/. MANGALAYATAN NAAC /A
s UNIVERSIT YGRADES ™
~n Learn Today to Accredited University

BACHELOR OF COMPUTER APPLICATIONS (BCA)
ENB-1101 (English Communication)

Block 1: Self-Introduction

Unit 1: Introducing Self

Structure

1.0 Objectives

1.1 Introduction and Types

1.2 How to Give Self Introduction?

1.3 Importance of Self Introduction

14 Uses of Self Introduction at Different Places

1.5 Precautions to Be Taken While Giving Self Introduction

1.6 Let Us Sum Up

1.7 Unit End Questions

1.8 Suggested Reading and References

1.0 Objectives

After reading this introductory unit you will find it easy to:

e Introduce yourself both in formal and informal setup.

Adapt, to make changes in your introduction depending upon the social setup.
e Enhance level of confidence while dealing with people.

e Understand proper way to greet while starting your introduction.

e Apply the concept in job interviews or in networking events.

o Create a positive impression as first impression is considered to be your last impression.

1.1 Introduction and Types

A crucial communication skill in both personal and professional settings is self-introduction. It's the art
of making an impact on people by briefly and engagingly introducing oneself. Learning the art of the
self-introduction is crucial for any situation where you'll be meeting new people, networking, attending

interviews, or taking part in group activities.




Self-introductions are mostly used to connect with others, share pertinent information, and build a
friendly atmosphere during conversations or other interactions. It facilitates both parties getting to
know one another. It's important to carefully write your self-introduction because it can affect how

you're viewed and remembered.
Key Components

Name: Clearly state your name to begin with. This is the most basic and crucial part of a self-

introduction.

Background: Give a brief introduction to your background, mentioning any relevant associations,
your profession, and your schooling. Tailor this information to the context; for instance, highlight your

qualifications in a job interview and your passions in a social environment.

Share a remarkable or pertinent anecdote, fact, or area of personal interest with your audience to get

their attention. This can help to make your introduction more intriguing and relatable.

In some circumstances, declare your goal or reason for engaging in the conversation. You might, for

instance, state your specific function and the goals you have for the meeting in a corporate setting.

Adaptation: Tailor your self-introduction to the circumstance and target audience. Be flexible because

what works in a formal context might not be appropriate for a social gathering.

Confidence: Present yourself with assurance and a welcoming approach. Keep looking them in the

eyes and talk plainly.

In conclusion, developing the art of self-introduction is crucial for effective communication and
relationship building. Whether you're presenting yourself for personal or professional purposes, it's
essential to comprehend the goal, essential components, and context. A skillfully written self-

introduction can open doors, build rapport, and make a great impression that lasts.

It's important to keep in mind that practice makes perfect, so honing your self-introduction techniques

will improve your capacity to engage with people in a variety of settings.

This self-introduction introduction offers a succinct summary of the subject and emphasizes its
importance in a variety of settings. It prepares the ground for a deeper investigation of the topic and

can be a helpful resource for people trying to get better at self-introduction.

Types

1. Formal Self Introduction




The type of introduction which is appropriate for a professional setting is known as formal self-
introduction.

Formal self introduction is structured, precise and less elaborated in comparison to an informal self-
introduction. It usually follows a set pattern.

Example: Introducing oneself Infront of a vice chancellor of a reputed university where you are
seeking admission.

2. Informal/ Personal Self-Introduction

The type of communication that is appropriate for an informal or personal setting is known as informal
communication. It is presented Infront of someone with whom you are acquainted with because of
which it is less structured, elaborative and lack a set pattern.

Example: Introducing oneself to a friend that you have net after a really long time.

3. Social Introduction:

The type of introduction that is appropriate when you deal with a person belonging to a social group is
known as social introduction. It can be both precise or elaborative varying from person to person.

Example: Introducing oneself in a gathering of one’s residential society.

4. Academic Introduction:

As the name itself suggests the introduction that is usually given in an academic atmosphere such as a
school, college or a university is termed to be academic introduction. It is more structured in
comparison to informal introduction as it follows a set pattern to present the clarity in idea.

