1. COMMON ERRORS

	1. Incorrect     
	Would you please don't ask me this question, OK ?

	 Correct     
	Would you please not ask me this question, OK ?

	2. Incorrect     
	I am going to a picnic.     

	 Correct    
	I am going on a picnic.

	3. Incorrect     
	I am a bit in a hurry.   

	Correct     
	I am in a bit of a hurry.

	4. Incorrect      
	Had you come to Korea ? Randy

	 Correct     
	Have you ever been to Korea, Randy ?  

	5. Incorrect
	Chan, are your work busy ?

	 Correct     
	Chan, do you have a busy job ?   

	6. Incorrect      
	Ah Ling, What is Hong Kong interesting.

	 Correct     
	Ah Ling, What is in Hong Kong interesting.

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

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

	8. Incorrect      
	My house is to ten minute of her.

	Correct      
	It is a ten minute drive from my house to hers. 


	9. Incorrect      
	I had told you I am from China.

	 Correct     
	I have told you before that I am from China.   

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

	   Correct     
	What is your point on learning English ?

	11. 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.   

	12. Incorrect      
	I'm heard music.

	     Correct     
	I am listening to some music now

	13. Incorrect     
	OK, I will see you late !

	                 Correct       
	OK, I will see you later !

	14. Incorrect
	I wish I have .....

	    Correct
	I wish I had ....

	15. Incorrect
	I am going to watch the cinema tonight.

	    Correct
	I am going to a movie tonight.

	16. Incorrect
	I am difficult to learn English.

	    Correct
	It is difficult for me to learn English.

	17. Incorrect
	I still so surprise we were born in same day.

	    Correct
	I am so surprised that we were born on the same day. 


	18. Incorrect
	Is there some topic talk about ?

	    Correct
	Is there any topic to talk about ?

	19. Incorrect
	Give me a favor !

	     Correct
	Please do me a favor !

	20. Incorrect
	I don't understand the meaning what you say...

	    Correct
	I don't understand the meaning of what you said ....

	21. Incorrect
	There are not anything wrong ...

	    Correct
	There is nothing wrong ....

	22. Incorrect
	Why not come yesterday ?   

	    Correct
	Why didn't you come yesterday ?

	23. Incorrect
	What hobby do you like ?

	    Correct
	What is your hobby ?

	            24. Incorrect 
                   Correct              
	Why not come to school?

Why didn’t come to school?

	25. Incorrect
	His room's windows are open.

	     Correct
	The windows of his room are open.

	26.Incorrect
	It is everybody's duty to defend their country.

	    Correct
	It is everybody's duty to defend his country.

	27.Incorrect
	Either of them are to go.

	    Correct
	Either of them is to go.

	28.Incorrect
	More police was sent to the scene of the crime.

	    Correct
	More police were sent to the scene of the crime.

	29.Incorrect
	Mary pretended to not recognize me.

	    Correct
	Mary pretended not to recognize me.

	30.Incorrect
	She neither speaks English nor Malay.

	  Correct
	She speaks neither English nor Malay.

	31.Incorrect
	Only I and my friend were at the concert.

	    Correct
	Only my friend and I were at the concert.

	32.Incorrect
	There is a dirty mark on the rug which must be removed.

	    Correct
	On the rug, there is a dirty mark which must be removed.

	33.Incorrect
	Lizzie approached me and held my hand, said, "Hello !"

	    Correct
	Lizzie approached me, held my hand, and said, "Hello !"

	34.Incorrect
	He succeeded to get the prize.

	    Correct
	He succeeded in getting the prize.

	35.Incorrect
	The students were busy to prepare their lessons.

	    Correct
	The students were busy preparing their lessons.

	36.Incorrect
	Please tell him don't come now.

	   Correct
	Please tell him not to come now.

	37.Incorrect
	I saw them to work.

	   Correct
	I saw them work.

	38.Incorrect
	You had better to go now.

	    Correct
	You had better go now.

	39.Incorrect
	The country is belonged to every citizen.

	    Correct
	The country belongs to every citizen.

	40.Incorrect
	Water composes of hydrogen and oxygen.

	    Correct
	Water is composed of hydrogen and oxygen.

	41.Incorrect
	Shelley looks cheerfully.

	    Correct
	Shelley looks cheerful.

	42.Incorrect
	I didn't see him too.

	    Correct
	I didn't see him either.

	43.Incorrect
	She bought a new scissors.

	    Correct
	She bought a new pair of scissors

	44.Incorrect
	What is the difference of these two things ?

	    Correct
	What is the difference between these two things ?

	45.Incorrect
	What is the time on your watch ?

	    Correct
	What is the time by your watch ?

	46.Incorrect
	Lucy has been absent from Monday ?

	    Correct
	Lucy has been absent since Monday ?

	           47.Incorrect
	We will tolerate no interference with our internal affairs.

	    Correct
	We will tolerate no interference in our internal affairs.

	          48.Incorrect
	The answer of this question is quite complicated.

	   Correct
	The answer to this question is quite complicated.

	          49.Incorrect
	Under the help of an influential friend, he got the job.

	   Correct
	With the help of an influential friend, he got the job.

	          50.Incorrect
	Nobody is bound to suffering.

	  Correct
	Nobody is bound to suffer.

	          51.Incorrect
	Some people are not used to live in a hot country.

	 Correct
	Some people are not used to living in a hot country.

	52.Incorrect
	Susan is incapable to complete the task by herself.

	Correct
	Susan is incapable of completing the task by herself.

	53.Incorrect
	Nobody can avoid to make mistakes.

	Correct
	Nobody can avoid making mistakes.

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

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

	 55.Incorrect
	How are you this week ? 

	     Correct
	How have you been this week ?

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

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

	57.Incorrect
	I think your qualification will surely make you open a computer or English training center. 

	   Correct
	I think you can open up a computer or English training center with your qualifications.

	58.Incorrect
	I am no exceptional. 

	    Correct
	I am no exception.

	59.Incorrect
	My telephone conversation with you for past one and half week has made me feel you as a very firm character. 

	   Correct
	Having telephoned with you for one week, I think you have a very firm/strong character.

	60.Incorrect
	It is easy or not get visa? 

	Correct
	Is it easy to get visa ? 

	61.Incorrect
	I wonder why are you keep study after graduated high school?

	     Correct
	I wonder why you keep studying after graduation from high school ?

	62.Incorrect
	He will be great help for you.

	     Correct
	He will be of great help to you.

	63.Incorrect
	Am I a simple girl and has not any brains ? 

