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	COMMON ERRORS

1)INCORRECT- When he comes in, we went out.
   CORRECT-When he comes,we will go out.
   EXPLANATION-Tense has been conducted.
2)INCORRECT-Being a poor father, the children could not go school.
   CORRECT-Their father being poor,the children could not go to school.
   EXPLANATION-Un expressed subject of ingclause is different from the subject from the main clause.
3)INCORRECT-Lalitha  did not give him the money,she thought  he was telling a lie.
   CORRECT-Lalitha  did not give him the money, for she thought he was telling a lie.
   EXPLANATION-Absence of linking.
4)INCORRECT-She is keen not only on buying it but also eager to sell it for a profit.
   CORRECT-She is not only keen on buying it but also eager to sell it for a profit.
   EXPLANATION-Wrong placement of NOT only
5)INCORRECT-She went out to buy mangoes in a hurry.
   CORRECT-She went  out in a hurry to buy mangoes.
   EXPLANATION-Wrong  placement of in a hurry.
6)INCORRECT- She is a clever,if not cleverer,than he is.
   CORRECT-She is as he is,if not cleverer.
   EXPLANATION-Use of than in place of as andwrong placement of if not cleverer.
7)INCORRECT-Ranga rao is qa scholar and speaks well.
 CORRECT-Ranga rao is a scholar and a good speaker.
 EXPLANATION-Co-ordination of a noun phrase(a scholar)and a ‘predicate’(speaks well).
8)INCORRECT-Scarcely had he mentioned her name than her father left the room.
   CORRECT-Scarcely had he mentioned her name when her father left  the room.
   EXPLANATION-Use of’than’ in place of ‘when’.
9)INCORRECT-She hardly knew him but she refused to go out with him.
   CORRECT-She hardly knew him and so she refused to go out with him.
   EXPLANATION-Wrong co-ordination of properly typed and ‘accepted’.
10)INCORRECT-His application was properly typed and accepted.
     CORRECT-His  application was properly typed and it was accepted.
     EXPLANATION-Wrong co-ordination of properly typed and ‘accepted’.
11)INCORRECT-She is having a new Tata sumo.
     CORRECT-She as a new Tata sumo.
     EXPLANATION-Using progressive form of ‘have’.
12)INCORRECT-He was come out with an unique proposal.
     CORRECT-He as come out with a unique proposal.
     EXPLATION-Use of ‘an’ before unique.
13)INCORRECT-Life like spider spins many webs.
      CORRECT-Like life a spider spins many webs.
      EXPLANATION-Absence of ‘a’ before a singular count noun.
14)INCORRECT-They have been waiting at the bus stop.
      CORRECT-They heve been waiting at the bus stop for three hours.
      EXPLANATION-Use of ‘from’ for ‘for’
15)INCORRECT-They left for the airport before we reached the hotel.
      CORRECT-They had been left for the airport before we reached the hotel.
      EXPLANATION-Use of past for past perfect.
16)INCORRECT-This scissors does not cut well.
     CORRECT-The scissors do not cut well.
     EXPLANATION-In this sentence does should not be used.
17)INCORRECT-Being that iam here.i shall talk to her.
      CORRECT-Now that iam here  I shall talk to her.
      EXPLANATION-use of ‘being’.
18)INCORRECT-He wanted to buy a hammer and a saw.
      CORRECT-He wanted to buy a hammer and saw.
      EXPLANATION-‘a’ has to be used before both the nouns.
19)INCORRECT-He is a good doctor and so I don’t trust him.
      CORRECT- although he is a good doctor,I dnt trust him.
      EXPLANATION-So the use of ‘so’ is not correct.
20)INCORRECT-Lalitha is equally as pretty as mukta.
      CORRECT-Lalitha and muktha are pretty or lalitha is as pretty as mukta.
      EXPLANATION-Use of ‘equally’ and ‘as….as’ together.
21)INCORRECT- He caught six fishes in the Godavari.
      CORRECT- He caught six fish in the Godavari.	
      EXPLANATION- we should observe that fish is the plural for fish.
22)INCORRECT- Can I lend your physics text book ?
      CORRECT- Can I barrow your physics text book
      EXPLANATION- While taking something from others for sometime, borrow should be used where as lend is used is for giving.                                                        


