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COMMON ERRORS
COMMON ERRORS WITH NOUNS

1) He auctioned all his furnitures . (incorrect)

He auctioned all his furniture .  (correct)

2) I have not received the informations so far. (incorrect)

I have not received the information so far.  (correct)

3) Where did you keep my luggages?  (incorrect)

Where did you keep my luggage?  (correct)

4) Our college purchased machineries from a well-known shop. (incorrect)

Our college purchased machinery from a well-known shop. (correct)

5) He gave me valuable advices. (incorrect)

He gave me valuable advice. (correct)

6) I want to buy shoe. (incorrect)

I want to buy shoes. (correct)

Explanation
Not all nouns have a plural form

Common Errors with Nouns and Noun Phrases

Incorrect: Kashmir is known for its sceneries.
Correct: Kashmir is known for its scenery.
Incorrect: We have bought some furnitures.
Correct: We have bought some furniture.
Incorrect: Have you received any informations?
Correct: Have you received any information?
Incorrect: We must buy some breads.
Correct: We must buy some bread. OR We must buy some loaves.
Incorrect: Have you packed your luggages?
Correct: Have you packed your luggage?
Incorrect: Could you give me some advices?
Correct: Could you give me some advice?
Explanation
Some nouns have only a singular form. Examples are: furniture, wheat, happiness, gratitude, abuse, information, clothing, gossip, poetry, scenery, advice and news.
Incorrect: He wore a white trouser.
Correct: He wore white trousers.
Incorrect: We must buy a binocular.
Correct: We must buy a pair of binoculars.
Explanation
Some nouns have only a plural form. Examples are: police, cattle, oats, tweezers, pants, remains, scissors, binoculars, shorts, trousers, drawers and socks. It is wrong to say a pant or a trouser. 
Incorrect: The rich should help the poors.
Correct: The rich should help the poor.
Incorrect: He provided the blinds with food and clothes.
Correct: He provided the blind with food and clothes.
Incorrect: The unemployed is losing hope.
Correct: The unemployed are losing hope.

Explanation
The phrases the blind, the rich, the poor, the employed, the dead etc. are always plural and should be followed by plural verbs. It is therefore wrong to say the blinds or the poors.
Incorrect: I met a tall gentleman.
Correct: I met a tall man.

Explanation
‘I met a tall gentleman’ is of course correct English. But gentleman is a difficult word to use correctly in standard English. Students are therefore advised to use gentleman only when they are referring to a man’s character. Say ‘He is a gentleman’ if you want to praise his character. Say ‘He is not a gentleman’ if you want to criticize his character. To denote an adult of the male sex, simply use ‘man’.

Woman, female and lady
Incorrect: I saw two females.
Correct: I saw two women.

Explanation
We don’t say I saw a male. Similarly we don’t say I saw a female.

Incorrect: I saw a beautiful lady.
Correct: I saw a beautiful woman.

Explanation
‘I saw a beautiful lady’ is of course correct English. But woman is the usual word to denote an adult of the female sex. Say ‘She is a lady’ when you mean that she is a woman of particularly good birth and taste.

Incorrect: He is my cousin brother.
Correct: He is my cousin.

Common Errors with Pronouns 
Incorrect: The boy who works hard he will win.
Correct: The boy who works hard will win.

This sentence has two clauses ‘the boy will win’ and ‘who works hard’ and each clause has its own subject. There is no need to use a pronoun when the noun it stands for is already present in the clause.

Incorrect: Whoever does best he will get a prize.
Correct: Whoever does best will get a prize.
Incorrect: Who painted this picture? Myself
Correct: Who painted this picture? I (myself)

An emphatic pronoun cannot be used as the subject of a sentence.

Incorrect: I and he are brothers.
Correct: He and I are brothers.

It is considered conceited to put I first when there are two subjects.

Incorrect: I with my friends watched the show.
Correct: I watched the show with my friends.
Incorrect: He himself hurt due to his carelessness.
Correct: He hurt himself due to his carelessness.

