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COMMUNICATION SKILLS
  
Definition:
Two-way process of reaching mutual understanding, in which participants not only exchange (encode-decode) information but also create and share meaning. See also communications. Why you need to get your message across

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 a recent survey of recruiters from companies with more than 50,000 employees, communication skills were cited as the single more important decisive factor in choosing managers. The survey, conducted by the University of Pittsburgh’s Katz Business School, points out that communication skills, including written and oral presentations, as well as an ability to work with others, are the main factor contributing to job success.

In spite of the increasing importance placed on communication skills, many individuals continue to struggle, unable to communicate their thoughts and ideas effectively – whether in verbal or written format. This inability makes it nearly impossible for them to compete effectively in the workplace, and stands in the way of career progression.

Being able to communicate effectively is therefore essential if you want to build a successful career. To do this, you must understand what your message is, what audience you are sending it to, and how it will be perceived. You must also weigh-in the circumstances surrounding your communications, such as situational and cultural context.

· Communications Skills – The Importance of Removing Barriers

Problems with communication can pop-up at every stage of the communication process (which consists of the sender, encoding, the channel, decoding, the receiver, feedback and the context – see the diagram below). At each stage, there is the potential for misunderstanding and confusion.
LISTENING

DESCRIPTION:

Several years back there was a public service announcement that ran on television. It talked about the importance of good listening skills and the difference between hearing and listening. Hearing is a physical ability while listening is a skill. Listening skills allow one to make sense of and understand what another person is saying. In other words, listening skills allow you to understand what someone is "talking about". 

In 1991 the United States Department of Labor Secretary's Commission on Achieving Necessary Skills (SCANS) identified five competencies and three foundation skills that are essential for those entering the workforce. Listening skills were among the foundation skills SCANS identified. 
IMPORTANTS:

Why You Need Good Listening Skills

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. 
How to Listen Well

The following tips will help you listen well. Doing these things will also demonstrate to the speaker that you are paying attention. While you may in fact be able to listen while looking down at the floor, doing so may imply that you are not. 

· maintain eye contact; 

· don't interrupt the speaker; 

· sit still; 

· nod your head; 

· lean toward the speaker; 

· repeat instructions and ask appropriate questions when the speaker has finished. 

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. 

Barriers to Listening

Beware of the following things that may get in the way of listening. 

· bias or prejudice; 

· language differences or accents; 

· noise; 

· worry, fear, or anger; and 

· lack of attention span. 

Listening Starts Early

If you have children you know what it's like to feel like you're talking to a wall. Kids have an uncanny ability to appear to be listening to you while actually paying no attention at all. While this is something that may pass with age it is important to help children develop good listening skills early. They will do better in school and you will keep your sanity. As the SCANS report points out, good listening skills will prepare children to eventually succeed in the workforce. 

· When you tell your child to do something, ask him to repeat your instructions; 

· Teach your child to maintain eye contact when talking to or listening to someone; 

· Read out loud to your child and then engage her in a conversation about what you have read; and 

· Engage your child in age-appropriate activities that promote good listening skills. 

· Active Listening:
Hear What People Are Really Saying

Listening is one of the most important skills you can have. How well you listen has a major impact on your job effectiveness, and on the quality of your relationships with others.

We listen to obtain information. 
We listen to understand. 
We listen for enjoyment. 
We listen to learn.

Given all this listening we do, you would think we’d be good at it! In fact we’re not. Depending on the study being quoted, we remember a dismal 25-50% of what we hear. That means that when you talk to your boss, colleagues, customers or spouse for 10 minutes, they only really hear 2½-5 minutes of the conversation.

Turn it around and it reveals that when you are receiving directions or being presented with information, you aren’t hearing the whole message either. You hope the important parts are captured in your 25- 50%, but what if they’re not?

Clearly, listening is a skill that we can all benefit from improving. By becoming a better listener, you will improve your productivity, as well as your ability to influence, persuade negotiate. What’s more, you’ll avoid conflict and misunderstandings – all necessary for workplace success. )

	Good communication skills require a high level of self-awareness. By understanding your personal style of communicating, you will go a long way towards creating good and lasting impressions with others.


The way to become a better listener is to practice “active listening”. This is where you make a conscious effort to hear not only the words that another person is saying but, more importantly, to try and understand the total message being sent.

In order to do this you must pay attention to the other person very carefully.

You cannot allow yourself to become distracted by what else may be going on around you, or by forming counter arguments that you’ll make when the other person stops speaking. Nor can you allow yourself to lose focus on what the other person is saying. All of these barrierAcknowledgement can be something as simple as a nod of the head or a simple “uh huh.” You aren’t necessarily agreeing with the person, you are simply indicating that you are listening. Using body language and other signs to acknowledge you are listening also reminds you to pay attention and not let your mind wander.

You should also try to respond to the speaker in a way that will both encourage him or her to continue speaking, so that you can get the information if you need. While nodding and “uh huhing” says you’re interested, an occasional question or comment to recap what has been said communicates that you understand the message as well.

· Becoming an Active Listener

There are five key elements of active listening. They all help you ensure that you hear the other person, and that the other person knows you are hearing what they are saying.