23)INCORRECT- All my luggage have been weighed.
      CORRECT- my luggage has been weighed.
      EXPLANATION- “luggage” is a singular noun, so “has” is used.
24)INCORRECT- He sold away all his furnitures.		
      CORRECT- He sold away all his furniture.
      EXPLANATION- “furniture” should be used as a singular noun and there will not be the plural form, so “furnitures” should not be used.
25)INCORRECT- The book comprises of five chapters.	
      CORRECT- The book comprises five chapters.
      EXPLANATION- “comprises” should not be followed  by “of”.
26)INCORRECT- I told him this on his face.	
      CORRECT- I told him this to his face.	
      EXPLANATION- In this situation “on his face” should not be used, where “to his face” is the correct usage.
27)INCORRECT- One should love  his country.	
      CORRECT- One should love one’s  country.	
      EXPLANATION- The combination of “One-his” is wrong usage and “one–one’s” is the correct usage.
28)INCORRECT- My sister goes to the school.	
      CORRECT- My sister goes to school.
      EXPLANATION- “go to the school” means visiting the school whereas “go to school” means going to school in order to study.
29)INCORRECT- She has read the two first chapters.	
      CORRECT- She has read the first two chapters.	
      EXPLANATION- In the first sentence it means that there are two first chapters, so the second sentence is correct.
30)INCORRECT- I and Vivi attended the meeting.
      CORRECT- Vivi and I attended the meeting.
      EXPLANATION- In the above sentence the first person “I” should be used at the last.
31)INCORRECT- He walked till the station.	
      CORRECT- He walked to the station.	
      EXPLANATION- “till” is used for time and “to” is used for place.
32)INCORRECT-We cannot buy it for such a price.				
CORRECT- We cannot buy it at such a price.		                                                 EXPLANATION- “for” is used for the known amount or else “at” is used.
33)INCORRECT-A book seller deals with books.					
     CORRECT- A book seller deals in books.					
    EXPLANATION- “deal in” means selling or buying in order to do business whereas “deal with” looking into the matter related to some problem.
34)INCORRECT-He did nothing but cried.						
     CORRECT- He did nothing but cry.						
     EXPLANATION-Here after “but” should be followed by a infinitive   “cry”.
35)INCORRECT-Will you kindly open this knot.					
CORRECT- Will you kindly untie this knot.					                 EXPLANATION- “open” is a kind of Indianism which is used for “windows, doors”, so “untie” is the correct usage.
36)INCORRECT-Ravi asked me where was I going.				
CORRECT- Ravi asked me where I was going.		                                         EXPLANATION-In the reported speech question form should be changed into statement.
37)INCORRECT-Hari slept rather late last night.					
      CORRECT- Hari went to bed rather late last night.				
      EXPLANATION-In English “go to bed” is the correct usage In order to say “going to sleep”.
38)INCORRECT-He passed his examination in flying colours.			
     CORRECT-He passed his examination with flying colours.		
     EXPLANATION-Here “with flying colour” is the correct idiom.
39)INCORRECT-Listen what I say carefully.						
     CORRECT-Listen to what I say carefully.						
     EXPLANATION- “listen” should be followed by “to” for the correct usage.
40)INCORRECT-He got in a bad company.						
     CORRECT-He got into a bad company.						
     EXPLANATION- Here “get into” is the correct usage.
41)INCORRECT-The company is on the verge to bankruptcy.			
     CORRECT-The company is on the verge of bankruptcy.			
     EXPLANATION- In the above sentence “on the verge of” is the correct usage
42)INCORRECT-I want a knife to cut.							
     CORRECT-I want a knife to cut with.						
     EXPLANATION- Here “with” should be used or else it means that we want to cut a knife.
43)INCORRECT-She left to Bangalore last week.					
     CORRECT-She left for Bangalore last week.					
     EXPLANATION- For a place or town or city, “leave for” is used.
44)INCORRECT-They have been working since many years.			
     CORRECT-They have been working for many years.				
     EXPLANATION- “for” is used for period of time and “since” is  used for point of time.
45)INCORRECT-What you are saying ?							
     CORRECT-What are you saying ?							
     EXPLANATION- Here order should be correct. There should a “be” form before “you”.
46)INCORRECT-I am loving her.									
     CORRECT-I love her.										
     EXPLANATION- The verbs like “love” “hate” should be used i simple present tense but not in continuous.
47)INCORRECT-We will try and help her.							
     CORRECT-We will try to help her.							
     EXPLANATION- “help” and “try” are not two independent processes and so cannot be co-ordinated.
48)INCORRECT-A book seller deals with books.						
       CORRECT-A book seller deals in books.						
     EXPLANATION- “deal in” means selling or buying in order to do business whereas “deal with” looking into the matter related to some problem.
49)INCORRECT-He did nothing but cried.							
     CORRECT-He did nothing but cry.							
     EXPLANATION- Here after “but” should be followed by a infinitive “cry”.
50)INCORRECT-Will you kindly open this knot.						
     CORRECT-Will you kindly untie this knot.						
     EXPLANATION- “open” is a kind of Indianism which is used for “windows, doors”, so “untie” is the correct usage.
51)INCORRECT-Ravi asked me where was I going.				
     CORRECT-Ravi asked me where I was going.					
     EXPLANATION- In the reported speech question form should be changed into statement.
52)INCORRECT-Hari slept rather late last night.					
     CORRECT-Hari went to bed rather late last night.				
     EXPLANATION- In English “go to bed” is the correct usage in order to say “going to sleep”.
53)INCORRECT-Kindly see my testimonials.						
     CORRECT-Kindly look at my testimonials.						
     EXPLANATION-  “seeing” means just having a glance without understanding in, whereas “look at” means observing the things and understanding them.
54)INCORRECT-Pandit Nehru is considered as a great patriot.			
     CORRECT-Pandit Nehru is considered a great patriot.		
     EXPLANATION- A noun should be used directly after the “be” form followed by the verb “consider”.

55)INCORRECT-Will I help you ?							
     CORRECT-Shall I help you ?								
     EXPLANATION-  While posing a question “shall” should be used along with the first person.
56)INCORRECT-He reached here on last Sunday.					
     CORRECT-He reached here last Sunday.						
     EXPLANATION-   Before “last”, “on” should not be used.
57)INCORRECT-He is married with a rich banker.					
     CORRECT-He is married to a rich banker.						
     EXPLANATION-   “Be” form verb should be used alongwith “married to”.
58)INCORRECT-When he saw me, I wished him.					
     CORRECT-When he saw me, I greeted him.					
     EXPLANATION-   “wish” means asking something, so “greeted”should be used.
59)INCORRECT-Ravi resumes duty since Monday.					
     CORRECT-Ravi resumes duty from Monday.					
     EXPLANATION-In the point of time, for all tenses except forpresent perfect, present perfect continuous,“from” is used.
60)INCORRECT-Rajesh told to me a story.						
     CORRECT-Rajesh told me a story.							
     EXPLANATION-We can use “said to” whereas “told” is a transitive verb, so “told to” should not be used.