When a personal pronoun is used as subject it should not be separated from its verb if possible.

Incorrect: He is taller than me.
Correct: He is taller than I (am).

Explanation
The pronoun following than should be in the same case as the pronoun preceding it. Note that this rule is no longer strictly followed and the sentence ‘He is taller than me’ is considered correct.

Incorrect: None of us have seen him.
Correct: None of us has seen him.

The words every, each, none etc., are singular in number and should be followed by singular verbs.

Incorrect: People starve when he has no money.
Correct: People starve when they have no money.

Explanation
The noun people is plural in number. The pronoun used instead of a plural noun should be plural in number.

Incorrect: My car is better than my friend.
Correct: My car is better than that of my friend.
Incorrect: The size of the shoe should be the same as this shoe.
Correct: The size of the shoe should be the same as that of this shoe.
Incorrect: His teaching was like Buddha.
Correct: His teaching was like that of Buddha.

Explanation
In a comparative sentence we must be careful to compare the same part of two things. That of, these of and those of are necessary words often omitted by ESL students.

Incorrect: None but I turned up.
Correct: None but me turned up.
Incorrect: They are all wrong but I.
Correct: They are all wrong but me.
Explanation
When but is used as a preposition it means except. The preposition but should be followed by a pronoun in the objective case.
Incorrect: Each of these girls sing well.
Correct: Each of these girls sings well.
Incorrect: None of my student attended the class today.
Correct: None of my students attended the class today.
Incorrect: One of my servant has gone on leave.
Correct: One of my servants has gone on leave.
Incorrect: Some of my servants has gone on leave.
Correct: Some of my servants have gone on leave.

Explanation
The noun following one of, none of, some of and similar expressions must be plural in number, but the verb agrees in number with the subject of the sentence. In the sentence ‘Each of these girls sings well’, the real subject is each which is a singular word. It should therefore be followed by a singular verb.

Other singular words which often cause confusion are: every, either, neither, none, much and person.
Incorrect: Some of my friends has decided to go on a picnic.
Correct: Some of my friends have decided to go on a picnic.

Explanation
Some is a plural word. It must be followed by a plural verb.

Incorrect: Both did not come.
Correct: Neither came.

Explanation
The expression both…not is not correct in standard English. Instead, we use neither.
Incorrect: One should respect his parents.
Correct: One should respect one’s parents.

Explanation
One, if used in a sentence, should be used throughout.

More examples are given below:

One should take care of one’s health.
One should love one’s country.

Incorrect: One should work hard.
Correct: A man/woman/boy/girl should work hard.

The sentence ‘One should work hard’, is not wrong but in standard English the use of one as subject should be avoided when possible.

Incorrect: Here is the bottle: please fill.
Correct: Here is the bottle: please fill it.
Incorrect: Have you a pen? I have not got.
Correct: Have you a pen? I have not got one.
Incorrect: He enjoyed at the party.
Correct: He enjoyed himself at the party.

Explanation
The verbs fill, enjoy and got are transitive. All transitive verbs must have an expressed object.

Incorrect: I asked for his bicycle but he didn’t lend me.
Correct: I asked for his bicycle but he didn’t lend it to me.
Incorrect: Please give your book.
Correct: Please give me/him/her/them your book.

Explanation
Some transitive verbs like give and lend must have two expressed objects

Common Errors with Adjectives 

Incorrect: We live in city.
Correct: We live in a city.

Explanation
A singular common noun (e.g. city, state, country, boy, girl, teacher etc.) takes the article a/an before it. But if the common noun refers to a particular person or thing it requires the definite article the whether the noun is singular or plural.

Incorrect: He is best player.
Correct: He is the best player.
Incorrect: She is a most intelligent girl in the class.
Correct: She is the most intelligent girl in the class.

Explanation
Adjectives in the superlative degree takes the article the before them.