	    Correct
	Am I a naive lady who doesn't have intelligence ? 

	64.Incorrect
   Correct
	What sport are you interest ?
What sports are you interested in?

	65.Incorrect
	I can't follow you two talk now. 

	     Correct
	I can't follow what both of you are talking about.

	66.Incorrect
	You must know she is jealous very much. 

	     Correct
	You must know that she is jealous by nature.

	67.Incorrect
	Seems nothing changed to me ...... 

	     Correct
	It seems that nothing has changed to me .....

	68.Incorrect
	Will she come to there soon ? 

	     Correct
	She will go there soon, won't she ?

	69.Incorrect
	Today is very slow. 

	     Correct
	The connection is slow today.

	
	

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

	     Correct
	But you know a lot about computer, don't you ? I myself know nothing about it !

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

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

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

	     Correct
	Why do you want to know more about me ? I am a nobody.

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

	     Correct
	Make sure that it is a high paying job.

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

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

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

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

	             76.Incorrect
	Betty, are you investing on stock market ?   

	                    Correct
	Betty, are you investing in the stock market ?

	             77.Incorrect
	Can you join me the talk ?

	    Correct
	Can I join in the talk ?

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

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

	79.Incorrect
	Kelvin, don't be so jealousy !

	     Correct
	Kelvin, don't be so jealous !

	80.Incorrect
	The china is coming into rainy weather.   

	     Correct
	China is in rainy season now.

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

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

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

	     Correct
	What is the time now in your country ?

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

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

	84.Incorrect
	Last one typhoon let person 4 hundred million damage.   

	     Correct
	The latest typhoon has cost the people 400 million damage.

	85.Incorrect
	But I 'm illiterature computer ....

	     Correct
	But I'm a computer illiterate .... 

	86.Incorrect
	The farm can't also be escaped from that typhoon.

	     Correct
	The typhoon has caused great damage on the farm

	87.Incorrect
	How was your sleeping yesterday ? Judy   

	    Correct
	Did you have a good sleep yesterday, Judy ?

	88.Incorrect
	You're not get used to it, I guess ..........

	     Correct
	You're not used to it, I guess ..........   

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

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

	90.Incorrect
	Chen, you are informed. Thanks for your information.   

	     Correct
	Chen, you are informative. Thanks for your information.

	91.Incorrect
	Why are you come here so often ?   

	     Correct
	Why do you come here so often ?

	92.Incorrect
	Are you born in Malaysia ?   

	      Correct
	Were you born in Malaysia ?    

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

	      Correct
	Why don't you stay a little longer ?

	94.Incorrect
	He was in a hospital, and he is recently out of it.

	     Correct
	He was discharged from the hospital recently. 

	95.Incorrect
	I'm also from China, but I'm live in Phillipines now.

	     Correct
	I'm also from China, but I'm living in the Phillipines now.

	96.Incorrect
	But chat room of teacher with this chat room are difference. Right ?

	     Correct
	But there is difference between the teacher's chat room and this chat room, right ?

	97.Incorrect
	I seldom go to theatre.

	      Correct
	I seldom go to the theatre.

	98.Incorrect
	Smiths invited me to a dinner.

	     Correct
	The Smiths invited me to a dinner.

	99.Incorrect
	Uncle's advice is great significance.

	    Correct
	Uncle's advice is of great significance.

	         100.Incorrect
	The judge has decided the case.

	Correct
	The judge has decided upon the case.

	101.Incorrect
	Do you want to try my new car ?

	Correct
	Do you want to try out my new car ?

	102.Incorrect
	I enjoyed during the holidays.

	Correct
	I enjoyed myself during the holidays.

	103.Incorrect
	Mary felt sorry about the matter but she did not voice.

	Correct
	Mary felt sorry about the matter but she did not voice it.

	
	

	
	


2. COMMUNICATION SKILLS

                      Communication is the process of transferring information from one source to another. 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. 

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.

Communication skills are the ability an individual displays in consistently demonstrates the ability to effectively communicate with clients, colleagues, subordinates, and supervisors in professional manner and in the personal department.

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

Effective communication is all about conveying your messages to other people clearly and unambiguously. It's also about receiving information that others are sending to you, with as little distortion as possible.

Doing this involves effort from both the sender of the message and the receiver. And it's a process that can be fraught with error, with messages muddled by the sender, or misinterpreted by the recipient. When this isn't detected, it can cause tremendous confusion, wasted effort and missed opportunity.

In fact, communication is only successful when both the sender and the receiver understand the same information as a result of the communication.

By successfully getting your message across, you convey your thoughts and ideas effectively. When not successful, the thoughts and ideas that you actually send do not necessarily reflect what you think, causing a communications breakdown and creating roadblocks that stand in the way of your goals – both personally and professionally.

In order to develop these habits, one needs to first acknowledge the fact that they need to improve communication skills from time to time. They need to take stock of the way they interact and the direction in which their work and personal relations are going. The only constant in life is change, and the more one accepts one's strengths and works towards dealing with their shortcomings, especially in the area of communication skills, the better will be their interactions and the more their social popularity.

Today, effective  communication skills has become a predominant factor even while recruiting employees. While interviewing candidates, most interviewers judge them on the basis of the way they communicate. They believe that skills can be improvised on the job; but ability to communicate well is important, as every employee becomes the representing face of the company.

  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:
1. 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. 

2. Inter-personal communication skills: 
This is direct, face-to-face communication that occurs between two persons. It is essentially a dialogue or a conversation between two or more people. It is personal, direct, as well as intimate and permits maximum interaction through words and gestures. 
Interpersonal communications may be
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. 

3. 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.
Mass communication
This is generally identified with tools of modern mass media, which includes: books, the press, cinema, television, radio, etc. It is a means of conveying messages to an entire populace. No matter what the different types of communication skills are, communicating is an ever-continuing process that is going on all the time. It is as important to human life as is day-to-day existence.

 Visual communication

Visual communication as the name suggests is communication through visual aid. It is the conveyance of ideas and information in forms that can be read or looked upon. Primarily associated with two dimensional images, it includes: signs, typography, drawing, graphic design, illustration, colour and electronic resources. It solely relies on vision. It is form of communication with visual effect. It explores the idea that a visual message with text has a greater power to inform, educate or persuade a person. It is communication by presenting information through visual form.

The evaluation of a good visual design is based on measuring comprehension by the audience, not on aesthetic or artistic preference. There are no universally agreed-upon principles of beauty and ugliness. There exists a variety of ways to present information visually, like gestures, body languages, video and TV. Here, focus is on the presentation of text, pictures, diagrams, photos, et cetera, integrated on a computer display. The term visual presentation is used to refer to the actual presentation of information. Recent research in the field has focused on web design and graphically oriented usability. Graphic designers use methods of visual communication in their professional practice.

