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COMMON ERRORS

1. Incorrect: He asked had we take our food.

      Correct: He asked if / whether we had taken our food.

2. Incorrect: She asked him what he was doing.

     Correct: She asked him what he was doing.

3. Incorrect: John asked to Peter why their father is angry.

     Correct: John asked Peter why their father was angry.

4. Incorrect: He asked that what I am doing.

      Correct: He asked what I was doing.

5. Incorrect: He does not care for my words.

      Correct: He pays no attention to what I say.

6. Incorrect: No one cared for the children after their mother died.

      Correct: No one took care of the children after their mother died.

7. Incorrect: He does not care for money.

      Correct: He does not take care of his money.

8. Incorrect: When we went there we found that the lion was disappeared.

     Correct: When we went there we found that the lion had disappeared.

9.  Incorrect: He said that his father died last year.

      Correct: He said that his father had died last year.

10.   Incorrect: I did not see him because he went out before I arrived.

       Correct: I did not see him because he had gone out before I arrived.

11.   Incorrect: He got angry before I said a word.

        Correct: He got angry before I had said a word.

12.   Incorrect: I met a man who was my classmate 20 years ago.

        Correct: I met a man who had been my classmate 20 years ago

13.   Incorrect: He asked had we take our food.

       Correct: He asked if / whether we had taken our food.

14. Incorrect: He wondered how it was made.

      Correct: He wondered how it was made.

15. Incorrect: He told her that he will come.
      Correct: He told her that he would come.

16. Incorrect: He denied to go.

      Correct: He refused to go.

17. Incorrect: We live in city.

     Correct: We live in a city.

18. Incorrect: He is ill since last week.

     Correct: He has been ill since last week.
19. Incorrect: He has been working since two hours.

    Correct: He has been working for two hours.
20. Incorrect: I have not played cricket since a long time.

     Correct: I have not played.

21. Incorrect: He has stole my pen.

     Correct: He has stolen my pen.

22. Incorrect: John has often beat me at tennis.

    Correct: John has often beaten me at tennis.

23. Incorrect: He told her that he will come.

    Correct: He told her that he would come
24. . Incorrect: He told me that honesty was the best policy.

     Correct: He told me that honesty is the best policy.

25. Incorrect: Teacher said that the earth revolved around the sun.

     Correct: Teacher said that the earth revolves around the sun.

26. Incorrect: The cashier-cum-accountant have come.

     Correct: The cashier-cum-accountant has come.

27. Incorrect: The manager and the accountant has come.

     Correct: The manager and the accountant have come.

28. Incorrect: I am so weak that I may not walk.

     Correct: I am so weak that I cannot walk.

29. Incorrect: Tell me why are you abusing him.

     Correct: Tell me why you are abusing him.

30. Incorrect: I wonder why don’t you listen to me.

     Correct: I wonder why you don’t listen to me.

31. Incorrect: Alice as well as her sisters are beautiful.

     Correct: Alice as well as her sisters is beautiful.

32. Incorrect: I am ill for two weeks.

     Correct: I have been ill for two weeks.

33. Incorrect: I am waiting since morning.

     Correct: I have been waiting since morning.

34. Incorrect: The ship drowned.

     Correct: The ship sank.

35.  Incorrect: The passengers aboard the ship sank.

     Correct: The passengers aboard the ship were drowned.

36. Incorrect: He denied to go.

     Correct: He refused to go.

37. Incorrect: He has stole my pen.

     Correct: He has stolen my pen.

38. Incorrect: John has often beat me at tennis.

     Correct: John has often beaten me at tennis.

39. Incorrect: He told her that he will come.

      Correct: He told her that he would come.
40. Incorrect: I have a good news for you. 
     Correct: I have good news for you

41. Incorrect: the men are national beings.
     Correct: Men are national beings.

42. Incorrect: the boys leave the school at four o'clock.                                  

     Correct: the boys leave school at four o'clock. 

43. Incorrect: All day I was putting on a sweater.

     Correct: All day I was wearing a sweater.

44. Incorrect: He sent a word that he would come soon. 

     Correct: He sent word that he would come soon. 

45. Incorrect: I have read the Shakespeare's Macbeth. 

     Correct: I have read Shakespeare's Macbeth 

46. Incorrect: You cannot set a foot in this house. 
     Correct: You cannot set foot in this house. 

47. Incorrect: The envy is an evil passion. 
     Correct: Envy is an evil passion. 

48. Incorrect: He has not yet gone to the bed. 
     Correct: He has not yet gone to bed.

49. Incorrect: He is Daniel in judgment. 
     Correct: He is a Daniel in judgment

50. Incorrect: He made very wise decision. 
     Correct: He made a very wise decision. 

51. Incorrect: Fire broke out in our village. 
     Correct: A fire broke out in our village.

52. Incorrect: Andaman’s are a group of islands. 
     Correct: The Andaman’s are a group of islands.

53. Incorrect: The clock has struck five hours. 

     Correct: The clock has struck five.

