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COMMUNICATION SKILLS
Definition of 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. 

According to the various dictionaries the definition of communication skills is as follows: 

Communication skills includes lip reading, finger-spelling, sign language; for interpersonal skills use, interpersonal relations. 

Communication skills are the ability to use language (receptive) and express (expressive) information. 

A communication skill is the set of skills that enables 
a person to convey information so that it is received and understood. Communication skills refer to the
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 repertoire of behaviors that serve to convey information for the individual. 

Types of Communication Skills:
    Communication is generally classified into a couple of types. The classifications 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 meditation. 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 a dialogue or a conversation.
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It is personal, direct, 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 two 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 one is not conversing. This usually occurs at stations and bus stops, as well as on the street, at restaurants, etc. 

Non verbal communication skills : This includes aspects such as body language, gestures, facial expressions, eye contact, etc., which also become a part of the communicating process; as well as the written and typed modes of communications. 
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Importance of Communication Skills:
        "Identification is one of the key ingredients of effective communication. In fact, unless your listeners can identify with what you are saying and with the way you are saying it, they are not likely to receive and understand your message."

The quote above is the underlying factor that explains the importance of communication skills. 

In fact, there are other such quotes, which are as follows that explains the importance of effective communications skills:

Good communication is as stimulating as black coffee, and just as hard to sleep after.

The newest computer can merely compound, at speed, the oldest problem in the relations between human beings, and in the end the communicator will be confronted with the old problem, of what to say and how to say it.

The colossal misunderstanding of our times is the assumption that insight will work with people who are unmotivated to change. Communication does not depend on syntax, or eloquence, or rhetoric, or 
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articulation; but on the emotional context in which the message is being heard. People can only hear you when they are moving toward you, and they are not likely to when your words are pursuing them. Even the choicest words lose their power when they are used to overpower. Attitudes are the real figures of speech. Some proverbs

When people talk, listen completely. Most people never listen.

The problem with communication... is the illusion that is has been accomplished.

The right to be heard does not automatically include the right to be taken seriously.

Argument is the worst sort of communication.

Effective Communication Skills:
          While it is an undisputable fact the communications forms one of the essential bases of human existence, yet most individuals overlook the need to refine their communication skills, from time-to-time. Effective communication skills is a must whether it is individual or then effective team communication skills. 
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According to the experts one can communicate effectively when they understand the stages of interpersonal communication, which are explained below: 

The phatic stage: This is the initial exploratory stage, which determines the course of the conversation. This begins with the greetings and accompanying gestures such as eye contact, the smile, etc. In a formal encounter there is more distance between the individuals, as compared to in the case of an informal encounter. This stage is also known as the warming up stage. There is a no meaning and intention, but just the setting for the next level of the conversation. 

The personal stage: This is the second stage in which the individuals bring a more personal element into the conversation. During this stage one generally brings down their social guard and begins to interact more openly. They are ready to let the others involved in the conversation more about themselves and the hesitation decreases. Interpersonal interactions generally move into a third stage. Otherwise professional interactions are generally confined to this stage. 

The intimate stage: This stage is mainly meant for conversations between friends, family and relatives, where those involved in the conversation share a higher
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 level of intimacy with each other. This stage of communicating usually entails opening one's heart and sharing rather intimate details, which is not a part of professional conversations. 

Keeping in mind these stages, one becomes more aware of how their conversations should progress and where they need to conclude a conversation, or extend it for that matter. Effective skills in communication calls for awareness and attentive listening.
Improving Communication Skills:
     When one is required to communicate complicated ideas, one needs to first and foremost work on improving their skills in communicating. Firstly, one needs to overcome all language related barriers by first seeking how to learn English speaking. This is essential, because most people find it difficult to convey their thoughts, because of a strong influence of their national language, regional language and mother tongue.
            Well, to overcome the language barrier, one can attend English speaking classes. But then thereafter one also needs to be aware of other nuances involved in improving communication skills. In fact, one needs to ensure that as when they communicate they should not be misunderstood, so as to ensure a free flow of thoughts and ideas, doing away with stumbling roadblocks.
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One way of ensuring that one will not be misunderstood is to look into the use of ‘scope'. ‘Scope', essentially refers to the words that combine with each other in order to create a ‘sense unit', in a sentence. For instance, which nouns are covered by a particular verb or preposition. Often poor punctuation or poor sentence construction brings about ineffective communications.