Incorrect: The London is big city.
Correct: London is a big city.
Incorrect: I live in the Mumbai.
Correct: I live in Mumbai.

Explanation
Both London and Mumbai are proper nouns because they are the names of particular cities. Proper nouns do not take articles before them. 
Remember that a noun can be proper in one sentence and common in another sentence; so it is useless to label a particular noun as proper or common.

Incorrect: The gold is yellow.
Correct: Gold is yellow.

Explanation
Material nouns (gold, rice, silver, iron, wood, marble etc.) do not take articles before them.

Incorrect: Himalayas are mountains.
Correct: The Himalayas are mountains.
Incorrect: We should love the God.
Correct: We should love God.
Incorrect: The man is a member of society.
Correct: Man is a member of society.

Explanation
Here the noun man refers to the whole of mankind. We do not use articles before a noun used to refer to the whole of its kind.

Incorrect: We had a picnics nearly everyday.
Correct: We had picnics nearly everyday.

Articles are not normally used before plural common nouns that do not refer to a particular person or thing.

Incorrect: Each of us loves our country.
Correct: Each of us loves his/her country.
Incorrect: None of the boys had brought their books.
Correct: None of the boys had brought his books.

Explanation
The pronoun referring back to singular words like each, every and none should be singular in number. Note that this rule is no longer strictly followed. Sentences like ‘Each of us loves our country’ and ‘None of the boys had brought their books’ are now considered correct in informal speech and writing. However, in a formal style you must stick to the rules and use the correct pronoun.

Common Errors with Verbs
Incorrect: He asked had we taken our food.
Correct: He asked if / whether we had taken our food.

Explanation
We use a conjunction like if or whether to introduce indirect yes/no questions. Note that indirect questions have the same word order as assertive sentences – that is, the subject comes before the verb.

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

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

Explanation
When the main clause is in the past tense, the subordinate clause will also be in the past tense.

Incorrect: He asked that what am I doing.
Correct: He asked what I was doing.

Incorrect: He does not care for my words.
Correct: He pays no attention to what I say.
Incorrect: No one cared for the children after their mother died.
Correct: No one took care of the children after their mother died.
Incorrect: He does not care for money.
Correct: He does not take care of his money.

Explanation
The misuse of care for is very common and the sentences given above need practice.

Incorrect: When we went there we found that the lion was disappeared.
Correct: When we went there we found that the lion had disappeared.
Incorrect: He said that his father died last year.
Correct: He said that his father had died last year.
Incorrect: I did not see him because he went out before I arrived.
Correct: I did not see him because he had gone out before I arrived.
Incorrect: He got angry before I said a word.
Correct: He got angry before I had said a word.
Incorrect: I met a man who was my classmate 20 years ago.
Correct: I met a man who had been my classmate 20 years ago.

Explanation
The sentences given above are the examples of the common failure to use the past perfect tense when the time of one past tense verb is more past than that of another.

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

Explanation
The sentence ‘He told me that honesty was the best policy’ is grammatically correct. But when the subordinate clause expresses a universal truth we prefer using a present tense.

Incorrect: The cashier and accountant have come.
Correct: The cashier and accountant has come.

Explanation
Here the nouns cashier and accountant refer to the same person. Therefore, we use a singular verb.

Incorrect: The cashier and the accountant has come.
Correct: The cashier and the accountant have come.

Explanation
Here the nouns cashier and accountant refer to two people. Therefore we use a plural verb. Note the use of the articles before the nouns when they refer to different people.

Incorrect: I am so weak that I may not work.
Correct: I am so weak that I cannot work.

Explanation
To talk about ability or inability we use can, not may.
Incorrect: Tell me why are you abusing him.
Correct: Tell me why you are abusing him.

Explanation
We do not use the inverted word order (verb before subject) in an indirect question.

Incorrect: Alice as well as her sisters are intelligent.
Correct: Alice as well as her sisters is intelligent.