       IMPORTANCE OF COMMUNICATION SKILLS:
Communication skills simply do not refer to the way in which we communicate with another person. It encompasses many other things - the way in which we respond to the person we are speaking, body gestures including the facial ones, pitch and tone of our voice and a lot of other things. And the importance of communication skills is not just limited to the management world, since effective communication skills are now required in each and every aspect of our life.
The purposes of communication could be many but the most important part is to understand how to communicate effectively. Communication is a two way process and therefore requires complete understanding among the communicators. This requirement can be fulfilled with effective communication skills.

	


The general forms of communication are oral or verbal communication and written communication. Effective communication skills are now an essential professional requirement and are considered vital to convert your performance into success. Whether it be your professional life or your personal discourses, communication plays an indispensable role in all walks of life.

We can measure the importance of communication skills .when we take a look at job advertisements. There is little chance that you will come across an advertisement which does not mention that candidates should have good communication skills. Perhaps this is the only criterion which creates a positive impact when a person goes for a job interview. This is because technical qualifications are likely to be more or less the same for the candidates.

Without effective communication skills, a person may find it impossible to climb up the corporate ladder. Promotions come to those who can communicate effectively at all levels, from senior management level to the lowest employee.

As for communication within relationships, it should be remembered that maintaining good relationships is a way to a healthy lifestyle, and a good relationship can only be maintained by maintaining healthy communication with our near and dear ones. They are the ones we stay with on a regular basis. They are also the ones who see us at our best as well as our worst.
3. LISTENING SKILLS
Listening is a communication process and, to be successful, is an active process.  In other words, you must be an active participant in this communication process.  In active listening, meaning and evaluation of a message must take place before a listener can respond to a speaker.   Therefore, the listener is actively working while the speaker is talking.

Good listening skills are vital to healthy relationships. Whether you're strengthening a relationship, resolving a conflict, or offering support in a facing a crisis, good listening skills can be a lifeline to peace.

A good listener knows that being attentive to what the speaker doesn't say is as important as being attentive to what he does say. Look for non-verbal cues such as facial expressions and posture to get the full gist of what the speaker is telling you.

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

A good listener knows that being attentive to what the speaker doesn't say is as important as being attentive to what he does say. Look for non-verbal cues such as facial expressions and posture to get the full gist of what the speaker is telling you.

Good listening skills make workers more productive. The ability to listen carefully will allow you to: 

· better understand assignments and what is expected of you; 

· build rapport with co-workers, bosses, and clients; 

· show support; 

· work better in a team-based environment; 

· resolve problems with customers, co-workers, and bosses; 

· answer questions; and 

· find underlying meanings in what others say. 

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

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

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

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

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

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

3.2 Kinds of Listening:
There are three levels of listening: 

1. Half Listening 

· Paying attention some; tuning out some. 

· Focusing on your reaction. 

· Commenting to others. 

· Waiting for a chance to break in. 

· Distracted by personal thoughts and what’s going on around you. 

· Doodling or texting. 

2. Sound Listening 

· Hearing the words, but not the meaning behind them. 

· Missing the significance of the message. 

· Responding with logic only. 

3. Active Listening 

· Ignoring distractions. 

· Ignoring delivery quirks and focusing on the message. 

· Making eye contact. 

· Being aware of body language. 

· Understanding the speaker’s ideas. 

· Asking clarifying questions. 

· Recognizing the speaker’s intent. 

· Acknowledging the emotion involved. 

· Responding appropriately. 

· Remaining engaged even when taking notes. 

     Tips to help you learn to improve your listening skills:

· Listen for verbal clues: Your teacher will emphasize any important terms and concepts.

· Watch for nonverbal clues: Eyebrows, hands, pauses, eyes: these features all show expression when your teacher makes an important point. 

· Be mindful of your own reactions: When your teacher says something that sound interesting, curious, or surprising, go ahead and nod or smile. If the teacher says something boring or unpleasant, try not to have an ugly response. Why? To keep yourself on track. As long as you’re managing your reactions, you’re still listening. 

· Avoid making predictions: If we think we know what someone is about to say, we stop listening and start drifting. 

· Focus on the words, not the person: Don’t get distracted by an ugly dress, weird hairstyle or goofy tie. 

· Don’t get caught up on one detail: Stay on pace. 

· Don’t let your mind wander: Put that food, person, music, or daydream out of your head and save it for later. 

· Stay Present. Sometimes people feign listening, but they’re really just waiting for their friend to stop talking so they can say whatever they’ve been mentally rehearsing while they’ve been pretending to listen. People can usually sense this, and it doesn’t feel good. Also, they tend to miss what’s being said because they’re not focused.

· Don’t Give Advice. It’s common to want to immediately give advice and ‘fix’ your friend’s problem. Unless it's specifically requested, don’t. While you’re trying to help, what would work for you might not work for your friend; also, advice can feel condescending. Unless they ask directly for advice, your friend probably just wants to feel heard and understood, and then can find his or her own solutions.

· Trust The Process. It might feel a little scary to listen to feelings before diving into solutions, and hearing your friend talk about upset feelings might even make you feel helpless. But usually offering a supportive ear and sitting with your friend in an uncomfortable place is the most helpful thing you can do, and once the feelings are cleared out, the solutions can start coming.

· Let Things Even Out Over Time. With all this focus on your friend’s problems, it might be difficult not to focus equal time on your own. Relax in the knowledge that, when you need a friend, your friend will likely be a better listener for you. If you’re consistently doing all the giving, you can re-evaluate the dynamics of the relationship. But being a good listener can make you a stronger, more caring person and bring a more supportive angle to your relationships.

      Important steps to developing good listening skills:

1. Listen, Listen, Listen. Ask your friend what’s wrong, and really listen to the answer. Let them vent their fears, frustrations and other important feelings, maintaining eye contact and showing that you’re interested in what they have to say. Resist the urge to give advice, and just let them get it out.

2. Reframe What You Hear. Summarize and repeat back your understanding of what they’re saying so they know you’re hearing them, and focus on the emotions they might be feeling. For example, if your friend is talking about family problems, you might find yourself saying, “It looks like things are getting pretty hostile. You sound like you’re feeling hurt.”

3. Ask About Feelings. Ask them to expand on what they’re feeling. Asking about their feelings provides a good emotional release and might be more helpful than just focusing on the facts of their situation.

