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UNIT I :Group Communication – Group decision making, presentations, 

Extempore Speeches, Conflict & Resolution, Meetings; Group Strategies 
& Group Discussion: GD Vs Debate, Practice of Abstract topics. 
 
 
OUTCOMES 

• students can expect to gain collaborative decision-making skills, effective 
presentation abilities 

• Students can expect to gain confidence in impromptu speaking, conflict 
resolution capabilities. 

• Students can expect to gain meeting management proficiency, strategic 
thinking skills. 

• Students can expect to gain understanding of group discussions and debates. 
 

GROUP COMMUNICATION: 
• The process of exchanging information, ideas, and opinions among three or 

more individuals within a collective setting, aiming to achieve shared 
understanding, make decisions, or solve problems. 

• Group interaction refers to the exchange and reception of messages among a 
number of individuals within a team. 

•  Group communication is the act of sending and receiving messages to 
multiple members of a group. 

• Group communication is the exchange of information through verbal and 
nonverbal communication in a group setting. 

• Small group communications can be looked at as groups of size 3 to 20. And 
larger groups looked can be of sizes 100 to 200 in size. 

• For examples: Friends Planning an Event, Study Group for Exams, Team 
Meeting at Work, Sports Team Huddle etc. 
 

 
 
 
 
 
 
 
 
 
 
 
 

https://study.com/learn/lesson/verbal-nonverbal-messages-communication-types-skills-examples.html
https://study.com/learn/lesson/verbal-nonverbal-messages-communication-types-skills-examples.html
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TYPES OF GROUP COMMUNICATION: 
 
 

 
 

 

 

 

 

 

 

 

 

1. VERBAL 

• Verbal group communication involves people in a group speaking with each 

other discussing a topic or agenda and reaching a conclusion through 

everyone participating with views and feedback.  

• In marketing, it can be a seminar attended by target audience. It can also be a 

group discussion or a focused group study where in a product is discussed 

before launch. 

2. TECHNOLOGY DRIVEN 

• Technology driven group communication has become very relevant in today's 

connected age. People communicate through social media, forums, customer 

service channels, webinars etc. 

• Using technology, a lot of people can collaborate to achieve a common 

objective. People have come together and discussed an idea with results 

using social media, group chats etc. 

3. NON VERBAL 

• Non verbal communication is when a group communicates using non-verbal 

cues but get the message clearly and executes the decision effectively. 

Imagine a busy crossroad junction in a big city.  

• Traffic controllers along with automated lights and information communicate 

effectively with the passengers and regulate traffic flawlessly. 
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4. IN-PERSON 

• In-person can be a sub-type of verbal communication, where in people are 

actually located in a physical location and talk directly without the use of any 

technology.  

• Friends meeting for dinner or a marketer inviting some potential customers for 

a product demo can be examples of this type. 

5. VIRTUAL 

• Virtual is a new type of group communication where in groups of people can 

connect using an application and through audio and video interact and 

discuss with each other seamless as if they were sitting together in the same 

location. 

 

 

ADVANTAGES OF GROUP COMMUNICATION 

Let us have a look at some of the advantages of Group Communication now- 

• With the help of Group communication, there occurs some idea generation 

because of the different viewpoints of different members that create a 

valuable knowledge pool for the organization 

• With the assistance of Group Communication, organizations can come up 

with more comprehensive solutions, plus, group communication also helps in 

making decisions that appreciate better acceptance 

o  



VISION INSTITUTE OF TECHNOLOGY,       Subject: BUSINESS COMMUNICATION 
ALIGARH   
                                             Unit 1: GROUP COMMUNICATION 

Page4  Faculty: SONIA SHARMA 
SONIASHARMAGA.8024@GMAIL.COM 

 

 

• When a group interacts with superior authorities about some issues like pay 

raise, they will get more favourable outcomes compared to an individual 

interacting with top management for similar issues. 

 

DISADVANTAGES OF GROUP COMMUNICATION 

1-Time-Consuming: 

• Group communication can be time-consuming, especially in large groups, as 

it often involves more extensive discussions and coordination. 

2- Conflict and Tension: 

• Differences in opinions, goals, or personalities within a group can lead to 

conflicts that may hinder effective communication and collaboration. 

3- Loss of Individuality: 

• Group communication can sometimes diminish individual voices, leading to a 

loss of personal identity or unique contributions. 

4- Communication Barriers: 

• Communication breakdowns can occur due to noise, misunderstandings, or 

differing communication styles, particularly in larger groups. 

5- Decision-Making Delays: 

• Group decisions may take longer to reach, especially if there are 

disagreements or if the group seeks consensus, potentially slowing down the 

decision-making process. 

 

GROUP DECISION MAKING: 

• The Group Decision Making is the collective activity wherein several 

persons interact simultaneously to find out the solution to a given statement of 

a problem. 
• In other words, group decision making is a participatory process wherein multiple 

individuals work together to analyze the problem and find out the optimum 

solution out of the available set of alternatives. 

 

Decision Making 

• The act or process of deciding something especially with a group of people. 
The project will require some difficult decision-making. 
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Group Decision Making 

• Definition: The Group Decision Making is the collective activity wherein several 
persons interact simultaneously to find out the solution to a given statement of a 
problem.  

• In other words, group decision making is a participatory process wherein multiple 
individuals work together to analyze the problem and find out the optimum 
solution out of the available set of alternatives. 

• In group decision-making, the number of participants often ranges from two to 
seven. 

• Group decision-making is the process of coming to a conclusion through a group 
discussion. Here, a group of people is formed to solve a problem, they analyze 
the situation, collect data, analyze the data, and come to a solution with mutual 
consent. 

 
 
OBJECTIVES OF GROUP DECISION-MAKING: 

The main objectives of group decision-making include the following. 

• Identify the problem or purpose and find a solution in a group. 

• Initiates group discussions. 

• To make effective decisions and ensure effective implementation. 

• Facilitate group work in the organizations. 
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STEPS OF DECISION MAKING PROCESS: 

 

 

 

 

 

 

 

 

 

 

 

STEP 1: IDENTIFY 

THE DECISION THAT NEEDS TO BE MADE 

When you're identifying the decision, ask yourself a few questions:  

• What is the problem that needs to be solved? 

• What is the goal you plan to achieve by implementing this decision? 

• How will you measure success? 

These questions are all common goal setting techniques that will ultimately help you 

come up with possible solutions. When the problem is clearly defined, you then have 

more information to come up with the best decision to solve the problem. 

 

STEP 2: GATHER RELEVANT INFORMATION 

• Gathering information related to the decision being made is an important step 

to making an informed decision. Does your team have any historical data as it 

relates to this issue? Has anybody attempted to solve this problem before? 

 

STEP 3: IDENTIFY ALTERNATIVE SOLUTIONS 

• This step requires you to look for many different solutions for the problem at 

hand. Finding more than one possible alternative is important when it comes 
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to business decision-making, because different stakeholders may have 

different needs depending on their role 

• For example, if a company is looking for a work management tool, the design 

team may have different needs than a development team. Choosing only one 

solution right off the bat might not be the right course of action.  

 

STEP 4: WEIGH THE EVIDENCE 

• This is when you take all of the different solutions you’ve come up with and 

analyze how they would address your initial problem.  

• Your team begins identifying the pros and cons of each option, and 

eliminating alternatives from those choices. 

 

STEP 5: CHOOSE AMONG THE ALTERNATIVES 

• The next step is to make your final decision. Consider all of the information 

you've collected and how this decision may affect each stakeholder.  

 

• Sometimes the right decision is not one of the alternatives, but a blend of a 

few different alternatives. Effective decision-making involves creative problem 

solving and thinking out of the box, so don't limit you or your teams to clear-

cut options. 

 

STEP 6: TAKE ACTION 

• Once the final decision maker gives the green light, it's time to put the solution 

into action.  