54. Incorrect: There is no place in the hall.
     Correct: There is no room in the hall. 

55. Incorrect: Little thing has been done. 
     Correct: Little has been done.

56. Incorrect: We have an urgent business. 
     Correct: We have an urgent piece of business. 

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

58. Incorrect: He left the place with his belonging goods. 
     Correct: He left the place with his goods.

59. Incorrect: He absented from the school yesterday. 
     Correct: He absented himself from the school yesterday.

60. Incorrect: He availed of the opportunity. 
     Correct: He availed himself of the opportunity.

61. Incorrect: Don't pride on your victory. 

     Correct: Don't pride yourself on your victory.

62. Incorrect: The girl wants to get herself married. 

     Correct: The girl wants to get married. 

63. Incorrect: The climate of India is hotter than England. 

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

64. Incorrect: Everybody will get their share. 

     Correct: Everybody will get his share.

65. Incorrect: He is sick. 

     Correct: He is ill.  

66. Incorrect: I have strong headache. 

     Correct: I have a severe headache.

67. Incorrect: This is more preferable than that. 

     Correct: This is preferable to that. 

68. Incorrect: No less than fifty students were present. 

     Correct: No fewer than fifty students were present.  

69. Incorrect: I want a little quantity of milk. 

     Correct: I want a small quantity of milk. 

70. Incorrect: Ram only is guilty.

      Correct: Ram alone is guilty.  

71. 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
72. . Incorrect: Give a verbal translation of the passage. 

      Correct: Give a literal translation of the passage.  

73. Incorrect: The association has three thousands of rupees.
      Correct: The association has only three thousand rupees.

74. Incorrect: He does not know to swim. 

      Correct: He does not know how to swim.  

75. Incorrect: Don't go in the sun. 

     Correct: Don't go out in the sun.

76. Incorrect: I know him too well.

     Correct: I know him very well. 

77. Incorrect: I shall of course do it. 

     Correct: I shall certainly do it.

78. Incorrect: Now you are tired, you may rest awhile. 

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

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

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

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

     Correct: He asked me why I had not gone there.

81. Incorrect: Until you remain idle, you cannot succeed. 

     Correct: As long as you remain idle, you cannot succeed.  

82. Incorrect: One of his family members is dead. 

      Correct: A member of his family is dead.

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

     Correct: All my brother's books have been stolen.. 

84. Incorrect: For what you are here? 

     Correct: What are you here for?   

85. Incorrect: Tell me why did you go there?

     Correct: Tell me why you went there?

86. Incorrect: I, you and he will go together.

     Correct: You, he and I will go together.  

87. Incorrect: Exercise is good both for work as well as health.

     Correct: Exercise is good for work as well as health.   

88. 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. 

89. 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.

90. Incorrect: I cannot bear your separation. 

     Correct: I cannot bear separation from you. 

91. Incorrect: Open the last but one page of the book. 

     Correct: Open the last page but one of the book.  

92. Incorrect: I solicit your favor to grant me leave. 

     Correct: I solicit the favor of your granting me leave. 

93. Incorrect: Those who are absent, I shall punish them.

     Correct: I shall punish those who are absent.

94. Incorrect: How much is the temperature? 

     Correct: What is the temperature? 

95. Incorrect: don’t feel anger with me!!! I'm just kidding. 

      Correct: don’t be mad at me!!! I'm just kidding.

96. Incorrect: Kitty, your honey was left just now because I told him you will come soon.

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

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

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

98. Incorrect: OK, tell me how does he like? 

     Correct: OK, tell me what he looks like?

99. Incorrect: She bought a new scissors. 

     Correct: She bought a new pair of scissors  

100. Incorrect: All day I was putting on a sweater
        Correct: All day I was wearing a sweater
.

COMMUNICATION SKILLS

Definition:

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.
Types of communication:

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

1. Verbal and Non-Verbal Communication Skills.

2. Technological and Non-Technological Communication Skills.

3. Mediated and Non-Mediated Communication Skills.

4. Participatory and Non-Participatory Communication Skills.

5. Intra-Personal Communication Skills.
6. Interpersonal Communication Skills.  
7. Focused Interactions Communication Skills.
8. Unfocused Interactions Communication Skills.
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.
1. Communication skills includes lip reading, finger-spelling, sign language; for interpersonal skills use, interpersonal relations.
2. Communication skills are the ability to use language (receptive) and express (expressive) information. 

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

The Source - Planning Your Message: 
Before you start communicating, take a moment to figure out what you want to say, and why. Don't waste your time conveying information that isn't necessary - and don't waste the listener or reader's time either. Too often, people just keep talking or keep writing. 

