A) Regular reading acts as a passive form of training by showing you how professional writers handle
transitions and tone. It expands your mental "toolbox" of words and phrases, allowing you to express
complex ideas more simply. By seeing how others succeed, you learn what works and can apply those
techniques to your own documents.

11. What role does feedback play in improving a person’s writing, and who are the best people to seek
feedback from?

A) Feedback serves as a reality check for your writing, highlighting areas that need more detail or better
flow. The best people to seek feedback from are those who represent your target audience or peers who
have strong communication skills. Their honest input allows you to refine your message before it
reaches its final destination.

12. According to the article, why is it important to focus on both grammar and spelling as well as
structure in writing?

A) Grammar and spelling act as the foundation for trust, showing that you are detail-oriented and
professional. Structure, on the other hand, acts as the map for your thoughts. Focusing on both ensures
that your writing is not only technically correct but also logically sound and persuasive.



Module 2
Creative Challenge

Lesson — 2
Your Truth is the Most Powerful Tool
-Oprah Winfrey

Short Answers (2-3 Sentences)

1. Recall the name of the venue of the 75th Golden Globes Awards gala.

A) The 75th Golden Globe Awards gala was held at the The Beverly Hilton in Beverly Hills, California.
It is a historic venue that has hosted the ceremony for many decades.

2. Who introduced Oprah Winfrey during the 75th Golden Globes Awards gala?

A) Oprah Winfrey was introduced by actress and producer Reese Witherspoon. In her introduction,
Witherspoon spoke about Oprah’s legendary career and the profound impact she has had on people
worldwide.

3. How does Witherspoon describe her experience spending four hours in the makeup trailer daily with
Oprah Winfrey?

A) Witherspoon described it as a masterclass in life, noting that spending those hours together was like
being in "Oprah’s classroom." She cherished the opportunity to learn from Oprah’s wisdom, kindness,
and stories during their time filming together.

4. Discuss the importance of Sidney Poitier being awarded the Cecil B. DeMille Award in 1982. (Note:
The prompt mentions 1964, but he received the Cecil B. DeMille Award in 1982; he won the Oscar in
1964).

A) Oprah recalled watching Poitier win the Oscar in 1964 as a transformative moment for her as a young
girl. His receiving the Cecil B. DeMille Award in 1982 was significant because he was the first Black
person to receive that specific honor, breaking a major industry barrier.

5. What is meant by 'the era of Jim Crow'?

A) The "era of Jim Crow" refers to a period in American history marked by state and local laws that
enforced racial segregation. During this time, Black Americans faced systemic discrimination,
disenfranchisement, and limited access to public facilities and opportunities.

6. Recall the lesson that Oprah learned from Maya Angelou.

A) Oprah learned from Maya Angelou that people may forget what you said or did, but they will never
forget how you made them feel. This lesson influenced Oprah’s approach to communication, focusing
on empathy and emotional connection.

7. Discuss the rationale behind presenting Oprah with the Cecil B. DeMille Award.

A) Oprah was presented with the award because of her incredible contributions to the world of
entertainment and her role as a global cultural icon. The award recognized her talent as an actress, her
success as a producer, and her life's work in using media to inspire and empower others.



Short Paragraph Answers

8. Explain the importance of the press, as discussed by Oprah Winfrey.

A) Oprah emphasized that the press is under siege but remains vital for uncovering the absolute truth.
She noted that a free and dedicated press is necessary to hold the powerful accountable and to shine a
light on injustice. By valuing journalists, society ensures that the stories of the marginalized are heard
and that corruption does not go unchecked.

9. Examine the context in which Oprah says that 'speaking your truth is the most powerful tool we all
have.'

A) Oprah shared this message in the context of the #MeToo and Time’s Up movements. She was
honoring the women who had been silenced for years by a culture of broken men but finally found the
courage to speak up about their experiences. By calling "truth" a tool, she encouraged everyone to use
their voices to dismantle systemic abuse and create a more equitable world.

10. How does Oprah demonstrate the significance of Recy Taylor’s story in the contemporary context?
A) Oprah used the story of Recy Taylor—a Black woman who sought justice for her 1944 kidnapping
and rape but never received it—to show that the struggle for justice is long-standing. Taylor’s story
serves as a reminder of the many women whose voices were ignored for decades. In a contemporary
context, Taylor’s legacy lives on through the modern movements that finally allow women to say
"Time's Up."

11. Apply Oprah’s idea of aligning one’s personality to what the soul desires to do to the context of
business. What role does authenticity play in business success?

A) In business, aligning personality with the soul’s desire means pursuing work that feels genuinely
meaningful rather than just profitable. Authenticity plays a massive role because customers and partners
can sense when a leader is sincere. An authentic business builds deeper trust, fosters a loyal community,
and allows for long-term success that is driven by purpose rather than just short-term gain.

12. Critically examine Oprah’s statement—'the core of you is the same as the core of me.'

A) This statement highlights the shared human experience and the universal emotions we all feel,
regardless of our status or background. It suggests that at our most basic level, we all desire to be seen,
heard, and valued. By recognizing this common core, we can build bridges across differences and
practice greater empathy in our daily interactions and professional lives.



Lesson — 2
Creativity and Commerce: The Battle and the Balance
-Michael Hess

Short Answers (2-3 Sentences)

1. Explain what Michael Hess identifies as the toolboxes necessary for a successful career.

A) Hess identifies two essential toolboxes: the creative toolbox (your talent and skills) and the
commercial toolbox (business acumen and professional behavior). Success comes from knowing how
to use both effectively in tandem.

2. Whom does Hess describe as his target audience?

A) Hess describes his target audience as creative individuals—specifically those graduating or starting
careers—who need to understand how to navigate the business world without losing their artistic
identity.

3. What, according to Hess, is the first and the biggest thing we are selling?
A) According to Hess, the first and biggest thing we are selling is ourselves. Before a client buys your
creative work, they must first buy into your professionalism, reliability, and character.

4. Provide the reasons that Hess gives to argue that casual language in an introductory email can hurt a
fledgling career.

A) Casual language can signal a lack of respect and professionalism to a potential employer or client.
It may suggest that you do not take the business seriously, leading them to choose a more polished
candidate instead.