• Take the time to create an implementation plan so that your team is on the 

same page for next steps.  

• Then it’s time to put your plan into action and monitor progress to determine 

whether or not this decision was a good one.  

 

STEP 7: REVIEW YOUR DECISION AND ITS IMPACT (BOTH GOOD 

AND BAD) 

Once you’ve made a decision, you can monitor the success metrics you outlined in 

step 1. This is how you determine whether or not this solution meets your team's 

criteria of success. 

Here are a few questions to consider when reviewing your decision: 

• Did it solve the problem your team identified in step 1?  

https://asana.com/resources/implementation-plan
https://asana.com/resources/success-metrics-examples
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• Did this decision impact your team in a positive or negative way? 

• Which stakeholders benefited from this decision? Which stakeholders were 

impacted negatively? 

If this solution was not the best alternative, your team might benefit from using an 

iterative form of project management. This enables your team to quickly adapt to 

changes, and make the best decisions with the resources they have.  

 

ADVANTAGES OF GROUP DECISION-MAKING: 

1. Diverse Ideas: Incorporates a variety of perspectives and ideas. 

2. Enhanced Creativity: Encourages innovative solutions. 

3. Increased Acceptance: Builds consensus and acceptance. 

4. Shared Responsibility: Distributes accountability among members. 

 

 

 

DISADVANTAGES OF GROUP DECISION-MAKING: 

1. Groupthink: Risk of conformity, limiting critical evaluation. 

2. Time-Consuming: Process may be slower in larger groups. 

3. Dominance of Personalities: Strong personalities may overshadow others. 

4. Conflict: Differences in opinions can lead to tensions. 

 

PRESENTATIONS: 

• A presentation is a way of sharing information, ideas, or a message with an 

audience using visual and/or verbal communication. 

•  A presentation is a form of communication in which the speaker conveys 

information to the audience. 

• In an organization presentations are used in various scenarios like talking to a 

group, addressing a meeting, demonstrating or introducing a new product, or 

briefing a team. 

 

https://businessjargons.com/communication.html
https://businessjargons.com/organization.html
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PARTS OF PRESENTATION 

Every Presentation has three main parts viz introduction, body and conclusion. 
Basically, an introduction should take around 10-15% of your presentation time. While 
you should allocate 75% of your time towards your body and the remaining 10% should 
be for the conclusion. 

 

 

 

 

 

 

 

 

 

 

 

 

• Introduction: It is meant to make the listeners ready to receive the message 

and draw their interest. For that, the speaker can narrate some story or a 

humorous piece of joke, an interesting fact, a question, stating a problem, and 

so forth. They can also use some surprising statistics. 

• Body: It is the essence of the presentation. It requires the sequencing of facts 

in a logical order. This is the part where the speaker explains the topic and 

relevant information. It has to be critically arranged, as the audience must be 

able to grasp what the speaker presents. 

• Conclusion: It needs to be short and precise. It should sum up or outline the 

key points that you have presented. It could also contain what the audience 

should have gained out of the presentation. 

Important: One need not restate every point stated in the body. 

 

PURPOSE OF PRESENTATION 
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1. To inform: Organizations can use presentations to inform the audience about 

new schemes, products or proposals. The aim is to inform the new entrant 

about the policies and procedures of the organization. 

2. To persuade: Presentations are also given to persuade the audience to take 

the intended action. 

3. To build goodwill: They can also help in building a good reputation 

 

WHAT ARE THE MAIN DIFFICULTIES WHEN GIVING 

PRESENTATIONS? 

 

Here are some common concerns when preparing for an upcoming presentation: 

1. Fear of public speaking: When you share your ideas in front of a group, 

you’re placing yourself in a vulnerable position to be critiqued on your 

knowledge and communication skills. Maybe you feel confident in your 

content, but when you think about standing in front of an audience, you feel 

anxious and your mind goes blank. 

2. Losing the audience’s attention: As a presenter, your main focus is to keep 

your audience engaged. They should feel like they’re learning valuable 

information or following a story that will improve them in life or business. 

 

 

 

3. Not knowing what content to place on presentation slides: Overloading 

presentation slides is a fast way to lose your audience’s attention. Your slides 

should contain only the main talking points and limited text to ensure your 

audience focuses on what you have to say rather than becoming distracted by 

the content on your slides. 

4. Discomfort incorporating nonverbal communication: It’s natural to feel 

stiff and frozen when you’re nervous. But maintaining effective body 

language helps your audience stay focused on you as you speak and 

encourages you to relax. 

 

SOME KEY POINTS HOW TO GIVE EFFECTIVE PRESENTATION 

https://www.betterup.com/blog/business-communication-skills
https://www.betterup.com/blog/how-to-tell-a-good-story
https://www.betterup.com/blog/how-to-read-body-language
https://www.betterup.com/blog/how-to-read-body-language
https://www.betterup.com/blog/how-to-focus-better
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1. Know Your Audience: 

• Understand who you are presenting to. 

• Tailor your content to match their interests and knowledge level. 

2. Clear Objective: 

• Define a clear purpose for your presentation. 

• Make sure your audience understands what you want them to take 

away. 

3. Structured Content: 

• Organize your presentation with a clear introduction, main points, and 

conclusion. 

• Use a logical flow to guide your audience through the information. 

4. Engaging Opening: 

• Start with a compelling story, quote, question, or surprising fact to grab 

attention. 

• Set the tone for an interesting and informative presentation. 

5. Visuals and Media: 

• Use visuals like slides, charts, and images to support your points. 

• Avoid clutter and keep visuals simple and easy to understand. 

6. Speak Clearly and Confidently: 

• Practice your speech to be familiar with the content. 

• Maintain eye contact, speak at a moderate pace, and vary your tone. 

7. Interactive Elements: 

• Involve your audience with questions, discussions, or activities. 

• Keep them engaged and interested throughout the presentation. 

8. Know Your Material: 

• Be well-prepared and knowledgeable about your topic. 

• Anticipate potential questions and have answers ready. 

9. Limited Text: 

• Use bullet points and concise text on slides. 

• Your slides should complement your speech, not duplicate it. 

Know Your 
Audience

Clear 
Objective

Engaging 
Opening

Speak Clearly 
and 

Confidently

Visuals and 
Media
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10. Time Management: 

• Stick to the allocated time for your presentation. 

• Allow time for questions and discussion if applicable. 

 

EXTEMPORE SPEECH: 

• An extempore speech often referred to as an extemporaneous or impromptu 

speech is a presentation that is delivered without prior preparation.  

• It requires the speaker to think on their feet and express their thoughts 

spontaneously. 

 

SOME TIPS FOR GIVING EFFECTIVE EXTEMPORE SPEECHES: 

 

 

1. Stay Calm: 

• Take a deep breath and remain composed. 

• Maintain a calm and confident demeanor even if you're caught off 

guard. 

2. Organize Your Thoughts Quickly: 

• Quickly brainstorm and organize key points in your mind. 

• Prioritize your ideas to ensure a logical flow. 

3. Introduction: 

• Start with a strong and concise introduction. 

• Capture attention with a compelling statement or question. 

4. Main Points: 

• Stick to a few main points to avoid getting overwhelmed. 

• Use a simple structure with an introduction, body, and conclusion. 

5. Clarity of Expression: 

Stay Calm
Organize Your 

Thoughts 
Quickly

Introduction

Use Examples Eye Contact
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• Speak clearly and articulate your words. 

• Avoid filler words (um, uh) and focus on delivering a coherent 

message. 

6. Eye Contact: 

• Maintain eye contact with your audience. 

• It creates a connection and makes your speech more engaging. 

7. Engage the Audience: 

• Encourage participation through questions or anecdotes. 

• Connect with your audience to keep them interested. 