Encoding - Creating a Clear, Well-Crafted Message:

When you know what you want to say, decide exactly how you'll say it. You're responsible for sending a message that's clear and concise. To achieve this, you need to consider not only what you'll say, but also how you think the recipient will perceive it. 

Choosing the Right Channel: 
Along with encoding the message, you need to choose the best communication channel to use to send it. You want to be efficient, and yet make the most of your communication opportunity. 

Feedback:

You need feedback, because without it, you can't be sure that people have understood your message. Sometimes feedback is verbal, and sometimes it's not. We've looked at the importance of asking questions and listening carefully. However, feedback through body language is perhaps the most important source of clues to the effectiveness of your communication. By watching the facial expressions, gestures, and posture of the person you're communicating with, you can spot: 

Effective communication skills:

While it is an undisputable fact the Communications forms one of the essential basis 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. 

CONCLUSION:

By this project “communication skills” I have experienced and learned good communication skills.

LISTENING SKILLS

Here are ten types of listening, starting with basic discrimination of sounds and ending in deep communication.
Discriminative listening:

Discriminative listening is the most basic type of listening, whereby the difference between difference sounds is identified. If you cannot hear differences, then you cannot make sense of the meaning that is expressed by such differences.

Comprehension listening:

The next step beyond discriminating between different sound and sights is to make sense of them. To comprehend the meaning requires first having a lexicon of words at our fingertips and also all rules of grammar and syntax by which we can understand what others are saying.

Comprehension listening is also known as content listening, informative listening and full listening.
Biased listening:

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 also called critical, judgmental or interpretive listening.

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.

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.

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.

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.

Relationship listening is also important in areas such as negotiation and sales, where it is helpful if the other person likes you and trusts you.

Relationship listening:

Relationship listening is also important in areas such as negotiation and sales, where it is helpful if the other person likes you and trusts you.
Dialogic listening:

The word 'dialogue' stems from the Greek words 'dia', meaning 'through' and 'logos' meaning 'words'. Thus dialogic listening mean learning through conversation and an engaged interchange of ideas and information in which we actively seek to learn more about the person and how they think.
Key Points: 
It takes a lot of concentration and determination to be an active listener. Old habits are hard to break, and if you’re listening habits are as bad as many people’s are, then there’s a lot of habit-breaking to do! 

Be deliberate with your listening and remind yourself constantly that your goal is to truly hear what the other person is saying. Set aside all other thoughts and behaviors and concentrate on the message. Ask question, reflect, and paraphrase to ensure you understand the message. If you don’t, then you’ll find that what someone says to you and what you hear can be amazingly different! 

Importance of communication skills:
"Identification is one of the key ingredients of effective listening skills. In fact, unless your speakers can identify with what you are listening and with the way you are listening it, we are not likely to receive and understand their message."
The quote above is the underlying factor that explains the importance of listening skills. 

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

Good listening is as stimulating as black coffee, and just as hard to sleep after.
1. Listening skills includes lip reading, finger-spelling, sign language; for interpersonal skills use, interpersonal relations.
2. Listening skills are the set of skills that enables a person to convey information so that it is received and understood. Listening skills refer to the repertoire of behaviors that serve to convey information for the individual.. 

3. Listening skills are the ability to use language (receptive) and express (expressive) information
CONCLUSION:

By this project “listening skills” I have experienced and learned well listening skills.

SPEAKING SKILLS

The basic underlying factor for learning any language - written or spoken - is its grammar. Thus, any trainer involved in teaching English speaking prepares are module, where in grammar is the larger chunk of learning. What follows here, is a typical English speaking learning module...

Voice: 

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

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 interested 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.

Speaking in publics:

Speaking in public tends to become a rather stressful task for many. In fact, even the best of speakers tend to go through those few moments of anxiety and stage fright just before getting onto the stage or podium to address their audience. One of the main reasons can be language, which for instance could be lack of English speaking words. But then how to improve English speaking can be looked at, as a.
different subject, and together.

Here are 9 tips to speak successfully in a public situation…

1. Control stage fright.

2. Select the subject well.

3. Gather all ideas and information.

4. Organize the material.

5. Plan the beginning of the speech.

6. Plan the body of the speech.

7. Plan the conclusion of the speech.

8. Practice the speech.

9. Bring in humor, spontaneously.            

IMPORTANCE OF SPEAKING SKILLS:

"Identification is one of the key ingredients of effective speaking. In fact, unless your listeners can identify with what you are saying and with the way you are speaking it, they are not likely to receive and understand your message."
The quote above is the underlying factor that explains the importance of speaking skills. 