1. Pay attention.
Give the speaker your undivided attention and acknowledge the message. Recognize that what is not said also speaks loudly.

· Look at the speaker directly.

· Put aside distracting thoughts. Don’t mentally prepare a rebuttal!

· Avoid being distracted by environmental factors.

· “Listen” to the speaker’s body language.

· Refrain from side conversations when listening in a group setting.

s contribute to a lack of listening and understanding.

To enhance your listening skills, you need to let the other person know that you are listening to what he or she is saying. To understand the importance of this, ask yourself if you’ve ever been engaged in a conversation when you wondered if the other person was listening to what you were saying. You wonder if your message is getting across, or if it’s even worthwhile to continue speaking. It feels like talking to a brick wall and it’s something you want to avoid.

1. Show that you are listening.
Use your own body language and gestures to convey your attention.

· Nod occasionally.

· Smile and use other facial expressions.

· Note your posture and make sure it is open and inviting.

· Encourage the speaker to continue with small verbal comments like yes, and uh huh.

2. Provide feedback. 
Our personal filters, assumptions, judgments, and beliefs can distort what we hear. As a listener, your role is to understand what is being said. This may require you to reflect what is being said and ask questions.

· Reflect what has been said by paraphrasing. “What I’m hearing is…” and “Sounds like you are saying…” are great ways to reflect back.

· Ask questions to clarify certain points. “What do you mean when you say…” “Is this what you mean?”

· Summarize the speaker’s comments periodically.

	Tip:
If you find yourself responding emotionally to what someone said, say so, and ask for more information: "I may not be understanding you correctly, and I find myself taking what you said personally. What I thought you just said is XXX; is that what you meant?"


4. Defer judgment. 
Interrupting is a waste of time. It frustrates the speaker and limits full understanding of the message.

· Allow the speaker to finish.

· Don’t interrupt with counter-arguments.

5. Respond Appropriately. 
Active listening is a model for respect and understanding. You are gaining information and perspective. You add nothing by attacking the speaker or otherwise putting him or her down.

· Be candid, open, and honest in your response.

· Assert your opinions respectfully.

· Treat the other person as he or she would want to be treated.
· Key Points:

It takes a lot of concentration and determination to be an active listener. Old habits are hard to break, and if your listening habits are as bad as many people’s are, then there’s a lot of habit-breaking to do!

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

Start using active listening today to become a better communicator and improve your workplace productivity and relationships.

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

· Understand what you want to achieve

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.

Why? In order to convert hearers into listeners, you need to know why they should listen to you – and tell them if necessary. What disposes them to listen? That implies that you know yourself why you are seeking to communicate – the value or worth or interest of what you are going to say.

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

· Strategy 1: Knowing what you want to know

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

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

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

Ask yourself whether the book meets your needs. Ask yourself if it assumes too much or too little knowledge. If the book isn't ideal, would it be better to find a better one?
· Strategy 2: Knowing how deeply to study the material

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

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

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

· Strategy 3: Active Reading

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

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

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

If you are worried about destroying the material, ask yourself how much your investment of time is worth. If the benefit you get by active reading reasonably exceeds the value of the book, then the book is disposable.
· Strategy 4: How to study different sorts of material

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

Reading Magazines and Newspapers:
These tend to give a very fragmented coverage of an area. They will typically only concentrate on the most interesting and glamorous parts of a topic - this helps them to sell copies! They will often ignore less interesting information that may be essential to a full understanding of a subject. Typically areas of useful information are padded out with large amounts of irrelevant waffle or with advertising.

The most effective way of getting information from magazines is to scan the contents tables or indexes and turn directly to interesting articles. If you find an article useful, then cut it out and file it in a folder specifically covering that sort of information. In this way you will build up sets of related articles that may begin to explain the subject.

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

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

· News Articles:
Here the most important information is presented first, with information being less and less useful as the article progresses. News articles are designed to explain the key points first, and then flesh them out with detail.

· Opinion Articles:
Opinion articles present a point of view. Here the most important information is contained in the introduction and the summary, with the middle of the article containing supporting arguments.

· Feature Articles:
These are written to provide entertainment or background on a subject. Typically the most important information is in the body of the text.

If you know what you want from an article, and recognize its type, you can extract information from it quickly and efficiently.
· Strategy 5: Reading 'whole subject' documents

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

· Strategy 6: Using glossaries with technical documents

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

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

· Key points:

This section shows six different strategies and techniques that you can use to read more effectively.

These are:

· Knowing what you need to know, and reading appropriately. 

· Knowing how deeply to read the document: skimming, scanning or studying. 

· Using active reading techniques to pick out key points and keep your mind focused on the material. 

· Using the table of contents for reading magazines and newspapers, and clipping useful articles. 

· Understanding how to extract information from different article types. 

· Creating your own table of contents for reviewing material.

· Using indexes, tables of contents, and glossaries to help you assimilate technical information.
Writing Skills

As a result, you're under-prepared for the meeting, and it doesn't go as well as you want it to.

Have you ever faced a situation similar to this? In today's information overload world, it's vital to communicate clearly, concisely and effectively. People don't have time to read book-length emails, and they don't have the patience to scour badly-constructed emails for "buried" points.