8. Use Examples: 

• Support your points with relevant examples or anecdotes. 

• Concrete examples make your speech more relatable. 

9. Adapt to the Audience: 

• Be aware of your audience's interests and knowledge level. 

• Adjust your language and examples accordingly. 

10. Time Management: 

• Keep track of time to ensure you cover your main points. 

• Avoid rushing or dragging on; maintain a balanced pace. 

 

 

CONFLICT RESOLUTION: 

 

• Conflict resolution is the process of resolving disputes or disagreements 

between two or more parties in a peaceful and constructive manner. 

•  Conflict is a natural part of human interaction, and learning how to manage 

and resolve conflicts effectively is essential for maintaining healthy 

relationships, whether in personal or professional settings.  

 

 

Here are steps and strategies for conflict resolution: 

 
1. Stay Calm: 

Stay Calm
Active 

Listening
Clarify the 

Issue

Express Your 
Perspective

Brainstorm 
Solutions
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• Maintain your composure and emotional control. Avoid reacting impulsively or 

defensively, as this can escalate the conflict. 

2. Active Listening: 

• Give the other party your full attention. Listen carefully to their perspective, 

concerns, and feelings without interrupting or making judgments. 

3. Clarify the Issue: 

• Make sure you understand the root of the conflict. Ask clarifying questions to 

gather more information and ensure both parties are on the same page. 

4. Express Your Perspective: 

• Share your thoughts and feelings honestly and respectfully. Use "I" 

statements to express your concerns without blaming or accusing the other 

party. 

5. Find Common Ground: 

• Identify areas of agreement or shared interests. Focusing on common goals 

or concerns can create a foundation for resolution. 

6. Brainstorm Solutions: 

• Encourage both parties to generate potential solutions together. Be open to 

creative and mutually beneficial ideas. 

7. Evaluate Solutions: 

• Assess the proposed solutions based on their feasibility and how well they 

address the underlying issues. Consider the short- and long-term 

consequences. 

8. Choose a Solution: 

• Collaboratively select the solution that seems most fair and satisfactory to 

both parties. Be willing to compromise when necessary. 

9. Communicate Clearly: 

• Clearly outline the agreed-upon solution, including responsibilities, timelines, 

and any changes or adjustments that need to be made. 

 

 

10. Follow Through: - Ensure that both parties adhere to the agreed-upon solution. 

Monitoring progress and addressing any issues promptly can help prevent future 

conflicts. 

 

 

CONFLICTS IN HUMAN RELATIONS: 

 

• Conflicts in human relations are common occurrences that arise due to 

differences in perspectives, values, needs, or goals among individuals or 

groups.  

• These conflicts can manifest in various settings, including personal 

relationships, workplaces, communities, and even on a global scale.  

• Understanding the different types and causes of conflicts in human relations 

can help in managing and resolving them effectively. 

 

 Here are some common types and causes of conflicts in human relations: 
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TYPES OF CONFLICTS IN HUMAN RELATIONS: 

 
1. Interpersonal Conflicts: These conflicts occur between individuals, such as 

in personal relationships, friendships, or between coworkers. They often stem 

from misunderstandings, differences in communication styles, or clashes of 

personalities. 

2. Intrapersonal Conflicts: Intrapersonal conflicts happen within an individual's 

own mind and emotions. They involve inner struggles and dilemmas, such as 

making a difficult decision or coping with conflicting values or desires. 

3. Intergroup Conflicts: These conflicts involve two or more groups with 

differing interests, values, or objectives. Examples include conflicts between 

political parties, religious groups, or cultural communities. 

4. Institutional Conflicts: Institutional conflicts occur within organizations, 

institutions, or systems. These conflicts often revolve around power struggles, 

resource allocation, or policy disagreements within a workplace, government, 

or other structured entities. 

5. Community Conflicts: These conflicts affect communities or neighborhoods. 

Examples include disputes over land use, zoning regulations, or 

disagreements within local associations. 

 

CAUSES OF CONFLICTS IN HUMAN RELATIONS: 

Interpersonal 
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Intrapersonal 
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1. Miscommunication: Poor communication, including misunderstandings, 

misinterpretations, and ineffective listening, is a common cause of conflicts in 

human relations. 

2. Differences in Values and Beliefs: Conflicts often arise when individuals or 

groups hold contrasting values, beliefs, or ideologies. These differences can 

lead to clashes over moral, ethical, or cultural issues. 

3. Competing Interests and Goals: When individuals or groups have 

conflicting interests, goals, or priorities, it can result in conflicts. For example, 

competition for limited resources or job promotions can lead to workplace 

conflicts. 

4. Scarce Resources: Resource scarcity, such as competition for land, water, 

or economic resources, can lead to conflicts, both on a small and large scale. 

5. Power Imbalances: Power imbalances within relationships or organizations 

can create conflicts when one party feels oppressed, marginalized, or unfairly 

treated. 

6. Perceived Injustice: When individuals perceive unfairness or injustice in their 

interactions or environments, it can trigger conflicts and a desire for 

resolution. 

7. Personal Differences: Differences in personality, temperament, and behavior 

can lead to conflicts in personal relationships and workplaces. 

8. Past Resentments: Lingering resentments from previous conflicts or 

unresolved issues can resurface and contribute to new conflicts. 

9. Cultural and Societal Factors: Societal norms, cultural expectations, and 

historical factors can shape attitudes and behaviors that lead to conflicts 

between individuals or groups from different backgrounds. 

10. Lack of Conflict Resolution Skills: Many conflicts persist because 

individuals lack the skills and knowledge to effectively manage and resolve 

them. Conflict resolution skills are essential for finding mutually acceptable 

solutions. 

Miscommunication
Differences in 

Values and Beliefs
Competing Interests 

and Goals

Scarce Resources Power Imbalances



VISION INSTITUTE OF TECHNOLOGY,       Subject: BUSINESS COMMUNICATION 
ALIGARH   
                                             Unit 1: GROUP COMMUNICATION 

Page17  Faculty: SONIA SHARMA 
SONIASHARMAGA.8024@GMAIL.COM 

 

 

 

APPROACHES TO CONFLICT RESOLUTION: 

 
Conflict resolution involves various approaches and strategies to manage and 

resolve conflicts effectively. The choice of approach depends on the nature of the 

conflict, the parties involved, and the desired outcome. 

 

 Here are some common approaches to conflict resolution: 

 

 
1. Collaborative Approach (Win-Win): 

• In this approach, parties work together to find mutually beneficial 

solutions. They share information, actively listen, and brainstorm ideas. 

Collaboration often leads to creative solutions that address the 

interests of all parties involved. This approach is ideal when long-term 

relationships are at stake, and cooperation is essential. 

 

 

 

 

2. Competitive Approach (Win-Lose): 

• The competitive approach involves pursuing one's interests at the 

expense of the other party. It is a zero-sum game where one party's 

gain is the other party's loss. This approach may be appropriate in 

situations where quick decisions or clear authority are needed, but it 

can damage relationships. 

 

3. Compromising Approach (Partial Win-Win): 

• In this approach, both parties make concessions to reach a middle-

ground solution. It may not fully satisfy either party's original goals, but 
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it provides a balanced compromise. Compromise is useful when time is 

limited, and both parties need a solution. 

 

4. Avoidance Approach (No Resolution): 

• Avoidance involves ignoring or postponing the conflict. It can be 

appropriate when the issue is not significant, emotions are running 

high, or more information is needed. However, prolonged avoidance 

can lead to unresolved conflicts and resentment. 

 

5. Accommodating Approach (Lose-Win): 

• Accommodation occurs when one party prioritizes the interests and 

needs of the other party over their own. It may be used to maintain 

harmony, show goodwill, or build trust. While it can be a valuable 

approach, it may not be sustainable if one party consistently 

accommodates. 