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

Good Speaking is as stimulating as black coffee, and just as hard to sleep after.
1. Speaking skills are the set of skills that enables a person to convey information so that it is received and understood. Speaking skills refer to the repertoire of behaviors that serve to convey information for the individual. 
2. Speaking skills are the ability to use language (receptive) and express (expressive) information. 

3. Speaking skills includes lip reading, finger-spelling, sign language; for interpersonal skills use, interpersonal relations.
CONCLUSION:
By this project “speaking skills” I have experienced and learned good speaking skills.

PRESENTATION SKILLS

INTRODUCTION

Presentations and reports are ways of communicating ideas and information to a group. But unlike a report, a presentation carries the speaker's personality better and allows immediate interaction between all the participants. A good presentation has: 

· Content - It contains information that people need. But unlike reports, which are read at the reader's own pace, presentations must account for how much information the audience can absorb in one sitting.

· Structure - It has a logical beginning, middle, and end. It must be sequenced and paced so that the audience can understand it. Where as reports have appendices and footnotes to guide the reader, the speaker must be careful not to loose the audience when wandering from the main point of the presentation.

· Packaging - It must be well prepared. A report can be reread and portions skipped over, but with a presentation, the audience is at the mercy of a presenter.

· Human Element - A good presentation will be remembered much more than a good report because it has a person attached to it. But you still need to analyze if the audience's needs would not be better met if a report was sent instead.

Types and importance of presentation skills:
The Voice:

The voice is probably the most valuable tool of the presenter. It carries most of the content that the audience takes away. One of the oddities of speech is that we can easily tell others what is wrong with their voice, e.g. too fast, too high, too soft, etc., but we have trouble listening to and changing our own voices. 
There are two good methods for improving your voice: 

1. To really listen to your voice, cup your right hand around your right ear and gently pull the ear forward. Next, cup your left hand around your mouth and direct the sound straight into your ear. This helps you to really hear your voice as others hear it...and it might be completely different from the voice you thought it was! Now practice moderating your voice. 

2. Listen to it! Practice listening to your voice while at home, driving, walking, etc. Then when you are at work or with company, monitor your voice to see if you are using it how you want to.

The Body:

Your body communicates different impressions to the audience. People not only listen to you, they also watch you. Slouching tells them you are indifferent or you do not care...even though you might care a great deal! On the other hand, displaying good posture tells your audience that you know what you are doing and you care deeply about it. Also, a good posture helps you to speak more clearly and effective. 

Throughout you presentation, display: 

· Eye contact: This helps to regulate the flow of communication. It signals interest in others and increases the speaker's credibility. Speakers who make eye contact open the flow of communication and convey interest, concern, warmth, and credibility.

· Facial Expressions: Smiling is a powerful cue that transmits happiness, friendliness, warmth, and liking. So, if you smile frequently you will be perceived as more likable, friendly, warm, and approachable. Smiling is often contagious and others will react favorably. They will be more comfortable around you and will want to listen to you more.

· Gestures: If you fail to gesture while speaking, you may be perceived as boring and stiff. A lively speaking style captures attention, makes the material more interesting, and facilitates understanding.

· Posture and body orientation: You communicate numerous messages by the way you talk and move. Standing erect and leaning forward communicates that you are approachable, receptive, and friendly. Interpersonal closeness results when you and your audience face each other. Speaking with your back turned or looking at the floor or ceiling should be avoided as it communicates disinterest.

· Proximity: Cultural norms dictate a comfortable distance for interaction with others. You should look for signals of discomfort caused by invading other's space. Some of these are: rocking, leg swinging, tapping, and gaze aversion. Typically, in large rooms, space invasion is not a problem. In most instances there is too much distance. To counteract this, move around the room to increase interaction with your audience. Increasing the proximity enables you to make better eye contact and increases the opportunities for others to speak.

· Voice. One of the major criticisms of speakers is that they speak in a monotone voice. Listeners perceive this type of speaker as boring and dull. People report that they learn less and lose interest more quickly when listening to those who have not learned to modulate their voices.

Listening, the second part, involves an attachment of meaning to the aural symbols that are perceived. Passive listening occurs when the receiver has little motivation to listen carefully. Active listening with a purpose is used to gain information, to determine how another person feels, and to understand others. Some good traits of effective listeners are: 

· Spend more time listening than talking (but of course, as a presenter, you will be doing most of the talking).

· Do not finish the sentence of others.

· Do not answer questions with questions.

· Aware of biases. We all have them. We need to control them.

· Never daydream or become preoccupied with their own thoughts when others talk.

· Let the other speaker talk. Do not dominate the conversation.

· Plan responses after others have finished speaking...NOT while they are speaking. Their full concentration is on what others are saying, not on what they are going to respond with.

· Provide feedback but do not interrupt incessantly.

· Analyze by looking at all the relevant factors and asking open-ended questions. Walk the person through analysis (summarize).

· Keep the conversation on what the speaker says...NOT on what interest them.

