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COMMON  ERRORS

1.Incorrect   I have a good news for you.

   Correct     I have good news for you

   Explanation: We don’t use a  in the sentence while we are talking about the present                

2.Incorrect 
The men are national beings.

   Correct 
Men are national beings

   Explanation: We don’t use the before men

3.Incorrect 
The boys leave the school at four o'clock.

  Correct 
The boys leave school at four o'clock.

  Explanation:
We don’t use the before a school

4.Incorrect 
 He sent a word that he would come soon.

  Correct 
He sent word that he would come soon.

  Explanation: we don’t use a  before word 


5.Incorrect 
 I have read the Shakespeare's Macbeth.

  Correct 
I have read Shakespeare's Macbeth

  Explanation: we don’t use the before a noun

6.Incorrect 
 You cannot set a foot in this house.

  Correct 
You cannot set foot in this house

Explanation: we don’t use a before foot

7.Incorrect 
 The envy is an evil passion.

  Correct 
Envy is an evil passion.

   Explanation: We don’t use the before a noun


8.Incorrect 
 He has not yet gone to the bed.

   Correct 
He has not yet gone to bed.

   Explanation: We don’t use the before a noun


9.Incorrect 
 He is Daniel in judgment.

   Correct 
He is a Daniel in judgment.

   Explanation: We should a before a verb


10.Incorrect  He made very wise decision.

    Correct 
He made a very wise decision.

    Explanation: We should use a before a verb


11.Incorrect   Fire broke out in our village.

    Correct 
 A fire broke out in our village.

     Explanation: We should use a before a verb


12.Incorrect   Andamans are a group of islands.

    Correct 
The Andamans are a group of islands.

    Explanation: We should use the before a noun
 

13.Incorrect   The clock has struck five hours.

Correct   The clock has struck five.

Explanation: No need to use hours 


14.Incorrect   There is no place in the hall.

  Correct   There is no room in the hall.

  Explanation: We should use room in the sentence


15.Incorrect   Little thing has been done.

  Correct 
Little has been done.

  Explanation: We don’t use thing in the sentence


16.Incorrect   We have an urgent business.

  Correct 
We have an urgent piece of business.

  Explanation: We should use a preposition in the sentence


17.Incorrect   He came by the 4:30 o'clock train.

  Correct 
He came by the 4:30 train.

  Explanation: No need to use clock in the past


18.Incorrect   He left the place with his belonging goods.

 Correct    He left the place with his goods.

 Explanation: No need to use belonging in the sentence

19.Incorrect   He absented from the school yesterday.

  Correct 
He absented himself from the school yesterday.

  Explanation: We should use himself in the sentence


20.Incorrect   He availed of the opportunity.

  Correct 
He availed himself of the opportunity.

  Explanation: We should use himself in the sentence


21.Incorrect   Don't pride on your victory.

  Correct 
Don't pride yourself on your victory.

  Explanation: We should use yourself in the sentence


22.Incorrect   The girl wants to get herself married.

  Correct 
The girl wants to get married.

  Explanation: We don’t use herself in the future


23.Incorrect   The climate of India is hotter than England.

  Correct 
The climate of India is hotter than that of England.

  Explanation: We should use that in the sentence


24.Incorrect   Everybody will get their share.

  Correct 
Everybody will get his share.

   Explanation: We should use his in the place of their

25.Incorrect    He is sick.

  Correct
He is ill.

  Explanation: We use ill in the present
 

26.Incorrect   I have strong headache.

  Correct 
I have a severe headache

  Explanation:We should use severe in the present.

27.Incorrect   This is more preferable than that

 Correct 
This is preferable to that.

 Explanation: We don’t use their in the sentence
 

28.Incorrect   No less than fifty students were present.

  Correct 
No fewer than fifty students were present.

  Explanation: We use fewer in the place of less
 

29.Incorrect   I want a little quantity of milk.

 Correct 
I want a small quantity of milk.

 Explanation: We have to use small in the place of little 

30.Incorrect   Ram only is guilty.

 Correct 
Ram alone is guilty.

 Explanation: We use alone
 

31.Incorrect   Do not go out in the sun with your head open.

 Correct 
Do not go out in the sun with your head bare OR uncovered.

 Explanation: We use bare or uncovered
 

32.Incorrect   Give a verbal translation of the passage.

 Correct 
Give a literal translation of the passage.

 Explanation: We use literal
 

33.Incorrect   The association has three thousands of rupees in cash.

  Correct 
The association has only three thousand rupees.

  Explanation: We should use only in the sentence

34.Incorrect    He does not know to swim.

  Correct 
He does not know how to swim.

  Explanation: We should use how 
 

35.Incorrect   Don't go in the sun.

 Correct 
Don't go out in the sun.

 Explanation: We should use out in the sentence
 

36.Incorrect   I know him too well.

 Correct 
I know him very well.

 Explanation: We don’t use too
 

37.Incorrect   I shall of course do it.

 Correct 
I shall certainly do it.

 Explanation: We use certainly

38.Incorrect   Now you are tired, you may rest awhile.

 Correct 
Now that you are tired, you may rest awhile.

 Explanation: We use that in the sentence
 

39.Incorrect   No sooner had he died, when his sons began to quarrel.

 Correct 
No sooner had he died than his sons began to quarrel.