4. Keep The Focus On Them. Rather than delving into a related story of your own, keep the focus on them until they feel better. You can reference something that happened to you if you bring the focus back to them quickly. They will appreciate the focused attention, and this will help them feel genuinely cared for and understood.

5. Help Brainstorm. Rather than giving advice in the beginning, which cuts off further exploration of feelings and other communication, wait until they’ve gotten their feelings out, and then help them brainstorm solutions. If you help them come up with ideas and look at the pros and cons of each, they’re likely to come up with a solution they feel good about. Or they might feel better after just being able to talk and feeling heard.

Barriers to Listening:

· bias or prejudice; 

· language differences or accents; 

· noise; 

· worry, fear, or anger; and 

· lack of attention span. 

ACTIVE LISTENING

Active listening is a studying skill most of us take for granted. Listening is automatic, isn’t it? We might think we’re listening, but active listening is something entirely different. Test your listening skills and then start practicing active listening in the classroom. It’s where your studying begins. 

Keys to Developing Active Listening

We can develop active listening by practicing these three skills: 

1. Keep an open mind 

· Focus on the speaker’s ideas, not on the delivery. 

· Give the speaker your full attention. 

· Resist forming an opinion until you’ve heard the entire lecture. 

· Don’t let the speaker’s quirks, mannerisms, speech patterns, personality, or appearance get in the way of listening to the message. 

· Stay focused on the central ideas being communicated. 

· Listen for the significance of the message. 
2. Ignore distractions 

· Be fully present. 

· Make sure your phone is silenced or turned off. Everyone can hear a vibrating phone. 

· Tune out any chatter around you, or politely tell the talkers that you’re having trouble listening. 

· Better yet, sit up front. 

· Face away from windows if you can to avoid outside distractions. 

· Set aside all emotional issues you brought with you to the classroom. 

· Know your own hot buttons and don’t allow yourself to respond emotionally to issues being presented. 

3. Participate 

· Make eye contact with the speaker. 

· Nod to show understanding. 

· Ask claryifying questions. 

· Maintain body language that shows you are interested. 

· Avoid slouching in your chair and looking bored. 

· Take notes, but continue to stay focused on the speaker, looking up often. 

Active Listening Steps:
To be effective, each of the following steps must taken:

1. Look at the person, and suspend other things you are doing. 

2. Listen not merely to the words, but the feeling content. 

3. Be sincerely interested in what the other person is talking about. 

4. Restate what the person said. 

5. Ask clarification questions once in a while. 

6. Be aware of your own feelings and strong opinions. 

7. If you have to state your views, say them only after you have listened.

4. PUBLIC SPEAKING
 Better Public Speaking and Presentation
Ensure Your Words Are Always Understood. Think of the last really memorable talk or presentation that you attended. Now, was that easy to do, or did you really have to rack your brains to remember one? Sadly, too many presentations are easy to forget. And that's a big problem because the only reason the presenter gave the talk was to communicate something to you. However, there are three basic things that you can do to ensure that your verbal messages are understood – and remembered – time and time again.

Although somewhat obvious and deceptively simple, these are:

· Understand the purpose of the presentation

· Keep the message clear and concise

· Be prepared

· Be vivid when delivering the message

Before you start working on your talk or presentation, it's vital that you really understand what you want to say, who you want to tell and why they might want to hear it. To do this, ask yourself: Who? What? How? When? Where? Why?
Who are you speaking to? What are their interests, presuppositions and values? What do they share in common with others; how are they unique?

What do you wish to communicate? One way of answering this question is to ask yourself about the ‘success criteria’. How do you know if and when you have successfully communicated what you have in mind?
How can you best convey your message? Language is important here, as are the nonverbal cues discussed earlier. Choose your words and your nonverbal cues with your audience in mind. Plan a beginning, middle and end. If time and place allow, consider and prepare audio-visual aids.

When? Timing is important here. Develop a sense of timing, so that your contributions are seen and heard as relevant to the issue or matter at hand. There is a time to speak and a time to be silent. ‘It’s better to be silent than sing a bad tune.’

Where? What is the physical context of the communication in mind? You may have time to visit the room, for example, and rearrange the furniture. Check for availability and visibility if you are using audio or visual aids.

Keep it simple:
When it comes to wording your message, less is more. You're giving your audience headlines. They don't need to and are usually not expecting to become experts on the subject as a result of hearing your talk. If you're using slides, limit the content of each one to a few bullet points, or one statement or a very simple diagram

Be prepared:
Preparation is underrated. In fact, it is one of the most important factors in determining your communication successes. When possible, set meeting times and speaking and presentation times well in advance, thus allowing yourself the time you need to prepare your communications, mindful of the entire communication process (source, encoding, channel, decoding, receiver, feedback and context). By paying close attention to each of these stages and preparing accordingly, you ensure your communications will be more effective and better understood.

Of course, not all communications can be scheduled. In this case, preparation may mean having a good, thorough understanding of the office goings-on, enabling you to communicate with the knowledge you need to be effective, both through verbal and written communications.

Unforgettable Delivery:

Your delivery of your speech or presentation will make or break it, no matter how well you've prepared and crafted your clear, concise message. Some useful tips for keeping your presentation vivid include:

· Use examples to bring your points to life

· Keep your body language up-beat – don't stay stuck behind a rostrum

· Don't talk to fast. Less is more here too. Pauses are effective.

· Use a variety of tones of voice

· Use visual aids.

 FEAR OF PUBLIC SPEAKING:
Glossophobia or speech anxiety is the fear of public speaking. Stage fright may be a symptom of glossophobia.It is believed to be the single most common phobia—affecting as much as 75% of the population. Fear of oration is ranked even above that of death. Many careers require some ability in public speaking, for example presenting information to clients or colleagues.

Public speaking and oration are sometimes considered some of the most importantly valued skills that an individual can possess. This skill can be used for almost anything. Most great speakers have a natural ability to display the skills and effectiveness that can help to engage and move an audience for whatever purpose. Language and rhetoric use are among two of the most important aspects of public speaking and interpersonal communication. Having knowledge and understanding of the use and purpose of communication can help to make a more effective speaker communicate their message in an effectual way.
Symptoms of Glossophobia:
Symptoms include:

· intense anxiety prior to, or simply at the thought of having to verbally communicate with   any group,
· avoidance of events which focus the group's attention on individuals in attendance,
· physical distress, nausea, or feelings of panic in such circumstances.