61)INCORRECT-He shows the company’s sales figure.				
       CORRECT-He shows the company’s sales figures.				
       EXPLANATION-“figure” should not be used for “set of numbers”.
62)INCORRECT-I look forward to hearing you.					
     CORRECT-I look forward to hearing from you.					
     EXPLANATION-“from” preposition should not be used for the words like “letter, telephone” which means for receiving.
63)INCORRECT-Sita has difficulty to walk.							
     CORRECT-Sita has difficulty in walking.					
     EXPLANATION-Here “difficulty to” is the wrong usage.
64)  INCORRECT-The trees have produced less apples this year.			
      CORRECT-The trees have produced fewer apples this year.		
      EXPLANATION-	Here it is countable, so fewer should be used.
65)INCORRECT-We dare not to face him again.					
     CORRECT-We dare not face him again.						
     EXPLANATION-Here the model verb “dare” is not followed by infinitive “to”.
66)INCORRECT-He saw the bird to fly.						
      CORRECT-He saw the bird fly.								
      EXPLANATION-Here the verb “see” is not followed by infinitive “to”.
67)INCORRECT-Sujatha was disappeared from her house.				
     CORRECT-Sujatha disappeared from her house.				
     EXPLANATION-Here “disappear” is intransitive verb, so theirwill not be passive voice. 
68)INCORRECT-Suresh has been the student of our’s.				
     CORRECT-Suresh has been the student of ours.				
      EXPLANATION-“ours” is a possessive pronoun, so apostrophe is not used. 
69)INCORRECT-There are no females in our office.					
     CORRECT-There are no women in our office.					
     EXPLANATION-Before common nouns male/female are used,for human beings man/woman are used.
70)INCORRECT-He jumped in the river.							
     CORRECT-He jumped into the river.						
     EXPLANATION-“into” should be used for the things which are in motion.
71)INCORRECT-We are using new machineries.    
     CORRECT- We are using new machinery.							
      EXPLANATION- “machinery” is a singular noun and so used for singular verb.
72)INCORRECT-Ravi raises very early in the morning.					
      CORRECT-Ravi rises very early in the morning.						
      EXPLANATION-  “rise” means getting down from bed whereas “raise”means lifting their hand. So here “rise” is used.
73)INCORRECT-Varma was addicted to gamble.					
         CORRECT-Varma was addicted to gambling.					
      EXPLANATION- “addicted to” should be followed by “ing” verb.
74)INCORRECT-Suresh will not listen what his father says.				
      CORRECT-Suresh will not listen to what his father says.				
      EXPLANATION- Here “listen” should be followed by “to”.
75)INCORRECT-One should all ways speak the truth.				
      CORRECT-One should always speak the truth.						
      EXPLANATION- Here “all ways” means in all the directions whereas “always” means “ever”.
 76)INCORRECT-Work hard like I do.								
      CORRECT-Work hard as I do.									
      EXPLANATION- Here instead of “like”, conjunction “as” is used.
77)INCORRECT-Ravi told me what to do with a smile.					
       CORRECT-Ravi told me with a smile what to do.					
        EXPLANATION- Here the modifying phrases are misplaced which are correctly shown in correct sentence.
78)INCORRECT-He is some better today.						
      CORRECT-He is somewhat better today.							 
    EXPLANATION- Here instead of “some” adjective, “somewhat” add is used in such a way to modify the “better” adjective.
79)INCORRECT-He feels badly about his son’s failure.					
      CORRECT-He feels bad about his son’s failure.					
      EXPLANATION- Here predicative adjective like “bad” should be used to modify a pronoun like “He”.
80)INCORRECT-The ship was drown in the ocean.						
     CORRECT-The ship was sunk in the ocean.					
     EXPLANATION- “to drown” is used for living beings whereas “to sink” is used for things which don’t have life.
81)INCORRECT-He goes to sleep at 10 p.m.						
      CORRECT-He goes to bed at 10 p.m.						
      EXPLANATION- In general in English the habit of sleeping or time to sleep is said to be “to go to bed”.
82)INCORRECT-He wants to buy four dozens eggs.						
     CORRECT-He wants to buy four dozen eggs.						
     EXPLANATION- The plural form of “dozen” is dozen, so it is not followed by “s”.
83)INCORRECT-Some workers are correcting the road.					
     CORRECT-Some workers are repairing the road.					
     EXPLANATION- “correct” is used for mistakes, but “repair” , “mend” like verbs are used to things that are damaged.
84)INCORRECT-Someone has robbed all his books.						
     CORRECT-Someone has stolen all his books.						
     EXPLANATION- “rob” is used for person or place whereas “steal” is used for things.
85)INCORRECT-Sujatha picked up flowers in the garden.					
      CORRECT-Sujatha picked flowers in the garden.					
      EXPLANATION-“pick” means plucking with hands whereas “pick-up” means taking something from ground.
86)INCORRECT-The fine caused many damages.						
      CORRECT-The fine caused much damages.						
       EXPLANATION- “many” is something which is used for persons or places, so much is used.
87)INCORRECT-The Godavari at Rajahmundry has over flowed.				
     CORRECT-The Godavari at Rajahmundry has over flown its banks.		
     EXPLANATION- over flown is related to aircraft, but over fly verb is past participle.  The verb “over flown” is related to past participle “overflowed”.
88)INCORRECT-Suresh can”t hardly speak English.					
      CORRECT-Suresh can hardly speak English.						
      EXPLANATION- Here “can”t  hardly” is double negative so only one negative i.e. “can”t” or “hardly” should be used.
89)INCORRECT- He caught six fishes in the Godavari.			 	 
     CORRECT-He caught six fish in the Godavari.				         
     EXPLANATION- we should observe that fish is the plural for fish.
90)INCORRECT-Hari is interested on gardening.					
      CORRECT-Hari is interested in gardening.					
      EXPLANATION- Interested + ing is the correct, interested should be followed by in but not on.
91)INCORRECT-Can I lend your physics text book ? 						
    CORRECT-Can I barrow your physics text book? 					
    EXPLANATION- While taking something from others for sometime, borrow should be used where as lend is used is for giving.                                                        
92)INCORRECT-Every one aims to do good. 						
      CORRECT-Every one aims at doing good.						
      EXPLANATION- Here  Aim + at_ing verb is the correct usage.
 93)INCORRECT-He is tired to do nothing.	 						
     CORRECT-He is tired of doing nothing. 						
     EXPLANATION- Here  tired + of + - ing verb is correct usage  
94)INCORRECT-Telling lies is a very bad custom.					
     CORRECT-Telling lies is a very bad habit.					
     EXPLANATION- “Habit” is related to personal whereas “custom” is followed by society or group of people.
95)INCORRECT-Kindly see my testimonials.						
     CORRECT-Kindly look at my testimonials.						
    EXPLANATION-   “seeing” means just having a glance without understanding in, whereas “look at” means observing the things and understanding them.
96)INCORRECT-Pandit Nehru is considered as a great patriot.			
     CORRECT-Pandit Nehru is considered a great patriot.			
     EXPLANATION- A noun should be used directly after the “be” form followed by the verb “consider”.
97)INCORRECT-Will I help you ?								
     CORRECT-Shall I help you ?								
     EXPLANATION- While posing a question “shall” should be used along with the first person.
98)INCORRECT-He reached here on last Sunday.					
     CORRECT-He reached here last Sunday.						
     EXPLANATION- Before “last”, “on” should not be used.
99)INCORRECT-He is married with a rich banker.					
     CORRECT-He is married to a rich banker.						
     EXPLANATION-   “Be” form verb should be used along with  “married to”.