There are varied grammatical devices that help to indicate ‘scope'. These devises can be perfected by constantly practicing grammar. In fact, no matter how eloquent a speaker or communicator one maybe, one should spend sometime, ever so often in practicing grammar exercises.

One can refer to the various English speaking books that will help them improve. In fact, parents can improve their own grammar skills by working on exercises with their children, making it a family activity, rather than a boring homework lesson
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COMMON ERRORS:


Incorrect: john is kindness; so many people want to chat with him.
Correct: john is so kind that many people want to chat 
with him.


Incorrect: had you come to korea ? Randy
Correct: have you ever been to korea , randy?

Incorrect: chan are you work busy?
Correct: chan, do you have a buy job?

Incorrect: I am going to a picnic.
Correct: I am going on a picnic.

Incorrect: I am a bit in a hurry.
Correct: I am in a bit of a hurry.

Incorrect: an ling, what is honking interesting. 
Correct: ling, what is in hongkong interesting?

Incorrect: I’lldate here out this Saturday.
Correct: I’ii take her out on a date this Saturday.

Incorrect: my house is to ten minute of her.
Correct: it is a ten minute drive from my house to hers.
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Incorrect: I had told you I am from china.
Correct: I have told you before that I am from china.

Incorrect: how do you think to learn the English.
Correct: what is your point on learning English.

Incorrect: would you please don’t ask me this question, ok?
Correct: would you please not ask me this question, ok?

Incorrect: I’m heard music.
Correct: I am listening to some music now.

Incorrect: I am come from china.
Correct: I am from china.

Incorrect: ok, I will see you late!
Correct: ok, I will see you later!

Incorrect: I wanted to go to Europe last summer but it 
was to expensive so gave up to go.
Correct: I wanted to go to Europe last summer, but it was to expensive so I give up the idea.

Incorrect: I’ll go there at three.
Correct: I’ll be there at three.

Incorrect: I am going back my home.
Correct: I am going home.
Incorrect: his temperature went down.
Correct: his temperature came down.
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Incorrect: I like green color.
Correct: I like green.

Incorrect: today’s news paper has his articals on Taiwan.
Correct: today’s newspaper carries his article on Taiwan.

Incorrect: I wish I have ……….
Correct: I wish I had……..

Incorrect: I am going to watch the cinema to night.
Correct: I am going to a movie tonight.

Incorrect: I am difficult to learn English.
Correct: it is difficult for me to learn English.

Incorrect: I still so surprise we were born in same day.
Correct: I am so surpised that we were born on the same day.

Incorrect: is there some topic talk about?
Correct: is there any topic to talk about ? 

Incorrect: give me a favor!
Correct: please do me a fovor!

Incorrect: I don’t understand the meaning what you say….
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Correct: don’t understand the meaning of what you said…

Incorrect: there are not any thing wrong………
Correct: there is nothing wrong…….

Incorrect: why not come yesterday?
Correct: why didn’t come you yesterday? 

Incorrect: what hobby do you like?
Correct: what is your hobby?

Incorrect: almost people here I never met before.
Correct: almost all the people here are strangers to me.

Incorrect: you must be quite a character.
Correct: you are quite a character.

Incorrect: in fact, billy really owns some personality to be a VIP.
Correct: in fact, billy really has what it takes to a VIP.

Incorrect: just now my connection have problem………
Correct: just I had a connection problem……

Incorrect: joei, may be I will sleepless after I saw his pic!
Correct: joei, I may be sleepless night ater seeing his pic!