The better your writing skills are, the better the impression you'll make on the people around you – including your boss, your colleagues, and your clients. You never know how far these good impressions will take you!

In this article, we'll look at how you can improve your writing skills and avoid common mistakes.
· Audience and Format 

The first step to writing clearly is choosing the appropriate format. Do you need to send an informal email? Write a detailed report? Create advertising copy? Or write a formal letter?

The format, as well as your audience, will define your "writing voice" – that is, how formal or relaxed the tone should be. For instance, if you write an email to a prospective client, should it have the same tone as an email to a friend?

Definitely not. 

Start by identifying who will read your message. Is it targeted at senior managers, the entire human resources team, or a small group of engineers? With everything you write, your readers, or recipients, should define your tone as well as aspects of the content.

· Composition and Style

Once you know what you're writing, and for whom you're writing, you actually have to start writing.

A blank, white computer screen is often intimidating. And it's easy to get stuck because you don't know how to start. Try these tips for composing and styling your document:

· Start with your audience – Remember, your readers may know nothing about what you're telling them. What do they need to know first? 

  Create an outline – This is especially helpful if you're writing a longer document such as a report, presentation, or speech. Outlines help you identify which steps to take in which order, and they help you break the task up into manageable pieces of information.

  Use AIDA – If you're writing something that must inspire action in the reader, follow the Attention-Interest-Desire-Action (AIDA) formula. These four steps can help guide you through the writing process.
  Try some empathy – For instance, if you're writing a sales letter for prospective clients, why should they care about your product or sales pitch? What's the benefit for them? Remember your audience's needs at all times.
  Use the Rhetorical Triangle – If you're trying to persuade someone to do something, make sure that you communicate why people should listen to you, pitch your message in a way that engages your audience, and present information rationally and coherently. Our article on the Rhetorical Triangle can help you make your case in the most effective way.

  Identify your main theme – If you're having trouble defining the main theme of your message, pretend that you have 15 seconds to explain your position. What do you say? This is likely to be your main theme.

  Use simple language – Unless you're writing a scholarly article, it's usually best to use simple, direct language. Don’t use words just to imprees people                                                                                  Structure

Your document should be as "reader friendly" as possible. Use headings, subheadings, bullet points, and numbering whenever possible to break up the text.

After all, what's easier to read – a page full of long paragraphs, or a page that's broken up into short paragraphs, with section headings and bullet points? A document that's easy to scan will get read more often than a document with long, dense paragraphs of text.

Headers should grab the reader's attention. Using questions is often a good idea, especially in advertising copy or reports, because questions help keep the reader engaged and curious.

In emails and proposals, use short, factual headings and subheadings, like the ones in this article. 

Adding graphs and charts is also a smart way to break up your text. These visual aids not only keep the reader's eye engaged, but they can communicate important information much more quickly than text. Grammatical Errors

You probably don't need us to tell you that errors in your document will make you look unprofessional. It's essential to learn grammar properly, and to avoid common mistakes that your spell checker won't find.

Here are some examples of commonly misused words:

· Affect/effect
· "Affect" is a verb meaning to influence. (Example: The economic forecast will affect our projected income.)

· "Effect" is a noun meaning the result or outcome. (Example: What is the effect of the proposal?) 

· Then/than
· "Then" is typically an adverb indicating a sequence in time. (Example: We went to dinner, then we saw a movie.)

· "Than" is a conjunction used for comparison. (Example: The dinner was more expensive than the movie.)

· Your/you're
· "Your" is a possessive. (Example: Is that your file?)

· "You're" is a contraction of "you are." (Example: You're the new manager.)

· Note: Also watch out for other common homophones (words that sound alike but have different spellings and meanings) – such as their/they're/there, to/too/two, and so on.

· Its/it's
· "Its" is a possessive. (Example: Is that its motor?)

· "It's" is a contraction of "It is." (Example: It's often that heavy.) (Yes, it is this way around!)

· Company's/companies (and other possessives versus plurals)
· "Company's" indicates possession. (Example: The company's trucks hadn't been maintained properly.)

· "Companies" is plural. (Example: The companies in this industry are suffering.)

To learn more about commonly misused words, misused apostrophes, and other grammatical errors, take our Bite-Sized Training session on Written Communication.

	Tip: 
Some of your readers – arguably an increasing number – won't be perfect at spelling and grammar. They may not notice if you make these errors. But don't use this as an excuse: there will usually be people, senior managers in particular, who WILL notice! 

Because of this, everything you write should be of a quality that every reader will find acceptable.

	


· Proofing

The enemy of good proofreading is speed. Many people rush through their documents, but this is how you miss mistakes. Follow these guidelines to check what you've written:

· Proof your headers and subheaders – People often skip these and focus on the text alone. Just because headers are big and bold doesn't mean they're error free!

· Read the document out loud – This forces you to go more slowly, so that you're more likely to catch mistakes.
· Use your finger to follow text as you read – This is another trick that helps you slow down. 

· Start at the end of your document – Proofread one sentence at a time, working your way from the end to the beginning. This helps you focus on errors, not on content. 

· Key Points

More than ever, it's important to know how to communicate your point quickly and professionally. Many people spend a lot of time writing and reading, so the better you are at this form of communication, the more successful you're likely to be.

