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Q1. (Ans)
Introduction 
It is a process in which one person or entity tries to influence another person or group of people to change their beliefs or behaviours. It is distinct from coercion, in that the people receiving the message have a choice about whether to act on it. ("Coercive persuasion" refers to indoctrination or brainwashing, such as may occur in a cult.)
Persuasion can be a powerful force that affects the decisions and actions that people take. Persuasive messages are symbolic (using words, images, and sounds) and may be transmitted verbally or nonverbally, via media or face-to-face communication. Persuasion may be overt or subtle
 Understanding how it works can help you become more aware of how you are influenced by persuasive messages.
Concept and application 
Persuasive writing is utilized by writers to take a stance on an issue, convincing readers to agree with a certain opinion or idea. Persuasive writing appears across media in many different forms, such as op-eds, reviews, and advertisements. A good persuasive argument uses a combination of thorough research and careful word choice in order to present the writer’s opinion strongly and get the reader to agree.
Communication strategies this is effective in persuasion. 
Persuasive writing often uses strong language, so state things definitively and avoid “hedging”. Persuasive writing also takes advantage of emotive language—words and phrases that describe feelings—to encourage the reader to form sentimental connections to the topic.
Persuasive writers can use questions to engage the reader’s critical thinking. First, questions can be used to plant ideas and lead the reader straight to the author’s answers. Second, if you’ve presented your evidence clearly and structured your argument well, simply asking the right question can lead the reader to the author’s conclusion on their own—the ultimate goal of persuasive writing.
A thesis statement openly communicates the central idea or theme of a piece of writing. In a persuasive essay, your thesis statement is essentially the point of view that you’re trying to convince the reader of. 
It’s best to include a clear, transparent thesis statement in the introduction or opening of your essay to avoid confusion. You’ll have a hard time trying to convince the reader if they don’t know what you’re talking about.
Persuasion maps work great for people who often lose track of their ideas when writing or for people who have trouble staying organized. It’s a great tool to use before you write your outline, so you know everything you want to include before deciding on the order. 
As we’ve mentioned above, the relationship between the author and reader is quite significant in persuasive writing. One strategy to develop that bond is to speak directly to the reader, sometimes even addressing them directly as “you.” 
Speaking to the reader is an effective strategy in writing. It makes the writing feel more like a conversation, even if it is one-sided, and can encourage the reader to lower their defences a little and consider your points with an open mind.   
Repetition is a classic technique in persuasive writing as a way to get ideas into your readers’ heads. For one thing, repetition is an excellent memory aid, as any teacher will tell you. The more someone hears something, the more likely they are to remember it. In persuasive writing, however, repetition can also influence readers’ way of thinking. 
Repeating the same idea over and over essentially normalizes it. When combined with substantial evidence and rationality, repetition can make even radical ideas seem more grounded.
Conclusion 
Persuasion can be both a positive and negative force. Learning more about how persuasion works can help you better understand how you might be influenced by the messages you see and hear. It can also give you the tools you need to make persuasive arguments of your own.
If the audience does what you ask, they will get this benefit. They will enhance their function in society, get more attention, or eradicate a problem if they pick this direction of movement. To your argument, it is of the utmost importance that the advantages of the product or service you offer to be made crystal clear.

Q2. (Ans) 
Introduction
The key difference between report and proposal is that reports analyse a situation or an issue and recommend solutions, whereas proposals present a want or a recommendation for a certain action.
Both reports and proposals are documents that help us in various projects. A report is a short, concise, and precise document with a specific purpose to be presented to an audience, whereas a proposal is a plan or an idea, especially in written form, to be suggested for the consideration of others.
Report: A report is a document that presents information in a structured format, usually in response to a specific brief or question. Reports can be used to provide information, analysis or recommendations, & are often used in business, government or academic contexts. Reports can vary in length & complexity, but they typically follow a standard structure that includes specific sections.
Proposal: A proposal is a document that is used to persuade someone to take a particular course of action or to support a specific idea or project. Proposals are commonly used in business, government or non-profit contexts, and they often require extensive research and planning. Unlike reports, proposals are not usually structured in a standard format, and the content and sections may vary depending on the specific purpose of the proposal.
Here Are the Various Types of Reports That Are Generally Used:
Long And Short Reports:
As the names suggest, these reports are characterized based on their lengths. A two-page report or memorandum is a short report, while a 30-page report is certainly long. The longer reports are among the types of report writing that have a formal style.
Formal And Informal Reports:
Formal reports are meticulously designed documents that focus on the objectives of the organization. Think of annual audit reports. Formal reports are detailed and you won’t find any personal pronouns in these reports. On the other hand, informal reports, such as internal memorandums, are usually short and written in casual language.
Vertical And Lateral Reports:
These reports are characterized based on the hierarchy within organizations. For example, a report for the management or mentees is a vertical report, meant for the entire section or department across the hierarchies.
Lateral reports focus on the coordination between different departments and units in the organization. For example, the reports that are meant for, say, both the finance and administration departments are lateral.
Periodic Reports:
As the name suggests, periodic reports are regularly sent out on pre-scheduled dates. In most cases, periodic reports focus on upward hierarchy, so you can also identify them as vertical reports.
These reports often serve the management to keep the business processes and activities in control. Some annual reports mandated by the government, though not vertical, are considered periodic reports.
Some other examples of periodic reports are quarterly, half-yearly, or annual reports. As these are created at a predetermined frequency, you will find a pre-set structure for these reports. So, the next time you are asked to create a periodic report, ask your manager for the pre-set structure.  You would only need to fill the current data every time.
Proposal Reports:
Have you ever heard of analytical or problem-solving reports? Proposal reports are usually an extension of these kinds of reports. While there are all kinds of reports, there are some that are solution-oriented. Such kinds of reports can be identified as proposal reports. These reports usually describe how the organization can provide a solution to specific problems.
Functional Reports:
Functional reports might be easier for you to recognize. These types of reporting include financial and accounting reports, marketing reports, and other reports that focus on specific business functions.
Conclusion
Reports and Proposals are two common types of written communication used in professional contexts. While they serve different purpose, they both require careful planning and attention to detail. Reports follow a standard format with set sections and present information in a structured format. On the other hand, proposals are used to persuade and are more flexible in terms of their structure a content.