 

6. Mediation Approach: 

• Mediation involves a neutral third party, the mediator, who facilitates 

communication and negotiation between the conflicting parties. The 

mediator helps the parties identify common ground and reach a 

mutually agreeable solution. Mediation can be particularly useful when 

emotions are high, and communication has broken down. 

 

7. Arbitration Approach: 

• Arbitration is a more formal process than mediation. A neutral arbitrator 

listens to both parties' arguments and makes a binding decision or 

judgment. It is often used when parties agree to resolve their dispute 

outside of the court system. 

 

8. Negotiation Approach: 

• Negotiation is the process of discussing issues and reaching 

agreements through communication and compromise. It can take place 

in a formal or informal setting, and it can involve direct communication 

between the conflicting parties or negotiations through representatives. 

 

 

9. Problem-Solving Approach: 

• This approach involves identifying the root causes of the conflict and 

collaboratively working to address those causes. It focuses on finding 

sustainable solutions rather than merely settling the immediate dispute. 

 

10. Facilitation Approach: 

• Facilitation is similar to mediation but often involves a neutral facilitator 

who helps guide discussions and decision-making among a group of 

individuals or teams. 
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MEETINGS: 

• A meeting is a gathering of two or more people with a common purpose, 

typically to discuss and exchange information, make decisions, solve 

problems, or coordinate activities. 

• Meetings can occur in various contexts, including workplaces, community 

organizations, academic settings, and more. They are a fundamental aspect 

of communication and collaboration within groups. 

 

PURPOSES OF MEETING: 

 

 

Meetings serve various purposes in different contexts, and their objectives can 

vary based on the organization, industry, or specific needs. Here are common 

purposes of meetings: 

 

 

1. Information Sharing: 

• Objective: To disseminate important updates, announcements, or new 

information to participants. 

2. Decision-Making: 

• Objective: To make choices, reach consensus, or decide on specific 

matters that require input from participants. 

3. Problem-Solving: 

• Objective: To collectively identify challenges, discuss potential 

solutions, and make decisions to address issues. 

Information 
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Problem-
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Planning and 
Strategy
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Building
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4. Planning and Strategy: 

• Objective: To organize and strategize for upcoming projects, events, 

or initiatives, outlining goals and action plans. 

5. Review and Evaluation: 

• Objective: To assess and analyze past performance, outcomes, or the 

progress of ongoing projects. 

6. Team Building: 

• Objective: To strengthen team cohesion, foster collaboration, and 

build positive relationships among team members. 

7. Training and Development: 

• Objective: To educate participants on new skills, procedures, tools, or 

company policies. 

 

TYPES OF MEETINGS: 

 

 

 

 

1. Board Meetings: 

 

• Purpose: Decision-making, governance, and strategic planning at the 

highest level of an organization. 

• Participants: Board of directors and executives. 

 

2. Team Meetings: 

 

Board Meetings Team Meetings Staff Meetings

Project 
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Advisory 
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• Purpose: Collaboration, coordination, and information sharing within a 

specific team or department. 

• Participants: Team members and team leaders. 

 

3. Staff Meetings: 

 

• Purpose: General updates, announcements, and coordination across 

an entire organization. 

• Participants: All staff members. 

 

4. Project Meetings: 

 

• Purpose: Planning, coordination, and updates related to a specific 

project. 

• Participants: Project team members and stakeholders. 

 

5. Committee Meetings: 

 

• Purpose: Discussion and decision-making on specific topics within a 

smaller group. 

• Participants: Committee members. 

 

6. Advisory Meetings: 

 

• Purpose: Providing advice, recommendations, or expertise on 

particular issues. 

• Participants: Advisors and key decision-makers. 

 

7. Client Meetings: 

 

• Purpose: Discussing business matters, presenting products or 

services, and addressing client needs. 

• Participants: Representatives from the organization and clients. 

 

 

 

 

8. Virtual Meetings: 

 

• Purpose: Conducting meetings online, allowing remote participation. 

• Participants: Attendees connecting from different locations. 

 

9. One-on-One Meetings: 

 

• Purpose: Individual discussions between a manager and an employee 

for performance reviews, feedback, or mentoring. 
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• Participants: Two individuals. 

 

GROUP DISCUSSION: 

 
• A group discussion is a communicative process where a topic or a set of 

topics is discussed by a group of individuals. 

• The participants express their opinions, ideas, and viewpoints on the given 

subject matter, contributing to a dynamic exchange of thoughts. 

• Group discussions are commonly used in various contexts such as 

academic settings, professional environments, recruitment processes, and 

team meetings. 

• Group discussion involves people talking and sharing their ideas on a 

specific topic. 

 

 

TYPES OF GROUP DISCUSSIONS ARE:  

 
• Factual Group 

Discussions 

• Opinion-Based Group 

Discussion 

• Group conversations 

based on case studies 

• Abstract Group Discussion 

 

 

 

 

 

 

 

 

 

 

 

1-FACTUAL GROUP DISCUSSIONS: These discussions focus on the 

real world and test a candidate’s ability to digest information and analyse 

socioeconomic or everyday concerns. 

 

2-OPINION-BASED GROUP DISCUSSION: Test how well candidates 

can articulate their beliefs and viewpoints. These group talks tend to focus more 

on views than facts. 
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3-GROUP CONVERSATIONS BASED ON CASE STUDIES: These 

discussions mimic real-world circumstances. The group is given the specifics of a 

fictitious scenario by the panellists, and then the group must work together to 

address it. 

 

4-ABSTRACT GROUP DISCUSSION: These are abstract group 

discussions. In these, the interviewers check to see if a candidate can approach 

the subject at hand with originality and lateral thinking. 

 

 

GROUP DISCUSSION PROCESS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The process of GD Round follows the below-mentioned steps – 

 

1-TOPIC ANNOUNCEMENT: The subject announcement is the initial step in any 

GD. The panellist will introduce the subject. 

2-PREPARATION TIME: This is a preparation period during which all applicants will 

be allowed 2 to 5 minutes to prepare their content. 
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3-DISCUSSION STARTS: At this point, one applicant, who may be any of the other 

participants, starts the conversation. 

4-DISCUSSION AMONG PARTICIPANTS: After the panellist asked participants to 

recap the entire discussion, they continued to speak. 

5-RESULTS: This is the last step in this process, where the discussion ratings for 

each candidate are announced depending on their performance. 

 

WHAT HAPPENS IN A GD ROUND? 

A GD is an informal discussion in which candidates with similar academic 

qualifications or related educational backgrounds, discuss a topic. So, it is 

sometimes called a ‘leaderless discussion’. The topic of discussion is generally 

provided by a panelist or a group of panelists. An ideal GD process has been 

described below: 

 

• You will sit in a room with 6-12 participants 

• You will be judged by a moderator/panelist 

• You will be given a topic by the panelist 

• You will be given a time slot (5  to 10 minutes) to think and frame your points 

• You will be given a time slot (15 to 30 minutes) to discuss the topic with your 

group 

• To stop you from speaking beyond your individual time limit, your GD panelist 

might intervene. 

• Your panelist might signal the group (by ringing a bell) to end the GD round. 

 

WHICH SKILLS ARE EVALUATED IN GROUP DISCUSSIONS? 
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Here are ten key skills assessed in a group discussion and how they are evaluated: 

1. COMMUNICATION SKILLS: GDs gauge a candidate's ability to articulate 

thoughts clearly and effectively, ensuring that they convey their ideas 

coherently and listen attentively to others. 

2. TEAMWORK: Candidates need to collaborate, respect others' viewpoints, 

and create a cooperative atmosphere within the group, demonstrating their 

capacity to work as part of a team. 

3. LEADERSHIP: Emerging leaders can guide the discussion, maintain order, 

and encourage participation without dominating the conversation. 