Carl Roger listed five main categories of feedback. They are listed in the order in which they occur most frequently in daily conversations (notice that we make judgments more often than we try to understand): 

1. Evaluative: Makes a judgment about the worth, goodness, or appropriateness of the other person's statement. 

2. Interpretive: Paraphrasing - attempt to explain what the other persons statement mean. 

3. Supportive: Attempt to assist or bolster the other communicator 

4. Probing: Attempt to gain additional information, continue the discussion, or clarify a point. 

5. Understanding: Attempt to discover completely what the other communicator means by her statements. 

Conclusion:

From this project work I have gained more knowledge how to present the effective presentations in front of interviewers.

READING SKILLS

Reading Efficiently by Reading Intelligently:
Good reading strategies help you to read in a very efficient way. Using them, you aim to get the maximum benefit from your reading with the minimum effort. This section will show you how to use six different strategies to read intelligently.                 

Knowing what you want to know:

The first thing to ask yourself is: Why you are reading the text? Are you reading with a purpose or just for pleasure? What do you want to know after reading it? 

Once you know this, you can examine the text to see whether it is going to move you towards this goal.

An easy way of doing this is to look at the introduction and the chapter headings. The introduction should let you know at whom the book is targeted, and what it seeks to achieve. Chapter headings will give you an overall view of the structure of the subject.

Ask yourself whether the book meets your needs. Ask yourself if it assumes too much or too little knowledge. If the book isn't ideal, would it be better to find a better one?

Knowing how deeply to study the material:

Where you only need the shallowest knowledge of the subject, you can skim material. Here you read only chapter headings, introductions and summaries.

If you need a moderate level of information on a subject, then you can scan the text. Here you read the chapter introductions and summaries in detail. You may then speed read the contents of the chapters, picking out and understanding key words and concepts. At this level of looking at the document it is worth paying attention to diagrams and graphs.

Only when you need detailed knowledge of a subject is it worth studying the text. Here it is best to skim the material first to get an overview of the subject. This gives you an understanding of its structure, into which you can fit the detail gained from a full, receptive reading of the material. SQ3R is a good technique for getting a deep understanding of a text.

Active Reading:

When you are reading a document in detail, it often helps if you highlight, underline and annotate it as you go on. This emphasizes information in your mind, and helps you to review important points later.

Doing this also helps to keep your mind focused on the material and stops it wandering.

This is obviously only something to do if you own the document! If you own the book and find that active reading helps, then it may be worth photocopying information in more expensive texts. You can then read and mark the photocopies.

If you are worried about destroying the material, ask yourself how much your investment of time is worth. If the benefit you get by active reading reasonably exceeds the value of the book, then the book is disposable.

How to study different sorts of material:

Different sorts of documents hold information in different places and in different ways. They have different depths and breadths of coverage. By understanding the layout of the material you are reading, you can extract useful information much more efficiently.

Reading Magazines and Newspapers:

These tend to give a very fragmented coverage of an area. They will typically only concentrate on the most interesting and glamorous parts of a topic - this helps them to sell copies! They will often ignore less interesting information that may be essential to a full understanding of a subject. Typically areas of useful information are padded out with large amounts of irrelevant waffle or with advertising.
The most effective way of getting information from magazines is to scan the contents tables or indexes and turn directly to interesting articles. If you find an article useful, then cut it out and file it in a folder specifically covering that sort of information. In this way you will build up sets of related articles that may begin to explain the subject.

Newspapers tend to be arranged in sections. If you read a paper often, you can learn quickly which sections are useful and which ones you can skip altogether.

Reading Individual Articles:
Articles with in newspapers and magazines tend to be in three main types:

· News Articles:
Here the most important information is presented first, with information being less and less useful as the article progresses. News articles are designed to explain the key points first, and then flesh them out with detail.
· Opinion Articles:
Opinion articles present a point of view. Here the most important information is contained in the introduction and the summary, with the middle of the article containing supporting arguments.
· Feature Articles:
These are written to provide entertainment or background on a subject. Typically the most important information is in the body of the text.

If you know what you want from an article, and recognize its type, you can extract information from it quickly and efficiently.

Reading 'whole subject' documents:

When you are reading an important document, it is easy to accept the writer's structure of thought. This can mean that you may not notice that important information has been omitted or that irrelevant detail has been included. A good way of recognizing this is to compile your own table of contents before you open the document. You can then use this table of contents to read the document in the order that you want. You will be able to spot omissions quickly.

Using glossaries with technical documents:

If you are reading large amounts of difficult technical material, it may be useful to photocopy or compile a glossary. Keep this beside you as you read. It will probably also be useful to note down the key concepts in your own words, and refer to them when necessary.

Usually it is best to make notes as you go. Effective ways of doing this include creating Concept Maps or using the Cornell Note Taking System.