100)INCORRECT-When he saw me, I wished him.					
        CORRECT-When he saw me, I greeted him.					
        EXPLANATION-   “wish” means asking something, so “greeted” should be used.

Communication skills 
	
	Communication skills is the set of skill 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 covey information for the individual.
	Communication skills is 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 is generally understood to be that art or technique of persuasion through the use of oral language and written language.  To understand the basic of communication skills, one needs to understand that communication is one of those words that is most hyped in contemporary culture.  It includes a large number of experiences, actions and events; also a variety of happening and meanings, as well as technologies.
	To be an effective communicator an to get your point across without misunderstanding an confusion, your goal should be to lessen the frequency of problems at each stage of his process, with clear, concise, accurate, well-planned communications.
Communication skills includes lip reading, finger-spelling, sign language; for interpersonal skills use, interpersonal relations.
Communication skills is the ability to use language (receptive) and express (expressive) information.
	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.
	In fact, communication is only successful when both the sender and the receiver understand the same information as a result of the communication.
              The ability to communicate is the primary factor that distinguishes human beings from animals.  And it is the ability of communicate well that distinguishes one individual from another.
	Good communicators use the KISS (“Keep It Simple and Straightforward”)  principle.  They know that less is often more, and that good communication should be efficient as well as effective.
TYPES OF COMMUNICATION SKILLS :- 
	Communication is generally classified into a couple of types.  The classifications include:
1.	Verbal and non-verbal;
2.	Technological and non-technological;
3.	Mediated and non-mediated;
4.	Participatory and non-participatory;
		However, the commonly known types of communications are :
Intra-personal communication skills:       This implies individual reflection, contemplation and mediation. One example of this is transcendental mediation. According to the experts this type of communication encompasses communicating with the divine and with spirits in the form of prayers and rites and rituals. 
Interpersonal communication skills: This is direct, face-to-face communication that occurs between two persons. It is essentially 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 simple observes or listens to persons with whom one is not conversing.  This usually occurs at stations and bus stops, as well as on the street, at restaurants, etc.
Non verbal communication skills :	This includes aspects such as body language, gestures, facial expressions, eye contact, etc., which also become a part of the communicating process; as well as the written and typed modes of communications.
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.
Effective Communication Skills :	According to experts one can communicate effectively when they understand the stages of interpersonal communication which are below.
The Phatic Stage   :	In this it determines the course of the conversation.  
The Personal Stage:	In this the individuals brings a more personal element Into the conversation.
The intimate Stage:This stage is mainly meant for conversations between friends, family and relatives.
       The fact is that one needs to constantly work towards developing effective communication skills.  And primarily they need to overcome the barriers of effectively communication.
The verbal barriers are :
Attacking 		:	interrogating, criticizing, blaming, shaming.
You messages   :	moralizing, preaching, advising, diagnosing,endorsing power, ordering, threatening, commanding, directing.
Shouting          :	Name – calling, Refusing to talk.
The non-verbal barriers are :
Flashing eyes, Rolling eyes, Quick movements, Slow movements, Arms crossed, Legs crossed.
Gestures out of exasperation :
Slouching, Hunching, Lack of personal hygiene, Doodling, Avoiding eye contact, Staring at people, Over fidgeting.
Basic Communication Skills : 
From the sender’s perspective one needs to have the following essential skills:
Skills to compose the message;
Skill to send the message;

LISTENING SKILLS :
You probably spend more time using your listening skills than any other kind of skill.  Like other skills, listening takes practice.
Real listening is an active process that has three basic steps.
· Hearing          :      Hearing just means listening enough to catch 				     what the speaker is saying.
· Understanding :    The next part of listening happens when you				      take what you have heard and understand it 				      is your own way.
· Judging            :    After you are sure you understand what the 					speaker has said, think about whether it 						makes sense.
Thinking fast :
	Remember:  time is on your side !  Thoughts move about four times as fast as speech.  With practice, while you are listening you will also be able to think about what you are hearing, really understand it, and give feedback to the speaker
Listening is a key to conveying clear meaning. Listening is a skill which we all need to better develop.
Listening is among our most consequential communication skills even though it is too frequently relegated to a lesser role in many educational, social and political spheres.  Listening is the awareness of, the tending to, the organization of, and the operationalization of data entering our nervous system via our hearing mechanism. Unlike hearing, which is a physiological passive activity, listening is as active cognitive process.