Example: Introducing oneself while going to seek admission in a college.

1.2 How to Give Self Introduction

Effective self-introduction is a crucial ability for a variety of social and professional circumstances.
The following steps will show you how to introduce yourself:

1. Begin with a Salutation

Start off by saying something cordial and suitable, such "Hello,” "Hi," or "Good

[morning/afternoon/evening]."

2. Identify Yourself

Give your name with confidence and clarity. As an illustration, "My name is [ Y our Name]."

3. Provide Background

Give appropriate context about yourself depending on the circumstance and the target audience. This

might comprise:




Y our present position or job
Your background in education
Your present location and any relevant connections or organizations that you are a part of

For instance, you might declare in a professional context, "I'm a marketing manager with [Company

Name]." In a social context, you could mention, "I'm a student at [University Name]."

4. Provide an Eve-Catching Detail

Consider providing a quick, fascinating fact or a personal passion in your introduction to make it more
interesting and memorable. This might facilitate building a relationship with your audience. Say

something like, "I love photography and have been taking landscape photos for the past five years."

5. State Your Goal (if Applicable)

It can be useful in some circumstances to describe your goal or the inspiration behind your
introduction. You might use this sentence in a job interview: "I'm excited to discuss how my skills can

contribute to this company."
6. Be Brief
Your self-introduction should be brief and direct. Avoid getting off subject or giving too many details.

7. Keep Your Body Language and Eye Contact

To project confidence and openness, maintain eye contact with your audience and utilize a welcoming

grin and other good body language (such as standing or sitting up straight).

8. Get Used to Delivering

To deliver your self-introduction with ease and assurance, practice it beforehand. You won't appear

uneasy or stumble over your words as a result of doing this.

9. Adjust to the Circumstances

Your self-introduction should be customized for the audience and context. A social gathering may

require different language than a professional business meeting.

10. Conclude with a Request or Question




You can end your self-introduction with an open-ended question or an invitation for others to
contribute about themselves in order to keep the conversation going. This promotes contact and

participation. Say, "And what do you do for a living?" or "Tell me about your hobbies."

11. Be Prepared to Listen

After introducing yourself, pay close attention when others do the same. This demonstrates respect

and can facilitate greater relationships.

A great self-introduction relies on three things: clarity, confidence, and adaptability. You may
introduce yourself and leave a good impression on others by following these steps and customizing it
to the circumstance. Your skills with self-introduction will get better with time as a result of practice

and experience.

1.3 Importance of Self Introduction

In many facets of life, both emotionally and professionally, self-introduction is crucial. Self-

introduction is crucial for the following reasons, among others:

e Self-introductions aid in establishing rapport with people by breaking the ice. They provide a
jumping off point for discussions and exchanges, making it simpler to connect with others and
forge bonds.

e First impressions are important, and a well-delivered self-introduction can create a favorable
and long-lasting first impression. This perception may affect how people perceive you and
remember you.

e Effective networking is crucial for job advancement in professional contexts. At networking
events or meetings, you can introduce yourself to possible employers, coworkers, or
collaborators and highlight your qualifications, experience, and interests.

e Self-introductions are an efficient way of communication. They express key details about you
that are necessary for others to comprehend your function and purpose in a particular situation,
such as your name, background, and objectives.

e Self-introductions might aid in establishing expectations for a conversation or meeting. By
succinctly outlining your goals or what you aim to accomplish, you steer the conversation in a
particular direction.

Building Confidence

Introducing yourself can help you feel more confident. Being able to confidently introduce oneself in a
variety of settings makes you more at ease and skilled when meeting new people or speaking in front

of an audience.




Networking Possibilities

Self-introductions open doors to more networking and participation. They open the door for inquiries,

offer their own introductions, and start conversations that result in beneficial connections.

Cultural Sensitivity

It's essential to know how to introduce yourself politely and responsibly in multicultural or varied

contexts. Positive encounters are facilitated by being knowledgeable of cultural customs and etiquette.

