UNIT-4


GENERAL BUSINESS SKILL



CHAPTER-1





[bookmark: bookmark0][bookmark: bookmark1]Decision Making SkillAt the completion of this lesson, students will be able to:

I - understand and develop their decision making skill related to their career

        The selection of the best alternative from multiple alternatives is called decision. Decision paves one's way to reach a particular destination. Different analyses are made prior to making a decision. Decision is also a thinking process that motivates us towards action.
Decision goes through different processes. Different matters like experience, positive and negative effect, contemporary need, relation improvement, duty and available notice might be involved in the decision making process.
Decision making skill is the skill of leadership. Decision should be made in accordance with time and necessity. Decisions made only through personal thinking might also be wrong. A good interaction leads to right decision. The decision of planning in large groups, organizations or institution affects the lives of many people. Therefore, the decisions made through positive thinking and collective or mutual discussions or interactions become unanimous and beneficial for all.
[bookmark: bookmark2][bookmark: bookmark3]Development of Decision Making Skill
The following processes should be utilized and mobilized to develop the decision making skill:
1. [bookmark: bookmark4][bookmark: bookmark5]The Analysis of the Possible Challenging Factors
While making any decision, the probable obstacles should be estimated. It makes us quite aware of remaining safe from the possible risk.

2. [bookmark: bookmark6][bookmark: bookmark7]Search for the Probable Alternative
To prepare the road map at the beginning of decision about how to move ahead in future is to find out the possible way out. It enables us to find out	
alternative while carrying out the work. This process also helps us search or e possible or alternative trajectories. It also hints at the most dangerous risk at t e end along with the selection. Possible alternative justifies the positive aspect or t e advantage of the right alternative. It is also analyzed mathematically. Therefore, the search for the probable alternative helps in making right decision.
3. [bookmark: bookmark8][bookmark: bookmark9]Priority Selection
While doing any work, a list of works to be done is drafted first. They are or ere properly. Decision making process also proceeds along with the work progress. While making decision, high-priority works are distinguished from ow priority ones. On the basis of the evaluation of the nature of work, expected goals and demand, priority is given to certain work.
1. How do you make a decision about running a shop in your village? Show its challenges, profit and loss.
2. Prepare a list of works and make selection of priority based on the following incident:

One student found his /her friend crying with the injure of falling down on the way  to the head mater’s or the principal’s   room.




EXERCISE
1.What do you understand by the selection of priority in the decision making process? Write about it.
2. What do you understand by the selection of priority in the decision making process? Write about it.
[bookmark: bookmark10][bookmark: bookmark11]Project work

Imagine that the water taps in your locality are almost disfunctional. Propose a project to solve this problem. Your project should include these issues: repairing taps, meeting the expenses, human resources.

CHAPTER-2
[bookmark: bookmark12][bookmark: bookmark13]Problem Solving and Analytical SkillsAt the completion of this lesson, STUDENT WILL ABLE TO:

solve a given problem with proper analytical skill.
Different obstacles arise while doing a work. We have to learn an eve op t of analysing and solving problems. The obstacles that arise while omg a should be tackled on the basis of experience.
1. [bookmark: bookmark14][bookmark: bookmark15]Problem Solving Skill
Problems are not the obstacles of progress. They are only the challenges that arise in the process of doing work. Such problems keep on arising every day from the personal life of an individual to the different areas of profession. We should therefore develop a skill to solve such problems.
Some of the ways of developing problem solving skill are as follows:
i. [bookmark: bookmark16][bookmark: bookmark17]Concentration on the problem
The tendency of only exposing the problem cannot solve the problem. If there are problems, what might be the ways of their solution? Their way-out should be identified. It develops positive thinking. Positivity centralizes us on the way of solving the problem.
ii. [bookmark: bookmark18][bookmark: bookmark19]Thinking broadly
Thinking without any prejudice in the mind leads to broad thinking. Open perspective opens the ways of solving problems. After that, it is easy to activate and quicken the process of solving a problem.

iii. [bookmark: bookmark20][bookmark: bookmark21]Avoiding prejudice
The problems that arise in course of doing work should be taken as challenges. Challenges as opportunities encourage us to overcome the obstacles that come in the way of work. Therefore, problems are not only hurdles but also means to achieve ends.
iv. [bookmark: bookmark22][bookmark: bookmark23]Avoiding one sided thinking
If usual way of thinking fails, we should look at and analyze the problem from a different angle so that we can find its solution.
v. [bookmark: bookmark24][bookmark: bookmark25]Using the right language
Language plays a vital role in solving social problems. In the process of solving problems, a sort of questionnaire (eg- What to do? How to do? What can be done to solve the problem? How to do?). The words or terminologies that give suggestions should be used as far as possible. While solving social, cultural or ethical problems, we should avoid using negative or aggressive tone or language.
vi. [bookmark: bookmark26][bookmark: bookmark27]Taking the subject easy
Everybody should take the problem in an easy way and find out the way of its solution. Problems should be solved taking into account time, space, gravity of the problem and effects of the method adopted.
Activity.
Prepare a list of ideas used to solve problems. You can consult any resourceful person.
2. [bookmark: bookmark28][bookmark: bookmark29]Analytical Skill
Analytical skill is the process of studying something with focus on the given subject matter. For instance, while running a business, the probability of making profit and the risk of loss are properly analyzed. This skill cannot be learnt or developed only through the teacher's teaching in the classroom. It is essential to practice regularly in the work field.
Analysis should be practical. Analytical skill stems from minutely observed working experience or contemplation. Habit of weighing the pros and cons of an action leads to the development of analytical skill. Analytical skill is statistical an skill is based on experience, statistical analytical skill is based on available data.
Activity

Fill up the following table about the people living in your community neighborhood.	
	
	S.N.
	Name
	Gender
	Occupation
	Casteel

	
	1.
	
	
	
	

	
	2.
	
	
	
		


What kinds of problems can be analysed using the above data?

Exercise
1. What is a problem? Write in your own words.
2. Write about any two ways of solving problems.
3. How should problem be understood? Write in your own words.
4. Define analytical skill.
5. How can one's analytical skill be developed? Write in brief.
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