The more specific symptoms of speech anxiety can be grouped into three categories: physical, verbal, and non-verbal. Physical symptoms result from the Autonomic Nervous System responding to the situation with a “fight or flight” reaction. These symptoms include acute hearing, increased heart rate, increased blood pressure, dilated pupils, increased perspiration, increased oxygen intake, stiffening of neck/upper back muscles, and dry mouth. The verbal symptoms include, but are not limited to a tense voice, a quivering voice, and repetition of “Umms” and “Ahhs” which tend to comfort anxious speakers. One form of speech anxiety is dysfunctional speech anxiety, in which the intensity of the “fight or flight” response prevents an individual from performing effectively.

Many people report stress-induced speech disorders which are only present during public speech. Some glossophobics have been able to dance or perform in public as long as they do not have to speak, or even speak (such as in a play) or sing as long as they cannot see the audience or they feel that they are a character or stage persona rather than presenting as themselves.

Causes of Glossophobia:
The root cause of glossophobia, although occasionally unknown, can usually be attributed to

· a slow build-up from avoiding public speaking over time until it builds into a more severe form of glossophobia 

· a single or multiple traumatic incidents, usually experienced personally but sometimes associated with someone who has, or

· a series of beliefs formed early in life some of which have to do with speaking (ex.What I have to say is not important) and some of which have to do with competence and failure .
The causes of this anxiety are self-defeating thoughts and anxiety-provoking situations. Self-defeating thoughts are thoughts in which the speaker pictures oneself failing, thinking that everything must be perfect, and a desire for complete approval. Situations that provoke anxiety are ones that hold great importance to the speaker, situations in which one is the center of attention, and situations in which the speaker is of subordinate status to the audience.

Help and relief:
Some organizations, such as Toastmasters International, Association of Speakers Clubs and International Training in Communication, and training courses in public speaking may help to reduce the fear to manageable levels. Self-help materials that address public speaking are among the best selling self-help topics. Some affected people have turned to certain types of drugs, typically beta blockers to temporarily treat their phobia.

Social phobia, sometimes known as social anxiety disorder,is a common form of anxiety disorder that causes sufferers to dread the social interactions and public events of everyday life, e.g. parties, meetings, or even making a phone call or walking into a shop to purchase goods.

Many people have 'butterflies' or minor nerves before a date, party, or some other event that will put them on public display, but that usually does not prevent them from attending. A true social phobia is an overwhelming fear, which in extreme cases can keep the sufferer housebound and isolated for long periods of time. They are abnormally afraid of being judged, watched and possibly humiliated in public as a result of their actions, behaviour or appearance.

5. READING
Efficient reading
Awareness
· Don't treat all the books you read as the same thing.

· Be aware of the type of material you are reading.

· You may need to skim-read to establish the type of book.

· Do this quickly, and then adjust your type of reading to suit.

Adapt
· The way you read should be adjusted for the type of book.

· Don't start reading until you have decided if the book is suitable.

· Don't dwell on the writing if you are searching for a piece of information.

· When it is necessary, switch your style of reading to suit the task.

Purpose
· Decide the reason for reading the book before you begin.

· Keep reminding yourself of the reason whilst you are reading.

· The study task should be alive in your mind.

· Be prepared to concentrate and take notes.

Selection
· Choose your reading material carefully.

· Choose the type of book(s) which will be of most use to you.

· When starting a new subject, read beginner's books.

· A quick review of the main points will help to understand the subject.

Switching
· Switch from one way of reading to another when it's necessary.

· This is very useful when selecting books or doing research for a project.

· This skill is probably the second most useful after close reading.

· It shows that you understand what you are doing.

You are expected to do much more reading at university than at school or college; it's not called ‘reading for a degree' for nothing.

Here are five tips to help you improve your reading:

1. Styles of reading
2. Active reading
3. A tip for speeding up your active reading
4. Spotting authors' navigation aids
5. Words and vocabulary
1. Styles of reading

There are three styles of reading which we use in different situations:

Scanning: for a specific focus

The technique you use when you're looking up a name in the phone book: you move your eye quickly over the page to find particular words or phrases that are relevant to the task you're doing.

It's useful to scan parts of texts to see if they're going to be useful to you:

· the introduction or preface of a book

· the first or last paragraphs of chapters

· the concluding chapter of a book.

Skimming: 

The technique you use when you're going through a newspaper or magazine: you read quickly to get the main points, and skip over the detail. It's useful to skim:

· to preview a passage before you read it in detail

· to refresh your understand of a passage after you've read it in detail.

Use skimming when you're trying to decide if a book in the library or bookshop is right for you.

Detailed reading: 

Where you read every word, and work to learn from the text.In this careful reading, you may find it helpful to skim first, to get a general idea, but then go back to read in detail. Use a dictionary to make sure you understand all the words used.
2. Active reading

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.

Here are four tips for active reading.

Underlining and highlighting

Pick out what you think are the most important parts of what you are reading. Do this with your own copy of texts or on photocopies, not with borrowed books. If you are a visual learner, you'll find it helpful to use different colours to highlight different aspects of what you're reading.

Note key words

Record the main headings as you read. Use one or two keywords for each point. When you don't want to mark the text, keep a folder of notes you make while reading.

Questions

Before you start reading something like an article, a chapter or a whole book, prepare for your reading by noting down questions you want the material to answer. While you're reading, note down questions which the author raises.

Summaries

Pause after you've read a section of text. Then:

1. put what you've read into your own words;

2. skim through the text and check how accurate your summary is and fill in any gaps.

3. A tip for speeding up your active reading
You should learn a huge amount from your reading. If you read passively, without learning, you're wasting your time. So train your mind to learn.

Try the SQ3R technique. SQ3R stands for Survey, Question, Read, Recall and Review.

Survey

Gather the information you need to focus on the work and set goals:

· Read the title to help prepare for the subject

· Read the introduction or summary to see what the author thinks are the key points

· Notice the boldface headings to see what the structure is

· Notice any maps, graphs or charts. They are there for a purpose

· Notice the reading aids, italics, bold face, questions at the end of the chapter. They are all there to help you understand and remember.

Question

Help your mind to engage and concentrate. Your mind is engaged in learning when it is actively looking for answers to questions.

Try turning the boldface headings into questions you think the section should answer.

Read

Read the first section with your questions in mind. Look for the answers, and make up new questions if necessary.

Recall

After each section, stop and think back to your questions. See if you can answer them from memory. If not, take a look back at the text. Do this as often as you need to.

Review

Once you have finished the whole chapter, go back over all the questions from all the headings. See you if can still answer them. If not, look back and refresh your memory.

