
 

 

Information Technology 
Class IX 

Assignment 

Employability Skills (Part 1) 

Unit 1 
Communication Skills 

1. What do you understand by the term Communication? 

2. What are the different forms of communication? Explain 

3. Make a diagrammatic representation of the communication cycle and label it. 

4. Mention the various steps involved in a communication process.  Also draw the diagram (refer 

page 17) 
5. Complete the following block diagram 

 

 

 

 

 

 

 

 

 

 

 

 

Unit 2 

Self-Management Skills – I 

1. Define Self Management Skills 

2. Mention the various exhibitors of Self management  

3. How does self management benefit students? Mention fours points. 

4. Mention few self management skills that an individual should possess? 

5. What are the various factors that help in building self confidence? 

6. Mention five measures one should take to build self confidence. 

Communication 

Verbal 

Oral 



Domestic Data Entry Operator (Part II) 

Unit 1: Introduction to IT–ITeS Industry 

1. Expand the following 

a. ITeS 

b. MNC 

c. ISP 

d. GIC 

e. CAD 

f. CAM 

2. Write short note on LMS 

3. List any 5 websites of the Indian government which provide IT enabled services to the people. 

4. Mention any two advantages of e-enabled services. 

5. Highlight the role played by BPM industry in India 

6. Define 

a. IT 

b. ITeS 

c. BPO 

7. Mention ways how ICT is used for education in the classroom 

8. Mention how ICT is used in health care and diagnosis 

 

Unit III Digital Documentation 

1. Fill in the blanks 

a. The submenu item with three dots ‘...’ just after the submenu name, denote that it will open 

the ________________. 

b. The submenu item with right hand side arrows ‘►’, means, clicking on it will open  ____.  

c. Formatting Tool Bar contains various options for _________________.  

d. By pressing the Home key you jump to the ____________ and by pressing the End key you 

jump to ______________.  

e. After using the undo command, to go back again to the previous position the, 

________________ option or command is used.  

f. Double click is used to select the _______________.  

g. Headers appear at the _____________ and footers appear at the _____________ of every 

page. 

h. In the ______________ page orientation the height of the page is less than its width.  

i. The _________________ option is used to see how the document will look like when it will 

be printed.  

j. In mail merge the file holding the mailing addresses is called as _____________. 

k. To apply superscript: Select the text and select Format → __________ → Superscript  

l.  To apply subscript: Select the text and select Format → Text → ____________ 



m. To assign border to the paragraph, select the paragraph, then select  

Format → ________ → Borders → _________ – Style, Width, Colour. 

n. To insert header in a document 

Insert → ______________ → Header 

o. To insert shape 

____________  shape 

p. To insert special character 

Insert → ___________________ 

2. What is the extension of a document saved in Libre Office Writer? 

3. Mention few examples of online word processors. 

4. Mention few word processing softwares. 

5. In a document all the occurrences of word “this” has to be changed to “these”. Which option is 

suitable for this and what is the shortcut command used for it? 

6. Which two documents are essential for mail merge? 

7. Mention any 5 features of word processing software. 

8. Write difference between a text editor and a word processor software. Write the name of any 

text editor or word processor available in market 

9. What are the special characters? How can you insert them in a document? 

10. Which features of writer will you use to perform the following task? (Write shortcut key 

combinations as well wherever applicable) 

a. Count the total words of a document? 

b. Protect the document using password in Writer? 

c. To replace any word by another word in a document 

d. To check whether the spelling of any word is correct or not. 

e. To find the opposite of a given text(antonym) 

f. To convert capital letters into small letters 

g. To create list 

h. Insert a text on every page of the document 

i. Insert page number  at the bottom of every page. 

j. To type the symbol of pi(π) 

k. Create a data in tabular form 

l. To preview the document before printing 

11. Mention the shortcut keys to perform the following operations in writer 

a. To jump to the beginning of a document 

b. To jump to the end of a document   

c. Shortcut to paste the copied content  

d. To select the vertical block of text  

e. To display non printing characters  

f. To justify the paragraph  

g. To assign background colour to the paragraph 

h. To insert a page break   

i. To insert table in a document 



 