4. PROBLEM-SOLVING: Participants must analyze issues, propose practical 

solutions, and make informed decisions, showcasing their problem-solving 

abilities. 

5. KNOWLEDGE AND AWARENESS: Being well-informed on relevant topics 

allows candidates to contribute meaningful insights and exhibit their 

awareness of current affairs or industry-specific matters. 

6. TIME MANAGEMENT: Adhering to time constraints while contributing to the 

discussion demonstrates effective time management skills. 

7. PERSUASIVE SKILLS: Candidates may need to persuade others to accept 

their viewpoints respectfully, highlighting their ability to influence and 

convince. 

8. STRESS MANAGEMENT: GDs can be challenging, evaluating how 

candidates handle stress and maintain composure under pressure. 

 

COMMUNICATION 
SKILLS

TEAMWORK LEADERSHIP

PROBLEM-
SOLVING

KNOWLEDGE AND 
AWARENESS
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9. CRITICAL THINKING: The ability to think critically and analyze information is 

assessed when candidates evaluate complex issues or scenarios. 

10. ADAPTABILITY: Demonstrating flexibility in adjusting to the dynamics of the 

group discussion and adapting to changing circumstances reflects adaptability 

and openness to different perspectives. 

 

GROUP STRATEGIES: 

• The term "group strategies" can refer to various approaches or plans 

developed and implemented by a group of individuals or entities to achieve 

common goals solve problems. 

• Group strategies typically involve coordinated efforts, collaboration, and the 

alignment of resources and actions toward a shared objective. 

• Group strategies in a business context refer to the coordinated plans and 

actions developed by a company or organization to achieve its long-term 

objectives. 

 

STRATEGY FOR WHAT TO DO IN GD:  

Participating in a Group Discussion (GD) effectively requires a combination of 

communication skills, critical thinking, and interpersonal abilities. Here are key 

strategies to help you ace a Group Discussion: 

 

 

 

 

1. Understand the Topic: 

Understand the 
Topic

Stay Informed
Develop a Clear 

Perspective

Effective 
Communication

Active Listening
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• Begin by comprehending the topic or theme of the discussion. 

• Clarify any doubts about the subject matter to ensure a clear 

understanding. 

2. Stay Informed: 

• Be well-informed about current affairs, general knowledge, and 

relevant facts. 

• Reading newspapers, magazines, and staying updated on recent 

events can enhance your knowledge. 

3. Develop a Clear Perspective: 

• Formulate a clear perspective on the topic, but remain open to different 

viewpoints. 

• Support your viewpoint with logical reasoning and examples. 

4. Effective Communication: 

• Speak clearly and confidently. Ensure that your voice is audible to 

everyone in the group. 

• Avoid using jargon or overly complex language that may confuse 

others. 

5. Active Listening: 

• Demonstrate active listening skills by paying attention to what others 

are saying. 

• Acknowledge and respond appropriately to others' points to show 

engagement. 

6. Initiate the Discussion: 

• If possible, initiate the discussion by providing a brief introduction or 

stating your viewpoint early on. 

• This can demonstrate leadership and confidence. 

7. Structured Approach: 

• Organize your thoughts before speaking. Follow a logical structure, 

presenting your ideas coherently. 

• Avoid rambling and stay focused on the main points. 

8. Participate But Don't Dominate: 

• Contribute meaningfully to the discussion, but be mindful not to 

dominate. 

• Encourage quieter participants to express their opinions. 

9. Respect Others' Views: 

• Be respectful of differing opinions, even if you disagree. 

• Avoid being confrontational or dismissive; instead, present counter-

arguments with respect. 

10. Body Language: 

• Maintain positive body language. Sit upright, make eye contact, and 

avoid distracting gestures. 

• Non-verbal cues contribute significantly to how your participation is 

perceived. 

11. Time Management: 
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• Keep track of time and ensure you don't exceed your allotted speaking 

time. 

• Contribute briefly and effectively rather than speaking for an extended 

period. 

12. Handling Disagreements: 

• If disagreements arise, handle them diplomatically without becoming 

confrontational. 

• Focus on the substance of the argument rather than personal opinions. 

13. Summarize and Conclude: 

• If the discussion is moving towards a conclusion, summarize key 

points. 

• Conclude the discussion on a positive note, reiterating your main 

standpoint if necessary. 

14. Practice Mock GDs: 

• Practice in a group setting with peers to simulate real GD conditions. 

• Seek feedback and work on improving your areas of weakness. 

 

15. Self-Awareness: 

• Be aware of your strengths and weaknesses in group discussions. 

• Continuously work on improving your communication and analytical 

skills. 

 

DEBATE: 
• The debate is also a form of discussion on a particular issue, in which a 

number of people participate, to give their opinion. 

• Formally, in a debate, the group is divided into two teams – one in favour or 

support, while the other opposing it. 

• It is helpful in building confidence and self-esteem in the participants and also 

improves public speaking skills. 

• It is being judged and so one side wins while the other loses it. It is started by 

the affirmative team. 

• Each speaker is given a set amount of time so as to present their points and 

answering the questions raised by the opponent team. And so there is a 

warning bell to give them some time to wrap up and complete which is 

followed by a final bell. 

 

 

 

COMPARISON CHART: 
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PRACTICE OF ABSTRACT TOPICS FOR GD: 
 

1- The Role of Technology in Everyday Life. 

2- Impact of Social Media on Youth. 

3- The Significance of Sports in Education. 

4- Pros and Cons of Fast Food Consumption. 

5- Role of Parenting in Child Development. 

6- Advantages and Disadvantages of Online Shopping. 

7- Importance of Time Management for Students. 

8- Pros and Cons of School Uniforms. 

9- The Effectiveness of Study Groups 

10- Challenges Faced by Students in Online Education. 

 

 

 

PRACTICE OF ABSTRACT TOPICS FOR DEBATE: 

 
1- Should School Uniforms Be Mandatory? 

2- Should Plastic Bags Be Banned? 

3- Cell phones have to be banned in schools. 

4- Is homeschooling better than conventional schooling? 

5- Hard work vs. smart work 

6- Are leaders born or made? 

7- Are women better managers than men? 

8- Artificial intelligence-pros and cons 

9- Are corporate jobs a new form of slavery? 

10- Should mobile phones be allowed in schools & colleges? 
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MCQ 

UNIT-1 

 

1. What is Group Communication? 

a) Communication within an individual 

b) Communication between two people 

c) Communication involving three or more people 

d) Communication through written messages 

 

Answer: c) Communication involving three or more people 

 

2. Which of the following is a characteristic of effective group 

communication? 

a) Lack of diversity 

b) Open and honest communication 

c) Authoritarian leadership 

d) Limited participation 

 

Answer: b) Open and honest communication 

 

3. What is the primary purpose of group communication? 

a) To create confusion 

b) To share information 

c) To exclude certain members 

d) To limit participation 

 

Answer: b) To share information 

 

4. In a group, what does cohesion refer to? 

a) Conflict among members 

b) Unity and bonding among members 

c) Isolation of certain members 

d) Lack of communication 

 

Answer: b) Unity and bonding among members 

 

5. Which of the following is a barrier to effective group communication? 

a) Active listening 

b) Clear objectives 

c) Lack of trust 

d) Open communication channels 

 

Answer: c) Lack of trust 
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6. What is a common benefit of effective group communication? 

a) Increased conflict 

b) Decreased productivity 

c) Improved decision-making 

d) Reduced participation 

 

Answer: c) Improved decision-making 

 

7. Which communication style encourages collaboration and open 

discussion in a group? 

a) Authoritarian 

b) Democratic 

c) Laissez-faire 

d) Autocratic 

 

Answer: b) Democratic 

 

8. What is a disadvantage of group communication? 

a) Limited perspectives 

b) Increased creativity 

c) Enhanced problem-solving 

d) Efficient decision-making 

 