5. What does Hess mean by “this is how it is done” mentality?

A) This mentality refers to a rigid adherence to traditional business standards and professional etiquette.
It emphasizes following proven professional norms—Iike punctuality and formal communication—to
gain credibility in the commercial world.

6. Explain how striving for perfection can curtail the success of a business.

A) Striving for perfection often leads to missed deadlines and inflated costs. In commerce, "good
enough" delivered on time is usually more valuable than a "perfect" product that arrives too late to be
useful.

7. What is a tape gun and what does it represent?

A) A tape gun is a physical tool used for packing boxes, but it represents the unglamorous, practical
work required in business. It symbolizes a person's willingness to do whatever task is necessary to get
the job done, regardless of their creative status.

8. What does Hess mean by ‘a utility player’?

A) A'utility player' is someone who is versatile and can perform many different roles within a company.
These individuals are highly valuable because they fill gaps and solve problems outside their primary
creative specialty.

9. Why is it important, as a creative person, to know the basic model of your business?



A) Knowing the business model helps you understand how the company makes money. This allows
you to align your creative output with the company's financial goals, making you an asset rather than
just an expense.

10. Differentiate between a right-brained and a left-brained person.
A) A right-brained person is typically intuitive, creative, and emotional, focusing on the "big picture."
A left-brained person is usually analytical, logical, and detail-oriented, focusing on structure and data.

11. Why is it great to be a ‘rightie’?

A) Being a 'rightie' (right-brained) is great because it means you possess innovation and unique vision.
These creative strengths allow you to come up with original ideas that can set a business apart from its
competitors.

12. What is meant by an ‘intrinsically creative business’?

A) An intrinsically creative business is one where the core product is an act of creativity, such as a
design firm, an ad agency, or a film studio. In these businesses, the "commerce" is built entirely around
selling creative talent.

Short Paragraph Answers

13. Negotiating self-expression and commercial success.

A) A creative can negotiate this by viewing commercial constraints as a creative challenge rather than
a limitation. By delivering what the client needs first, you build the trust and "capital" necessary to
introduce more of your own free-spirited ideas later. It is a balance of giving the market what it wants
while subtly infusing it with your unique style.

14. Importance of compromise in commerce.

A) Hess illustrates that compromise is the oil that keeps the machine running. In business, you rarely
get 100% of your creative vision; you must meet the client or the budget halfway. Those who refuse to
compromise often find themselves without work, while those who adapt find long-term commercial
success.

15. Julie and the "this is not what I do" mentality.

A) Julie exemplifies the alternative by being willing to step outside her comfort zone to help the
business. Instead of saying "this is not my job," she takes on necessary tasks (like the "tape gun" work).
This attitude makes her indispensable and proves that her commitment to the team's success is greater
than her ego.

16. Pitfalls in commercial transactions (the wife's experience).

A) Hess uses his wife’s experience to show that failing to define the scope of work can lead to burnout
and resentment. If a creative doesn't set professional boundaries or understand the contract, they may
end up doing extra work for free. This pitfall happens when "creatives" ignore the "commercial" details
of a deal.

17. The role of compromise in career trajectory.

A) Compromise determines whether a creative person scales their career or stays stagnant. According
to Hess, the ability to bend your vision to fit a commercial goal allows you to take on larger projects
and reach wider audiences. A trajectory built on compromise leads to a sustainable, high-level career
in the industry.



Lesson -3
My Life: A Name Trimmed with Coloured Ribbons
-Lyn Hejinian

Short Answers (2-3 Sentences)

1. Discuss who the ‘they’ in the text could represent. Justify your answer.

A) In the context of the poem, "they" often represents society, adults, or authoritative figures who
impose order and structure on a child’s world. This is justified by the text's focus on how external
influences shape one's identity and memories during the transition from childhood to adulthood.

2. In what way does the narrator think the leaves outside the window trick the eyes?

A) The narrator suggests that the leaves trick the eyes through their constant movement and changing
light, which creates an illusion of depth and life that may not be there. This visual instability reflects
the narrator's theme that perception is often fragmented and unreliable.

3. Explain—°‘the imagination is more restless than the body.’

A) This phrase means that while the physical body may be still or confined, the mind is constantly
wandering, creating stories and exploring memories. It highlights the vast, uncontainable nature of
human thought compared to the physical limitations of our daily lives.

4. What is the image used to describe ‘the message of happiness’?

A) The "message of happiness" is often associated with images of light, color, or small domestic details,
such as the "colored ribbons" mentioned in the title. These images suggest that happiness in the poem
is found in fleeting, aesthetic moments rather than grand events.

5. List out a few images of childhood play employed by Lyn Hejinian.

A) Hejinan uses images such as playing with ribbons, observing nature through windows, and
fragmented games that lack clear rules. These images emphasize the non-linear and experimental nature
of how children interact with their environment.

6. What, according to the narrator, would make one feel that they have betrayed their ideals?

A) The narrator suggests that conforming to rigid social expectations or losing one's sense of wonder
and curiosity leads to a feeling of betrayal. When a person trades their imaginative freedom for a
"trimmed" and organized life, they move away from their original, authentic self.

Short Paragraph Answers

7. Discuss how the expression ‘Life is hopelessly frayed, all loose ends’ represent the central ideas
presented by Lyn Hejinian.

A) This expression captures Hejinian’s belief that identity and memory are never complete or perfectly
organized. Instead of a neat story, life is a collection of "loose ends"—bits of conversation, passing
thoughts, and unfinished experiences. By describing life as "frayed," she argues that the beauty of
human existence lies in its messy, fragmented reality rather than a forced, artificial structure.

8. Evaluate the various images that evoke childhood innocence and wonder in “My Life: A name
trimmed with colored ribbons.”

A) The poem uses sensory-rich images like bright ribbons, the play of light on leaves, and the vastness
of a room to evoke the sense of wonder felt by a child. These images represent a time when the world



felt full of mystery and every small object held significant meaning. The "colored ribbons" specifically
suggest a decorative, celebratory view of identity before it becomes weighed down by adult
responsibilities.

9. Analyse the effect of the subversion of the title “My Life: A name trimmed with colored ribbons”
towards the end of the text.