Types of Listening :
Different situations require different types of listening.  We may listen to obtain information, improve a relationship, gain appreciation for something, make discriminations, or engage in a critical evaluation.
While certain skills are basic and necessary for all types of listening (receiving, attending, and understanding). 
Informative Listening :
Informative listening is the name we give to the situation where the listener’s primary concern is to understand the message.  Listeners are successful insofar as the meaning they assigns to messages is as close as possible to that which the sender intended.
Informative listening, or listening to understand, is found in all areas of our lives.  Much of our learning comes from informative listening. For example, we listen to lectures or instructions from teachers – and what we learn depends on how well we listen.  We listen to instructions, briefings, reports, and speeches; if we listen poorly, we aren’t equipped with the information we need.
Relationship Listening : 
The purpose of relationship listening is either to help an individual or to improve the relationship between people.  Therapeutic listening is a special 
Type of relationship listening.  Therapeutic listening brings to mind situations where counselors, medical personnel, or other professionals allow a troubled person to talk through a problem.  Three behaviors are key to effective relationship listening:  attending, supporting and empathizing.
Appreciative Listening 
Appreciative listening includes listening to music for enjoyment, to speakers because you like their style, to your choices in theater, television, radio, or film.  It is the response of the listener, not the source of the message, that defines appreciative listening. That which provides appreciative listening for one person may provide something else for another. 
The quality of appreciative listening depends in large part on three factors: presentation, perception, and previous experience.
Critical Listening 
The ability to listen critically is essential in a democracy.  On the job, in the community, at service clubs, in places of worship, in the family – there is practically no place you can go where critical listening is unimportant. Politicians, the media, salesman, advocates of policies and procedures, and our own financial, emotional, intellectual, physical, and spiritual needs require us to place a premium on critical listening and the thinking that accompanies it.
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.
Listening is a visual as well as auditory act, as we communicate much through body language.  We thus also need to be able to discriminate between muscle and skeletal movements that signify different meanings.
Comprehension Listening 
Comprehension listening is also known as content listening, informative listening  and  full listening.
In communication, some words are more important and some less so, and comprehension often benefits from extraction of key facts and items from a long spiel.
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 values, assessing them as good or bad, worthy or unworthy.
Evaluative listening is particularly pertinent when the other person is trying to persuade us, perhaps to change our behavior and may be even to change our beliefs.  Evaluative listening is also called critical, judgmental or interpretive listening.
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.
In order to get others to expose these deep parts of themselves to us, we also need to demonstrate our empathy in our demeanor towards them, asking sensitively and in a way that encourages self-disclosure.
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.
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.
Dialogic listening is sometimes known as ‘relational listening’.
Reasons to Improve Listening Skills
*	To avoid saying the wrong thing, being tactless
*	To dissipate strong feelings
*	To learn to accept feelings (yours and others)
* 	To generate a feeling of caring
*	To help people start listening to you
*	To increase the other person’s confidence in you
*	To make the other person feel important and recognized
*	To be sure you both are on the same wavelength
*	To be sure you both are focused on the same topic
*	To check that you are both are on target with one another
Tips for being a good listener
*	Give your full attention on the person who is speaking. Don’t  look out the window or at what else is going on in the room.
*	Make sure your mind is focused, too.  It can be easy to let your mind wander if you think you know what the person is going to say next, but you might be wrong!  If you feel your mind wandering, change the position of your body and try to concentrate on the speaker’s words.
*	Let the speaker finish before you begin to talk.  Speakers appreciate having the chance to say everything they would like to say without being interrupted.  When you interrupt, it looks like you aren’t listening, even if you really are.
*	Let yourself finish listening before you begin to speak!  You can’t really listen if you are busy thinking about what you want say next.
*	Listen for main ideas.  The main ideas are the most important points the speaker wants to get across.  They may be mentioned at the start or end of a talk, and repeated a number of times.  Pay special attention to statements that begin with phrases such as “My point is…” or “The thing to remember is …”
*	Ask questions.  If you are not sure you understand what the speaker has said, just ask.  It is a good idea to repeat in your own words what the speaker said so that you can be sure your understanding is correct.  For example, you might say, “When you said that no two zebras are alike, did you mean that the stripes are different on each one ?”
*	Give feedback.  Sit up straight and look directly at the speaker.  Now and then, nod to show that you understand.  At appropriate points you may also smile, frown, laugh, or be silent.  These are all ways to let the speaker know that you are really listening.  Remember, you listen with your face as well as your ears !





Speaking Skills :
In the case of verbal communication skills voice plays an important role.  After all, one may be knowledgeable in their domain area, but conveying their knowledge may seem like a mammoth task.  
This is the reason why, as a part of communication skills training there is ample emphasis laid on voice culture.  One aspect of culturing the voice is understanding intonation.
The following are the various factor that can help one to modulate well and gain correct intonation, inflection and syllable stress…
Be enthusiastic
Avoid speaking in a monotone
Exaggerate voice inflection
Pause to create effect
Pace between fast and slow
Modulate between high and low pitch
Bring power with the play of volume – loud and soft
Enunciate the words to bring about clarity
Match tone with attitude





Body Language
It is more important while speaking, it includes
Facial expressions;
Voice culture;
Gestures;
Eye contact;
Spatial arrangements;
Patterns of touch;
Expressive movement;
Body language;
Of all the non verbal factors mentioned here, one should be aware of body language, as beyond the words this peaks volumes.  Thu, one needs to learn how to effectively use their body to communicate better while speaking. 
Eye contact is an important channel of interpersonal communication.  This factor helps regulate the flow of communication.  It signals interest in others.  Furthermore, eye contact with the audience increases the speaker’s credibility.  It is also an important part of effective team communication skills.



Public Speaking :
Speaking in public tends to become a rather stressful task for many.  In fact, even the best of speakers tend to go thought 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, all together.
	One tip for improving English skills, one can practice grammar and vocabulary exercises, as often as possible.  Also reading loudly in front of a mirror helps one improvement their language skills.  Exposure to the language is also important, which includes reading English newspapers and books, listening to English music and watching English movies.
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;
Presentation Skills :
Basics of a good presentation.  Many oral reports are ineffective not because they lack good content but because they are presented in a way that does not connect with the audience.  Here are some of the basics for a good report.
Step-1:	Research the facts
	Gather information about subject for your oral report, list facts and interesting information from your reading taking, that relevant details and vivid description will make your oral report more interesting, as well visual aids such as maps, charts and pictures.
Step-2:	Organize your information
	The organization of good oral report comprises of there major parts.
*	An introduction.
*	The body.
*	The conclusion.
->	The body of report may include 3 elements.
*	A presentation and evaluation of essential facts and ideas.
Step-3:	Conclusion 
	Conclusion is the time to summarize and get across your most important point, this should be take home message that the audience should remember.
Grading an oral presentation : 
Presentations will be graded based upon 
*	Style :	->	Organization of presentation
			->	Visual Aids
			->	Poise  : ability  to communicate with audience.
*	Analysis :	->	Completeness of answers
			->	Depth of knowledge
			->	Recommendations
Tips to presentation :-
*	Stand up straight. Hold your upper body straight but not stiff.
*	Keep chin up.
*	Make eye contact then you will seen sure of yourself.
*	Use gestures, body language can help you make your points.
*	Use your voice effectively, vary your tone and speak loudly, clearly.
Do’s & Dont’s  in Public Presentation :
Dont’s  :
*	Don’t mumble through.
*	Don’t use filler words like “uh”, “um” etc.,
*	Don’t speak too fast.
*	Don’t speak without pauses.
*	Don’t look down.
*	Don’t use a lot of numbers or statistics.
*	Don’t present audience with an avalanche of information.
Do’s :
*	Do speak loudly and clearly.
*	Do pause between ideas.
*	Do make eye contact with audience.
*	Do gestures and move around some.
*	Do keep the report flowing smoothly.
*	Do dress appropriately.
*	Do pay attention to your breathing.
Reading Skills :
Reading Skills are specific abilities which enable a reader
*	To read the written form as meaningful language.
*	To read anything written with independence, comprehension and fluency, and 
*	To mentally interact with the message.
Reading skills enable readers to turn writing into meaning and achieve the goals of independence, comprehension, and fluency. 
As readers make sense of what they read, the use various relationships of ideas to aid recognition and fluency. 
Critical reading as a goal  includes the ability to evaluate ideas socially or politically.
Critical reading skills are the ability to analyze, evaluate, and synthesize what one reads.  They are the ability to see relationships of ideas and use them as an aid in reading.
Nothing is more important to academic achievement than being a good reader.
Literacy  is the ability to read and write; Illiteracy is usually caused by not having had he opportunity to learn these concepts.  Dyslexia refers to a difficulty with reading and writing.  The term dyslexia can refer to two disorders: developmental dyslexia is a learning disability; alexia or acquired dyslexia refers to reading difficulties that occur following brain damage.
Major predictors of an individual’s ability to read both alphabetic and nonalphabetic and scripts are phonological awareness, rapid automatized naming and verbal.
Reading is a means of language acquisition,  of communication, and of sharing information and ideas.
Readers use a variety of reading strategies to assist with decoding (to translate symbols into sounds or visual representations of speech) and comprehension. Readers may use morpheme, semantics, syntax and context clues to identify the meaning of unknown words.  Readers integrate the words they have read into their existing framework of knowledge or schema (schemata theory). 
Other types of reading are not speech based writing systems, such as music notation or pictograms. The common link is the interpretation of  symbols to extract the meaning from the visual notations. 
Reading is an important tool for people of many societies, allowing them to access information which might have otherwise been unavailable.