Identify your audience before you start creating your document. And if you feel that there's too much information to include, create an outline to help organize your thoughts. Learning grammatical and stylistic techniques will also help you write more clearly; and be sure to proof the final document. Like most things, the more you write, the better you're going to be!
VOCABULARY
· react :

      Synonym: to act in response to something.

      Antonym: ignore

            Sentence: How did he react when he heard the news? 

· agent :

      Synonym: something which acts or acts upon something else 

            Antonym: disembark.

            Sentence: The travel agent helped her purchase the tickets. 

· active:

Synonym: involving movement, moving about 

            Antonym: inactive

            Sentence: Joan is an active child. 

· Agitate:

Synonym:  to excite, to disturb, to stir up 

Antonym:  calm

            Sentence: The washing machine agitates the load of laundry.
· Audible: 

Synonym: can be heard 

            Antonym: inaudible

            Sentence: Your voice is barely audible over the sound of the train whistle. 

· Auditorium: 

      Synonym: a place where one goes to hear something 

            Antonym: exit

           Sentence: The band played in the school auditorium 

· Auricular:
Sentence: The auricular ability of the cat is well-known. 

· Amorous: 

      Synonym: loving

      Antonym: firm

            Sentence: The actor played an amorous role. 

· Amiable: 
            Synonym:  friendly, agreeable 

           Antonym: disagreeable

            Sentence: He seems to be an amiable man.
· Amicable: 
      Synonym:  friendly

      Antonym:  reserved

             Sentence: The two neighbors came to an amicable decision about the fence. 

· Animal: 
      Synonym:  a living creature

       Antonym:  spiritual

             Sentence: A dog is an animal. 

· Animate: 

      Synonym: to give spirit or support, to supply movement 

      Antonym: inanimate

            Sentence: The artist animated the cartoon. 

· Animosity: 

      Synonym: hostility, ill will 

           Antonym: goodwill

           Sentence: There isn't any animosity between us. 


· annals : 
Synonym: record of events, historical records 

            Antonym: stop

            Sentence: The annals of the organization are kept in notebooks. 

· annual : 

Synonym: yearly 

            Sentence: She is planning on going to the company's annual meeting. 

· annuity: 

Synonym: money payable yearly 

            Antonym: expenditure

            Sentence: Joan is going to invest her annuity in the stock market. 

· Anniversary: 

Synoynm: the yearly celebration of an event 

            Sentence: John's parents will celebrate their wedding anniversary in April. 

· perennial: 

Synonym: enduring, persisting for several years 

            Antonym: occasional

            Sentence: I would like to buy some perennial plants. 

· author: 

Synonym: one that originates or creates, a writer 

            Antonym: conformist

            Sentence: Susan met the author of this book.
· augment: 

Synonym: to increase, to add to 

            Antonym: diminish

            Sentence: He had to augment his salary by taking another job. 

· Auction: 

Synonym: a sale of goods to the highest bidder 

            Sentence: I bought this car at the auction. 

· Benevolent: 
Synonym:  marked by goodwill 

            Antonym: Malevolent
            Sentence: The "Salvation Army" is known as a benevolent society for its acts of  

                              charity.                                                                                                                                                              
· Benign: 
Synonym:  harmless, mild, gentle 

            Atonym: Malignant

            Sentence: The doctor removed a benign tumor from my neck and I went home the 

      same day.
· bibliography: a list of written works 

Sentence: Olaf listed a brief bibliography at the end of his paper.

· biology:
Synonym:  the study of life 

            Sentence:In biology class the students learned about how the human body works. 
· brief:
Synonym:  short 
 Antonym: lengthy

 Sentence: Anand gave a brief lecture on the rain forest. 

· Abbreviate: 
Synonym:  to shorten 
 Antonym: Lengthen

 Sentence: How does one abbreviate the word "Minnesota"? 

· Brevity:
Synonym:  short or concise expression 
 Antonym: Length

 Sentence: The politician gave short speeches and he became known for his brevity. 

· Deceive: 
Synonym:  to cause or allow someone to believe something is true when it is actually 

                    false; to mislead

Sentence: The criminal deceived many people into believing she was honest. 

· Capable: 
Synonym: having the ability to do something; having the traits necessary to perform
                   some action

Antonym: Incapable 

 Sentence: Jose is a very capable lawyer. 

· Capacious:
Synonym:  containing a great deal 
 Antonym: spacious

 Sentence: You have a capacious library with many unusual books. 

· Captive:
Synonym:  a person held against his or her own will; held prisoner 
 Antonym: Free

 Sentence: The captives were taken to the jail. 

      Geoff  had a captive audience.
· Accident:
Synonym:  an unplanned event 
 Antonym: please

 Sentence: Don't get upset about minor accidents and errors. 

· Capture: 
Synonym:  to gain control of, to gain by effort 
 Antonym: Liberate

 Sentence: In the game of chess, the object is to capture the king. 

· Occasion:
Synonym:  an opportunity; a happening, instance or celebration 
 Antonym: expand

 Sentence: Did you have an occasion to speak with your professor? 

· Receive: 
Synonym:  to take in, to acquire 

Antonym: Dispatch
            Sentence: Imelda received many letters in the mail today. 