A) Towards the end, the "trimming" of the name suggests a limitation or a cutting away of possibilities
as one grows older. While ribbons are initially seen as playful decorations, the act of "trimming" implies
that society begins to prune and shape an individual's identity to fit a specific mold. This subversion
highlights the tension between the freedom of childhood and the restricted nature of adult life.

10. There is a sense of sorrow and joy that alternates in “My Life: A name trimmed with colored
ribbons” by Lyn Hejinian. Elaborate.

A) The joy in the poem comes from the vibrant, sensory details of discovery and the freedom of the
imagination. However, this is balanced by the sorrow of forgetting and the inevitable passage of time.
The "alternating" sense of emotion reflects the bittersweet reality that while we gain knowledge as we
age, we often lose the pure, unfiltered intensity of our earliest experiences.

11. Discuss how Hejinian’s work corresponds with and deviates from the work of other Language
movement poets.

A) Hejinian corresponds with the Language movement through her rejection of traditional narrative and
her focus on how language itself shapes our reality. However, she deviates by making her work deeply
personal and autobiographical, even if it is fragmented. While many Language poets are purely abstract,
Hejinian uses the "new sentence" to explore the intimate, lived experience of womanhood and aging.



Lesson — 4
Gender Equality is Not just a Women’s Issue
- Laura Amaya, Clare Schroder,
Sandra Medrano, Alexandra Geertz

Short Answers (2-3 Sentences)

1. What is Sustainable Development Goal 5?

A) Sustainable Development Goal 5 (SDG 5) is one of the 17 global goals set by the United Nations,
specifically focused on achieving gender equality. It aims to empower all women and girls by ending
discrimination, violence, and harmful practices worldwide.

2. Describe the reasons for and the result of ‘time poverty.’

A) Time poverty occurs when individuals, primarily women, must spend excessive hours on unpaid
domestic work and caregiving, leaving little time for education or paid employment. The result is a
significant barrier to economic independence and personal growth, as their "time" is consumed by
survival and household maintenance.

3. What are gendered social norms?

A) Gendered social norms are the informal rules and collective expectations that dictate how men and
women "should" behave in a society. These norms often assign specific roles—such as women being
the primary caregivers and men being the providers—which can limit individual potential.

4. Explain how gendered social norms affect the behaviour of men.

A) These norms often pressure men to suppress their emotions and avoid "feminine" tasks, such as
domestic chores or childcare, to maintain an image of traditional masculinity. This can lead to increased
stress, restricted relationship depth, and a reluctance to seek help for mental or physical health issues.

5. What is the role of sponsors in the workplace?

A) Sponsors are senior leaders who use their influence and authority to actively advocate for an
employee's career advancement. Unlike mentors who provide advice, sponsors help secure high-
visibility projects and promotions for their "protégés".

Short Paragraph Answers

6. Equality is relational—Elaborate.

A) Equality is considered relational because the status of women cannot be improved in isolation; it is
deeply connected to the roles and behaviors of men. For women to have more opportunities in the
workplace, men must be willing to share the responsibilities of the home. Therefore, gender equality
requires a shift in the way both genders relate to one another and share the burdens and benefits of
society.

7. Relevance of the work done by Promundo in Brazil.

A) The organization Promundo has been instrumental in Brazil by engaging men and boys to challenge
traditional views of masculinity. Their programs encourage men to take an active role in caregiving and
to reject violence, which directly supports SDG 5. By changing male attitudes at a local level, they help
create a safer and more equitable environment for women and girls.

8. Impact of men lacking access to accurate information on sexuality and relationships.



A) When men lack unbiased information, they often rely on harmful stereotypes or "locker room" myths
that promote dominance and emotional detachment. This can lead to unhealthy relationship dynamics,
a lack of empathy, and higher rates of gender-based violence. Providing accurate information is
essential for helping men build respectful, consensual, and supportive partnerships.

9. What role can companies play in shifting gender-related social norms?

A) Companies can shift norms by implementing policies like paid parental leave for all genders, which
encourages fathers to be caregivers. They can also ensure equal pay and use gender-neutral language in
their internal communications. For example, a company that publicly celebrates men taking "paternity
leave" helps normalize the idea that domestic care is a shared responsibility.

10. Reasons leading to women being “over-mentored and under-sponsored.”

A) Women are often given plenty of advice (mentorship) but lack influential leaders who will "bet" on
them for big roles (sponsorship). This happens because male leaders may unconsciously feel more
comfortable advocating for other men who remind them of themselves. As a result, women may be
well-trained but remain stuck in middle management while their male colleagues are pulled up into
executive positions.

Essay Outline
11. Critically evaluate the three reasons for engaging men and boys to improve gender equity.

e Gender Equality Benefits Everyone (The "Double Dividend"): The authors argue that gender
equality is not a zero-sum game where men lose as women gain. Instead, it creates a "double
dividend" where men benefit through improved health, stronger emotional connections with
their children, and reduced pressure to be the sole provider. Critically, this shift challenges the
restrictive "Man Box" of traditional masculinity, leading to higher life satisfaction for men
while simultaneously advancing women's rights.

e Men Control the Power Structures: Because men currently hold the majority of leadership
positions in business and government, they act as the "gatekeepers" to systemic change.
Engaging them is not just a preference but a strategic necessity. When men in power actively
champion gender equity—moving beyond simple mentorship to providing high-stakes
sponsorship—they can dismantle institutional barriers from the inside, accelerating progress
far more effectively than women working alone outside those power structures.

o Sustainability and Social Stability: For gender equality to be permanent, it must be culturally
embedded. Engaging boys from a young age ensures that the next generation views equality
as a shared value rather than a conflict. By addressing the root causes of gendered social
norms—such as the lack of unbiased information on relationships—society can reduce rates
of violence and create a more stable, productive economy. This reason emphasizes that
involving men is the only way to ensure that progress in women's empowerment is not met
with backlash or eventual reversal.



Module — 3
Competence: Learning the Art of Win-Win

Lesson - 1
How I Built This with Guy Raz — The True Story of Instagram
-Guy Raz, Kevin Systrom, Mike Krieger

Short Answers (2-3 Sentences)

1. What was Instagram’s initial concept, and how did it evolve into the photo-sharing app we know
today?

A) Instagram started as Burbn, a complicated check-in app similar to Foursquare. The founders realized
the app was too cluttered, so they stripped away everything except the photo-sharing and filter features,
renaming it Instagram.