Answer: a) Limited perspectives 

 

9. Which of the following is an example of nonverbal communication in a 

group? 

a) Speaking loudly 

b) Using hand gestures 

c) Sending an email 

d) Writing a report 

 

Answer: b) Using hand gestures 

 

10. What role does active listening play in group communication? 

a) It hinders communication flow 

b) It encourages misunderstandings 

c) It enhances understanding and collaboration 

d) It limits participation 

 

Answer: c) It enhances understanding and collaboration 

 

11. What is a disadvantage of a large group for communication 

purposes? 

a) Increased diversity of perspectives 

b) Difficulty in managing conflicts 
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c) Enhanced creativity 

d) Efficient decision-making 

 

Answer: b) Difficulty in managing conflicts 

 

12. What is meant by the term "groupthink" in group communication? 

a) Open and diverse discussions 

b) Consensus thinking without critical evaluation 

c) Active participation of all members 

d) Effective decision-making 

 

Answer: b) Consensus thinking without critical evaluation 

 

13. Which of the following is a formal role in a group? 

a) Informal leader 

b) Gatekeeper 

c) Social butterfly 

d) Devil's advocate 

 

Answer: b) Gatekeeper 

 

14. What is the purpose of an agenda in a group meeting? 

a) To limit participation 

b) To create confusion 

c) To provide a structure and focus for the meeting 

d) To discourage open communication 

 

Answer: c) To provide a structure and focus for the meeting 

 

15. What is an advantage of using technology in group communication? 

a) Increased face-to-face interaction 

b) Limited accessibility 

c) Enhanced collaboration in real-time 

d) Reduced communication channels 

 

Answer: c) Enhanced collaboration in real-time 

 

16. What does the term "conflict resolution" refer to in group 

communication? 

a) Avoiding conflicts 

b) Managing conflicts effectively 

c) Ignoring conflicts 

d) Encouraging conflicts 

 

Answer: b) Managing conflicts effectively 
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17. In a group, what does the term "norms" refer to? 

a) Standard procedures for group discussions 

b) Unwritten rules and expectations 

c) Leadership styles 

d) Communication barriers 

 

Answer: b) Unwritten rules and expectations 

 

18. What role does feedback play in group communication? 

a) It discourages open communication 

b) It limits participation 

c) It provides information about the effectiveness of communication 

d) It creates confusion 

 

Answer: c) It provides information about the effectiveness of 

communication 

 

19. Which of the following is an example of an informal role in a group? 

a) Chairperson 

b) Recorder 

c) Social butterfly 

d) Timekeeper 

 

Answer: c) Social butterfly 

 

20. How does cultural diversity impact group communication? 

a) It limits perspectives 

b) It enhances creativity and problem-solving 

c) It discourages open communication 

d) It leads to conflict 

 

Answer: b) It enhances creativity and problem-solving 

 

21. What is the purpose of an icebreaker activity in a group? 

a) To create conflict 

b) To encourage open communication 

c) To limit participation 

d) To discourage collaboration 

 

Answer: b) To encourage open communication 

 

22. Which of the following is a factor influencing group communication 

effectiveness? 

a) Lack of preparation 

b) Lack of conflict 

c) Homogeneous group composition 
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d) Lack of nonverbal cues 

 

Answer: a) Lack of preparation 

 

23. How can a facilitator enhance group communication? 

a) By avoiding active listening 

b) By dominating the discussion 

c) By encouraging equal participation 

d) By discouraging collaboration 

 

Answer: c) By encouraging equal participation 

 

24. What is a potential drawback of written communication in a group 

setting? 

a) Increased clarity 

b) Limited opportunity for clarification 

c) Enhanced understanding 

d) Efficient decision-making 

 

Answer: b) Limited opportunity for clarification 

 

25. What role does empathy play in effective group communication? 

a) It creates conflict 

b) It discourages open communication 

c) It enhances understanding and relationships 

d) It limits participation 

 

Answer: c) It enhances understanding and relationships 

 

26. What is meant by the term "group dynamics" in group 

communication? 

a) The study of individual behavior in isolation 

b) The interactions and relationships within a group 

c) The dominance of a single leader in a group 

d) The avoidance of conflicts in a group 

 

Answer: b) The interactions and relationships within a group 

 

27. In group communication, what is the purpose of setting ground 

rules? 

a) To encourage conflicts 

b) To discourage open communication 

c) To create confusion 

d) To establish norms for behavior 

 

Answer: d) To establish norms for behavior 
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28. What does the term "social loafing" refer to in group 

communication? 

a) Active participation of all members 

b) Individual members putting in less effort in a group setting 

c) Encouragement of diverse perspectives 

d) Consensus decision-making 

 

Answer: b) Individual members putting in less effort in a group setting 

 

29. What is the role of a mediator in group communication? 

a) To create conflict 

b) To dominate discussions 

c) To facilitate conflict resolution 

d) To discourage collaboration 

 

Answer: c) To facilitate conflict resolution 

 

30. How does effective group communication contribute to team 

building? 

a) By discouraging collaboration 

b) By limiting participation 

c) By enhancing understanding and collaboration 

d) By creating conflicts 

 

Answer: c) By enhancing understanding and collaboration 

 

31. What is the primary goal of a brainstorming session in group 

communication? 

a) To limit participation 

b) To create conflict 

c) To encourage creativity and idea generation 

d) To discourage collaboration 

 

Answer: c) To encourage creativity and idea generation 

 

32. What is the purpose of using visual aids in group presentations? 

a) To create confusion 

b) To discourage collaboration 

c) To enhance understanding and retention 

d) To limit participation 

 

Answer: c) To enhance understanding and retention 

 

33. How does group size impact communication efficiency? 

a) Larger groups are always more efficient 
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b) Smaller groups are more efficient for decision-making 

c) Group size has no impact on efficiency 

d) Larger groups are more efficient for problem-solving 

 

Answer: b) Smaller groups are more efficient for decision-making 

 

34. What is the purpose of a SWOT analysis in group communication? 

a) To limit participation 

b) To encourage open communication 

c) To create conflict 

d) To assess strengths, weaknesses, opportunities, and threats 

 

Answer: d) To assess strengths, weaknesses, opportunities, and threats 

 

35. What role does conflict play in group communication? 

a) It enhances collaboration 

b) It discourages open communication 

c) It creates confusion 

d) It can lead to improved decision-making and creativity 

 

Answer: d) It can lead to improved decision-making and creativity 

 

36. What is Group Decision Making? 

a) Decision making by an individual 

b) Decision making by a leader 

c) Decision making by a team or group 

d) Decision making by an organization 

 

Answer: c) Decision making by a team or group 

 

37. What is a potential advantage of group decision making? 

a) Increased speed of decision making 

b) Reduced diversity of perspectives 

c) Limited creativity 

d) Enhanced commitment to decisions 

 

Answer: d) Enhanced commitment to decisions 

 

38. What is a disadvantage of group decision making? 

a) Lack of accountability 

b) Decreased decision quality 

c) Limited conflict resolution 

d) Faster decision-making process 

 

Answer: b) Decreased decision quality 
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39. What is the term for a decision-making process where group 

members generate as many ideas as possible without evaluating them 

initially? 

a) Nominal Group Technique 

b) Brainstorming 

c) Delphi Technique 

d) Consensus Decision Making 

 

Answer: b) Brainstorming 

 

40. Which decision-making technique involves the use of secret ballots 

to avoid group pressure? 

a) Brainstorming 

b) Voting 

c) Delphi Technique 

d) Majority Decision 

 

Answer: c) Delphi Technique 

 

41. What is the primary goal of the Delphi Technique? 

a) Encouraging open communication 

b) Reaching a consensus 

c) Minimizing conflict 

d) Seeking expert opinions without face-to-face interaction 

 