 Explanation: We don’t the in the sentence
 

40.Incorrect   He asked me that why I had not gone there.

 Correct 
He asked me why I had not gone there.

 Explanation: We don’t use that in the sentence
 

41.Incorrect   Until you remain idle, you cannot succeed.

 Correct 
As long as you remain idle, you cannot succeed

 Explanation: We should use as well as in the place of until

42.Incorrect   One of his family members is dead.

 Correct 
A member of his family is dead.

 Correct 
One of the members of his family is dead.

 Explanation: We can use a member or the member in the sentence 
 

43.Incorrect   My brother's all the books have been stolen.

 Correct 
All my brother's books have been stolen.

 Correct 
All the books of my brother have been stolen.

 Explanation: We should use all at the first
 

44.Incorrect  For what you are here ?

 Correct 
What are you here for ?

 Explanation: We don’t use for at the biginning of the sentence
 

45.Incorrect   Tell me why did you go there ?

 Correct 
Tell me why you went there ?

 Explanation: We don’t use did in the sentence
 

46.Incorrect   I, you and he will go together.

 Correct 
You, he and I will go together.

 Explanation: The arrangement of the sentence is incorrect
 

47.Incorrect   Exercise is good both for work as well as health.

 Correct 
Exercise is good for work as well as health.

 Explanation: We don’t use both while we are using for in the sentence 

48.Incorrect   He did not abstain to smoke but persisted to purchase valuable cigars.

 Correct 
He did not abstain from smoking but persisted in purchasing  valuable cigars.

 Explanation: We should use from in the place of to 
 

49.Incorrect   To him I did a request which he did not comply.

 Correct 
To him I made a request with which he did not comply.

 Explanation: We has to use with in the sentence
 

50.Incorrect   I cannot bear your separation.

 Correct 
I cannot bear separation from you.

 Explanation: We shold rearrange the sentence
 

51.Incorrect   Open the last but one page of the book.

 Correct 
Open the last page but one of the book.

  Explanation: We have to rearrange the sentence
 

52.Incorrect   I solicit your favor to grant me leave.

Correct 
I solicit the favor of your granting me leave.

Explanation: We should use the in the sentence
 

53.Incorrect   Those who are absent, I shall punish them.

 Correct 
I shall punish those who are absent.

 Explanation: We should rearrange the sentence

54.Incorrect  After doing the work, his face brightened.

 Correct 
After he had done the work, his face brightened.

 Explanation: We should rearrange the sentence


55.Incorrect   We shall be glad to get your good news.

 Correct 
We shall be glad to get good news from you.

 Explanation: Don’t use your in the present


56.Incorrect   I feel myself feverish.

 Correct 
I feel feverish.

 Explanation: If we use i in the sentence dont use myself


57.Incorrect   You have no excuse to be forgetful.

 Correct 
You have no excuse for being forgetful.

 Explanation: We should use ing form in the sentence
 

58.Incorrect   He rose equal to the occasion.

 Correct 
He rose to the occasion.

 Correct 
He was equal to the occasion.

 Explanation:  A perposition should be added in the sentence
 

59.Incorrect   Are your work busy ?

 Correct 
Do you have a busy job ?  


60.Incorrect   I am going to a picnic. 

 Correct 
I am going on a picnic.

 Explanation: On will come in the future


61.Incorrect   I am a bit in a hurry. 

 Correct 
I am in a bit of a hurry.

 Explanation: We should use of in the present
 

62.Incorrect   I'll date her out this Saturday.

 Correct 
I'll take her out on a date this Saturday.

 Explanation: We should rearrange the sentence in a secified manner 

63.Incorrect   If one day I am good in English, I would definitely admit it.

 Correct 
If someday I am good at English, I will definitely admit to it.

 Explanation: We should use will in the place of would


64.Incorrect   How do you think to learn the English ?

 Correct 
What is your point on learning English ?

65.Incorrect    Are you investing on stock market ?  

 Correct 
Are you investing in the stock market ?

 Explanation: We should use preposition in the sentence


66.Incorrect   I am difficult to learn English.

 Correct 
It is difficult for me to learn English.

 Explanation: We should preposition in the sentence


67.Incorrect   We have full off and half off on Sunday.

 Correct 
We are given the option to work either full or half day on Sunday.


68.Incorrect   In fact, Billy really owns some personality to be a VIP.  

 Correct 
In fact, Billy really has what it takes to be a VIP.

 Explanation: Prepositions should be used in the sentence


69.Incorrect   China is coming into rainy weather.  

 Correct 
China is in rainy season now.

 Explanation: We don’t use come in the sentence


70.Incorrect   All these three cities are similar warm as Malaysia.

 Correct 
All three of these cities are as warm as Malaysia.


71.Incorrect   What time of a day now in your country ?

 Correct 
What is the time now in your country ?


72.Incorrect   Comes to think of it, it sounds right !  

 Correct 
Come to think of it, it does sound right !


73.Incorrect   You can try it more ..........

 Correct 
You can try a few times ...........  


74Incorrect   He went to abroad to further his study.  

Correct 
He went abroad to further his study.

75.Incorrect   Today, I'll wash my cat.

 Correct 
I'll give my cat a bath today

76.Incorrect   How many days left for you to quit your position ?