2. What pivotal “all-is-lost” moment did the Instagram founders face, and how did they overcome it?
A) The "all-is-lost" moment occurred when they realized Burbn was failing because it was too difficult
to use. They overcame it by having the courage to "pivot," completely scrapping their original work to
focus on a simple, beautiful photo experience.

3. How did the founders manage to gain such rapid initial user growth after Instagram’s launch?
A) They focused on "influencers" and designers first, giving them early access to the app to ensure high-
quality content. This created a "cool factor" that led to 25,000 downloads on the very first day.

4. What key insight about entrepreneurship can be gleaned from Kevin Systrom and Mike Krieger’s
journey?

A) The key insight is the importance of simplicity and pivoting. Success often comes from doing one
thing exceptionally well rather than trying to do everything at once.

Paragraph Answers

5. What was the founder’s initial inspiration or “aha moment” that led them to start their company, and
A) how did this early motivation evolve?

Kevin Systrom’s "aha moment" came while walking on a beach with his partner, Nicole. She mentioned
she wouldn’t post photos because they didn't look good, which led Kevin to realize that filters could
make anyone’s photos look professional. This shifted their motivation from building a social utility
(Burbn) to building a creative tool that made people feel confident about their photography.

6. Describe one significant challenge the founder faced during the early stages. How did they overcome
this, and what did they learn?

A) A major challenge was the technical scale of the app's instant popularity; their servers kept crashing
under the weight of new users. They overcame this by working around the clock to move their database
to the cloud and optimizing their code for speed. They learned that a "good problem" (too many users)
can still kill a company if you aren't prepared to scale technically.

7. Explain the core product or service of Instagram in your own words. What makes it unique?
A) The core service is a visual social network focused on high-quality, mobile photography. What made
it unique was the combination of instant filters, a square aspect ratio, and a fast uploading speed. They



convinced first users by making their phone photos look like professional art, something other apps
weren't doing at the time.

Essay-Style Summaries

8. What was the founder’s approach to funding their business in the beginning?

A) The founders took a lean approach initially, raising a seed round of $500,000 from venture capitalists
based on the prototype of Burbn. This funding gave them the "runway" to experiment and eventually
pivot. Because they kept their team very small, this strategy allowed them to grow extremely fast
without the "bloat" of a large staff, leading to a massive acquisition by Facebook for $1 billion with
only 13 employees.

9. Identify a major turning point or a critical decision in the company’s history.

A) The most critical decision was stripping Burbn down to just photos. This was a massive risk because
they had already raised money for a check-in app. By choosing to focus on a single, "magical" feature
rather than a dozen mediocre ones, they created a product that was intuitive. The long-term outcome
was the creation of one of the most influential social media platforms in history.

Would you like me to help you draft a summary of the "Burbn to Instagram" pivot for a presentation or
study guide?

Lesson - 2
6 Negotiation Skills All Professionals Can Benefit From
-Kelsey Miller

Short Answers (2—3 Sentences)

1. What is the "zone of possible agreement” (ZOPA) and why is it important in negotiation?

A) The ZOPA is the range in a negotiation where two or more parties can find common ground and
reach an agreement. It is important because it identifies the overlapping area between the minimum and
maximum limits of both sides, showing if a deal is actually possible.

2. How does a person’s BATNA help them in a negotiation?

A) A BATNA (Best Alternative to a Negotiated Agreement) acts as a person’s "safety net" or backup
plan if the current negotiation fails. It helps by giving the negotiator more confidence and power to walk
away from a bad deal.

3. According to the text, why is communication considered an essential negotiation skill?

A) Communication is essential because it allows negotiators to clearly state their needs and understand
the other party's interests. Effective communication helps build the trust necessary to reach a mutually
beneficial solution.

4. What is the role of emotional intelligence in negotiations, and how can it be used to one’s advantage?
A) Emotional intelligence allows a negotiator to manage their own emotions and read the feelings of
others. It can be used as an advantage to stay calm under pressure and to build a positive relationship
that encourages the other side to cooperate.

5. Explain the concept of "value creation" as an alternative to "slicing the pie."



A) "Slicing the pie" assumes there is only a fixed amount of value to fight over, while "value creation"
focuses on finding ways to grow the pie. It involves identifying shared interests so that both parties
walk away with more than they initially expected.

Paragraph Answers

6. The text mentions that "planning" is essential for negotiation. What are the two specific components
of planning that are highlighted?

A) Planning involves identifying your goals and understanding your alternatives. By knowing exactly
what you want (your target) and what you will do if the deal fails (your BATNA), you are prepared for
both a successful outcome and an unsuccessful one. This preparation ensures you don't accept a deal
that is worse than your backup plan.

7. Elaborate on how a negotiator with high emotional intelligence might act differently from one with
low emotional intelligence.

A) A negotiator with high emotional intelligence stays composed even when the other party becomes
aggressive or difficult. They are skilled at "active listening," which helps them pick up on subtle cues
that a person with low emotional intelligence might miss. By validating the other side's feelings, they
can de-escalate tension and keep the conversation productive.

8. Discuss how the pursuit of a larger slice for oneself (a common negotiation strategy) can be
counterproductive.

A) Focusing only on a "larger slice" creates a competitive, win-lose atmosphere that can damage long-
term business relationships. It often leads to "leaving value on the table" because the parties are too
busy fighting over one small point to see other opportunities. This approach can make the other party
reluctant to work with you again in the future.

9. Explain how defining your role and understanding your value are foundational to a successful
negotiation.

A) Defining your role ensures you know exactly what authority you have to make decisions during the
meeting. Understanding your value—or what you bring to the table—gives you the confidence to stand
firm on your requirements. Together, these elements prevent you from being intimidated and help you
present a professional, persuasive case.

Essay-Style Summaries

10. Synthesis of the author’s primary argument: Is negotiation a competition or a collaborative process?
A) The author argues that while many see negotiation as a competition, it is most effective when treated
as a collaborative process. Developing negotiation skills is essential for professionals not just to "win,"
but to build stronger partnerships and create value. By using evidence like the "ZOPA" and "value
creation”" concepts, the author shows that the best outcomes happen when both sides feel their needs
have been met through cooperation rather than conflict.