IMPORTANCE OF COMMUNICATION SKILLS:

"Identification is one of the key ingredients of effective reading. In fact, unless your listeners can identify with what you are reading and with the way you are expressing it, they are not likely to receive and understand your message."

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

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

Good is as stimulating as black coffee, and just as hard to sleep after.
1. Reading skills are the ability to use language (receptive) and express (expressive) information.
2. Reading skills includes lip reading, finger-spelling, sign language; for interpersonal skills use, interpersonal relations.
3. Reading skills are the set of skills that enables a person to receive information. so that it is received and understood. Reading skills refer to the repertoire of behaviors that serve to receive information for the individual. 

CONCLUSION:

By this project “reading skills” I have experienced and learned good reading skills.

WRITTING SKILLS

Developing your writing style:

Your writing style is simply the way you put sentences together and the way you construct a sentence. Style is very subjective. Different readers have different opinions of what they feel is good writing and what is bad writing. Some readers and editors prefer a passive voice (which is usually accepted in scientific articles and articles that are in the science field), while others prefer an active voice (which is usually accepted in articles focusing on the humanities field). You should develop your own style, but avoid some of the pitfalls that can bury a good writer.

Avoid grammatical and spelling errors. They can butcher a good article or paper. If you are trying to write with a certain lingo or accent, make certain that you are really, really good. These intentional misspellings can be difficult to read and understand, particularly if the reader is not familiar with it. You may be able to get away with it, but, as I said, make absolutely sure you are good at it.

Avoid wordiness and awkward sentences. A sentence that is wordy or awkward can pass the grammatical rules, but it can still be difficult to read or understand. Choose your words carefully and brevity is usually the way to go. You want to express your ideas with elegance, while being persuasive and direct.

Your primary goal in any type of writing is to convey a certain point or claim. The second goal is to do this while sounding intelligent. You want to communicate effectively with your reader and you want your reader to understand what you are trying to say. You should place your "hook" in the first paragraph, typically within the first 50-100 words. This includes your thesis and the "hook" that will keep your reader reading your article. You want to get your point across to your reader in the most straightforward manner as possible. 

Develop your own personal style and write in your own voice. If you have a certain author whose style you like, you can follow the technique and use it to help develop your own, but put your personal stamp on it. Stephen King and Charlotte Bronte are both exceptional writers - each with his or her own unique style. But it is their style and they made it their own. You should do the same. Find your own voice to convey the message that you want to send to your readers. 

Use the Right Tone for Your Audience:

The key to writing to your audience is to know your audience. Your audience will determine the tone of your article. The tone of a paper or article means whether the paper is conversational, such as sitting down and talking with friends, or technical, such as talking in a more clinical, straightforward tone. If you have any doubts about the necessary tone of your work, stick to being conservative. If you write in a conservative tone and need to step it up some to make it more conversational, this is better than writing in a chatty tone and having your work rejected altogether.

Improving Your Craft:

There are some common errors that writers make regarding style. Following these simple tips will help you become a better writer and improve your writing skills. This will aid you in gaining more control over what you convey and write. You will have more control over what you tell your reader. The way that someone perceives your paper or understands it is determined solely on how you write it. If you do not have an emphasis on clarity, your message is likely to fall short.

IMPORTANCE OF COMMUNICATION SKILLS:
"Identification is one of the key ingredients of effective writing. In fact, unless your expression can identify with what you are writing and with the way you are writing it, they are not likely to receive and understand your message."

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

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

Good is as stimulating as black coffee, and just as hard to sleep after.
1. Writing skills includes writing, finger-spelling, sign language; for interpersonal skills use, interpersonal relations.
2. Writing skills are the set of skills that enables a person to receive information. so that it is received and understood. Writing skills refer to the repertoire of behaviors that serve to receive information for the individual.
3. Writing skills are the ability to use language (receptive) and express (expressive) information.
CONCLUSION:

By this project “writing skills” I have experienced and learned effective writing skills.

VOCABULARY

Word                                 Synonyms                                    Antonyms

Horrible                                 Nasty                                      Pleasant

Sentence: It is horrible to tolerate the emotions when someone insults’s us.
Imagine                                 Picture                                     Prove

Sentence: Imagine something unreal to exist.

Single                                  Particular                                  Plural

Sentence: King is the one and only one single person, who rules the kingdom.

Shallow                                  Thin                                        Deep

Sentence: Ocean is not as shallow as river.

Completely                          Totally                                    Partially

Sentence: Today’s date no one has completely understood universal mystery.

Agile                                      Swift                                   Ponderous

Sentence: Most of the martial arts, the movements are agile.

Word                                 Synonyms                                   Antonyms

Agree                               See eye to eye                             Protest

Sentence:  Agree the things which are acceptable to lead good life.