Incorrect: I am so boring today, please bring me fun.
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Correct: I feel so bored today, please say some thing fun. 

Incorrect: judy, tom sent his pic to me for a long time ago.
Correct: judy. tom sent me his pic along time ago….

Incorrect: you can try it more……
Correct: you can try a few time……..

Incorrect: he went to aboard to further his study.
Correct: he went abroad to further his study.

Incorrect: you have very learned.
Correct: you are very knowledgeable.

Incorrect: I am sorry, my computer have the problem.
Correct: I am sorry there is problem with my computer.

Incorrect: well, peter!!! You must not a material boy, that is my kind to.

Correct: well, peter!!! You are not a materialized person like me.

Incorrect: I’m so much pleasing to talk with you.
Correct: I’m so happy to talk with you.

Incorrect: but I had sent it for three days.
Correct: but I sent it three days ago.
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Incorrect: how is going everything?
Correct: how is everything going?


Incorrect: I don’t know how I speak it in English.
Correct: I don’t know how to say it in English.

Incorrect: how many mountains exist in china?
Correct: how many mountains are exists in china?

Incorrect: how was your sleeping testerday ? Judy.
Correct: did you have a good sleep yesterday, judy?

Incorrect: you’re not get used to it, I guess……..
Correct: you are not used to it, I guess……

Incorrect: he is trying to look cute to make him self forgiven.
Correct: he is trying to get away with it by looking cute.

Incorrect: chen, you are informed. Thanks for your information.
Correct: chen, you re informative. Thanks for your information.


Incorrect: why are you come here so often?
Correct: why do you come here so often?

Incorrect: are you born in Malaysia.
Correct: were you born in Malaysia.
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Incorrect: why don’t stay more time here?
Correct: why don’t you stay a little longer?

Incorrect: he was in a hospital, and he is recently out of it.
Correct: he was discharged from the hospital recently.

Incorrect: I’m also from china, but I’m living in philipine now.
Correct: I’m also from china, but I’m loiving in the philipines now.

Incorrect: but chat room of teacher with this chat room are difference. Right?
Correct: but there is difference between the chat room and this teachers chat room.

Incorrect: if one day am good in English, I ould definitely admit it.
Correct: if some body I am good at English, I will definitely admit to it.

Incorrect: I have not 2yearsmeet him.
Correct: I haven’t met him for 2years.

Incorrect: it is simply unimaginable on me not to fight back.
Correct: it is simply unimaginable to mo not to fight back.

Incorrect: I hate my boss, I feel like kicking on his butt.
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Correct: I hate my boss, I feel likekicking his butt.

Incorrect: I do not like English, so, I will go out here.
Correct: I don’t like English, so I am leaving here now.

Incorrect: this is the last time I went there, as the doctor has unravel the stitches 
Correct: it was the last time that I had to go there as the doctor took out the stitches.

Incorrect: Derek, why rte you come and go say nothing to us?
Correct: Derek, why did you come and go without saying to us?

Incorrect: I must to say that English your’s English is perfect. How did you learn it/
Correct: I must to say that your English is perfect. How did you learn it?

Incorrect: I want to talk some one.
Correct: I want to talk to some one.

Incorrect: you are right. Just now I have leisure. peter.
Correct: you are right. i was free just now, peter.

Incorrect: I’m very sorry for yesterday. But my chief returned and I must to leave the chat room at once.
Correct: I am sorry for my adrupt exit yesterday because my boss suddenly turned up.
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Incorrect: I didn’t say bye for you yesterday, please don’t be angry.Correct: I didn’t say bye to you yesterday, please don’t be angry yesterday.

Incorrect: betty, are you investing on stock market.
Correct: betty, are you investing in the stock market.

Incorrect: can you join me the talk?
Correct: can I join in the talk?