11. How do the six key negotiation skills interrelate to form a cohesive strategy?

A) The six skills—Preparation, Communication, Emotional Intelligence, Value Creation, BATNA, and
Reflection—work together as a cycle. Preparation and BATNA give you the foundation;
Communication and Emotional Intelligence allow you to navigate the live conversation; and Value
Creation helps you find the best deal. Finally, reflecting on the process ensures you improve your
strategy for the next time, making you a more effective professional overall.



Lesson -3
Economic History of Kerala from 1800 to 1947 AD Part I: Malabar
- B.A. Prakash

Short Answers (2-3 Sentences)

1. According to the text, what was the primary economic activity of the people in Malabar at the
beginning of the 19th century, and what percentage was engaged in non-agricultural activities?

A) The primary economic activity was agriculture, as Malabar was a predominantly agrarian economy.
Approximately 28% of the population was engaged in non-agricultural activities at that time.

2. What were the two main factors that B. A. Prakash intended to emphasize as an alternative
explanation for Malabar’s agricultural backwardness?

A) He emphasized unfavourable colonial policies and an exploitative land tenure structure. These
factors restricted the growth of the agricultural sector more than natural or social factors.

3. Why did Malabar, which was an exporter of rice in the early 19th century, begin to import large
quantities of it after 18607

The shift occurred because resources and land were diverted from food crops to commercial cash crops
like pepper and coconut. Additionally, the population grew faster than the local food production could
keep up with.

4. Besides the spread of cultivation to other countries, what were the other factors that contributed to
the decline of pepper as Malabar’s main export?

A) Key factors included the spread of crop diseases that destroyed vines and unfavourable price
fluctuations in the global market. Colonial taxation policies also made it less profitable for local farmers.

5. What was the policy adopted by the East India Company in the 1820s to encourage coffee cultivation
in Malabar?

A) The Company granted tax exemptions and land on favorable terms to European planters to start
coffee estates. This was done to diversify exports and increase colonial revenue.

Paragraph Answers

6. What does the decline of pepper imply about the resilience and adaptability of Malabar’s agricultural
sector under British rule?

A) It implies that the sector was highly vulnerable to external shocks. Because the economy was forced
to depend on a few export items, farmers could not easily adapt when disease or global competition hit,
leading to widespread economic distress.

7. How do the authors counter T.W. Shea’s hypothesis?

A) The authors argue that Malabar's backwardness wasn't just due to social customs (as Shea suggested),
but due to deliberate colonial economic choices. They use examples of how high land revenue and the
lack of tenant security prevented farmers from investing in better farming methods.

8. What does the "chronic deficit in food grains" suggest about colonial priorities?



A) It suggests that the colonial administration prioritized revenue from cash crops over the food security
of the local people. Resources were pushed toward crops that could be sold in Europe, leaving the local
population dependent on expensive imported grain.

9. What do frequent famines reveal about the economic priorities of the ruling class?

A) They reveal a deep inequality in the distribution of wealth. While the ruling class and colonial state
profited from exporting coffee and pepper, the actual cultivators lived in poverty without enough
savings or food reserves to survive bad harvests.

Essay Summaries

10. Based on the entire text, summarize the central argument of the study regarding the reasons for
Malabar’s agricultural backwardness.

A) The study argues that Malabar's agricultural failure was not due to natural disasters or social customs,
but was a direct result of colonial economic structures. The central argument is built on three main
points:

* Exploitative Land Tenure: The British established a system that gave absolute power to landlords,
leaving the actual cultivating tenants with a very low share of the produce and no incentive to improve
the land.

* Commercialization over Subsistence: Colonial policies forced a shift from food grains to cash crops
like pepper and coffee to satisfy global markets, which destroyed local food self-sufficiency.

* Vulnerability to Global Markets: By tying the economy to international trade, Malabar became
helpless against global price crashes and crop diseases, leading to a stagnant and "backward" economy.

11. Trace the evolution of Malabar’s primary export crop from the early 19th century to the early 20th
century, and explain the key reasons for the rise and fall of each.

A) The export economy of Malabar went through several distinct phases:

* The Age of Pepper: At the start of the 19th century, pepper was the dominant export. It eventually
fell due to high colonial taxes, the spread of vine diseases, and new competition from other countries.

* The Rise of Coffee: In the 1820s, the East India Company encouraged coffee through tax exemptions
and land grants to European planters. However, this "boom" was short-lived as plant diseases and
fluctuating world prices made it an unreliable source of income.

* Shift to Coconut and Plantation Crops: By the late 19th and early 20th centuries, there was a shift
toward coconut and other plantation products. This rise was driven by a need to find alternatives after
the collapse of rice exports and the decline of pepper, though it still left the region in a "chronic deficit"
of food grains.

12. The text mentions that Malabar’s agricultural sector was characterized by "unfavourable land tenure
structure" and "low share received by the cultivating tenants." How did these factors, along with the
growth of cash crops, create a cycle of poverty and economic backwardness for the majority of the
population?

A) This cycle of poverty was created by a combination of high rents and market dependency:

* Lack of Investment: Because tenants received such a small share of the harvest, they lived on the
edge of survival and could not afford to invest in better seeds, tools, or irrigation.

* The Trap of Cash Crops: To pay the high cash rents demanded by landlords and the colonial state,
farmers were forced to grow cash crops instead of food.

* Market Shocks and Famine: When the price of cash crops dropped in the global market, farmers had
no money to buy food and no food crops of their own to eat. This led to frequent famines and a



permanent state of debt, ensuring that the majority of the population remained poor despite the high
value of the exports they produced.

Module — 4
Collaboration Challenge

Lesson -1
Teamwork can Make a Dreamwork
-Inhouse Incorporation

Short Answers (2-3 Sentences)

1. What is the central concept that the short film's title, "Teamwork can make a Dreamwork," is intended
to illustrate?

A) The title illustrates that while an individual may struggle with a task, a group working together can
achieve a "dream" goal that was otherwise impossible. It highlights that collaboration is the key to
turning ambitious plans into reality.

2. In the context of the film, what is the implied outcome or success that the characters achieve through
collaboration?

A) The characters successfully overcome a physical or technical obstacle that blocked their path when
they tried to move it alone. By coordinating their strength, they reach their destination or complete their
shared mission.