 Correct 
How many days are left before you quit your job?

 Correct 
How many days are left until you quit your job? 
 

77.Incorrect   Did Thailand come into rain season ?

 Correct 
Is it the rainy season in Thailand ?


78 Incorrect   How was your sleeping yesterday ?

 Correct 
Did you have a good sleep yesterday ?


79.Incorrect   He is trying to look cute to make himself forgiven.

 Correct 
He is trying to get away with it by looking cute.  
 

80.Incorrect   Why don't stay more time here ?

 Correct 
Why don't you stay a little longer ?


81.Incorrect    But you know a lot about computer, isn't it ?  I know nothing at all about it !

 Correct 
But you know a lot about computer, don't you ? I myself

know nothing about it !


82.Incorrect   The sales of light arms is the main cause of heavy casualty in conflicting nations. 

Correct 
The sale of light arms to conflicting nations is the main cause of heavy casualties. 

83.Incorrect   Why you want to know more about me ? I am just a small people.

 Correct 
Why do you want to know more about me ? I am a nobod


84.Incorrect   Make sure that it is a high pay job.

 Correct 
Make sure that it is a high paying job.


85.Incorrect   I wonder if there is a comment on the certificate by GE about how good a student perform in the course ?

 Correct 
I wonder if there is a comment on the certificate by GE about how well a student performs in the course ?


86.Incorrect   We have lots of rain, because we're in monsoon season.

 Correct 
There is a lot of rain here as we are in monsoon season now.

87.Incorrect    How much is the temperature?

 Correct 
What is the temperature ?


88.Incorrect   Don't feel anger with me !!! I'm just kidding.

 Correct 
Don't be mad at me !!! I'm just kidding.


89.Incorrect   Kitty,  your honey was left just now because I told him you will coming soon.

 Correct 
Kitty, your honey has just left as I told him you would be coming soon.


90.Incorrect   I am a Chinese and have been abroad 10 years.

 Correct 
I am Chinese and have been in abroad for 10 years.

91.Incorrect   OK, tell me how does he like ?

 Correct 
OK, tell me what he looks like ?


92.Incorrect   I think you should go to abroad find a job make your life a little bit changed. 

 Correct 
I think you should go abroad to find a job and make your life a little bit different for a change.


93.Incorrect   Lilian is living far away with China.

 Correct 
Lilian is living far away from China.


94.Incorrect   I am sure not even one man can control himself if he meet this kind of situation.

 Correct 
I doubt that there is even one man who can control himself in this situation.


95.Incorrect   Are you a saler,  Alvin ?

 Correct 
Are you a salesman, Alvin ?


96.Incorrect   The team bring a lot of happy for football fan in the world but now I doubtful them.

 Correct 
The team used to bring a lot of fun to the soccer fans in the world but I am doubtful of them now.


97.Incorrect   Which kind of car ?

 Correct 
What type of car ?

98.Incorrect    I think your express will have a little difficult, but that is a lucky thing, I can understand you. 

 Correct 
I think you have difficulty in expressing your idea. Luckily, I can understand you.


99.Incorrect   How are you this week ?

 Correct 
How have you been this week ? 


100.Incorrect   I know you are good in computer and English.

 Correct 
I know you are good at computers/computing and English.

COMMUNICATION  SKILLS

Every individual needs to be well equipped with the tools to communicate effectively,whether it is on the personal front,or at work.In fact,according to the management gurus,being a good communicator is half the battle won.After all,if one speaks and listens well,then there is little or no scope for misunderstanding.Thus,keeping this fact in mind,the primary reasons for  misunderstanding is due to inability to speak well,or listen effectively.

Defination:Communication skills is the ability an individual displays in consistently demonstrates the ability to effectively communicate with cllients,colleagues,subordinates,and supervisors in professional manner and in the personal development.

                                (OR)

       Communication skills is generally understood to be the art or technique of persuasion through the use of oral language and written language.To understand the basics of communication skills,one needs to understand  that  communication is one of those words that is most hyped in contemporary culture.It includes a large number of experiences,actions and events;also a variety of happening and meanings ,as well as technologies.

          The ability to communicate is the primary factor that distinguishes human beings from animals.And it is the ability to communicate well that distinguishes one individual from another.

         The dominating question that comes here is:How to improve communication skills?Well,the answer is simple.One can find plenty of literature on this.There are also experts,who conduct workshops and seminars based on communication skills of men and women.In fact,a large number of companies are bringing in trainers to regularly conduct sessions on the subject,in order to help their work force maintain better interpersonal work relations. 
PERSONALITY DEVELOPMENT

Defination:Personality is generally defined as the deeply ingrained and relatively enduring patterns of thought,feeling and behaviour.In fact,when one refers to personality,it generally implies to all what is unique about an individual,the characteristics that makes one stand out in a crowd.

Basically,according to experts through the ages,a person’s personality is developed through the intermingling of heridatory and environmental factors,As a child grows,hereditary tends to play a smaller role,and the environment with the experiences thrown in contributes to the continous process of personality development.while clesses and training programs can help one grow and develop each day,yet one can actually climb the personality ladder by being aware of the self.

In order to develop a healthy and popular personality one should delve deeper and deeper into positive thinking.One needs to understand that problems are a part and parcel of life;but it is the way in which one deels with the problems that determines whether one is going from strength to strength;or weakness to weakness.