Incorrect: we have full off and half off on Sunday.
Correct: we are given to the option to work either full or half day on Sunday.

Incorrect: Kelvin, don’t be so jealousy!
Correct: Kelvin, don’t be so jealous!

Incorrect: the china is coming into weather.
Correct: china is in rainy season now.

Incorrect: all these three cities are similar warm as Malaysia.
Correct: all three of these cities are as warm as Malaysia.

Incorrect: what time of a day now in a country.
Correct: what is the tome now in your country?

Incorrect: comes to think of it, it sounds right!
Correct: come to think of it, it does sound right!
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Incorrect: last one typhoon let the people 40 million damages.
Correct: the latest typhoon has cost the people 40million damage. 

Incorrect: but I’m illiterature computer…….
Correct: but I’m a computer illiterate.

Incorrect: the farm can’t also be escape from that typhoon.
Correct: the typhoon has caused great damage on the farm.

Incorrect: I can’t follow you two talk now.
Correct: I can’t follow what both of you are talking about.

Incorrect: you must know she is jealous very much
Correct: you must know that she is jealous by nature.

Incorrect: seems nothing changed to me.
Correct: seems that nothing has changed to me……..

Incorrect: will she come to there soon? 
Correct: she will go there soon, won’t she?

Incorrect: today is very slow.
Correct: the connection is slow today.

Incorrect: but you know a lot about computer isn’t? I know nothing at all about it!
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Correct: but you know a lot about computer don’t you? i myself know nothing about it!

Incorrect: the sales of light arms is the main cause of heavycasualty in conflicting nations.
Correct: sales of light arms to confliction nation is the main cause of heavy causvalitys
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PRESENTATION SKILLS :-
 		
A structured, prepared and speech-based means of communicating information, ideas, or arguments to a group of interested people in order to inform or persuade them
No presentation will achieve its desired level of success unless the presenter gets the audience to:
1. HEAR what we have to say (or see what we have to show them) 
2. UNDERSTAND what we mean 
3. AGREE with what they have heard 
4. TAKE ACTION in accordance with our over all objectives 
These are the points to remember if you want people to remember your presentation:
· The first and last impressions made to them are both positive and favorable 
· Points are made of special interest to them 
· Giving an overview before moving onto the points of detail 
· More than one sense is stimulated e.g. speech and visual aids 
· You seek their feedback 
· Talking about their problems and requirements 
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There are many factors to take into account when communicating effectively and the following are the essentials of good communication
1. Unless someone hears what you have to say, there is no communication 
2. You do not communicate with just words, the whole person that you are comes with them 
3. Talk to people in terms of their own experience and they will listen to you 
4. When you have difficulty in getting through to people, it is a sign that your own communication and thinking is confused, not theirs 
5. When you fail to communicate it is not the words that need straightening out, it is the thoughts behind them 
6. Know what your listener expects to see and hear before you start to talk 
Your communication is always more valuable if you appeal to the values and aspirations of your audience
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Excellent presentations will always follow this structure:
1. Beginning
"Tell ‘em what your going to tell ‘em" 
· Getting attention 
· Building rapport 
· Statement of theme 
· Audience needs 
2. Middle 
"Tell ‘em" 
· Points to be made 
· How will they benefit the audience? 
· Support material, examples, third party references, visual aids 
· Possible audience objections 
3. End
"Tell ‘em what you’ve told ‘em" .
· Reiterate the theme 
· Summary of points 
· Closing words and commitment 

                           According to experts in the field of communication training, 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 
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following factors in mind:

Avoid ambiguity
Accept feedback in order to gain confirmation and rule out confusion
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BODY LANGUAGE:-
Facial signals
Much aggression can be shown in the face, from disapproving frowns and pursed lips to sneers and full snarls. The eyes can be used to stare and hold the gaze for long period. They may also squint, preventing the other person seeing where you are looking.
Attack signals
When somebody is about to attack, they give visual signal such as clenching of fists ready to strike and lowering and spreading of the body for stability. They are also likely to give anger signs such as redness of the face.