Kinds of reading skills :
Here are some kinds of reading skills :
*	Word attack skills  let the reader figure out new words.
*	Comprehension skills  help the reader predict the next word, phrase, or sentence quickly enough to speed recognition.
*	Fluency skills  help the reader see larger segments, phrases, and groups of words as wholes.
*	Critical reading skills help the reader see the relationship of ideas and use these in reading with meaning and fluency.
Writing Skills :
Writing is the representation of language  in a textual medium through the use of a set of signs of symbols (known as a writing system).  It is distinguished from illustration, such as cave  drawing and  painting, and non-symbolic preservation of language via non-textual media, such as magnetic tape audio. 
Writing is an extension of human language across time and space. Writing most likely began as a consequence of political expansion in ancient cultures, which needed reliable means for transmitting information, maintaining financial accounts, keeping historical records, and similar activities.  
Three Tips to Improve Your Writing Skills : 
Writing is a skill that doesn’t come easily to everyone: some people have a natural writing flow that almost bursts off a page while others stumble and trip over the words they write.  If you happen to fall into the second category, don’t let that stop you.  You can improve your writing skills by using the following tips.
Your grammar skills play a big part in our writing.  You may not want to think about nouns, verbs, adverbs, conjunctions or prepositions, but if you want to be a good writer you need to know what they are and how to use them correctly.  Using the proper punctuation will ensure that people are reading your sentences correctly.  
To be a good writer, you need to be a good reader.  Expand your knowledge by reading different types of writing.  Use the tips you find to improve your own writing.  On the other hand, when you read something you don’t care for make mental notes of the mistakes the writer made and try to avoid them when you sit down to write.
To become a good writer, you need to practice, practice, and practice some more !  Writing something everyday, even something as short as a few sentences can improve your writing over time.
For effective writing :
*	Identify and recognize all lower case and upper case letters
*	Understand when to use capital and lower case letters
*	Understand how words function in sentences
*	Evaluate when and how to use punctuation correctly
*	Understand and implement appropriate sequencing
*	Identify parts of sentences
*	Learn how to organizing essays, stories, and other documents
*	Build and improve vocabulary
*	Understand paragraphs
*	Topic sentence
*	Details
*	Conclusion
*	Understand and demonstrate different types of writing
*	Narrative 
*	Descriptive
*	Expository
*	Persuasive
*	Understand the Writing Process
*	Pre-writing
*	Writing
*	Revising
*	Editing
*	Publishing
*	improve your writing skills
*	Good writing skills are essential for every individual to express themselves better.  Students need good writing skills for completing their research papers and thesis effectively.  In any profession effective writing skills lead to better…
* 	Tips to develop effective writing skills
*	It is always better to use active voice as it is stronger and more forceful.  Active voice is also more direct and easier to understand.
The major writing systems – methods of inscription – broadly fall into four categories: logographic, syllabic, alphabetic, and featural.  Another category,  ideographic  (symbols for ideas), has never been developed sufficiently to represent language.  A sixty category, pictographic, is insufficient to represent language on its own, but often forms the core of logographies. 