Given here are some affirmations that will help one develop a positive personality.These can be used as mantras on a daily base...

· I beleive today is my lucky day

· I am grateful for every opportunity life as given me to learn and develop

· I am an honest and sincere person

· I have a healthy body,which i will take care of

· I am compassionate towards others

· I appreciate constructive criticism to help me learn and develop my skills

· I am full of love

· I am kind and generous

· I am dependable and every ready to help others

· I have faith in myself

· Iam faith in others
Conversation ...is the art of never appearing a bore ,of knowing how to say everything intrestingly,to entertain with no mattre whwt,to be charming wiyh nothing at all.Thus,communication is best achieved through simple planing and control.To ensure efficient and effective conversation there are three prime considerations:

· Presentation Skills

· Listening Skills

· Speaking Skills
According to experts in the field of  communication  traning,presentation skills includes not only,aspects relating to non-verbal skills,etiquette and grooming,but also other factors such as listening and speaking.

In order to ensure  effective communication and presentation skills one needs to keep the following factors in mind:

· Avoid ambiguity

· Accept feedback in order to gain conformation and rule out confusion

· Check all arrangements 

· Be comfortable in venue

· Know how to use the microphone

· Conduct a microphone check before the function begins

· Be ready to deal with distractions 

· Be prepared to answer questions,politely avoid irrelevant questions

In,fact,softskills training is at the  very base of self management.Every employee has to be a qualified self-manager.Thus,in a nut shell,the soft skills,are assential skills required to make an individual and adept self-manager.Some one who can manage the self,and other selves in order to be able to perform above expectations,or atleast at par;but definitely not below.

The following are the varied softskill training modules that are offered,in general by trainers......

· Courtesy

· Honesty and reliability;Personal integrity

· Flexibility-Adaptability

· Team skills-Cooperation;Ability to follow  regulations;Willingness to be accountable;Ability to relate to coworkers in a close environment

· Non verbal communication

· Leadership skills-Self-directed,ability to direct and guide others,Self-supervising;Ability to relate to coworkers in  close environment;

· Positive attitude;Positive work ethic

· Written Communication Skills-Basic spelling and grammer;Reading and comprehension

· Personal hygiene and energy

· Interpersonal Skills-Communication skills with public,follow employees,supervisiors,and customers

· Motivation-Willingness to learn;Caring about seeing the company succeed;Understanding what the world is all about;Commitment to continued training learning;

· Critical thinking skills

· Grooming-good personal appearence

Communication is generally classified into a couple of types.The classification include:

· Verbal and non-verbal

· Technological and non-technological

· Mediated and non-mediated

· Participatory and non-participatory

However,the commonly known types of communications are:

Intra-personal communication skills:

This implies individual reflection,contemplation and mediation.One example of this is transcendental mediation.According to the experts this type of communication encompasses communicating with the divine and with spirits in the form of prayers and rites and rituals.

Interpersonal communication skills:

This is direct,face-to-face communication that occurs between two persons.It is essentially to dialogue or a conversation between two or more people.

It is personal,as well as intimate and permits maximum interaction through words and gestures.Interpersonal communications maybe:

Focused Interactions:

This primarily results from an actual encounter between two persons.This implies that the persons involved are completely aware of the communication happening between them.
Unfocused Interactions:

This occurs when one simply observes or listens to persons with whom oe is not conversing.This usually occurs at stations and bus stops,as well as on the streat,at restaurants,etc..

Non verbal communocation skills:

This includes aspects such as body language,gestures,facial expressions,eye contact,etc.,which also bocomes a part of communicating process;as well as the written and typed modes of communications.

Mass communication:

This is generally identified with tools of modren mass media,which includes:books,the press,cinema,television,radio,etc.It is a means of conveying messages to an entire populace.

No going what the different types of communication skills are,communicating is an ever-continuing process that is going on all the time.It is an important to human life as is day-to-day existence.

            Verbal communication

Everybody has intresting thoughts floating in their mind however only a few are able to communicate them effectively and bring about a resounding impact on their verbal communication skills.Many feel that this skills not need  any training as every individual is able to communicate.Yes every individual can communicate but the problem is that every individual cannot effectively communicate.

          Non-verbal communication

The non-verbal presentation factors are:

Voice:This implies the tone-sarcastic or sincere;warm or cold ;rich and expressive;or dull and flat.The other voice aspect ts the volume-shouting,barely audible or medium volume.

Speech pattern:slow,hesitant,fast,jerky,abrupt or even –steady pace.

Facial expressions:This includes:

· The brow/forehead:Wrinkled or smooth

· Eyebrows:Wrinkled or smooth

· Jaw/mouth region:firm or relaxed

Eye contact:Whether the speaker is looking at the listener/audience being addressed.

Gestures:This includes the hand movements such as:hand-wringing,open hand movements,finger pointing,fist thumping,etc.

Postures:This is important,as it shows how intrested the speaker or listener is.

Body movement:This includes the movement of the body such as shrugs and shuffles,arms crossed or left lose,strides or standing in one position.