Professional Development

In job interviews, when you must swiftly and clearly communicate your qualifications and eligibility

for a post, self-introductions can be crucial.

Memorability

Including a memorable element or tale in your self-introduction might help others remember you. This

can be especially helpful in circumstances of competition, like job interviews.

Respect

By introducing oneself to people, you show respect for them and your awareness of their existence. It

demonstrates your respect for the persons you are conversing with.

Self-introductions offer a structure for starting conversations and getting to know people while
entering social situations or new environments. They can foster a sense of belonging and assist ease

social anxiety.

Reintroducing yourself and your aims might assist explain your position and facilitate conflict

resolution in circumstances when disputes or misunderstandings occur.

In conclusion, the ability to introduce oneself is a valuable and adaptable skill that is crucial for both
social and business contacts. It makes it easier to connect with people, share information, make a good
first impression, and successfully negotiate a variety of social and professional situations. Improved
communication, networking possibilities, and general success in both your personal and professional

life can all be attributed to having great self-introduction abilities.

1.4 Uses of Self Introduction At Different Places

Self-introductions can be used in a variety of settings and circumstances. The following are some

typical situations where self-introductions are crucial:




Professional Environments

Self-introductions are important to make at the start of employment interviews. They give applicants
the chance to introduce themselves, emphasize their qualifications, and establish a favorable

atmosphere for the interview.

Meetings: Self-introductions in business meetings assist participants comprehend one another's roles,

responsibilities, and meeting goals.

Self-introductions let professionals interact, share their knowledge, and find possible clients or

collaborators at conferences, seminars, and networking events.

Academic Environments

Classrooms: At the start of a new academic semester, students frequently introduce themselves. It

fosters interpersonal interaction between students and the teacher.

Presentations and Workshops: Speakers introduce themselves before making a presentation or running

a workshop to build credibility and relevance to the subject.
Social events

Self-introductions at social events and parties encourage people to mingle, strike up conversations, and

establish new acquaintances.

Meetings of clubs, communities, or hobby groups: Participants introduce themselves to develop a

sense of community and cohesion.
Networking and career advancement

Self-introductions are frequent on social media, business networking websites, and online discussion

forums. They facilitate communication between individuals and possible allies or co-workers.

Conferences and Workshops

To encourage networking and engagement, participants frequently introduce themselves at the start of

conferences or workshops.

Situations Involving Culture and Diversity

Traveling

When visiting foreign nations, introducing oneself in the native tongue or being familiar with the local
protocol for introductions can help increase cultural sensitivity and improve communication.




Contact with Different Groups

Knowing how to introduce yourself politely helps encourage acceptance and inclusivity in ethnic or
varied groups.

Support and Healthcare Organizations

Therapy Groups

Members of therapy or support groups frequently introduce themselves in order to build rapport and

develop a comfortable environment for discussing struggles and experiences.

Medical Settings: Patients may identify themselves to medical personnel in healthcare settings and

share pertinent details about their health and concerns.

Community Service and Volunteering

Volunteering

To successfully coordinate activities and work together, volunteers introduce themselves to other

volunteers and community members.

Introductions during meetings and events for the community aid in fostering relationships and

teamwork among locals.
Speaking in Public and Performing

Public Speaking: To engage the audience, establish credibility, and develop a relationship, public

speakers frequently introduce themselves.

Performances: To set the scene and captivate the audience, actors, musicians, and other performers
introduce themselves on stage. Resolution of Conflict: Reintroducing oneself can help people explain
their perspectives and intentions and encourage productive dialogue during mediation and other

dispute resolution processes.

In conclusion, self-introductions are an essential part of communication in a variety of contexts.
Whether in professional, academic, social, cultural, or healthcare situations, they aid in establishing
relationships, communicating information, and establishing the tone for conversations. A key
component of good communication and relationship-building is knowing how to introduce oneself in

different contexts.

Check Your Progress-1

Q1 Explain the importance of self-introduction in an academic setup.