· Concept:
Synonym:  an idea 

            Antonym: quit
            Sentence: The concept of using computers in the classroom is relatively new. 
· Predecessor:
Synonym:  a person who has previously occupied a position that another has taken 

         Over

             Antonym: Successor

             Sentence: I hope I can live up to my predecessor's reputation. 

· succeed:
Synonym:  to follow after another, to do well 

            Antonym: fail
            Sentence: To succeed as a student, one must study. 

· Recede:
Synonym:  to move back, to withdraw
Antonym: Advance 

            Sentence: The water receded five days after the flood. 

· Concede: 
Synonym:  to accept as true, to yield, to allow 

             Antonym: Maintain
            Sentence: I conceded to her point of view. 

· Exceed:
Synonym:  to go beyond a limit, to be greater than 

             Antonym: lively
             Sentence: The driver exceeded the speed limit by ten miles an hour. 

· Recess:
Synonym:  an indentation, a temporary break 

             Antonym: happiness

             Sentence: The children were given a recess from the lessons. 

· Deceased: 
Synonym: dead 

             Antonym: Alive
             Sentence: The deceased person will be cremated rather than buried. 

· Chronic:
Synonym:  marked by a long period of time, recurrence 

Antonym: Acute
Sentence: Gabrielle has a chronic back disorder and cannot lift heavy objects. 

· Chronicle:
Synonym:  a historical account arranged in order of time 

Antonym: collapse
Sentence: The teacher asked us to read a chronicle on the Revolutionary War. 

· Chronological:
Synonym:  arranged in order of time 

            Antonym: out of order

            Sentence: The text book listed the presidents in chronological order. 

· Acclaim:
Synonym:  praise 

           Antonym: Disapproval
           Sentence: The restaurant is acclaimed for its desserts. 

· Exclaim:
Synonym:  to speak loudly, to cry out in surprise 

            Antonym: dismiss
            Sentence: The children exclaimed "hurray" when they heard there would be no classes 

                            tomorrow.

· clamor :
Synonym: n. noise, v. to make noise 

            Sentence: The children clamored for more ice cream.
· Proclaim:
Synonym:  to declare loudly 

           Antonym: informal

             Sentence: The president of the university proclaimed March 21 to be a holiday in
                              honor of the school's award winning faculty . 

· Cognizant:
Synonym:  aware 

Antonym: Unaware
Sentence: The man was cognizant of the danger of walking through the park at night. 

· Diagnose:
Synonym: to recognize (diseases) by symptoms 

Antonym: bore

Sentence: The patient was diagnosed with Lyme's disease. 

· Agnostic:
Synonym:  one who believes that any ultimate reality is unknowable 

Antonym: Believer

Sentence: John is unsure of the reality of god and considers himself to be an agnostic. 

· Recognize:
Synonym:  to know, to identify 

            Sentence: I thought I recognized your face from somewhere.
· Corpse:
Synonym:  a dead body 

Antonym: truthfulness

Sentence: A corpse was found floating in the river. 

· Corpulent: 
Synonym: having a large body 

Antonym: Slim
Sentence: The corpulent politician jabbed a fat finger in the air. 

· Incorporate: 
Synonym:  to unite into one being 

Antonym: Exclude
Sentence: The artist incorporated paint, photographs, and fabric into her artwork. 

· Corporate:
Synonym:  formed into a body or association, united in one group 

Antonym: Individual

Sentence: The corporate structure allowed many people to work as a group. 

· Crescent:
Synonym:  a narrow curved shape; a quarter moon or smaller 

Antonym: straight

Sentence: The crescent moon could be glimpsed through the clouds. 

· create :
Synonym:  to originate, to produce through imagination 

Antonym: destroy
Sentence: The musician created a new musical arrangement. 

· Accretion:
Synonym: growth by gradual addition 

Antonym: Erosion
Sentence: The accretion of dirt on windows is sometimes hard to detect. 

· Increase: 
Synonym:  to grow in size or amount 

Antonym: Decrease

Sentence: Alfonse wishes he could find a way to increase his salary. 

· credible :

Synonym: can be believed, reasonable 

Antonym: unbelievable

Sentence: The witness gave a credible account of the accident. 

· Credulous:
Synonym:  too ready to believe 

Antonym: shrewd
Sentence: The credulous child believed the story about flying horses. 

· Incredible:
Synonym:  unbelievable, amazing 

Antonym: Credible

Sentence: Makiko said she just saw an incredible horror movie. 

· Discourse:

Synonym:  a conversation, to talk 
Antonym: legal

Sentence: The discourse between the speaker and the audience was informal. 

· Courier:
Synonym:  a messenger 

Antonym: keep secret

Sentence: The courier gave the message to the secretary. 

· course :
Synonym: forward movement, movement from point to point; to run along a path 

Antonym: trickle

Sentence: Blood courses through your veins with every beat of your heart. 

· Occur:
Synonym:  to happen, to come to mind 

Antonym: disappear
Sentence: It just occurred to me that tomorrow is your birthday.
· Current:
Synonym:  happening now, up to date; the movement of water 

Antonym: Dated
Sentence: Is this information current or out of date? 