3. What is the primary emotion or feeling the video aims to inspire in the viewer regarding the benefits
of working together?

A) The video aims to inspire a sense of motivation and unity. It leaves the viewer feeling empowered,
showing that collective effort leads to a rewarding and shared sense of victory.

4. What is one specific lesson about individual effort versus collective effort that can be inferred from
the early moments of the film?

A) The early moments show that individual effort is often limited by personal strength and can lead to
quick exhaustion or failure. It teaches that working alone on a massive task is often inefficient compared
to a group strategy.



5. What common obstacle or challenge does the film imply can be overcome by utilizing teamwork?
A) The film implies that daunting, large-scale problems—often symbolized by a heavy object or a
complex puzzle—can be solved through teamwork. It suggests that "weighty" challenges become
lighter when shared.

6. According to the film's overall message, what must individuals first recognize about their own
abilities before true teamwork can begin?

A) Individuals must recognize their limitations and the fact that they cannot do everything alone. True
teamwork begins only when people set aside their egos and acknowledge that others bring necessary
strengths to the table.

Paragraph Answers

7. Describe the key contrast in outcomes between the characters' initial attempts to solve the problem
individually and their final successful attempt using teamwork.

A) Initially, the characters are shown struggling in isolation, often failing or getting frustrated because
their single efforts aren't enough to move the needle. In the climactic stage, the visual action shifts to a
synchronized movement where everyone pushes or pulls at the exact same time. This coordination leads
to an immediate and successful result, contrasting the earlier static failure with dynamic, forward
motion.

8. Explain the moment of realization where the characters likely understand the necessity of working
together.

A) The realization typically happens after a series of failed individual attempts leave the characters tired
and at a standstill. A visual cue, such as a shared look between characters or one character stepping
back to wave others over, signifies the shift from "I" to "we." This turning point shows they have
stopped seeing the problem as a personal burden and started seeing it as a team project.

9. How does the film visually represent the power of unity and cooperation?

A) Unity is represented by the characters forming a physical chain or line, showing their combined
strength. A specific sequence might show a close-up of hands joining together or feet bracing in unison,
which visually demonstrates that their strength is now multiplied rather than just added together.

10. Analyse the transition from individual struggle to collective success. What elements were crucial
for this conversion?

A) The transition depends on communication and coordination. Instead of everyone working at their
own pace, the characters begin to follow a shared rhythm or a single leader's signal. This element of
planning ensures that their energy is focused in the same direction at the same time, which is the "magic
ingredient" that converts failure into "dreamwork."

11. Summarize the final, concluding message of the film presented in the last 30 seconds.

A) The final message is that success is sweeter and more attainable when shared. It reinforces the theme
that no one is an island and that our greatest achievements as humans come from our ability to cooperate.
The takeaway for the audience is to look for collaborators rather than trying to carry every burden alone.

Essay Summaries
12. Analyse the short film as a motivational piece designed to persuade the audience of the value of
collaboration.



A) The film uses a classic "hero's journey" narrative arc, but with a team as the hero. It starts with a low
point (frustration/failure) to evoke empathy from the audience, then uses upbeat music and faster pacing
during the teamwork sequence to create an emotional "high." By visually showing the "before and after"
of teamwork, it persuasively argues that collaboration isn't just a nice idea—it is a functional necessity
for success.

13. Evaluate the effectiveness of the film in communicating its theme and how it applies to real-world
scenarios.

A) The film is highly effective because it uses simple, universal visual language that transcends any
specific industry. The core challenge—moving a heavy weight—is a perfect metaphor for a workplace
project or an educational goal. In a real-world scenario, like an office, this demonstrates that when team
members share information and sync their schedules, "heavy" deadlines become much more
manageable.

Lesson - 2
7 Problem-Solving Skills That Can Help You Be a More Successful
Manager
-Coursera Staff

Short Answers (2—3 Sentences)

1. What two primary things do managers oversee in a company?

A) Managers primarily oversee people and processes within a company. Their goal is to ensure that
both are working efficiently to meet the organization's objectives.

2. According to the passage, what is problem-solving defined as, in its dual nature?
Problem-solving is defined as both an ability (a natural talent or skill) and a process (a structured series
of steps). Together, these help a manager identify and resolve issues effectively.

3. Name one non-work environment where problem-solving ability can aid in resolving issues.

A) Problem-solving skills can aid in resolving issues in various non-work environments such as at
home, school, or in social settings. These skills help manage personal challenges and interpersonal
conflicts.

4. List two of the five main benefits that quick and effective problem-solving provides to a workplace.
A) Two main benefits include satisfied clients or customers and increased job fulfillment for employees.
When problems are solved quickly, it reduces stress and improves the overall quality of work.

5. Which supporting skill involves using analytical skills to distinguish between ineffective and
effective solutions?

A) The skill of Analysis involves using analytical thinking to evaluate different options. It helps
managers determine which solutions will actually work and which will fail.



6. What communication skill, besides speaking with an even tone and volume, is listed as helping to
enhance communication at work?

A) Active listening is highlighted as a crucial skill for enhancing communication. It ensures that a
manager fully understands an issue before trying to solve it.

7. Which skill is defined as the capacity to adjust to change, particularly when a solution to an issue
doesn't work?

A) This is defined as Adaptability. It allows a manager to stay flexible and switch strategies if their first
attempt at solving a problem is unsuccessful.

8. People with which trait usually solve problems calmly and systematically, which often yields better
results?

A) People with Emotional Intelligence tend to solve problems more calmly. This trait helps them
manage their frustrations and think clearly under pressure.

9. What does good teamwork require to result in better overall problem-solving?
A) Good teamwork requires collaboration and being comfortable working with others. By pooling
different perspectives and strengths, a team can find more creative and effective solutions.

Paragraph Answers

10. Explain the dual nature of problem-solving as described in the text.

A) The text describes problem-solving as both an ability and a process. As an ability, it refers to a
manager's mental capacity to think critically and creatively. As a process, it refers to the actual steps
taken, such as identifying the problem, brainstorming solutions, and implementing them. While the
ability varies by person, the process can be learned and improved over time.

11. Summarize the key reasons why problem-solving is important for both businesses and people.

A) For businesses, effective problem-solving is vital for maintaining productivity and keeping
customers happy. It prevents small issues from growing into major disasters. For individuals, these
skills lead to better career advancement and higher job satisfaction, as they become seen as reliable and
capable leaders.