Coming back to public speaking.....here are 9 tips to speak successfully in a public situation

· Control stage fright

· Select the subject well

· Gather all ideas and information 

· Organise the materials

· Plan the beginning of tne speech

· Plan the body of the speech

· Plan the conclution of the speech

· Practise the speech

· Bring in humor,spontaneously

READING SKILLS
The answer is most definitely :No! Reading in English is like reading in your native language. This means that i understand each and every word in english remember that reading skills in your native language and english

Here is a quick over view of the four types of reading skills used in every language :

Skimming – used to understand the “gist” are main ideas scanning – used to find a particuluar peace of information and general understanding intensive reading – accurate reading for detail understanding.

SKIMMING
Skimming is used to quickly gather the most important information ,are ‘gast’.Run your eyes over the text,noting to quikly get up to speed on a current business situation.It’s not essential to understand each word and when skimming.

Examples of skimming:

· The Newspaper (quickly to get the general news of the day)

· Magazines (quickly to discover which articles you would like to read in more detail)

· Business and Travel Brochures (quikly to get informed)

SCANNING

Scanning is used to find a particular piece of information.Run your eyes over the text lookin for the specific scanning on schedules,meetin plans,etc.in order to find the specific details you require.If you see words or worry when scanning.

Examples of scanning

· The “What’s on TV” section of your newspaper

· A conference guide

· A trian / airplane schedule

EXTENSIVE READING 

Extensive reading is used to obtain a general understanding of a subject and includes reading longer texts for pleasure, as well as business books. Use extensive reading skills to improve your general knowledge of business procedures. Do not worry if you understand each word. 

Examples of Extensive Reading 

· The latest marketing strategy book 

· A novel you read before going to bed 

· Magazine articles that interest you

Intensive reading 

Intensive reading is used on shorter texts in order to extract specific information. It includes very close accurate reading for detail. Use intensive reading skills to grasp the details of a specific situation. In this case, it is important that you understand each word, number or fact. 

Examples of Intensive Reading 

· A bookkeeping report 

· An insurance claim 

· A contract

LISTENING SKILLS 

We were given two ears but only one mouth. 

This is because God knew that listening was twice as hard as talking. 

People need to practice and acquire skills to be good listeners, because a speaker cannot throw you information in the same manner that a dart player tosses a dart at a passive dartboard. Information is an intangible substance that must be sent by the speaker and received by an active listener. 

THE FACE IT SOLUTION FOR EFFECTIVE LISTENING

Many people are familiar with the scene of the child standing in front of dad, just bursting to tell him what happened in school that day. Unfortunately, dad has the paper in front of his face and even when he drops the paper down half-way, it is visibly apparent that he is not really listening. 

A student solved the problem of getting dad to listen from behind his protective paper wall. Her solution was to say, "Move your face, dad, when I'm talking to you.'' This simple solution will force even the poorest listener to adopt effective listening skills because it captures the essence of good listening. 

GOOD LISTENERS LISTEN WITH THEIR FACES 

The first skill that you can practice to be a good listener is to act like a good listener. We have spent a lot of our modern lives working at tuning out all of the information that is thrust at us. It therefore becomes important to change our physical body language from that of a deflector to that of a receiver, much like a satellite dish. Our faces contain most of the receptive equipment in our bodies, so it is only natural that we should tilt our faces towards the channel of information. 

A second skill is to use the other bodily receptors besides your ears. You can be a better listener when you look at the other person. Your eyes pick up the non-verbal signals that all people send out when they are speaking. By looking at the speaker, your eyes will also complete the eye contact that speakers are trying to make. A speaker will work harder at sending out the information when they see a receptive audience in attendance. Your eyes help complete the communication circuit that must be established between speaker and listener. 

When you have established eye and face contact with your speaker, you must then react to the speaker by sending out non-verbal signals. Your face must move and give the range of emotions that indicate whether you are following what the speaker has to say. By moving your face to the information, you can better concentrate on what the person is saying. Your face must become an active and contoured catcher of information. 

It is extremely difficult to receive information when your mouth is moving information out at the same time. A good listener will stop talking and use receptive language instead. Use the I see . . . un hunh . . . oh really words and phrases that follow and encourage your speaker's train of thought. This forces you to react to the ideas presented, rather than the person. You can then move to asking questions, instead of giving your opinion on the information being presented. It is a true listening skill to use your mouth as a moving receptor of information rather than a broadcaster. 

A final skill is to move your mind to concentrate on what the speaker is saying. You cannot fully hear their point of view or process information when you argue mentally or judge what they are saying before they have completed. An open mind is a mind that is receiving and listening to information. 

If you really want to listen, you will act like a good listener. Good listeners are good catchers because they give their speakers a target and then move that target to capture the information that is being sent. When good listeners aren't understanding their speakers, they will send signals to the speaker about what they expect next, or how the speaker can change the speed of information delivery to suit the listener. Above all, a good listener involves all of their face to be an active moving listener. 

THINGS TO REMEMBER 

If you are really listening intently, you should feel tired after your speaker has finished. Effective listening is an active rather than a passive activity. 

When you find yourself drifting away during a listening session, change your body position and concentrate on using one of the above skills. Once one of the skills is being used, the other active skills will come into place as well. 

Your body position defines whether you will have the chance of being a good listener or a good deflector. Good listeners are like poor boxers: they lead with their faces. 