· Dictionary:
Synonym:  a book of definitions 

Antonym: reject
Sentence: Juliana looked up the word in the dictionary. 
· Condition:
Synonym:  the state of something or someone 

Antonym: option

Sentence: Is your car in good condition? 

· Indicate:
Synonym:  to show, to point out 

Antonym: retreat
Sentence: The gas gauge indicates that we are almost out of gas. 

· Dictate:
Synonym:  to speak for a person to record, to issue an order 

Antonym: take off
Sentence: The lawyer dictated the letter to her secretary. 

· Predict: 
Synonym:  to say what will happen in the future
Antonym:  comfortable
Sentence: Joseph predicts that he will get married in ten years. 

· addict:
Synonym:  to be devoted to something in an obsessive manner
            Antonym: conservative
Sentence: Leslie is addicted to betting on the horse races. 

· doctor :

Synonym: a person who has received the highest degree a university offers, a 

                  physician 

Sentence: Andre is going to medical school so that he can be a doctor like his mother. 
· Doctrine:
Synonym:  something that is taught, dogma 

Antonym: distrust
Sentence: We learned about the doctrine of "manifest destiny" in our American  

                   history class.

· docile :
Synonym: obedient, easily taught 

Antonym: wild

Sentence: Mrs. Galindez wants to buy a docile dog for her son. 

· Document: 
Synonym:  an official paper 

Antonym: disprove
Sentence: The library houses many government documents in its collection. 

· Orthodox:
Synonym:  holding conventional beliefs 

Antonym: Unorthodox

Sentence: I don't know if my interpretation of that book is orthodox or not. 

· Dogma:
Synonym:  an established opinion 

Sentence: Some people find the dogma associated with that organization disturbing. 

· Paradox: 
Synonym: a statement that seems to contradict itself but contains some truth 

Antonym: sense
Sentence: The paradox of the matter is that I want to see the opera but I also want to 

                stay home.
 
· Decorate:
Synonym:  to make something look attractive or suitable 

Antonym: lose

Sentence: Linda decorated her apartment with paintings and plants. 

· decent :
Synonym: conforming to standards, good, kind 

Antonym: discourteous

Sentence: This magazine contains a decent article on home improvement. 

· Dignity:
Synonym:  quality of being worthy, noble, honored 

Antonym: difference
Sentence: I haven't yet had the dignity and honor of being grand marshall of the 
                parade. 

· Conduct:
Synonym:  v. to lead or guide, n. a person's behavior 

Antonym: malfunction

Sentence: Jared was conducted into the doctor's office by the nurse. 

Arnelle's conduct was inexcusable and she should apologize to the class.
· Educate: 
Synonym:  to train, to provide schooling for 

Sentence: The school tries to educate its students to be productive members of 

                 society.

· Induct:
Synonym:  to install in office or to enroll in military service
Antonym: dispatch 

           Sentence: Mindy was inducted into the army last month. 

· Deduct:
Synonym:  to subtract 

Antonym: Add
Sentence: The salesperson deducted five dollars off the purchase price of the radio. 

· Deduce:
Synonym:  to make a decision or draw a conclusion by reasoning 

Sentence: I deduced from the trail of crumbs and the empty milk carton that the 

                children were home.

· Produce:
Synonym:  to bring forward, to make to bear or yield; something made or grown 

Sentence: The lawyer produced new evidence at the trial. 

The produce from the farm will go to the market next week. 

· seduce :

Synonym: to persuade (especially into doing something wrong), to tempt 

           Sentence: Money and power have been known to seduce many honest people. 

· Induce:
Synonym:  to persuade, cause, or bring about by artificial means. 

Antonym: kill off
Sentence: If a child swallows poison, it is suggested that vomiting should be induced. 

· Eternal:
Synonym:  not effected by time, without beginning or end, ceaseless 

Antonym: Temporary

Sentence: The lecture seemed eternal and many in the audience had fallen asleep. 

· Medieval: 
Synonym:  relating to the Middle Ages (500 - 1500 AD) 

Sentence: There are many styles to medieval architecture and a building built in 500 
                AD looks different from one built in 1000 AD.  
· Faint: 
Synonym:  indistinct, not clearly perceived, weak; to lose consciousness from lack of blood to the brain 

Antonym: Strong

Sentence: There is a faint odor of apples in this room. 

Some people faint at the sight of blood. 

· Feign: 
Synonym:  to pretend 

           Antonym: request

            Sentence: The child feigned illness in an attempt to avoid the test. 

COMMONERRORS
           Incorrect :
Are you investing on stock market ?
Correct :       Are you investing in the stock market ?
Incorrect 
: I am difficult to learn English.                                                                                                                                       Correct:
 It is difficult for me to learn Englis

           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.
          Incorrect :
In fact, Billy really owns some personality to be a VIP.     .
          Correct 
In fact, Billy really has what it takes to be a VIP.                                                                                                                                                                                                                                                                                     Incorrect 
   China is coming into rainy weather.
         Correct 
China is in rainy season now.                                                                                          Incorrect 
All these three cities are similar warm as Malaysia.
          Correct