Answer: d) Seeking expert opinions without face-to-face interaction 

 

42. Which decision-making style involves a leader making decisions 

without consulting the group? 

a) Autocratic 

b) Democratic 

c) Laissez-faire 

d) Consultative 

 

Answer: a) Autocratic 

 

43. In a consensus decision-making process, what is the goal? 

a) Unanimous agreement 

b) Majority vote 

c) Compromise 

d) Leadership dominance 

 

Answer: a) Unanimous agreement 

 

44. What role does a devil's advocate play in group decision making? 

a) Supports the majority opinion 
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b) Challenges assumptions and stimulates critical thinking 

c) Acts as a mediator 

d) Promotes groupthink 

 

Answer: b) Challenges assumptions and stimulates critical thinking 

 

45. What is the primary advantage of the majority decision-making 

approach? 

a) Slow decision-making process 

b) Enhanced creativity 

c) Efficient and quick decisions 

d) Increased consensus 

 

Answer: c) Efficient and quick decisions 

 

46. What is a potential drawback of the majority decision-making 

approach? 

a) Decreased commitment to decisions 

b) Enhanced diversity of perspectives 

c) Limited conflict resolution 

d) Minority opinions may be overlooked 

 

Answer: d) Minority opinions may be overlooked 

 

47. In the nominal group technique, what is the initial step? 

a) Discussion and debate 

b) Silent generation of ideas 

c) Voting 

d) Consensus building 

 

Answer: b) Silent generation of ideas 

 

48. Which decision-making style encourages active participation of 

group members in the decision-making process? 

a) Autocratic 

b) Democratic 

c) Laissez-faire 

d) Consultative 

 

Answer: b) Democratic 

 

49. What is the term for a decision-making process that involves seeking 

input from group members but allows the leader to make the final 

decision? 

a) Autocratic 

b) Democratic 
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c) Laissez-faire 

d) Consultative 

 

Answer: d) Consultative 

 

50. What is a potential disadvantage of the consensus decision-making 

approach? 

a) Slow decision-making process 

b) Limited commitment to decisions 

c) Enhanced creativity 

d) Efficient and quick decisions 

 

Answer: a) Slow decision-making process 

 

51. Which decision-making technique involves an iterative process of 

discussion and revision to reach a decision? 

a) Delphi Technique 

b) Brainstorming 

c) Nominal Group Technique 

d) Consensus Decision Making 

 

Answer: a) Delphi Technique 

 

52. What is the primary role of a facilitator in group decision making? 

a) To dominate discussions 

b) To discourage collaboration 

c) To guide and manage the decision-making process 

d) To limit participation 

 

Answer: c) To guide and manage the decision-making process 

 

53. What is a key advantage of the Laissez-faire decision-making style? 

a) Increased control by the leader 

b) Enhanced creativity and autonomy among group members 

c) Quick decision-making process 

d) Limited diversity of perspectives 

 

Answer: b) Enhanced creativity and autonomy among group members 

 

54. What is the term for a decision-making process that seeks input from 

all group members and strives for agreement among them? 

a) Autocratic Decision Making 

b) Majority Decision Making 

c) Consensus Decision Making 

d) Democratic Decision Making 
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Answer: c) Consensus Decision Making 

 

55. Which decision-making style involves avoiding responsibility and 

allowing group members to make decisions independently? 

a) Autocratic 

b) Democratic 

c) Laissez-faire 

d) Consultative 

 

Answer: c) Laissez-faire 

 

56. What is the term for a decision-making process that involves the 

ranking of alternatives based on the preferences of group members? 

a) Voting 

b) Nominal Group Technique 

c) Delphi Technique 

d) Decision Matrix 

 

Answer: a) Voting 

 

57. In a decision matrix, what is the purpose of assigning weights to 

different criteria? 

a) To create conflicts 

b) To discourage collaboration 

c) To enhance objectivity in decision making 

d) To limit participation 

 

Answer: c) To enhance objectivity in decision making 

 

58. What is a potential drawback of the decision matrix approach? 

a) Enhanced objectivity 

b) Limited diversity of perspectives 

c) Increased commitment to decisions 

d) Complexity and time-consuming 

 

Answer: d) Complexity and time-consuming 

 

59. In the brainstorming process, what is the emphasis during the initial 

stage? 

a) Evaluation of ideas 

b) Silent generation of ideas 

c) Voting 

d) Group discussion 

 

Answer: b) Silent generation of ideas 
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60. What is the role of a decision support system in group decision 

making? 

a) To discourage collaboration 

b) To create conflicts 

c) To provide tools and information to assist in decision making 

d) To limit participation 

 

Answer: c) To provide tools and information to assist in decision 

making 

 

61. What is the primary goal of the brainstorming technique? 

a) Encourage open communication 

b) Generate as many ideas as possible without evaluation 

c) Create conflicts 

d) Reach a majority decision 

 

Answer: b) Generate as many ideas as possible without evaluation 

 

62. What is the term for a decision-making process that involves the use 

of computers and software to support decision making? 

a) Autocratic Decision Making 

b) Nominal Group Technique 

c) Decision Support System (DSS) 

d) Delphi Technique 

 

Answer: c) Decision Support System (DSS) 

 

63. In a decision-making process, what is the role of a timekeeper? 

a) To dominate discussions 

b) To discourage collaboration 

c) To manage and allocate time for each stage 

d) To limit participation 

 

Answer: c) To manage and allocate time for each stage 

 

64. What is the primary role of the Delphi Technique? 

a) Encourage open communication 

b) Reaching a consensus 

c) Minimizing conflict 

d) Seeking expert opinions without face-to-face interaction 

 

Answer: d) Seeking expert opinions without face-to-face interaction 

 

65. What is a potential disadvantage of the Laissez-faire decision-

making style? 

a) Increased creativity and autonomy 
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b) Lack of direction and control 

c) Quick decision-making process 

d) Limited diversity of perspectives 

 

Answer: b) Lack of direction and control 

 

 

66. What is conflict? 

a) A harmonious interaction 

b) A struggle between two individuals 

c) Any disagreement or struggle between two or more parties 

d) A form of compromise 

 

Answer: c) Any disagreement or struggle between two or more parties 

 

67. Which of the following is a potential positive outcome of conflict? 

a) Decreased productivity 

b) Improved communication 

c) Increased animosity 

d) Limited creativity 

 

Answer: b) Improved communication 

 

68. What is the term for avoiding or withdrawing from a conflict 

situation? 

a) Collaboration 

b) Accommodation 

c) Avoidance 

d) Compromise 

 

Answer: c) Avoidance 

 

69. Which conflict resolution style involves giving in to the demands or 

interests of others? 

a) Collaboration 

b) Accommodation 

c) Avoidance 

d) Competition 

 

Answer: b) Accommodation 

 

70. What is the primary goal of collaboration in conflict resolution? 

a) Defeating the opponent 

b) Reaching a win-win solution 

c) Avoiding the conflict 

d) Imposing one's own solution 
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Answer: b) Reaching a win-win solution 

 

71. What is compromise in conflict resolution? 

a) Ignoring the conflict 

b) Forcing one's own solution 

c) Finding a middle ground where both parties give up something 

d) Accommodating the interests of others 

 

Answer: c) Finding a middle ground where both parties give up 

something 

 

72. Which conflict resolution style involves a win-lose situation where 

one party dominates the other? 

a) Collaboration 

b) Accommodation 

c) Avoidance 

d) Competition 

 

Answer: d) Competition 

 

73. What is the role of active listening in conflict resolution? 

a) Ignoring the concerns of others 

b) Enhancing understanding and empathy 

c) Imposing one's own solution 

d) Avoiding the conflict 

 

Answer: b) Enhancing understanding and empathy 

 