Meaning cannot just be transmitted as a tangible substance by the speaker. It must also be stimulated or aroused in the receiver. The receiver must therefore be an active participant for the cycle of communication to be complete.
                PUBLIC SPEAKING

                   PRESENTATION SKILLS

If your presentation have to be effective  we should follow 4P’s

1.Plan

2.Prepare

3.Practice

4.Performance/Presentation-Entering

                                            -Walking

                                            -Maintaining eye contact

                                            -Body language

                                            -Dress

                                            -Greaming

Organisation of the topic:

· Introduce

· Body the topic

· Conclusion
                              Oral Reporting

This module focusses on changing your oral reporting skills

At the end of this module,the learner will be able to

· Understand the basic styles in oral reporting and

· Implement the stretegies in oral reporting

· At every stage,it becomes essential to impress them with our in-depth knowledge of the topic,insightful analysis of the examinated material,perspective recommendations and your poised,lucid and articulate verbal presentation of the report.The verbal presentation of the report is known as Oral Reporting.

· One has to plan and deliver an oral report meticulously so that the major findings or key recommendations arising from the assessment of data or observation or reserch makes the audience listen intently and what to read the written raport.

· Oral reports could be

· Informal

· Formal                                                                                                          

· INFORMAL:Informal oral reports are generally characterised by small-group settings with a  high degree of audienceinteraction and a relaxed manner of delivary and dress.

Informal oral presentation can faster the free exchange of ideas and be important for producing action items.

· FORMAL:Formal oral reports may follow an outline similar to the parts of any formal written reports and may be presented to an audience of one’s peers or to an intrested general or mixed audience in a setting such as a large auditorium or hall.

BASICS OF GOOD PRESENTATION

STEP 1:RESERCH THE FACTS

Remember that relevant details and vivid discriptions will make your oral report more intresting,as will visual aids such as maps,charts and pictures.

STEP 2:ORGANIZE YOUR INFORMATION

The organisation of the good oral report comprises of three major parts

· An introduction 

· The body and

· The conclusion

It should acomplish three tasks

1. Introduce the problem,topic or question to be addressed

     2.Give the audience a mental plan of the reports structure
       3.Spark the curiosity of the listeners
The body of the report may include three elements:

       1.A presentation and evolution of the essential facts and ideas

       2.Arguments aiming to answer the question or to address the           

         Problem.

       3.A refutation in advance of possible objections to one’s arguments

CONCLUSION:The conclusion will rieterate the main points and the arguments of the report.It may also raise questions,enunciate a paradox or intresting thought provoked by the speakers reflection on the data.

STEP 3.PRACTISE GIVING THE ORAL REPORT

· Hold your body upright and face your audience

· Speak cleraly and deliberatel-you want everyone to hear what you have learned.

· Refer to your notes only when necessary.

STEP 4:MAKE A FINAL COPY OF YOUR REPORT NOTES

              Use your notes to make a final outline of your report and put it on one index card or half-sheet of paper.Try to use this card alone when giving your report.Refer to the rest of your notes only if absolutely necessary.

GRADING ON ORAL PRESENTATION

Presentations will be graded based upon:

· STYLE

· Organisation of presentation

· Visual aids

· POISE:Ability to communicate with audience

· ANALYSIS
· Completeness of answers

· Depth of knowledge:ability to answer questions

· Recommendations

Do’s and Dont’s in an oral presentation

· DONT’S:

· Don’t read the whole thing from presentation or reambling off the top of your head

· Don’t mumble through

· Don’t use filler words like ‘uh’’um’ etc

· Don’t speak too fast

· Don’t speak without pauses

· Don’t look down,without making eye contact

· Don’t stand in one place,holding the lectern with a death grip

· Don’t dwell on mistakes in delivary

· Don’t use a lot of numbers or statistics

· Don’t presence your audience with an avalanche of information

· DO’S

· Do speak loudly and clearly

· Do pause between ideas and do not speak overly fast (or too slow)

· Do make eye contact with the audience 

· Do use your time well

· Do use visiual aids

· Do gesture and move around some

· Do keep the report following smoothly

· Do dress appropriately for a professional presentation

·  Do be enthusiastic.Why should the audience care if the speaker does not feel this is an intresting topic?

· Do pay attention to your breathing
Writing Skills

Writing is an important form of communication. Good writers use different writing techniques to fit their purpose for writing. To be a good writer, you must master each of the following writing techniques.

   1. Description

          Through description, a writer helps the reader use the senses of feeling, seeing, hearing, smelling, and tasting to experience what the writer experiences. Description helps the reader more clearly understand the people, places, and things about which the writer is writing. It is the most common form of writing. You will find descriptive writing in newspapers, magazines, books, and most other forms of written communication.

   2. Exposition

          Through exposition, a writer informs, explains, and clarifies his/her ideas and thoughts. Exposition goes beyond description to help the reader understand with greater clarity and depth the ideas and thoughts of the writer. Expository writing, like descriptive writing, is commonly found in newspapers, magazines, books, and most other forms of written communication.

   3. Narration

          Through narration, a writer tells a story. A story has characters, a setting, a time, a problem, attempts at solving the problem, and a solution to the problem. Bedtime stories are examples of short stories while novels are examples of long stories. The scripts written for movies and plays are further examples of narrative writing. 