Arid                                         Dry                                    Productive

Sentence: Almost all the deserts seem to be arid.

Desert                                   Waste                                           Pasture

Sentence: Camels are the only animals which are famous to travel long journeys in the deserts.

Enlighten                               Tell                                             Perplex

Sentence: Parents are the responsible persons to teach or enlighten their wards for bright future.

Jubilant                                 Proud                                           Penitent

Sentence: Being an Indian I am jubilant.

Laconic                                 Short                                       Long - winded

Sentence: I have described the project work in laconic manner.

Lean                                      Bend                                             Plump

Sentence: Continuous sitting in front of computer may cause disability of lean.

Word                                Synonyms                                    Antonyms
Robust                                  Strong                                            Puny

Sentence: Soldiers in the borders are enough robust.

Abuse                                   Neglect                                          Praise

Sentence: Speak to in an insulting and offensive way.

Assist                                   Support                                         Prevent

Sentence:  Teachers and Lecturers always assist the students in their academic subjects.

Arouse                                 Awaken                                         Pacify

Sentence:  Bring about a feeling or response I someone.

Clean                                      Fresh                                         Polluted

Sentence:  One should feel responsible to keep the society clean.
Color:                                    paint                                            Pallor

Sentence: Holy is a festival of colors.

Hinder                                   Delay                                         Promote

Sentence: Due to lack of knowledge one may hinder in his career.

Censure                                Knock                                           Praise

Sentence:  Continues Censure may cause mental disturbance.

Public                                   Civic                                            Private

Sentence: A group of people with a particular interest.

Tainted                                Spoiled                                           Pure

Sentence: The waste released from industries is tainted the human health.

Frugal                                 Careful                                          Profuse

Sentence: Teenagers should frugal of their pocket money.

Fretful                                 Nervous                                        Patient

Sentence: One should not be fretful while attending the interviews.

Future                              Out Looking                                      Past

Sentence: Every one dreams about bright future.

Follow                                  Track                                          Precede

Sentence: One should follow the traffic rules while driving.

Spiritual                               Divine                                         Physical

Sentence: Spiritual teaching s can possibly make peace to the world.

Rich                                    Loaded                                          Poor

Sentence: Our country is famous for rich resources of herbal products.

Word                                Synonyms                                    Antonyms

Shortage                              Famine                                           Plenty

Sentence:  Shortage of anything can be serious of human survival.

Short                                    Small                                          Protracted

Sentence: All the swimmers wear shorts while swimming.

Slow                             Time consuming                                    Fast

Sentence: Slow and steady wins the race.

Temporary                        Short term                                     permanent

Sentence: No life is permanent on earth, all are temporary.

Vice                                     junior                                             Chief

Sentence: An official or executive serving as a deputy to a president.

Whole                                 Entire                                             Partial

Sentence: Oxygen is the only breathing element for human survival on the whole planet.

Worthless                        Valueless                                         Valuable

Sentence: Having no good qualities in human is worthless.

Word                               Synonyms                                    Antonyms
Sumptuous                         Costly                                            Paltry

Sentence: Lamborghini is a sumptuous car.
Absent                             Not Present                                      Present

Sentence: The state of being absent, away from a place or person.

Instructor                           Trainer                                            Pupil

Sentence: One should follow the Instructor to upgrade his skills.

Wealth                               Riches                                           Poverty

Sentence:  Having wealth shows the status of a person.

Abbreviate                        shorten                                          lengthen

Sentence: Speak in a abbreviate and simple language to get understand for common people.

Ability                               Talent                                           Inability

Sentence:  One should show his ability to prove himself.

Abide                              Take back                                      Give back

Sentence: Abide rule or a decision.
Word                               Synonyms                                    Antonyms
Following                         subsequent                                    preceding

Sentence: Following the godliness, one will reach super stage of gods words.

Boast                          blow your own horn                            deprecate

Sentence: Artists always boast to shine their personal affairs and business.

Break                                 fracture                                          mend

Sentence Most of the news channels break out the news to highlight their business.

Grand                               respected                                       ordinary

Sentence: We have celebrated our fresher’s party which gave us a grand success.

Grave                                 severe                                            minor

Sentence: Most of the accidents are very grave which is very difficult of their survival.

Substantial                          large                                             small

Sentence: Our lecturers do substantial in case of students.

Knowing                          conscious                                      innocent

Sentence: There is no knowing no one can tell.

Word                               Synonyms                                    Antonyms

Level                                    stage                                            sloping

Sentence: One should maintain his level to survive.

Magnificent                      wonderful                                   unimpressive

Sentence: The bike racing show was very magnificent for the viewers.

Plunge                                  drop                                             climb

Sentence: Fall or move suddenly and uncontrollable.

Pleasure                           satisfaction                                 dissatisfaction

Sentence: All the audience in the stadium pleasures the cricket play.