4. Spotting authors' navigation aids

Learn to recognise sequence signals, for example:

"Three advantages of..." or "A number of methods are available..." leads you to expect several points to follow.

The first sentence of a paragraph will often indicate a sequence:"One important cause of..." followed by "Another important factor..." and so on, until "The final cause of..."
General points are often illustrated by particular examples, for example:

General: Birds' beaks are appropriately shaped for feeding.

Particular: Sparrows and other seed-eating birds have short, stubby beaks; wrens and other insect eaters have thin pointed beaks; herons and other fish hunters have long, sharp beaks for spearing their prey.

Whatever you are reading, be aware of the author's background. It is important to recognise the bias given to writing by a writer's political, religious, social background. Learn which newspapers and journals represent a particular standpoint.
5. Words and vocabulary

When you're a graduate people expect you to use a vocabulary which is wider than a school-leaver's. To expand your vocabulary:

Choose a large dictionary rather than one which is ‘compact' or ‘concise'. You want one which is big enough to define words clearly and helpfully (around 1,500 pages is a good size).

Avoid dictionaries which send you round in circles by just giving synonyms. A pocket dictionary might suggest: ‘impetuous = rash'.

A more comprehensive dictionary will tell you that impetuous means ‘rushing with force and violence', while another gives ‘liable to act without consideration', and add to your understanding by giving the derivation ‘14th century, from late Latin impetuous = violent'.

It will tell you that rash means ‘acting without due consideration or thought', and is derived from Old High German rasc = hurried.

So underlying these two similar words is the difference between violence and hurrying.

There are over 600,000 words. most of them have different meanings, (only small proportions are synonyms).

Avoid dictionaries which send you round in circles by using very complicated language to define the term you're looking up, leaving you struggling to understand half a dozen new words.

Keep your dictionary at hand when you're studying. Look up unfamiliar words and work to understand what they mean.

Improve your vocabulary by reading widely.

If you haven't got your dictionary with you, note down words which you don't understand and look them up later.

Types of reading
· The way you read should be chosen to suit the task.

· Don't use the same type of reading all the time.

· This is one way to increase your study efficiency.

· What follow are notes on different types of reading.

Rapid survey
· Check what you are reading - a rapid glance is all that's necessary.

· Is it what you need? up to date? right for the task?

· Are all the contents relevant - or only some?

· Are they written at the right level for you?

· Answer these questions quickly.

· This is also known as previewing.
Sampling
· Explore the contents in a little more detail.

· Look at chapter headings, or the introduction.

· Skim read a page or two in various chapters.

· Keep asking yourself "Is this book suitable for me?"

· If the answer is "No" - move on to something else.

Skim reading
· Make a rapid survey of the subject.

· This may be to gain an overview, or to make a judgement about the book.

· Glance through the book quickly and pick up the main points.

· Try to get a general picture of what it is about.

· This is a very useful skill which becomes easier with regular practice.

Search reading
· Look for a single piece of information.

· Go straight to the contents, the index, or locate the page.

· Look up the item of information (and write it down).

· Put the book back - and move on without browsing.

Selective reading
· Focus your attention on part(s) of the book.

· Only one part is important for what your need.

· Read the section, take its essence, and leave the rest alone.

· Don't be distracted into browsing over more than you need.

· This requires discipline, but it's a very useful skill.

Detailed study reading
· This is reading to understand the content.

· It is the most common approach in any serious form of study.

· You should concentrate whilst reading.

· You need to understand what the writer means.

· You might also be taking notes whilst reading.

· The reading may be part of your coursework, research for a project, or preparation for an exam.

· You might also need to read a book more than once to grasp the point.

· The most thorough method is known as SQ3R.

Close reading
· This is reading for artistic appreciation.

· This approach is used in subjects such as literature and religious studies.

· Every word may be studied in close detail.

· The book is examined for any possible meaning it may contain.

· The results of this approach are 'interpretations' of the book.

Rapid reading
· This is reading to 'find out what happens next'.

· You will rarely dwell on the book or study it closely.

· This is reading for pleasure or entertainment.

· You don't need to pay attention to every word.

Speed reading
· Speed reading courses teach you ultra-rapid skim-reading techniques.

· This may be useful for absorbing information at a superficial level.

· It's not really suitable for understanding and retaining information.

· It's unlikely to help if you are engaged in studying.

Reading skills
Types of reading
· There are different types of reading, as well as types of writing.

· This is an important part of developing your reading skills.

· Increase your efficiency by choosing a style of reading which fits your study task.

· Make your reading right for the materials you have selected.
Purpose
· Decide the reason for reading the book before you begin.

· Keep reminding yourself of the reason whilst you are reading.

· The study task should be alive in your mind.

· Be prepared to concentrate and take notes.
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.

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.

· Choose reading materials to suit your level of study.

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.

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.

· For instance, literary studies 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

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.

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 memorise 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.
Previewing

· It's a useful skill
· Previewing is a used to extract information from books.

· It saves time, provides you with important details, and gives you an overview.

· Each part of a book [or any publication] can yield useful information - as follows.

Multiple readings
· 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.

Adapt
· The way you read should be adjusted for the type of book.

· Don't start reading until you have decided if the book is suitable.

· Don't dwell on the writing if you are searching for a piece of information.

· When it is necessary, switch your style of reading to suit the task.

6. WRITING
 Writing skills

Many people are intimidated by writing. Even so, there are times when writing is the best way to communicate, and oftentimes the only way to get your message across. 

Write With Necessary Caution

When writing, be mindful of the fact that once something is in written form, it cannot be taken back. Communicating in this way is more concrete than verbal communications, with less room for error and even less room for mistakes. This presents written communicators with new challenges, including spelling, grammar, punctuation, even writing style and actual wording.

Thankfully, today’s technology makes memo, letter and proposal writing much easier by providing reliable tools that check and even correct misspelled words and incorrect grammar use. Unfortunately, these tools are not fail proof and will require your support, making your knowledge in this area important.

The Importance of "Style"

Some of the most basic tips to remember when writing include:

· Avoid the use of slang words

· Try not to use abbreviations (unless appropriately defined)

· Steer away from the use of symbols (such as ampersands [&])

· Clichés should be avoided, or at the very least, used with caution

· Brackets are used to play down words or phrases

· Dashes are generally used for emphasis

· Great care should always be taken to spell the names of people and companies correctly

· Numbers should be expressed as words when the number is less than 10 or is used to start a sentence (example: Ten years ago, my brother and I…). The number 10, or anything greater than 10, should be expressed as a figure (example: My brother has 13 Matchbox cars.)