Exposing oneself
Exposing oneself to attack is also a form of aggression. It is saying 'Go on - I dare you. I will still win.' It can include not looking at the other person, crotch displays, relaxing the body, turning away and so on.
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Invasion
Invading the space of the other person in some way is an act of aggression that is equivalent to one country invading another.
False friendship
Invasion is often done under the cloak of of familiarity, where you act as if you are being friendly and move into a space reserved for friends, but without being invited. This gives the other person a dilemma of whether to repel a 'friendly' advance or to accept dominance of the other.
Approach
When you go inside the comfort zone of others without permission, you are effectively invading their territory. The close you get, the greater your ability to have 'first strike', from which an opponent may not recover.
Touching
Touching the person is another form of invasion. Even touching social touch zones such as arm and back can be aggressive.
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READING SKILLS:-
When you're reading for your course, you need to make sure you're actively involved with the text. It's a waste of your time to just passively read, the way you'd read a thriller on holiday.
Always make notes to keep up your concentration and understanding.

TIPS FOR ACTIVE READING:

Reading materials
There are also very different types of books and reading matter.
Help yourself by learning to spot the differences.
Notice the differences between books for beginners, intermediate, and advanced.
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Choose reading materials to suit your level of study. 

Concentration
If you are new to study, start out with short periods of reading.
Have a short break between each period of reading.
This will prevent you becoming tired, and you will remember more.
As time goes on, your ability to concentrate will increase. 
Take notes
For serious study, always read with a pencil in hand.
Make notes or even a summary of what you read.
Always make a note of anything which strikes you as interesting.
Enter into a 'silent discussion' with what you are reading.
Question everything - including your own reactions. 
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Efficiency
Try to avoid 'back-skipping' whilst reading.
This is the habit of letting your eye jump back to earlier passages.
If necessary, use a pencil or ruler as a guide when you read.
Drag the guide slowly down the page, and force yourself to keep up. 


Lighting
Always read with a strong light shining onto the page.
If you read in a poor light, it is very easy to become drowsy.
You might also develop eyestrain and headaches.
Read in natural daylight if possible.
If not, always have a good strong lamp pointed onto your book. Summarizing
In some subjects you might need to read quite long books. 
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For instance, a literary study includes long novels - such as Jane Eyre. 
You might not have time to read such books a second or third time. 
There are a number of simple techniques you can adopt: 
· summarize the content of each chapter 
· make a list of the principal issues or events 
· write your own comments on the book 
· make notes on the contents as you go along 

Selection
Be selective in your use of background reading materials.
This is particularly true when researching for a project or an essay.
Go to a library and preview the books you want to use. 
Skim read your selections, and only choose those which are going to be useful. 
Reject any which are not directly related to the subject.
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Thoroughness
Studying one or two books thoroughly is better than looking quickly at several.
Reading carefully, you will gain a deeper understanding of the subject.
This understanding will help you develop skills of detailed comprehension.
These skills can then be applied elsewhere.
Memorizing
If you need to memorize information, you need to be especially careful.
Make outline notes, and draw up a list of essential topics.
These can be used to remind you during revision.
In some subjects, a 'chronicle of events' might be useful. That is, draw up a list of the events and the dates they occurred.
This will provide you with a framework and a 'visual map'.
Many people remember things better when they are written down. 
Multiple readings
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Some subjects require multiple readings of a book.
You might first skim-read the work to get the general idea.
This might be followed by a thorough reading in detail.A third reading might review important or difficult parts.
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WRITING SKILLS:-
When it comes to corporate English the writing skill is a very important aspect: 
 Here, we will look at written corporate training. This mainly includes writing emails, business proposals and presentations, as well as varied other written communications required to develop business. Given here is a list of rules to help one improve their corporate writing skills:
· One should not write using gender specific language, unless one is sure about the gender of the recipient.