Power                                 energy                                          weakness

Sentence: One should have power to rule.

Proportion                         separate                                         converge

Sentence : The relationship of one thing to another in terms of size or quantity.

Proud                                 fulfilled                                         ashamed

Sentence: I am proud of getting engineering seat in St. Mary’s college

Word                             Synonyms                                      Antonyms

Calm                                quietness                                          violent

Sentence: We should be clam while lectures are in teaching.

Candid                             unlocked                                            close

Sentence: My friends are very candid, towards me.

Choice                              selection                                        indifferent

Sentence: Most of the parents find the choice of their children while selection of their life partners.

Dark                               mysterious                                          bright

Sentence: Dark colors are very aggressive.

Fast                               Immediately                                        slowly

Sentence: Formula one car race is very fast then compare to jet planes.

Fight                                 quarrel                                              agree

Sentence:  World wrestling fight is an entertainment fight.

Addition                        calculation                                    ingeniousness

Sentence: One should have additional qualities to get better jobs.

Word                             Synonyms                                    Antonyms

Queer                             surprising                                           boring

Sentence: The juggler’s demonstrations in the circus are queer.

Prove                                 verify                                           disprove

Sentence: lawyer has to prove a crime to punish the criminal.

Thin                                 delicate                                              fat

Sentence: Though the paper is thin controls the blotting of ink.

Tremble                           vibrate                                             steady

Sentence: One should not tremble while speaking on the Dias.

Tame                              domestic                                            wild

Sentence: cats are tamed animals.

Taste                                choice                                            dislikes

Sentence: Taste before you eat anything.

Lover                              devotee                                            defuse

Sentence: people are the lovers of detective novels.

Meek                               humble                                          assertive

Sentence: Students should meek to their studies.

Word                            Synonyms                                    Antonyms

Mystery                                secrecy                               openness

Sentence: It is a mystery to find the terrorism plotted by terrorists.

Outset                                start                                                end

Sentence: The outset of a baby from a mother’s womb is a painful act.

Presume                          consider                                          doubt

Sentence: Presume the beautiful world.

Waste                              garbage                                        strengthen

Sentence: Nations word is do not “waste” the water.

Wicked                             wrong                                             good

Sentence: The act of a villain in the movie showed very wicked.

Wild                                 violent                                            gentle

Sentence: Wild animal’s shows are very famous showed in discovery channels

Demure                              shy                                                 bold

Sentence: Most of the village girls are demure.

Word                            Synonyms                                    Antonyms

Zenith                                peak                                              bottom
Sentence: The sales of the two wheelers in the zenith place.

Music                              melody                                          discord

Sentence: The art of combining vocal or instrumental sounds in a pleasing way which we assume as music.

Future                          opportunity                                         past

Sentence: O ne should work hard for his bright future.

Mobile                           movable                                           fixed

Sentence: Now a day’s cops have arranged mobile teams at the late hours to control the crimes.

Mouth                            opening                                            exit

Sentence: Mouth is an essential part of the body to take food.

Spoon                              serve                                               keep

Sentence: Spoon is an element used for children to put the liquid medicine.

Water                                wet                                              dry out

Sentence: Water is one of the source for living beings.

Word                              Synonyms                               Antonyms

Come                             approach                                         leave

Sentence: Come let’s have a party.

Charity                              promote                                     thwart

Sentence: Most of the Christian charity trusts are funded by foreign countries.

Magic                                special                                      normal

Sentence: Magicians show magic’s.

Morning                            sunrise                                        dusk

Sentence: Every day morning I will travel 56kms to reach my college.

Royal                                 superb                                      humble

Sentence: The Mysore maharaja palace is a royal symbol of Karnataka state.

Money                          large quantity                               scarcity

Sentence: Money is the monitory source of the world.

Poverty                             shortage                                    surplus

Sentence: In India poverty range is too high.

Word                              Synonyms                               Antonyms

Solid                                concrete                                       soft

Sentence: All the solids are not meltable.

Positive                         constructive                                negative

Sentence: One has to work hard to get positive results.

Heart                                sympathy                                  coldness

Sentence: Heart is the major organ for living beings.

Skills                                 ability                                       inability

Sentence: Skills counts a person’s attitude.

Married                            wedded                                     divorced

Sentence: Getting marriage in early age is offence.

Man                                   male                                         woman

Sentence: Man and Woman are the source of the population.

Major                                chief                                          minor

Sentence: Major is an rank allots to a person in defense.

GENERAL TASK

I had much satisfied of JNTU syllabus and in English lab. I have learned many different things and types of communication skills, listening of sounds, phonetics, etc. From these lab sessions in college, I gained much more information on how to communicate with others, How to avoid stage fear, and the usage of proper words and their pronunciation.  