12. Describe the function of ‘Analysis’ as a problem-solving skill for a manager.

A) Analysis allows a manager to look at a problem from multiple angles to find its root cause. The two
distinct steps mentioned are gathering data about the situation and then evaluating that data to choose
the best possible path forward.

13. Discuss the specific workplace benefits that result when people solve problems quickly and
effectively.

A) When problems are handled efficiently, it creates better cooperation and cohesion among staff
because everyone feels supported. It also leads to increased job fulfillment, as employees aren't stuck
dealing with the same recurring issues. Finally, it results in satisfied customers, which is essential for
the company's long-term success.

14. Differentiate between ‘Emotional Intelligence’ and ‘Resilience.’
A) Emotional Intelligence is the ability to recognize and manage your own emotions and those of others
during a conflict. Resilience is the ability to "bounce back" after a solution fails or a setback occurs.



The relationship between them is that Emotional Intelligence helps you stay calm during the problem,
while Resilience keeps you motivated after a failure.

15. In the context of brainstorming solutions, explain how the skill of ‘Creativity’ can be applied.

A) Creativity is used during brainstorming to think of out-of-the-box solutions that might not be obvious
at first. It encourages managers to move beyond standard procedures to find unique ways to improve
processes or fix complex issues.

Essay Summaries

16. Analyze the overall role of managers as problem-solvers according to the text.

A) The text portrays managers as the central "fixers" of an organization. By using a framework of seven
skills—Analysis, Communication, Emotional Intelligence, Resilience, Creativity, Adaptability, and
Teamwork—managers can handle any challenge. These skills work together: Analysis finds the
problem, Communication and Teamwork involve the right people, and Emotional Intelligence and
Resilience ensure the manager stays focused until the goal is achieved.

17. Discuss why ‘Adaptability’ is a critical problem-solving skill for a manager.

A) Adaptability is critical because the first solution often fails. An adaptable manager doesn't give up
or get frustrated; instead, they revisit the concern with a fresh perspective. This flexibility directly
impacts success because it allows the manager to pivot to new strategies quickly, saving time and
resources for the company.

18. Discuss how the effective application of problem-solving skills impacts internal culture and external
success.

A) Internally, strong problem-solving creates a culture of cooperation and high morale. Employees feel
fulfilled when their work isn't blocked by constant errors. Externally, this translates to satisfied clients
who receive high-quality service and products on time. In short, internal efficiency through problem-
solving is the foundation of a company's external reputation and profit.

Would you like me to create a practice quiz based on these points to help you study for an exam?

Lesson -3
Improving Group Dynamics
-Mindtools Content Team

Short Answers (2-3 Sentences)

1. What is one common characteristic of positive group dynamics mentioned in the article?

A) One common characteristic is that team members trust each other and work towards a collective
decision. In such groups, individuals are more likely to demonstrate high levels of engagement and
accountability for the team's outcomes.

2. What negative team phenomenon occurs when the desire for conformity overrides critical evaluation
of alternatives?



A) This phenomenon is known as Groupthink. It occurs when team members stop expressing their own
opinions or questioning ideas because they want to avoid conflict or appear "agreeable" to the rest of
the group.

3. When providing constructive feedback, what is one recommendation regarding the balance of
positive and negative points?

A) The article recommends using a balanced approach, often referred to as the "feedback sandwich" or
simply ensuring that negative feedback is balanced with positive reinforcement. This helps maintain the
team member's motivation while addressing areas that need improvement.

4. What critical step must leaders take at the beginning of a project to ensure team members know what
is expected of them?

A) Leaders must define clear roles and responsibilities for every person in the group. By creating a
"team charter" or a similar document, the leader ensures that everyone understands their specific tasks
and how they contribute to the overall goal.

Paragraph Answers

5. Describe Crawford’s Slip Writing Technique and how it can be used in a group setting to improve
communication.

A) Crawford’s Slip Writing Technique involves having group members write down their ideas or
solutions anonymously on separate slips of paper. This is used to improve communication by ensuring
that every voice is heard, regardless of a person’s status or personality type. It is particularly effective
at preventing "blocking," where dominant members shout out ideas and stop quieter members from
participating.

6. Explain the concept of "psychological safety" in the context of group dynamics. Why is this factor
considered foundational for improving communication and fostering creativity in a team?

A) Psychological safety is the belief that one can speak up, take risks, and admit mistakes without being
punished or humiliated by the group. It is foundational because when people feel safe, they are more
willing to share "crazy" creative ideas or point out flaws in a plan. Without it, communication breaks
down as members hide their true thoughts to protect themselves.

7. Outline the key principles for delivering constructive feedback within a team. Specifically, explain
the importance of focusing on the action rather than the person and why specificity is necessary.

A) Effective feedback should be specific, timely, and objective. By focusing on a specific action (e.g.,
"the report was late") rather than the person (e.g., "you are lazy"), you reduce defensiveness and keep
the conversation professional. Specificity is necessary so the team member knows exactly what they
need to change to meet expectations in the future.

8. Discuss the balancing act required of an empathetic leader in managing group dynamics. How can a
leader ensure team members feel safe to participate while still communicating clear expectations and
taking charge when necessary?

A) An empathetic leader must balance support with structure. They ensure safety by listening to
concerns and encouraging participation, but they also maintain group health by setting firm boundaries
and clear goals. By being transparent about why certain decisions are made, the leader can take charge
without damaging the trust they have built with the team.

Essay Summaries



9. Analyse how the strategies of "defining clear roles and responsibilities" and "setting clear goals and
expectations" fundamentally contribute to improved group dynamics.

A) These strategies provide the structural backbone of a healthy team. When roles are defined, "task
overlap" is eliminated because everyone knows their boundaries, which prevents friction between
members. Clear goals prevent "free riding" because every individual can be held accountable for their
specific contribution. Together, these steps build team cohesion by ensuring that energy is spent on the
project rather than on internal confusion or power struggles.

10. Discuss the primary internal challenges that can weaken high-performance team dynamics, focusing
on Groupthink and Dependency Dynamics. Propose two distinct strategies a team leader or facilitator
could implement to actively mitigate the risks associated with each.