 All three of these cities are as warm as Malaysia.                                                                         Incorrect 
What time of a day now in your country ?
Correct 
What is the time now in your country ?                                                       8. Incorrect
 Comes to think of it, it sounds right !                                                             Correct 
Come to think of it, it does sound right !                                                          9. Incorrect 
You can try it more ..........                                                                                 Correct 
You can try a few times ...........                                                                                                   10. Incorrect
 He went to abroad to further his study.                                                              Correct

 He went abroad to further his study.                                                             11. Incorrect 
Today, I'll wash my cat.                                                                                                                       Correct 
I'll give my cat a bath today.
12. Incorrect
 How many days left for you to quit your position ?                                                Correct

 How many days are left before you quit your job?                                         Correct 
How many days are left until you quit your job?                                             13. Incorrect 
Did Thailand come into rain season ?                                                                Correct

 Is it the rainy season in Thailand ?
14. Incorrect 
How was your sleeping yesterday ?                                                                     Correct 
Did you have a good sleep yesterday ?                                                               15. Incorrect 
He is trying to look cute to make himself forgiven.                                          Correct 
He is trying to get away with it by looking cute.
16. Incorrect 
Why don't stay more time here ?                                                                        Correct 
Why don't you stay a little longer ?                                                              17. 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 !
18. Incorrect 
The sales of light arms is the main cause of heavy casualty in conflicting  nations.                                                                                                                                       Correct 
The sale of light arms to conflicting nations is the main cause of heavy casualties.                                                                                                                     19. 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.
20. Incorrect 
Make sure that it is a high pay job.
Correct 
Make sure that it is a high paying job.
21. 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 ?                                                                                                      22. 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.                          23. Incorrect 
How much is the temperature?                                                                           Correct 
What is the temperature ?                                                                                             24. Incorrect 
Don't feel anger with me !!! I'm just kidding.                                                Correct 
Don't be mad at me !!! I'm just kidding.                                                             25. Incorrect
 Kitty,  your honey was left just now because I told him you will coming soon.

Correct 
Kitty, your honey has just left as I told him you would be coming soon.
26. Incorrect 
I am a Chinese and have been abroad 10 years.                                                Correct 
I am Chinese and have been in abroad for 10 years.                                        27. Incorrect 
OK, tell me how does he like ?                                                                     Correct 
OK, tell me what he looks like ?
28. Incorrect 
I think you should go to abroad find a job make your life a little bit changed.

Correct 
I think you should go abroad to find a job and make your life a little bit different for a change.                                                                                                                      29. Incorrect 
Lilian is living far away with China.                                                            Correct

 Lilian is living far away from China.                                                               30. Incorrect 
I am sure not even one man can control himself if he meet this kind of situation.
Correct

 I doubt that there is even one man who can control himself in this situation.
31. Incorrect 
Are you a saler,  Alvin ?                                                                                     Correct 
Are you a salesman, Alvin ?
32. Incorrect
 The team bring a lot of happy for football fan in the world but now I doubtful them.                                                                                                                                  Correct 
The team used to bring a lot of fun to the soccer fans in the world but I am doubtful of them now.                                                                                                    33. Incorrect 
Which kind of car ?                                                                                                 Correct 
What type of car ?

34. 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.                                                                                                                                   35. Incorrect
 How are you this week ?                                                                                    Correct 
How have you been this week ?                                                                       36. Incorrect 
I know you are good in computer and English.                                           Correct 
I know you are good at computers/computing and English.                          37. 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.                                                                                                                  38. Incorrect 
I am no exceptional.                                                                                           Correct 
I am no exception.

39. 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.                                                                                                                   40. Incorrect 
It is easy or not get visa?                                                                                Correct

 Is it easy to get visa ?                                                                                        41. Incorrect 
I wonder why are you keep study after graduated high school ?
Correct

 I wonder why you keep studying after graduation from high school ?
42. Incorrect
He will be great help for you.                                                                               Correct 
He will be of great help to you.
43. Incorrect
 Am I a simple girl and has not any brains ?                                                       Correct 
Am I a naive lady who doesn't have intelligence ?                                     44. Incorrect 
What sport are you interest ?                                                                             Correct 
What sports are you interested in ?

45. Incorrect 
The discussion will begin after the dinner.                                                         Correct 
The discussion will begin after dinner.                                                                46. Incorrect 
Can the communism coexist with the capitalism ?                                               Correct 
Can communism coexist with capitalism ?                                                        47.  Incorrect 
Professor Li will speak on the latest development in the chemistry.

Correct 
Professor Li will speak on the latest development in chemistry.

48. Incorrect 
We make the bread with the flour.                                                                 Correct 
We make bread with flour.                                                                                  49. Incorrect 
The experience is the best teacher.                                                                    Correct 
Experience is the best teacher.                                                                     50. Incorrect
 
David has just been commissioned as the captain.                                              Correct 
David has just been commissioned as captain.                                                    51. Incorrect 
When children grow up, they are sent to the school.                                   Correct 
When children grow up, they are sent to school.                                              52. Incorrect 
They study in the England.                                                                         Correct 
They study in England.