Q3a. (Ans) 
Introduction
Branding your business is one of the most important steps in building a company. It gives your company a unique personality, and establishes a differentiated position in the market that attracts the right customers.
But for many startups, this can pose a challenge. Without the funding to hire large branding agencies and with limited resources, startups often make common branding mistakes such as not defining clear brand guidelines, which in turn neglects to give potential customers a strong first impression.
Concept and Application
Brand development is the formulation of what your brand will be. It includes the determining factors of how you will present your business to the world.
You’ll have to review business facets such as your target audience, your company values, and your business goals to determine the direction of your brand development, but that’s something we’ll delve into more in the next section.
Creating your brand identity is a part of developing your brand. So too is managing your brand and formulating a branding strategy.
These 4 Steps to Develop Your Brand
1.Understand your company
You can’t possibly develop your brand without knowing what your small business exactly is.
As a business owner, defining what your company does can be hard, which is why we recommend a SWOT analysis.
SWOT is short for Strengths, Weaknesses, Opportunities, and Threats.
2.Learn your audience
Brand development means having a finger on the pulse of what your audience needs, wants, and is interested in.
If you don’t yet know your target audience, that’s the second step of brand development.
You need to gauge who will be the most receptive to your messages as well as your products and services.
3.Select your brand message and positioning
By this point, you’re about midway through your brand development, but now here comes the parts that are related the most to branding.
Perhaps this is the first time you’re putting forth a brand message, or maybe your company has undergone some significant changes lately; you feel now is a good time for a new brand message.
Will you push your new brand message to the forefront through advertising, content marketing, email marketing, social media marketing, a website redesign that depends on your ambitions and your budget.
4.Track brand growth
The fourth and final step of your brand development journey is to watch as your brand grows.
By now, you have indeed switched from brand development to branding, or deploying the strategies you worked so hard to formulate.
Brand growth manifests itself in all sorts of ways, including an increase in lead generation, more social media shares and mentions, a spike in web traffic, better SEO positioning, and more.
These are all signs that your brand growth is on the right track.
Conclusion
Brand development is the strategic process of building your brand image, either at the beginning or after a major company shift. It entails diving deep into your company and your audience before creating a strategy that will lead to brand growth.
We’ve seen the four key steps to brand development. The key takeaway is that your brand development, image, and processes should align with your vision and mission.
One proven hack to accelerating your brand development is using the right tools.

Q3b. (Ans) 
Introduction
We all get frustrated with our jobs from time to time, and in those moments, you might find yourself looking at your co-workers with envy, thinking about how easy they have it, or how much more exciting their work is than yours. You might even want their jobs—like literally.
That envy can signal something exciting for your career. Changing jobs inside your current company has some big benefits: Not only is your employer more likely to take a chance on you—after all, you’ve already proven yourself—but some companies specifically have programs that facilitate internal transfers of employees, making it easy to make a change.
Of course, successfully transitioning to a new role requires some careful navigation. So, if you’re looking to make a lateral move at your current company, follow the tips and tricks laid out in this guide, from how to find a new role to how to make the transition smoothly.
Concept and Application
It’s easy to look at the other open roles in your company with a “grass is always greener on the other side” mindset. But jumping into a career transition without doing research is a recipe for failure. First things first, look up your company’s policies on lateral movements.
You should also research the specific opportunity that you’re interested in. Do your best to learn as much as possible about the potential role you’d like to move into by speaking to other employees currently in the role, sitting in their meetings, taking notes, and asking the right questions. Not only will you gain a better understanding of whether the role is right for you, but you will show your employer how interested you are and that you’re prepared.
There can be several reasons to change your job. Here are some good ones:
· You left your job for higher education.
· You want to change your career path.
· You have relocated to a different city.
· You got a better job opportunity.
· You got laid off due to mergers, acquisitions or organisational restructuring.
· You want to make a greater social impact.
· There is no further growth in your current organisation.
· You are underutilised or overqualified for your current role.
· You are a freelancer looking for a full-time job.
· You were a contract worker and your contract has terminated.
Conclusion
Switching a job is important for every professional, but the most important thing is switching a job when required. So, before deciding, there are some major key factors we have mentioned above. You should go through it and decide accordingly.