Vocabulary :
1.	Absent 
	Synonym	:  Not existing
	Antonym  :  Present
	Usage 	:   I was absent to college yesterday.
2.	Accept
Synonym	:  Agree to take
	Antonym  :  Refuse
	Usage 	:   I accepted his apologize. 
3.	Accurate
Synonym	:  Exact
	Antonym  :  Inaccurate
	Usage 	:   I need the accurate value.
 4.	Answer
Synonym	:  Things said
	Antonym  :  Question
             Usage 	:   Answer to my question. 
5.	Lend
Synonym	:  To give
	Antonym  :  Borrow
	Usage 	:   He lend it to me.
6.	Hard
Synonym	:  Firm and solid
	Antonym  :  Soft
	Usage 	:   The stone is very hard.
7.	Easy
Synonym	:  Without problem
	Antonym  :   Difficult
	Usage 	:   It is very easy to read.
8.	Big
Synonym	:  Very large
	Antonym  :  Small
	Usage 	:   The building is very big.
9.	Close
Synonym	:  Near
	Antonym  :  Distant
	Usage 	:   You are very close to him.
10.	Careful
Synonym	:  Cautious
	Antonym  :  Careless
	Usage 	:   Be careful while walking on roads.
11.	Cheap
Synonym	:  Costing little money
	Antonym  :  Expensive
	Usage 	:   The bag is very cheap.
12.	Encourage
Synonym	:  Give support
	Antonym  :  discourage
	Usage 	:   They encouraged him a lot.
13.	Entrance
Synonym	:  Way to get in.
	Antonym  :  Exit
	Usage 	:   The entrance of the building is closed.
14.	Export
Synonym	:  Selling and sending goods to other country.
	Antonym  :  Import
	Usage 	:   We regularly exports the grapes to other countries.
15.	Laugh
Synonym	:  showing happiness
	Antonym  :  Crying
	Usage 	:   Joker actions reflects laugh in audience.
16.	Friend
Synonym	:   Helper and suppor
Antonym  :   Enemy
	Usage 	:   Shravani is my best friend.
17.	Regular
Synonym	:   Happening repeatedly
Antonym  :   irregular
	Usage 	:   I am very regular to my college.
18.	Right
Synonym	:   Exactly
Antonym  :   Wrong
	Usage 	:   Every one should follow the right path in their life.
19.	Sweet
Synonym	:   Smelling pleasant
Antonym  :   Sour
	Usage 	:   The mangoes are very sweet.
20.	Honest
Synonym	:  Telling truth
	Antonym  :  Dishonest
	Usage 	:  Ravi is very honest in his entrusted job.
21.	Full
Synonym	:  Holding as much as possible
	Antonym  :  Empty
	Usage 	:  The jug is full of water.
22.	Fail
Synonym	:  Unsuccessful
	Antonym  :  Pass
	Usage 	:  Vamshi failed in his previous examination.
23.	Glad
Synonym	:  Happy
	Antonym  :  sad
	Usage 	:   I am glad to meet you.
24.	Permanent
Synonym	:  Lasting for long time
	Antonym  :  Temparary
	Usage 	:   The employee has got permanent in his job.
25.	Include
Synonym	:  Have some thing as a part
	Antonym  :  Exclude
	Usage 	:  Intermediate marks are included into EAMCET.
26.	Narrow
Synonym	:   Small in width
	Antonym  :   Wide
	Usage 	:   The road is very narrow.
27.	Maximum
Synonym	:   Greatest possible
	Antonym  :   Minimum
	Usage 	:   Meena scored maximum marks in her English exam.
28.	Beautiful
Synonym	:   Very pretty and attractive
	Antonym  :   Ugly
	Usage 	:   The painting is very beautiful.

29.	Love
Synonym	:   Feeling of deep affection
	Antonym  :   Hate
	Usage 	:   I love listening to music.
30.	Intelligent
Synonym	:   Clever
	Antonym  :   Stupid
	Usage 	:   Sai is very intelligent in his studies.
31.	Fast
Synonym	:   Quick
	Antonym  :   Slow
	Usage 	:   Usha run fast.
32.	Healthy
Synonym	:   Having good health
	Antonym  :   Unhealthy
	Usage 	:   Raju is very healthy.
33.	Cruel
Synonym	:   Causing suffering
	Antonym  :   Kind
	Usage 	:   Tiger is a cruel animal in the forest.
34.	Win
Synonym	:   Successful
	Antonym  :   loss
	Usage 	:   He won the game.
35.	Landlord
Synonym	:   Owner of the land
	Antonym  :   Tenent
	Usage 	:   Our landlord is having more land in our village.
36.	Follow
Synonym	:   Go after
	Antonym  :   Lead
	Usage 	:   Everyone follow the traffic rules.
37.	Reveal
Synonym	:   Allow something to see
	Antonym  :   Hide
	Usage 	:   She revealed the secret.
38.	Urban
Synonym	:   City or town
	Antonym  :   Rural or village
	Usage 	:   Hyderabad is a urban city.
39.	Strict
Synonym	:   That must be obeyed exactly
	Antonym  :    Lenient
	Usage 	:   Saritha Mam is very strict.
40.	Eager
Synonym	:   wanting to have something
	Antonym  :   reluctant
	Usage 	:   He is very eager to know about it.
41.	Active
Synonym	:   Energetic
Antonym  :   Iactive
	Usage 	:   She is very active in the class
42.   Found
Synonym	:   Establish
	Antonym  :   lost
	Usage 	:   He found a new invention.

43.	Rich
	Synonym  :	Having lot of money and wealth
	Antonym  :	Poor
	Usage      :	Sri. Dheeru Bhai Ambani is very rich.
44.	Powerful
	Synonym  : 	Having great power
	Antonym  :	Powerless
	Usage      :	King is very powerful in his kingdom.
45.	Like
	Synonym  :	Pleasant or satisfactory
	Antonym  :	Dislike
	Usage      :	I like chocolates.
46.	Lie
	Synonym  :	Not truth
	Antonym  :	Truth
	Usage      :	Lying is a very bad habit.
47.	Frequent
	Synonym  :	Very often
	Antonym  :	Seldom
	Usage      :	Cuddalore is frequently effected from floods.
48.	Correct
	Synonym  :	Right
	Antonym  :	Incorrect
	Usage      :	Everyone should correct their mistakes.
49.	Fortunate
	Synonym  :	Lucky
	Antonym  :	Unfortunate
	Usage      :	I am very fortunate to have such a good parents.
50.	Leader
	Synonym  :	Person who leads
	Antonym  :	Follower
	Usage      :	Mahatma Gandhi is a eminent leader.
51.	Harmful
	Synonym  :	Causing harm
	Antonym  :	Harmless
	Usage      :	Tobacco is harmful to health.
52.	Dusk
	Synonym  :	Time just before night
	Antonym  :	Dawn
	Usage      :	He worked since dusk to dawn.
53.	Cold
	Synonym  :	Of low temperature
	Antonym  :	Hot
	Usage      :	The climate is very cold.
54.	Capable
	Synonym  :	Having the ability
	Antonym  :	In capable
	Usage      :	He is capable of solving the problem.
55.	Demand
	Synonym  :	Ask for something
	Antonym  :	Supply
	Usage      :	Essential commodities are have huge demand in 					market.
56. Serious
	Synonym  :	Not silly
	Antonym  :	Trivial
	Usage      :	she is very serious about that.
57. Sunny
        Synonym  :	Bright with sunlight
	Antonym  :	Cloudy
	Usage      :	today the climate is sunny.
58.	Strong
	Synonym  :	Having great power
	Antonym  :	Weak
	Usage      :	She is strong in mind.
59.	Solid
	Synonym  :	Having definite shape
Antonym  :	Liquid
	Usage      :	Ice is the solid form of water.
60.	Victory
	Synonym  :	Success
Antonym  :	Defeat
	Usage      :	India won victory in cricket.
61.	Young
	Synonym  :	Existed for a short time
	Antonym  :	Old
	Usage      :	He is younger among them.
62.	Wisdom
	Synonym  :	Ability to make sensible decisions
	Antonym  :	Folly
	Usage      :	Wisdom is necessary for a person to his success.
63. 	Intentional
	Synonym  :	Wantedly
	Antonym  :	Accidental
	Usage      :	He intentionally loss the game.
64.	Junior
	Synonym  :	Lower in rank.
	Antonym  :	Senior
	Usage      :	Junior is a leaner in the course.
65.	Knowledge
	Synonym  :	Information
	Antonym  :	Ignorance
	Usage      :	Knowledge is power.
66.	Master
	Synonym  :	Person who is able to control someone.
	Antonym  :	Servant
	Usage      :	He is the master in his field.
67.	Interesting
	Synonym  :	Attractive
	Antonym  :	Disinteresting
	Usage      :	The picture is so interesting.
68.	Past
	Synonym  :	Happened before
	Antonym  :	Present
	Usage      :	Memories are in past life.
69.	Neat
	Synonym  :	Tidy
	Antonym  :	Untidy
	Usage      :	The kitchen floor is neat.
70.	Private
	Synonym  :	personal
	Antonym  :	Public
	Usage      :	That is the private property.