Ans:

Note: Use the space given above to answer the question.

1.5 Precautions to Be Taken While Giving Self Introduction

Self-introductions are frequently required in a variety of settings, including job interviews, networking

gatherings, and public speaking engagements. Making a good impression is possible with the correct

safeguards. Here are some safety measures to think about:

Recognize Your Audience: Adapt your introduction to the audience and situation at hand.
What is appropriate for a casual social gathering might not be appropriate for a job interview.
Be Succinct: Your self-introduction should be succinct and direct. According to the
circumstance, a decent rule of thumb is to aim for 30 seconds to 2 minutes.

In Advance: Plan out your introduction beforehand. Consider the main aspects you want
readers to know about you, such as your name, your background, and any pertinent
experiences or abilities.

Body Language and Assurance: When giving your introduction, keep a straight stance and
look the audience in the eye. A confident performance can make a strong impression.

Be Friendly and Smile: A kind smile might improve your likeability and approachability. Be
excited about the chance to introduce oneself.

Create a Hook First: Start off your introduction by grabbing the audience's attention with an
interesting statement or interesting personal tidbit about yourself.

Stay away from TMI (Too Much Information): While it's crucial to present pertinent
information, refrain from revealing too many irrelevant or personal details. Focus on the most
significant and captivating elements of your background.

Practice: In order to deliver your self-introduction smoothly, practice it several times. To get
feedback, you can perform this in front of a mirror or with a friend.

Stay Upbeat: Throughout your introduction, keep a cheerful attitude. Focus on your

accomplishments and strengths rather than your shortcomings.




e Be Flexible: Be ready to modify your self-introduction in response to the circumstance or
audience comments. Being adaptable might improve your communication with other people.

¢ Eliminate Jargon: Avoid utilizing industry-specific terminology or acronyms when your
audience might not be familiar with them in order to ensure clarity.

e Add a Call to Action at the End: You can complete your introduction by mentioning what
you aim to accomplish or contribute in the setting, depending on the context. This could
increase audience involvement.

e Active Listening: Be a good listener after introducing yourself. Talk to people and express
interest in their introductions as you do so.

Self-introductions are a chance to make a good first impression, therefore it's crucial to be organized,
assured, and mindful of your audience's requirements and expectations.
Check Your Progress-2

QI List the precautions that needed to be taken care of during self-introduction.

Ans:

Note: Use the space given above to answer the question.

1.6 Let Us Sum Up

Self-introduction is a crucial communication tool that helps establish connections, convey information,
and create a positive first impression. It's adaptable to various contexts, from personal to professional
settings, and serves to build trust, foster relationships, and showcase your identity and expertise.
Effective self-introductions contribute to personal branding, networking, and listening, making them a

valuable skill for both social and career success.

1.7 Unit End Questions

1. What are the key elements that should be included in a self-introduction?

2. How should you adapt your self-introduction for different situations or audiences?

3. How do active listening skills come into play when responding to someone else's self-
introduction?

4. What are some common mistakes to avoid when introducing yourself in a social setting?




How can you use your self-introduction to eftectively network and build relationships?

What are some tips for crafting a memorable self-introduction that reflects your personal
brand?

In a multicultural context, how might cultural sensitivity be important when introducing

yourself?

1.8 Suggested Reading

1.
2.
3.

"How to Win Friends and Influence People" by Dale Carnegie

"Talk Like TED: The 9 Public-Speaking Secrets of the World's Top Minds" by Carmine Gallo

"The Art of Mingling: Fun and Proven Techniques for Mastering Any Room" by Jeanne
Martinet

"Pitch Perfect: How to Say It Right the First Time, Every Time" by Bill McGowan

"Influence: The Psychology of Persuasion" by Robert B. Cialdini

"The Charisma Myth: How Anyone Can Master the Art and Science of Personal Magnetism"
by Olivia Fox Cabane

"Never Split the Difference: Negotiating as If Your Life Depended On It" by Chris Voss

"Communication Skills Training" by Ian Tuhovsky
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