53. Incorrect 
Some of the students speak the Mandarin very well.                                            Correct 
Some of the students speak Mandarin very well.                                                   54. Incorrect 
More and more people today die of the cancer.                                                       Correct

 More and more people today die of can

55. Incorrect 
I like to play the football.                                                                                         Correct 
I like to play football.                                                                                           56. Incorrect 
The blue is my favorite color.                                                                                Correct 
Blue is my favorite color.                                                                          57.  Incorrect 
Mary went shopping on the Saturday.                                                                   Correct 
Mary went shopping on Saturday.
58.  Incorrect
 The dogs are faithful animals.

Correct 
Dogs are faithful animals.

59.  Incorrect 
She has not answered to his question.                                                                 Correct 
She has not answered his question.

60.  Incorrect 
We had a meeting in this afternoon.                                                                    Correct 
We had a meeting this afternoon.
61.  Incorrect 
My sister she is at school.                                                                         Correct 
My sister is at school.

62. Incorrect 
The company, having finished the construction project, it received its pay.

Correct 
The company, having finished the construction project, received its pay.

63.  Incorrect 
The hunter took aim and then he shot the boar.                                                Correct 
The hunter took aim and then shot the boar.

64. Incorrect 
I bought a story book to read it.                                                                           Correct 
I bought a story book to read.
65. Incorrect 
He is Daniel in judgment.                                                                               Correct 
He is a Daniel in judgment.                                                                                66. Incorrect 
He made very wise decision.                                                                                    Correct 
He made a very wise decision.                                                                            67. Incorrect 
Fire broke out in our village.                                                                              Correct 
A fire broke out in our village.                                                                    68. Incorrect 
Andamans are a group of islands.                                                              Correct 
The Andamans are a group of islands.

69. Incorrect
 The clock has struck five hours.
Correct

 The clock has struck five.
70. Incorrect
 There is no place in the hall.                                                                        Correct 
There is no room in the hall.                                                                               71. Incorrect
 Little thing has been done.                                                                                     Correct

 Little has been done.                                                                                            72. Incorrect 
We have an urgent business.                                                                              Correct 
We have an urgent piece of business.                                                                   73. Incorrect 
He came by the 4:30 o'clock train.                                                                      Correct

 He came by the 4:30 train.
74. Incorrect
 He left the place with his belonging goods.                                                            Correct

He left the place with his goods.
75. Incorrect 
He absented from the school yesterday.

Correct

 He absented himself from the school yesterday.
76. Incorrect 
Don't pride on your victory.                                                                                Correct 
Don't pride yourself on your victory.                                                                       77. Incorrect 
The girl wants to get herself married.                                                              Correct 
The girl wants to get married.                                                                            78. Incorrect 
The climate of India is hotter than England.                                                      Correct 
The climate of India is hotter than that of England.                                         79. Incorrect
 Everybody will get their share.                                                                            Correct

Everybody will get his share.

80. Incorrect 
He is sick.
Correct

 He is ill.                                                                                                               81. Incorrect
 I have strong headache.                                                                                      Correct 
I have a severe headache.                                                                                      82. Incorrect 
This is more preferable than that.                                                                       Correct 
This is preferable to that.                                                                                                   83. Incorrect 
No less than fifty students were present.                                                                  Correct 
No fewer than fifty students were present.                                                                   84. Incorrect 
I want a little quantity of milk.                                                                                    Correct

 I want a small quantity of milk.                                                                                  85. Incorrect
 
Ram only is guilty.                                                                                               Correct

 Ram alone is guilty.                                                                                            86. Incorrect
 
Do not go out in the sun with your head open.                                                         Correct 
Do not go out in the sun with your head bare OR uncovered.
87. Incorrect
 
Give a verbal translation of the passage.                                                                 Correct 
Give a literal translation of the passage.                                                                 88. Incorrect
 
The association has three thousands of rupees in cash.                                     Correct 
The association has only three thousand rupees.

89. Incorrect 
One of his family members is dead.                                                                    Correct 
A member of his family is dead.                                                                          Correct 
One of the members of his family is dead.                                                          90.  Incorrect 
My brother's all the books have been stolen.                                                       Correct 
All my brother's books have been stolen.                                                             Correct 
All the books of my brother have been stolen.                                                   91. Incorrect 
For what you are here ?                                                                                       Correct 
What are you here for ?                                                                                              92. Incorrect 
Tell me why did you go there ?                                                                                 Correct 
Tell me why you went there ?                                                                            93.   Incorrect 
I, you and he will go together.                                                                                Correct 
You, he and I will go together.                                                                             94. Incorrect
 
Exercise is good both for work as well as health.                                        Correct 
Exercise is good for work as well as health.
95. Incorrect 
He did not abstain to smoke but persisted to purchase valuable cigars.            Correct 
He did not abstain from smoking but persisted in purchasing valuable cigars.
96. Incorrect 
To him I did a request which he did not comply.                                           Correct 
To him I made a request with which he did not comply.                                  97. Incorrect
 
I cannot bear your separation.                                                                                      Correct 
I cannot bear separation from you.                                                                          98. Incorrect 
Open the last but one page of the book.                                                             Correct 
Open the last page but one of the book.                                                                 99. Incorrect
 I solicit your favor to grant me leave.                                                            Correct

 I solicit the favor of your granting me leave.                                                        100. Incorrect 
Those who are absent, I shall punish them.                                                             Correct

 I shall punish those who are absent
GENERAL TASK