71.	Obedient
	Synonym  :	Sincere
	Antonym  :	Disobedient
	Usage      :	Suresh is the obedient student.
72.	Agree
	Synonym  :	Accept
	Antonym  :	Disagree
	Usage      :	Raju agree with Srinu’s version.
73.	Artificial
	Synonym  :	Unnatural
	Antonym  :	Natural
	Usage      :	These are artificial flowers.
74.   Legal
	Synonym  :	Based on law
	Antonym  :	Illegal
	Usage      :	Once acts should be legal.
75.	Attack
	Synonym  :	Attempt to hurt
	Antonym  :	Defence
	Usage      :	One team attacked another team in kabadi.
76.	Invisible
	Synonym  :	Which cannot be seen
	Antonym  :	Visible
	Usage      :	Air is invisible but in existence.
77.	Teacher
	Synonym  :	Person who teaches 
	Antonym  :	Pupil
	Usage      :	Teacher should teach good morals to his students.
78.	Domestic
	Synonym  :	Of the home
	Antonym  :	Wild
	Usage      :	Cat is a domestic animal.
79.	Simple
	Synonym  :	Easy to understand
	Antonym  :	Complicate
	Usage      :	The problems are simple to solve.
80.	Speaker
	Synonym  :	Person who speaks
	Antonym  :	Listener
	Usage      :	Swamy Vivekananda is a prominent speaker.
81.	Peace
	Synonym  :	No violence
	Antonym  :	Violence
	Usage      :	Everyone should try for peace in all aspects.
82.	Fresh
	Synonym  :	New
	Antonym  :	Stale
	Usage      :	These are fresh fruits.
83.	Inside
	Synonym  :	Something that is in.
	Antonym  :	Out side
	Usage      :	Inside the box there are many eatables.
84.	Security
	Synonym  :	Measures to protect
	Antonym  :	Insecurity
	Usage      :	Security is very tight at shopping malls.

85.	Bend
	Synonym  :	Twist
	Antonym  :	Straighten
	Usage      :	The road is bend at corner.
86.	Well manner
	Synonym  :	Having good manner
	Antonym  :	Ill-manner
	Usage      :	Ravi having good manners.
87.	Possible
	Synonym  :	That can be done
	Antonym  :	Impossible
	Usage      :	It is possible to me to reach my goal in my life.
88.	Do
	Synonym  :	Perform a action
	Antonym  :	undo
	Usage      :	Do the things properly.
89.	Transparent
	Synonym  :	That can be seen through
	Antonym  :	Opaque
	Usage      :	The glass is transparent.
90.	Give
	Synonym  :	Offering something
	Antonym  :	Take
	Usage      :	She given extra note book to me.
91.	Best
	Synonym  :	Perfect
	Antonym  :	Worst
	Usage      :	She is the best among them.
92.	Alive
	Synonym  :	Living
	Antonym  :	Dead
	Usage      :	The injured dog is still alive.
93.	Frank
	Synonym  :	Showing thoughts openly
	Antonym  :	Secret
	Usage      :	Neha is frank in her speech.
94.	Odd
	Synonym  :	Against
	Antonym  :	Even
	Usage      :	Everyone should fight against their odds.
95.	Few
	Synonym  :	Little
	Antonym  :	Many
	Usage      :	The apples are few in number to distribute all here.
96.	Imprison
	Synonym  :	Put somebody in prison
	Antonym  :	Free
	Usage      :	Kasab is imprisoned for his unlawful acts.
97.	Polite
	Synonym  :	Showing good manners
	Antonym  :	Impolite
	Usage      :	Mahadev is a polite man.
98.	Offer
	Synonym  :	To give
	Antonym  :	Refuse
	Usage      :	He offered him a job in his company.

99.	Qualified
	Synonym  :	Passed
	Antonym  :	Disqualified
	Usage      :	My sister qualified in her MBA Ist Semister.
100.	End
	Synonym  :	Point where something stops.
	Antonym  :	Begin
	Usage      :	By this the story ends.











General Task :
English is a difficult language to learn. As we know very well that the literacy percentage in India is very low. In this circumstance, learning of English becomes more difficult. So we should not impose it. A language is a medium to express oneself and be understood. When we have already a rich language, like Hindi, then why is English imposed on us.
A free country must have its own national language; without it no country in the world can ever progress. Japan is the best example before us.
In my opinion English is an important language in the world today.  It is used for communication not only between native speakers and also non-native speakers of English.  The importance of English is also growing rapidly, because of global medium of communication, so communicating in English is very important task now a day to everyone.
	Our English Lab enabled me to acquire lot of information about communication i.e. how to communicate and also conveying of my thoughts to others.  It also increased efforts in English. 