74. In conflict resolution, what is the primary goal of negotiation? 

a) Dominating the opponent 

b) Reaching a compromise 

c) Avoiding the conflict 

d) Collaboration 

 

Answer: b) Reaching a compromise 

 

75. What is the term for a neutral third party facilitating communication 

and negotiation between conflicting parties? 

a) Mediation 

b) Arbitration 

c) Avoidance 

d) Accommodation 

 

Answer: a) Mediation 
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76. Which of the following is an assertive and uncooperative conflict 

resolution style? 

a) Collaboration 

b) Accommodation 

c) Avoidance 

d) Competition 

 

Answer: d) Competition 

 

77. What is the primary goal of conflict resolution training? 

a) Enhancing conflict and tension 

b) Promoting avoidance 

c) Improving communication and problem-solving skills 

d) Encouraging competition 

 

Answer: c) Improving communication and problem-solving skills 

 

78. Which conflict resolution style involves finding a solution that 

partially satisfies both parties? 

a) Collaboration 

b) Accommodation 

c) Compromise 

d) Avoidance 

 

Answer: c) Compromise 

 

79. What is a potential disadvantage of avoidance in conflict resolution? 

a) Increased tension and animosity 

b) Improved understanding 

c) Enhanced collaboration 

d) Efficient problem-solving 

 

Answer: a) Increased tension and animosity 

 

80. What role does empathy play in conflict resolution? 

a) Ignoring the concerns of others 

b) Understanding and sharing the feelings of others 

c) Imposing one's own solution 

d) Avoiding the conflict 

 

Answer: b) Understanding and sharing the feelings of others 

 

81. What is the primary goal of arbitration in conflict resolution? 

a) Dominating the opponent 

b) Reaching a compromise 

c) Avoiding the conflict 
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d) Providing a binding decision by a third party 

 

Answer: d) Providing a binding decision by a third party 

 

82. Which conflict resolution style involves seeking to satisfy the 

concerns of all parties involved? 

a) Collaboration 

b) Accommodation 

c) Avoidance 

d) Competition 

 

Answer: a) Collaboration 

 

83. What is a potential disadvantage of competition in conflict 

resolution? 

a) Improved communication 

b) Enhanced creativity 

c) Increased tension and damaged relationships 

d) Efficient problem-solving 

 

Answer: c) Increased tension and damaged relationships 

 

84. What is the role of compromise in conflict resolution? 

a) Ignoring the concerns of others 

b) Forcing one's own solution 

c) Finding a middle ground where both parties give up something 

d) Accommodating the interests of others 

 

Answer: c) Finding a middle ground where both parties give up 

something 

 

85. How can a constructive approach to conflict be characterized? 

a) Ignoring the conflict 

b) Fostering collaboration and finding mutually beneficial solutions 

c) Dominating the opponent 

d) Promoting avoidance 

 

Answer: b) Fostering collaboration and finding mutually beneficial 

solutions 

 

86. What is the primary goal of Group Discussion (GD)? 

a) To win arguments 

b) To persuade the audience 

c) To exchange ideas and viewpoints 

d) To showcase individual speaking skills 
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Answer: c) To exchange ideas and viewpoints 

 

87. In a debate, what is the typical format? 

a) Open-ended discussion 

b) Structured argumentation with opposing sides 

c) Informal sharing of opinions 

d) Individual presentations 

 

Answer: b) Structured argumentation with opposing sides 

 

88. How is decision-making typically approached in a Group 

Discussion? 

a) Through voting 

b) Through consensus 

c) Through a panel of judges 

d) Through individual presentations 

 

Answer: b) Through consensus 

 

89. What is the primary focus of a Debate? 

a) Encouraging collaboration 

b) Presenting individual viewpoints 

c) Seeking consensus 

d) Promoting open-ended discussion 

 

Answer: b) Presenting individual viewpoints 

 

90. In a Group Discussion, what is the role of participants? 

a) Arguing for personal gain 

b) Defending a specific stance 

c) Collaboratively discussing a given topic 

d) Presenting rehearsed speeches 

 

Answer: c) Collaboratively discussing a given topic 

 

91. Which of the following is a common characteristic of a Debate? 

a) Shared objectives 

b) Individual presentation of arguments 

c) Consensus building 

d) Informal structure 

 

Answer: b) Individual presentation of arguments 

 

92.  How are topics typically introduced in a Group Discussion? 

a) Participants choose their topics 

b) A moderator assigns topics 
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c) Each participant presents a prepared speech 

d) A panel of judges selects the topics 

 

Answer: b) A moderator assigns topics 

 

93. What is the emphasis on speaking turns in a Debate? 

a) Collaborative discussion 

b) Open-ended sharing of opinions 

c) Equal speaking turns for all participants 

d) Individual presentations with limited interruptions 

 

Answer: d) Individual presentations with limited interruptions 

 

94. How are participants evaluated in a Group Discussion? 

a) Based on persuasive skills 

b) Based on individual speaking skills 

c) Based on collaboration and contribution to the discussion 

d) Based on rehearsed speeches 

 

Answer: c) Based on collaboration and contribution to the discussion 

 

96. In a Debate, how are winners determined? 

a) Through voting by the audience 

b) Through a panel of judges 

c) Through consensus 

d) Through collaborative decision-making 

 

Answer: b) Through a panel of judges 

 

97. What is the primary focus of a Group Discussion? 

a) Individual competition 

b) Structured argumentation 

c) Open-ended sharing of opinions 

d) Building consensus on a given topic 

 

Answer: d) Building consensus on a given topic 

 

98. In a Debate, what is the role of a moderator? 

a) Facilitating open-ended discussion 

b) Assigning topics to participants 

c) Encouraging collaboration 

d) Keeping time and order during the debate 

 

Answer: d) Keeping time and order during the debate 

 

99. How is leadership typically distributed in a Group Discussion? 
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a) One dominant leader directs the discussion 

b) Each participant takes turns leading the discussion 

c) A moderator leads the discussion 

d) Leadership is not a focal point 

 

Answer: d) Leadership is not a focal point 

 

100. What is the usual tone in a Group Discussion? 

a) Competitive and adversarial 

b) Persuasive and argumentative 

c) Collaborative and inclusive 

d) Authoritarian and directive 

 

Answer: c) Collaborative and inclusive 

 

101. What is the primary purpose of rebuttals in a Debate? 

a) Encouraging open-ended discussion 

b) Providing additional information 

c) Refuting or countering arguments from the opposing side 

d) Seeking consensus 

 

Answer: c) Refuting or countering arguments from the opposing side 

 

102. How are participants expected to respond to each other in a Group 

Discussion? 

a) By presenting prepared speeches 

b) By countering and challenging each other's viewpoints 

c) By avoiding eye contact 

d) By collaborating and building on each other's ideas 

 

Answer: d) By collaborating and building on each other's ideas 

 

103. What is the primary role of a judge in a Debate? 

a) Assigning topics 

b) Evaluating participants based on collaboration 

c) Assessing individual arguments and presentation skills 

d) Facilitating open-ended discussion 

 

Answer: c) Assessing individual arguments and presentation skills 

 

104. How is information presented in a Debate? 

a) Collaborative discussion 

b) Individual speeches with specific time limits 

c) Open-ended sharing of opinions 

d) Consensus building through equal speaking turns 
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Answer: b) Individual speeches with specific time limits 

 

105. What is the level of formality in a Group Discussion? 

a) Highly formal with strict rules 

b) Informal with no specific structure 

c) Structured with individual presentations 

d) Laissez-faire with no guidelines 

 

Answer: b) Informal with no specific structure 

 

106. in a Group Discussion, how are conflicting viewpoints addressed? 

a) Ignored to maintain harmony 

b) Countered and challenged 

c) Avoided to prevent disagreement 

d) Presented collaboratively 

 

Answer: b) Countered and challenged 
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