· Quotation marks should be placed around any directly quoted speech or text and around titles of publications.

· Keep sentences short

While the above tips cover the most common mistakes made when writing letters, memos and reports, they in no way cover everything you need to know to ensure your written communications are accurate and understood. 

While this takes some practice, there are many sources available to assist with writing style, including “The Elements of Style”, by Strunk and White. One glance in any newsroom or on the desk of even the most accomplished writers and you are sure to find this small, easy-to-read, easy-to-understand, no-nonsense guide to writing. It is clear, concise and perhaps the best book of its kind. If you plan on writing a great deal of letters or even proposals, it is strongly recommended that you pick up this nifty guide, which by the way, will fit in your shirt pocket.

 Letter Writing
When writing letters, it is best to address the letter to an individual. And, when beginning the letter with a personal name, be sure to end it with an appropriate closing, such as ‘Sincerely yours’. If you cannot obtain an individual’s name, consider ending it with a more generic (less personal) closing, such as ‘With kindest regards’.

For normal business letters, your letter should start with an overall summary, showing in the first paragraph why the letter is relevant to the reader. It’s not a good practice to make the reader go past the first paragraph to find out why the letter was sent to them.

The body of the letter needs to explain the reason for the correspondence, including any relevant background and current information. Make sure the information flows logically, ensuring you are making your points effectively.

The closing of the letter is the final impression you leave with the reader. End with an action point, such as ‘I will call you later this week to discuss this further’.

The Importance of Careful Proofing

Perhaps the most important thing to remember when writing a letter is to check it thoroughly when it is completed. Even when you think it is exactly what you want, read it one more time. This “unwritten” rule holds true for everything you write – memos, letters, proposals, and so on.

Use both the grammar and spell check on your computer, paying very, very close attention to every word highlighted. Do not place total faith on your computer here. Instead, you should have both a printed dictionary and thesaurus nearby to double-check everything your computers editing tools highlight, as these tools are certainly not always reliable, for a variety of reasons.

When checking your written communications, make sure the document is clear and concise. 

Cut down on the number of words used, don’t use 20 words when you can use 10. While you do not want to be curt or abrupt, you do not want to waste the reader’s time with unnecessary words or phrases.

Make sure your written communications are easy to read and contain the necessary information, using facts where needed and avoiding information that is not relevant. Again, outline the course of action you expect, such as a return call or visit.Close appropriately, making sure to include your contact information. While this may seem obvious, it is sometimes overlooked and can make your written communications look amateurish. This can diminish your chances of meeting your written communication’s goals.
7.EFFECTIVE INTERVIEW SKILLS
Life is full of challenges. We meet many confront in our daily life. When we are at the stage of entering school/college/university, we face many hard nut cracking challenges and learn many lessons of practical life through them. After acquiring graduation/post graduation, students usually move towards their specialization or adopt a profession of their choices, according to their own interest, keeping in view the market demand. Talents and Skills are the only tools, which could lead an individual towards the door of success in this challenging time. To qualify for a professional degree or a job, one should have strong past educational background along with integrated multi dimensional skills. It’s of no use acquiring higher degree without building character, confidence, and expressive personality.
To meet the challenges of professional life, one has to be familiar with many skills to grab the attention of an interviewer, out of which Interview skills are the basic necessities to meet up the future challenges with success. Either you are applying for a job or want to qualify an entrance examination for a professional degree; you should have to be prepared in advance for an interview. It’s the only way you through which you can gain the trust of an interviewer. An interviewer always attempt to decide that why they should select you? What are the qualities, which you have and other do not have? How can you benefit their organization? If you can show your trust, your confidence, your commitment, and appropriate skills, then you could win a successful future. Interview is a form of oral communication. It’s one to one, or one to group interaction, where an applicant proves themselves as a unique person to be the part of an organization. Remember that interview is always pre-planned and structured. It’s a formal presentation between an interviewer and an interviewee. Only those pass it with flying colours, who are original and show their interest with confidence and who present themselves appealing.
There are many types of interview like Information gathering interview, appraisal interview, exit interview, hiring interview, college/ university interview, persuasive interview, counseling interview and many more. In this article, we are going to learn about College/ university entrance and Hiring interview.
Hiring/Entrance Interview is one of the best known and the most widely experienced type of interview, where an interviewer is taken by Human Resource Manager/ Educational Expertise. To reduce your chances being rejected, here are some basic professional skills, which will lead you towards the path of success in your interview.
 BEFORE INTERVIEW
First of all, prepare your mind in advance, that you are going to have an interview next morning. Relax yourself and do not get nervous, tense or tired at any cost. Before going for an interview, pre-planned few things:
1. Learn about the company, organization or educational institution and do some research in advance.

2. Why should you perform an advance research?

3. Simply to develop good answers and to prove yourself unique.

4. What you have to Research?

5. You can gather information about organizational structure; type of their clients/ students;  departments and its branches; past and present achievements etc. Simply search yellow pages or ask your friend or family member/relative who are familiar about organization or you can collect information through newspapers and websites.

Prepare answers to typical questions. Practice your answer and never rote learn it. Here are few of the sampling questions, which you can practice in advance.
1. What do you feel about our organization?

2. What are your weaknesses?

3. Why do you want to become a part of our organization?

4. Tell me about your self and about your hobbies.

5. Who is your role model and why? 

If you are lucky to know the name of a person, who will interview you, then memorizes his/her name properly. Decide what to wear. Remember to Dress simply but elegantly. Dress should be well ironed without crease. Wear comfortable shoes. remember to wear basic hosiery. You can even check what management wears and dress similarly without over kill. Do not Dress casual or wear Athletic Shoes. Do not spray lots of cologne or wear lots of jewellery. Do not wear wrinkled attire or flashing tie. Prepare your file having your portfolio, educational degree copies and extra copies of your resume. Find proper address in advance, that where are you going in the morning. Last but not the least;get a good night sleep.