   4. Writing Techniques, Pen Persuasion

          Through persuasion, a writer tries to change a reader's point of view on a topic, subject, or position. The writer presents facts and opinions to get the reader to understand why something is right, wrong, or in between. Editorials, letters to the editor in newspapers and magazines, and the text for a political speech are examples of persuasive writing.

   5. Comparison and Contrast

          Through comparison and contrast, a writer points out the similarities and differences about a topic. Comparison is used to show what is alike or in common. Contrast is used to show what is not alike or not in common. Describing living conditions in 1900 and living conditions today would allow for much comparison and contrast.

By using the writing technique that fits your purpose, you will be able to communicate your ideas effectively.

               VOCABULARY

1.ability

Synonym:skill,ability

Antonym:inability

Usage:He had the ability to do this work.

2.adroit

Synonym:planless,undirected

Antonym:maladroit

Usage:She presented her cd without adroitly

3.affix

Synonym:infix

Antonym:affixed

Usage:The system was affixed

4.agog

Synonym:excited

Antonym:unexcited

Usage:She was agoged

5.agreeable

Synonym:agreeable

Antonym:disagreeable

Usage:I agreed for his conditions

6.ahead

Synonym:infront,forward

Antonym:down

Usage:They are abit ahead of us

7.apace

Synonym:anuretic

Antonym:slowly

8.awash

Synonym:at an equal rate

Antonym:empty

Usage:The data was awashed in the cd

9.beauty

Synonym:vision

Antonym:ugliness

Usage:The beauty of the city was unexplainable

10.harsh

Synonym:sour

Antonym:pleasent

Usage:She responded very harshly

11.hate

Synonym:some(prenominal)

