
ASSIGNMENT 
 

Course: Certificate in Computer Application 

Course Code: CCA-103 

 
 
 
 
 
 
Topic: Communication & Soft Skills 

 
 
 
 
 
 
 
 
 
Centre: Unify CSC Academy, Demthring, Shillong 

 
Submitted By: Miss Miatzehlon Soh 



nicch`an    ;  m6y\-velt}al

:=±ap±±±±±±de±=±±±±__Ski_ib|:I:=g±+

G:::#dendhedebproe=anr% ¥merfu  °f   CDm~ch"   :  =f

'CorinLiwicchon   IA   ¢n  Qxchanif  lL±    +her  'S:°no^,:a 1.-rck  ,+=rd

;:::;:irMul:/ndu_:~nh:ry;:^:wh#±ov+pr"fa::
^`  +,`,_     in    ti6y,_venJal    c®mou`cal`an    lLis   cohot`+LdeA   v# f`al

•wh:aittJ#de%

Ofarm    flu    eunr`c2
c:oo:,[¢f:,o,:hibiihcul;nro#-%r,"j„`:oAlf"?£,e:a:;

effe.t^,c      corvlou, n ,`CcL+``Cm.

Thgru arq  wyu  bof`.   g(nd  t;hJ  li¢ip  "AA   far\gr  c45rnquni`calin

tmpr   card   ciircdr`v€, Th#  cLru  :

•,,i`,-

I

I,_--___

th...-

---->/-i±.I-

\
„`-J}

/\
-al_p_tclQ+-+



__---------------.

1 . 5L- ct#[ha~`~+±°£ffY=

ov'  diyvi`cjL      lou^r`cJi  y4`L   in:^&grJ\     Le   the     zrend¢n.-R+

7ha  ~nL  pnd>  +Lein  ialnd  A
o{  |toFL  Far   effuwyl ; wLn  4   m^rfl

'

;:#e,tor-h}wuf^`°;i:al;ac:on;#thrv:#onLe

uT:ndneo:?or:ho;haj=~tat,£:##L;ca;h?;nThiap
`ralan  or  a   s~thon  ~-it's    th   7uc&iv€J  's  /J  b   uwhtQnd  th

I.                                                               I                  _       I..       .I

ulfao::rul¥Q:tw:na"#qC#`nghindndA"Qil-folndrou

I;;°Ci;;:h`jt^un:mi{;:^ro!vi:|#nutqan;#harA:hal:±#towur?
1`               -I.I-.I.         l~^Thf^r^^fl4ul*

i'jA  -4  -tk  Gch`cD\   wttl   lrf4   iuo\icL^   rfu  Th  ^   a  n4ch+tt

c¢mrru",cd',on  .

rv\os+ of  .i^   lck4   the  ;tue^Aaa}: ;!ky fu:,  a  jl-t"  °+  ihfmch   fonv#|

t,  the  s€^der   b  the  ltecerye^Tth;even/+hen+.    is   mxp'  +  `±    A nJ
`;   the    hecdi+  of   ,trmn`u"`cati`cr` :  Jrte'ir{t'`hG   {t  +L*

I          I                                          `             I                        I         ,                       L/                                                   I

I    yneawh     lo    bc   I-,nte
net€d.   ii-s     who+     J¢k44    :omrfulru`cJ/.<}`1

..-- ::      .    ``

flvL   samQ`   rr"



____________,__.______._.___`______,_____________`___________-

Fan  `n^;[cancjL ,P~\an  -lls     PrL2AI`hi    Donall  Th^ch`f  '3   itf edQA

M`,xel   nj>att`m^    cuounal  t\4   woy\l  .  Hcwc

;hawhs=:ELfugrHowhac,h#i#d
Qit€n    woke|

wondoudr    wb

illmiE

`'``.`.`!``.