· One should always finish what they start.

· One should avoid the overuse symbols and abbreviations.

· Using analogies in business communications is like using feathers on a snake.

· Avoid annoying alliterations

· Avoid trendy locutions that sound flaky.

· Making an appropriate selection when it comes to idioms.

· 
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· Do not shift the point of view in the written correspondence - be focused.

· Do not use commas unnecessarily
· Avoid using foreign words - stick to basic English words

· Do not overuse exclamation marks

· Avoid using quotes that are not attributed to the personality concerned.

· Avoid ending sentences with prepositions.

· Avoid being repetitive

· Be as specific and to the point as possible.
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LISTENING SKILLS:-
Listening and hearing are not the same.  Hearing is the first stage of listening.  Hearing occurs when your ears pick up sound waves which are then transported to your brain.  This stage is your sense of hearing.
How can this happen? It is simple.   Our thought speed is much faster than our speech speed.  But be careful!   Don't allow the thought speed to race into daydreaming.  This habit will defeat your attempt to become an active listener.
· To listen actively, you should help the other person to speak, using attentive body language and encouraging words. Especially when they are uncertain, supporting them with nods 'yeses' and eyebrows raised in anticipation can be very effective.
· Sometimes encouragement is best with silent attention, given them space in which to find the word they need, quietly sitting through the pauses. If they are emotional, accept their emotional state without criticism and without saying 'please don't cry' when we really mean 'please don't upset me'. If someone is moved to tears, one of the most powerful things you can do is to allow them to cry.
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· In attentive listening you pay obvious attention to the other person so they can see that you are interested in what they have to say.
· The opposite of attentive listening is inattentive or casual listening, where you are not obviously paying attention to the person but you may (or may not) actually be listening carefully.
Rogers and Farson (1979) describe active listening as 'an important way to bring about changes in people.' They recommend three activities:
· Listen for total meaning: Listen both for content and also for the underlying emotions. 
· Respond to feelings: Sometimes the real message is in the emotion rather than the surface content. In such cases, you should respond to the emotional message. 
· Note all the cues: Not all communication is verbal, so watch for the non-verbal messages
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TIPS FOR GOOD LISTENER:-
The different types of listening are:
Biased listening
[bookmark: eva]Biased listening happens when the person hears only what they want to hear, typically misinterpreting what the other person says based on the stereotypes and other biases that they have. Such biased listening is often very evaluative in nature.
Evaluative listening
In evaluative listening, or critical listening, we make judgments about what the other person is saying. We seek to assess the truth of what is being said. We also judge what they say against our values, assessing them as good or bad, worthy or unworthy. 
Evaluative listening is particularly pertinent when the other person is trying to persuade us, perhaps to change our behavior and maybe even to change our beliefs. Within this, we also discriminate between subtleties of language and comprehend the inner meaning of what is said. Typically also we weigh up the pros and cons of an argument, determining whether it makes
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 sense logically as well as whether it is helpful to us.
Evaluative listening is also called critical, judgmental or interpretive listening.
[bookmark: app]Appreciative listening
In appreciative listening, we seek certain information which will appreciate, for example that which helps meet our needs and goals. We use appreciative listening when we are listening to good music, poetry or maybe even the stirring words of a great leader. 
[bookmark: sym]Sympathetic listening
In sympathetic listening we care about the other person and show this concern in the way we pay close attention and express our sorrow for their ills and happiness at their joys.
[bookmark: emp]Empathetic listening
When we listen empathetically, we go beyond sympathy to seek a truer understand how others are feeling. This requires excellent discrimination and close attention to the nuances of emotional signals. When we are being truly empathetic, we actually feel what they are feeling.
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In order to get others to expose these deep parts of themselves to us, we also need to demonstrate our empathy in our demeanor towards them, asking sensitively and in a way that encourages self-disclosure.
[bookmark: the]Therapeutic listening
In therapeutic listening, the listener has a purpose of not only empathizing with the speaker but also to use this deep connection in order to help the speaker understand, change or develop in some way.
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VOCABULARY:

	WORD
	SYNONYMS
	ANTONYMS

	absence
	not present
	presence

	accept
	receive
	refuse

	accurate
	exact
	inaccurate

	advantage
	superiority, gain
	disadvantage

	alive
	living, active
	dead

	always
	at all times
	never

	ancient
	aged
	modern

	answer
	solution to problem
	question, query

	approval
	permission
	disapproval

	approached
	arrived
	departed

	abundant
	plentiful
	scarce

	admit
	permit
	deny

	advance
	supply beforehand
	retreat, retire

	arrival
	act of arriving
	departure

	attack
	charge, assault
	defense

	attractive
	fascinate
	repulsive

	attention
	consideration
	inattention

	bad
	mean, unfair, wicked
	good

	backward
	go to opposite extreme
	forward, onward

	beautiful
	elegant, pretty
	ugly

	beginning
	starting
	ending
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	below
	beneath in place
	Above

	bent
	to curve or bow
	Straight

	big
	large
	small, little

	serious
	being in earnest
	Trivial

	second-hand
	used
	New

	sense
	faculty of receiving sensation
	Nonsense

	singular
	single
	Plural

	simple
	frank, ordinary
	complicated

	slim
	very thin
	thick, stout

	solid
	hard
	Liquid

	sober
	not drunk
	Drunk

	blunt
	without sharp edge
	Sharp

	borrow
	adopt
	Lend

	bravery
	fearless, courageous
	cowardice

	build
	construct, erect
	destroy, demolish

	bold
	daring, brave
	timid, meek

	bright
	brilliant, shining
	Dull

	broad
	wide, explicit
	Narrow

	clear
	easy to understand
	vague, cloudy

	calm
	peaceful, quite
	Troubled
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	 clever
	intelligent, talented
	Stupid

	correct
	exact, right, precise
	Incorrect

	courage
	gallant, brave
	cowardice

	courteous
	polite, mild
	discourteous

	cunning
	skilful, ingenious
	Simple

	dainty
	delicate, neat
	Clumsy

	danger
	peril, hazard, risk
	Safety

	dark
	dim, gloomy
	Light

	deep
	far in
	Shallow

	decrease
	death, demise
	Increase

	definite
	having fixed limits
	indefinite

	demand
	ask for a right
	Supply

	despair
	disappointment
	Hope

	entrance
	entry
	Exit

	end
	result, goal
	beginning

	expensive
	costly
	Cheap

	FALSE
	wrong
	TRUE

	fast
	slow
	Slow

	few
	little
	Many

	find
	search
	Lose

	generous
	liberal, noble
	Mean

	gentle
	noble, good
	Rough

	gather
	collect, pick up
	Distribute

	glad
	cheerful, happy
	Sorry
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	wisdom
	insight
	Folly

	guilty
	sinfulness, culpability
	innocent

	happy
	delight, joy
	sad, miserable

	hard
	difficult
	Soft

	harmful
	injury, hurt
	harmless

	hate
	dislike, despise
	Love

	honest
	purity, integrity
	dishonest

	intelligent
	wise, talented
	unintelligent

	justice
	fairly
	injustice

	knowledge
	learning
	ignorance

	like
	love
	dislike, unlike

	likely
	lovely
	Unlikely

	loyal
	TRUE
	Disloyal

	mad
	insane
	Sane

	new
	novel
	Old
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GENERAL TASK:

	While studying my enggnerring course, it’s very necessary for me to be confident and much communicative, during lab sessions I learned to be confident to speak in front of many people. 
                 After attending ELCS lab  My language, pronunciation and fluency in speaking also improved a lot. I got to know how to present my self in an interview, how to organize data how to impress the public by my speeches and moreover I got control my body language. I feel that getting such an opportunity to learn communication skills is luck for me.   