A) Internal challenges like Groupthink and Dependency Dynamics (where the team relies too heavily
on the leader) can cause a team to stop thinking critically.

* To mitigate Groupthink, a leader can assign a "Devil's Advocate" to purposely find flaws in the
group's chosen plan.

* To mitigate Dependency, the leader should practice "delegative leadership,’

slowly giving team
members more autonomy and decision-making power to build their confidence and reduce reliance on
a single person.

Lesson - 4
Teamwork is Hard Work. Here’s How to Build the SKkills to Do It Well
-Ann Kowal Smith

Short Answers (2—3 Sentences)

1. How many days did Beatriz Flammini spend alone in the underground cave?

A) Beatriz Flammini spent 500 days alone in an underground cave. This extreme isolation was part of
a study to observe the effects of total solitude on the human mind and body.

2. According to the passage, what is the fundamental biological need that makes humans "social
creatures"?

A) Humans have a fundamental biological need for connection and belonging. Our brains are hardwired
to seek social interaction because, throughout history, survival depended on being part of a group.

3. In the last two decades, by what approximate percentage has collaborative work increased?
A) Collaborative work has increased by approximately 50% or more. This reflects a major shift in the
modern workplace where tasks are now too complex for individuals to solve alone.

4. What factor did researchers identify as the secret behind high-performing teams?
A) The secret is Psychological Safety. This is the belief that you can speak up, take risks, and admit

mistakes without fear of being punished or humiliated by the team.

5. What is the IQ-like factor that predicts how well a team solves challenges together?



A) The factor is called Collective Intelligence (or "c"). Unlike individual IQ, this factor measures the
group's ability to pool their knowledge and work in sync to solve problems.

6. What does the passage suggest is the primary thing the brain does to occupy the "sizable gap" when
listening?

A) Because the brain processes information much faster than people speak, it uses that extra time to
daydream, judge, or prepare a rebuttal. This "gap" is why active listening requires so much deliberate
effort.

7. What kind of questions do leaders "too often" ask that are designed to confirm what they already
know?

A) Leaders too often ask "instrumental questions" or leading questions. These are designed to get a
specific "yes" or "no" answer that confirms their existing biases rather than opening up new ideas.

8. Which psychological concept is required for "generative disagreement” to occur in the workplace?
A) The concept is Psychological Safety. For "generative disagreement” (healthy conflict that leads to
better ideas) to happen, employees must feel safe enough to challenge a boss or a peer without fear of
retaliation.

9. What did the frightening study reveal about the percentage of nurses who would not contradict a
doctor, even if a patient’s life was at risk?

A) The study revealed that a staggering 95% of nurses would not contradict a doctor’s obvious error.
This highlights how rigid hierarchies can silence people, even when the consequences are life-
threatening.

10. What does Stanford neuroscientist Robert Sapolsky explain that people scrutinize when someone in
their "Them" group does something wrong?

A) Sapolsky explains that when someone from an "outside" group ("Them") makes a mistake, we tend
to judge their character or essence. However, if someone from our "Us" group makes the same mistake,
we excuse it as a result of bad luck or temporary circumstances.

Paragraph Answers

11. Explain the passage's critique of the modern workplace regarding individualistic incentives.

A) The passage argues that most companies say they value teamwork but only reward individual
performance through bonuses and promotions. This "incentivizing of individuals" is counterintuitive
because it creates internal competition, which prevents the very collaboration the company needs to
succeed.

12. Describe the challenge of effective listening based on the brain’s capacity. Why is adding "humility"
necessary?

A) The brain can process about 400 words per minute, but people only speak at about 125 words per
minute. This creates a "gap" where the brain gets distracted. Adding humility is necessary because it
forces the listener to admit they don't have all the answers, turning listening into an active "productivity
power tool" rather than a passive act.

13. Differentiate between “instrumental questions” and “open-ended questions.”



A) Instrumental questions are narrow and seek to confirm a fact (e.g., "Is the report done?"). The "cost"
of focusing on these is that they shut down new ideas. Open-ended questions (e.g., "What if we
tried...?") empower others and unleash new ideas by inviting diverse perspectives and inclusion.

14. Summarize the two extremes of knowledge that the passage warns against.

A) The passage warns against "a little learning" (which makes people overconfident) and "a lot of
learning" (which can lead to expertise-induced blindness). Deep expertise often leads to inflexibility
and confirmation bias. The skill that mitigates this is Humility, which keeps a person open to new
information regardless of their status.

15. Discuss the importance of disagreeing with respect in the workplace.

A) Disagreeing with respect allows a team to find the best solution by looking at all angles. However,
hierarchy acts as an obstacle because people are afraid to look stupid or offend a superior. For example,
if a junior staffer sees a flaw but doesn't feel "safe," they will stay silent, and the team will fail.

16. Explain the concept of "biased empathy" as described by Robert Sapolsky.

A) Biased empathy is the natural tendency to feel more compassion for people who are "like us."
Sapolsky notes that this "Us and Them" dynamic creates wariness toward others who are different. In
high-turnover or diverse workplaces, this bias can destroy performance because it prevents trust and
causes team members to work in silos rather than as a unit.

Essay Summaries

17. Discuss the concept of Collective Intelligence as the secret to high-performing teams.

A) Collective Intelligence is the result of five specific skills working together: Listening with Humility,
Asking Good Questions, Challenging Assumptions, Disagreeing Respectfully, and Widening Empathy.
When a group of smart individuals practices these, they transform from a collection of "solo stars" into
a high-performing team. It proves that a team's success depends more on how they interact than on the
individual 1Qs of the members.

18. Analyze the tension between human social nature and modern individualistic society.

A) While humans are biologically social, modern work culture pushes us to be individualistic. To
overcome this, companies must actively build the five skills of collaboration rather than just "hoping"
they happen. They must move beyond individual incentives and create an environment where the
collective workload is managed through shared goals and mutual support.

19. Elaborate on the analogy of a professional sports team versus business teams.

A) A sports team spends 90% of their time practicing and only 10% playing. In contrast, business teams
are expected to perform 100% of the time without any practice. The author argues that collaboration
skills are not "rocket science" but require deliberate practice. Organizations that fail to invest in this
continuous, joint development will eventually suffer from low innovation and a breakdown in team
cohesion.