ON THE DAY OF INTERVIEW
Take a bath. Do not apply heavy makeup. Always carry a purse or a small handy briefcase with you. Do carry your portfolio file. Dress effectively. Do not eat anything containing garlic or onion in your breakfast. Arrive 15 minutes earlier to show your prompt and seriousness. DURING INTERVIEW Start it off winner. Offer your hand and give a firm shake, else greet them with your pleasant smile. Take a permission to sit on a chair. Show a positive confident attitude and introduce yourself. Don’t get tense. Be comfortable and face the interviewer effectively. Listen to their questions effectively and answer it genuinely. Answer every question with confidence. Have a proper eye contact towards your interviewer. Remember that the interviewer might be more than one, so keep your eye contact with every individual interviewer to make them feel unique. Whatever you want to answer, speak clearly with a normal tempo voice. Do not shout. Show your confidence level at every moment of an interview. Show your certifications or achievements only when they ask you to show. Always sit straight. It might help them to analyze your personality and your traits. Use the medium of answer, in which you feel comfortable. Remember to use good grammar and strong vocabulary with neutral accent. Always clarify your answer. Do not say Yes or No. Never complains about your past organization or employees. While giving effective answers. Do not argue and always give respect to your interviewer. Always keep neutral thinking and try to mould your answer according to your interviewer personality. Do not eat chewing gum, while answering questions. If they give you a chance to ask any query or question, only ask relevant question.
TRADITIONAL INTERVIEW QUESTIONS
Few of the traditional interview questions, which an organization might ask are
1) Tell me about yourself (in two minutes).
2) Why do you feel that you will be successful in?
3) Why did you decide to interview with our organization?
4) Tell me about your scholastic record.
5) Tell me about your extra-curricular activities and interests.
6) What are your strengths and weaknesses?
7) Why should we hire you?
8) Why did you choose to become a teacher, nurse?
9) Where do you see yourself in 5 years? 10 years?
10) Why do you want to leave your current job? 

AFTER INTERVIEW 
With a pleasing smile, say thanks and ask about the next step in the process. Follow up. Call them if you do not get a call within a given time frame and don't forget to write a thank you letter to an organization for taking out their precious time for your interview. 
Few reasons for not getting a job:
Might be you lack oral communication skills or writing skills. Your inappropriate attitude could also let you down in your interview. Lack of knowledge about the working world. Lack of confidence. Inappropriate/fake degree. Lack of experience. Lack of motivation.
8. VOCABULARY
	WORD
	SYNONYM
	ANTONYM

	Abandon
	abdicate
	cherish

	abet
	advocate
	counter

	abridgment
	compend
	expansion

	abundance
	affluence
	dearth

	accomplish
	achieve
	abandon

	Accuse
	allege
	absolve

	Backward
	astern
	ahead

	balance
	antithesis
	disproportion

	bankrupt
	broke
	rich

	barren
	arid
	developing

	before
	afore
	after

	blessing
	absolution
	blight

	Border
	bound
	center

	center
	centermost
	bordering

	capacity
	adequacy
	impotence

	Capture
	abduction
	freeing

	care
	affliction
	carelessness

	casualty
	blow
	disaster

	cause
	account
	consequence

	Celebrated
	acclaimed
	inexalted

	certain
	assertive
	doubtful

	Cheap
	bargain
	costly

	Cheerful
	airy
	cheerless

	class
	chic
	plain

	clear
	clarion
	cloudy

	danger
	clouds
	care

	dazzling
	beaming
	dim

	damp
	clammy
	arid

	decide
	adjudge
	defer

	describe
	call
	confuse

	avoidance
	absention
	meeting

	
Auspicious
	Advantageous
	inauspicious

	Attach
	add
	Detach

	Ambition
	Appitite
	Apathy

	advise
	admonish
	betray

	Adament
	Determined
	Flexible

	Backward
	Astern
	Ahead

	baffle
	addle
	clear up

	bashful
	abashed
	confident

	Bend
	angle
	Line

	bewilder
	confused
	clear up

	Belief
	Acceptance
	Disbelief

	Blame
	accusation
	applause

	Abaddon
	Aeshma
	abdominous

	abasement
	bump
	absence

	abbess
	canoness
	abuzz

	Tall
	High
	Short

	Wide
	comprehensive
	Narrow

	Below
	unfair
	Above

	Dirty
	Augean
	Clean

	Under
	all-around
	Over

	jacamar
	junior
	jacamar

	sacrarium
	scorn
	Sacchrine

	Faction
	satisfaction
	contentment

	fagaceous
	Face
	Faux

	Fanion
	Fabian
	Fain

	falcate
	Falcate
	straight

	Sake
	Abondon
	Hospitable

	Macrocosm
	Macroscopic
	Macroscopic

	Titular
	Supposed
	Informal

	question
	questioned
	Answer

	quantitative
	Numeric
	unquantitative

	Occupy
	Attack
	Unoccupied

	Intreast
	Arouse
	bored

	Bored
	Drudge
	Intresed

	Named
	Above-mentioned
	unnamed

	Informal
	Casual
	Titular

	Answer
	reply
	question

	unquantitative
	unaccented
	quantitative

	Unoccupied
	Inuse
	Occupy

	officious
	intrusive
	unintrusive

	Often
	Soften
	Rarely

	Informal
	everyday
	Titular

	Undecorated
	unattached
	wainscoted

	Cultivated
	cultivate
	Weed

	Wariness
	Warming
	Wrangle

	Parallel
	nonconvergent
	Cater

	Unsmoothed
	wrinkled
	Wrinkle

	Caliginous
	calcimine
	Calcine

	Concerned
	afraid
	Casual

	Ostentatious
	flaunty
	Pretend

	Inexplicable
	crypital
	Interpret

	Wrinkle
	Fold
	Unsmoothed

	Cultivated
	cultivate
	Weed

	meeting
	session
	avoidance

	inauspicious
	unpromising
	Auspecious

	Detach
	devide
	Attach

	Apathy
	lazinesses
	Ambition

	betray
	Discover
	advise

	Flexible
	supper
	Adament

	Ahead
	infront
	Backward

	clear up
	calorie-free
	baffle

	confident
	positive
	bashful

	Line
	Queue
	Bend

	Clearup
	calorie-free
	Bewilder

	Disbelief
	decayable
	Belief

	applause
	ablactate
	Blame

	Encourage
	Support
	Flagellate

	Unrhetorical
	orotund
	Forensic

	Palmate
	webbed
	Palindrome

	Paltry
	worthless
	Palter

	Specific
	circumstantial
	Pandemic

	Decentralise
	change
	Centralise

	Benignant
	kindly
	Malign

	Joyful
	elated
	Mourn

	Disbelief
	decayable
	Belief

	Present
	show
	Historic

	Inferior
	modest
	Eminent

	Undeserving
	unworthy
	Worthy

	Illegal
	banned
	Lawful

	Posteriority
	pester
	Priority

	Real
	objective
	Notion

	Unaddressed
	addressed
	underrated

	Nonhierarchic
	unorderred
	narcous

	Interested
	impertinent
	uninterested


GENERAL TASK
My Project gives the brief explanation about the communication, Listening, writing skills.
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