Antonym:love

Usage:She hates him a lot

12.immediate

Synonym:present,direct

Antonym:future

Usage:people reacted immediately

13.imminent

Synonym:close

Antonym:distant

Usage:The Tsunami might be imminent

14.imagine

Synonym:expect,anticipate

Antonym:credible,believable

Usage:She imgined him with a lots of hopes

15.ignore

Synonym:treat,handle

Antonym:notice,mark

Usage:She ignored him

16.implement

Synonym:comple,use

Antonym:unhelpful

Usage:They implemented the work very well

17.limited

Synonym:controlled

Antonym:untrammeled

Usage:They had a very limited stock

18.objection

Synonym:acceptable

Antonym:unacceptable

Usage:She had a objection in the case


19.primordial

Synonym:early

Antonym:middle,late

Usage:She was a primordial girl

20.belligerent

Synonym:hostile

Antonym:unpeaceful

21.indigenous

Synonym:native

Antonym:strange

Usage:She was a native of khammam

22.epic

Synonym:harge,big

Antonym:nonrepresentational

Usage:The hall was big

23.frivolous

Synonym:airheaded,ligit

Antonym:overserious

24.mirth

Synonym:express emotion,expressfeelings

Antonym:joyless,homourless

Usage:She expressed her emotions

25.plumed

Synonym:cheat,rip off

Antonym:unadorned

Usage:They cheated me

26.bereaved

Synonym:strip,divest

Antonym:joyful

27.monitor

Synonym:observe

Antonym:persuasive

Usage:They observe them quitly

28.equitable

Synonym:fair,honest

Antonym:inequitable

Usage:She is very honest

29.vulnerable

Synonym:undefendable,open

Antonym:airtight,strong

Usage:She opened the box

30.inevitable

Synonym:fatal,necessary

Antonym:avoidable

Usage:The software in the system was necessary

31.array

Synonym:anthrosporic,arthosporous

Antonym:order

Usage:The array is too small

32.pathetically

Synonym:apodictic

Antonym:unsympathetically

Usage:They are phathetic because of the death 

33.voracious

Synonym:acquistive

Antonym:unacquistive

34.yearly

Synonym:periodic,periodically

Antonym:aperiodic

Usage:They modifiy their shop yearly

35.meticulous

Synonym:precise

Antonym:imprecise

36.appear

Synonym:disown,renounse

Antonym:vanish,go away

Usage:She appeared to be sincere

37.lucid

Synonym:explain

Antonym:unclear

Usage:I explained her about the lesson

38.broad

Synonym:beamy,fanlike

Antonym:narrow

Usage:The city was very broad

39.elementary

Synonym:easy

Antonym:difficult

Usage:The subjet was easy

40.futile

Synonym:useless,vain

Antonym:useful,utile

Usage:The machine was futiled

41.mandatory

Synonym:obligatory

Antonym:bligatory

Usage:The operation to him was mandatory

42.paradox

Synonym:inexplicable

Antonym:explicable

43.contemporary

Synonym:modern

Antonym:noncurrent

Usage:They occured at the same time

44.drag

Synonym:pull along

Antonym:nonvoilent

Usage:She draged all the items in her system

45.swamp

Synonym:drench,flood

Antonym:pass up

Usage:The aera was swamped with the floods

46.said

Synonym:same,a foresaid

Antonym:other

Usage:I said to her about the college

47.swish

Synonym:swished

Antonym:quiet

48.swing

Synonym:alternate,fluctuate

Antonym:unrhythmical,unrhythmic

Usage:The ball swings in his hand

49.sanity

Synonym:mind,wits

Antonym:insanity

50.satitate

Synonym:satiates

Antonym:instiable

51.satisfy

Synonym:assuage,calm,fill

Antonym:dissatisfy

Usage:She satisfied with her performance

52.scary

Synonym:alarming,fearsome

Antonym:unalarming

53.scene

Synonym:scenes

Antonym:open,overt

Usage:The scene in the movie was highlited welll

54.scent

Synonym:scenting

Antonym:caulescent

Usage:The scent smells good

55.scandal

Synonym:scandals

Antonym:moral

56.supper

Synonym:suppers

Antonym:thirsty

Usage:She had supper in my house

57.surprise

Synonym:astonish,amaze

Antonym:surprised

Usage:We surprised Rani on her birthday

58.surge

Synonym:deluge,flood

Antonym:descending

Usage:The city was effected with floods 

59.surface

Synonym:apparent,exterior

Antonym:air-to-air

Usage:The exterior of the house was good

60.supreme

Synonym:consummate,incomparable

Antonym:proximate,minimum

Usage:The two things was incomparable

61.sure

Synonym:confident,certain

Antonym:uncertain,unsure

Usage:I am sure of him

62.suitable

Synonym:applicable,compelling

Antonym:unfit

Usage:The dress is very suitable to her

63.suit

Synonym:be appropriate to,become

Antonym:clothed,clad

Usage:He become an engineer

64.summary

Synonym:interpretation,review

Antonym:prolix

Usage:The summary of the poem was good

65.summer

Synonym:brumal,liberant

Antonym:winter,solstice

Usage:This summer was to hot

66.super

Synonym:move,lord it over

Antonym:conquerable

Usage:They moved to hyderabad

67.supple

Synonym:agile,bendy,elastic

Antonym:primary,subtractive

Usage:They are elastic in nature

68.reaction

Synonym:right

Antonym:left,centre

Usage:The police team reacted well at that time of murder

69.tackle

Synonym:tackled

Antonym:unharness

Usage:She tackled the case very well

70.tail

Synonym:head

Antonym:chase,trial

Usage:The tail of the monkey is long

71.talent

Synonym:talents

Antonym:untalented

Usage:She had a good talent in dance

72.talk

Synonym:address,agree

Antonym:short,little

Usage:I talk with him

73.tasted

Synonym:tasted

Antonym:palatable

Usage:I tasted all the dishes

74.team

Synonym:squad,troop

Antonym:unpowered

Usage:They won by a team work

75.technology

Synonym:technoliges

Antonym:technological

Usage:She used the technologyvery well

76.tear

Synonym:cleave

Antonym:tearless,dry

Usage:I saw the tears from her eyes

77.prose

Synonym:drop,knock off

Antonym:smooth

Usage:The prose in the text book was good

78.proper

Synonym:becoming,comely,seemly

Antonym:improper,indecent

Usage:He constructed the building in a proper manner

79.page

Synonym:summon

Antonym:nonvoilent

Usage:The page was tored

80.pain

Synonym:endeavor,strive

Antonym:pleasure,pleasence

Usage:His hand was paining due to accident

81.pair

Synonym:occur

Antonym:hope

Usage:The pair was excellent

82.palm

Synonym:touch

Antonym:simple

Usage:She touched the flower

83.park

Synonym:hot

Antonym:hot

Usage:The couple sat in a park

84.promise

Synonym:declare

Antonym:attached

Usage:He promised me that he will come tommorow

85.partial

Synonym:disintersted,unbasied

Antonym:disintersted

Usage:She completed her work partially

86.passion

Synonym:grieve,sorrow

Antonym:partial

Usage:He had a passion towards the bike

87.pastor

Synonym:pastor

Antonym:urban

Usage:He is a pastor in church

88.process

Synonym :affect,touch 

Antonym :reversible process

Usage :The work is in process

89.prepare

Synonym :educate

Antonym :prepared,braced

Usage:She prepared well for her exams

90.premitive

Synonym :early

Antonym :late

Usage:She completed her work in a primitive manner

91.progress

Synonym :develop

 Antonym :liberal
Usage:The work is in progress
92.project

Synonym :communicate

Antonym :undynamic
Usage:She completed her project work
93.peace

Synonym :australopithecine

Antonym :war
Usage:Our India is a very peaceful country
94.pending

Synonym :unfinished

Antonym :finished
Usage:She unfinished her work
95.penalty 
Synonym :sentence

Antonym :reward,advantage
Usage:He paid the panalty for his mistakes

96.perform

Synonym :barnstrom

Antonym :inferior
Usage:he performed well in the program

97.picture

Synonym :imagine

Antonym :delineate
Usage:Everyday she imagine her future 
98.position

Synonym :put,lay

Antonym :integrative
Usage:In library all the books are in a positioned manner

99.produce

Synonym :make,create

Antonym :heterogenous
Usage:He created a new blog
100.studious

Synonym :serious,learn

Antonym :careless
Usage:Harika is a very studious girl
GENERAL TASK
I have learnt many things in the English Language Communication Skills Lab.I have learnt about communication skills,presentation skills,reading skills,writing skills,lisening skills,speaking skills and many more...

              I forgot the stage fear  after entering into the english lab and participated in many activities and given the seminars in the lab.we had the joint sessions and we played debates,jam sessions.I should thankful to my mam for giving me such an oppurtunity to participate in language lab and telling us many things about the subject.