7  That  's   haut

al-f++ rftl

si^f,#ofu6ftr{ha--#,mtofo;a+tchentr¥esTewdrtt'J

de  tt  ~cl2iven, M4dr&

regivL'en   c>r   ul-€nce'    JirLhaLancLe    thAiri    naedyA ft{jjL

4irm.

c,a|nj±i,if;#£L::t:i€;toon:-l=?if
on   erviul i  ndatinff  atrs 7 twiiran

I+  uen    Thqu  u+ce~tD -fcap    cbmrrLLvu`ced`an

in:s::;%';fcfjrc¢6T;'|D±€ch#hlo/+#;:-nheLho;(+€4;alapfoi{
I

how; bi:,L¢rvtr    ac::toT`r\2L   t   detodrntr  t;*rd    thanlA   he   €iy`b±{im^

€xcl^r.ch-cry\    nunho  -

r:J(_(  r,:',`,..    ^r`,,`       ,\( "-,`,.p..L`.

mulAumTw¥dr^°i+b^drfo;{Ch;ou:i;:;_ingruecarndsL,#m#"
1,                                                            I           ._.        .1/

=wh:„tjlc;OTc,£:a,Lan:;£ObT#urle;roanj7ajc^rosTw
J-I

L-

1C£:##uF';ts+eiJf;#th:#VY#hti;8hor,f+'e::d'the



=-=-i.----.i-=-..i.=`-i--.,.---...-.--------.,-.--,-`--.---.--i-I-+-,---------.

Let'f   {dr  cx^  em'+lil    tD   ornl4nAtctnch     4otry    +A±;i    utork^   ,J

Jffiove  a^  emr\o;}ee   namuJ-`  Ajct{;   ul`zes   {Ac{t   ha   ~ I+  ha  all
'''

+or  a   ;(oVv+   that  ha Lua^   L>  itr\d   bo   ++ettL

•e:ulre*fi.tnghaifulfi:ogf::rf,k#

:to   nd   +ha    che;al`n<

;%.   Lcrv;€;de^frQ^

I   bl    +he

;  fo`YyuL    c+

Lot  encou  AA  m4%¢#   +^rokch   efuul

the  Cut altt±  the J4\az-

yc4L>   th4    €mal,chfod4A    tl+   rtL4"caa^   QnA   DtajLb

6LifeAc._k`.

you  ccin alto   call   *   the    nfceivert  `reachon  '   6r t~|>or`"  '4

thi   rtyt4toouff   .  FdeJ6aek    heLF5    the   sendpn    lJndefuAtqnd    the    eti(€di
_I    -           11                                                                                                                       ,                          I.                                .       ,I

v<rtow

°:#+##:,TC€alj;:#ao¥rr#d#:#:nt#:'"a+¢`ik:ac#

One  equL a+   peJ£Qck    fa  the  puAu`C  need`am   to  ca  fHm  . DtfFmd

rjf;CIA#Mo:°c,+*ou:ne#,#£i°:haa:autre?chdrg

1^ A  ?peprcnl   untext-; fechfack    4'`    au4   ty  +ha  mos +  ty,`tc|

cts   ch  +a  --ue  'av`  fei\or-4nc1 ~J+,5  ce    14ttT*n4    ,fnve,z`al'ap/  ,
-I_                                                                                                                      .          I          I

1`.`
aon4    wth  a dean  L`hl,ticJeva¢+   poth`b   ant   oYJj€ct`vidi   vi  whch,()

binl}  ce    ^ha@  ~   +ex  ifundb    t|fd;ve   f@chLQik    can.  1`4li>

th   fetorman&.   &jr`sJi,  ""'`"fuedn(r  ifuq  fcdou+Gn±



ctnL  #`n#   a   rmo+`on    ed    work.

Th444  ehorty~tj    dn|    proc4me+   t   capquM`cal`on   contr;£ti  rt

#xTou=:in;^#Jutovc?n#c &onm|ofjndde:i:.Zdr[i+:na:::

#arFr'sou
i  Fr the-   can  b€   +Lc
un-ni`cck y .

sfeuaAj .dfr:`grl  c~ruc4,t{`on  ~~   LJLu  ff,our

i;Lt:tryprtorw¥n¥anbetrL##bfe#;gr