Explanation
When the noun that comes before as well as is in the singular number, the verb will also be in the singular. Similarly, when the noun that precedes as well as is in the plural number, the verb will also be in the plural number.

Incorrect: You will leave this place at once.
Correct: You shall leave this place at once.

Explanation
In commands and orders we use c with the second person.
Incorrect: We shall not accept defeat.
Correct: We will not accept defeat.

Explanation
To show determination we use will with first person pronouns.

Incorrect: Neither he came nor he wrote.
Correct: Neither did he come nor did he write.

Incorrect: Seldom I go to the hills.
Correct: Seldom do I go to the hills.

Incorrect: Never I have seen such a mess.
Correct: Never have I seen such a mess.

Explanation
We use inverted word order in sentences beginning with a negative word

Incorrect: He denied to go.
Correct: He refused to go.

Explanation
‘To deny’ is to say that something is not true. ‘To refuse’ is to show unwillingness.

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

Explanation
‘To put on clothes’ refers to the act of dressing. Example: He is putting on his shoes. Once the act of dressing is over we use ‘to wear’ to express the act of carrying clothes on the body.

He wore a black shirt.
She always wears expensive clothes.
It took me ten minutes to put on the socks.

Incorrect: I shot the deer but missed.
Correct: I shot at the deer but missed.
Correct: I missed the deer.

Explanation
The sentence ‘I shot the deer’ means that I hit the deer and probably killed it.

Incorrect: He stood first in his class.
Correct: He was first in his class.

Explanation
‘He stood first in his class’ is of course correct English, but Englishmen rarely use this expression.

Incorrect: Columbus invented America.
Correct: Columbus discovered America.
Incorrect: James Watt discovered the steam engine.
Correct: James Watt invented the steam engine.

Explanation
‘To invent’ is to create something which did not exist before. Examples are: computer, TV, telephone etc. ‘To discover’ is to find something which existed without man’s knowledge. For example, people can discover countries, new stars, galaxies, mineral deposits etc.

Who discovered Antarctica?
Who invented the computer?

Incorrect: He prevented him from harm.
Correct: He protected him from harm.

Explanation
‘To prevent’ is to stop something from happening.
Rain prevented them from going out.

‘To protect‘ is to keep somebody or something safe.
An umbrella protects us from the sun and the rain.

Incorrect: Open the light.
Correct: Turn on the light.
Incorrect: Shut/close the light.
Correct: Turn off the light.

Incorrect: My leg has been operated.
Correct: I have had an operation on my leg.

Explanation
In a surgical sense, the verb operate is only used in the active voice followed by on.

The doctor operated on the patient.
The patient has had an operation. (BUT NOT The patient has been operated.)

Incorrect: I must revenge my brother.
Correct: I must avenge my brother.

Explanation
The verbs avenge and revenge are often confused.’ To avenge my brother’ is to punish someone who has hurt my brother.

Common Errors with Verbs and Adverbs 

Incorrect: Just I had finished the lesson.
Correct: I had just finished the lesson.

Explanation
The adverb just goes between the auxiliary verb and the main verb. When there are two auxiliary verbs, just goes after the first.

He has just been promoted.

Incorrect: He plays good.
Correct: He plays well.

Explanation
Adjectives are used to modify nouns and adverbs are used to modify verbs. Good is an adjective. The adverb for this meaning is well. 
She is a good girl. (Here the adjective good modifies the noun girl.)
She studies well. (Here the adverb well modifies the verb studies.)

He is a good player.

He plays well.

He Incorrect: Never I have seen such a mess.
Correct: Never have I seen such a mess.
Correct: I have never seen such a mess.
Incorrect: Hardly I have had any rest since morning.
Correct: Hardly have I had any rest since morning.
Correct: I have hardly had any rest since morning.

Explanation
We use inverted word order (verb before the subject) in sentences beginning with a negative word such as hardly, never, seldom etc.

Incorrect: Really speaking the movie isn’t very good.
Correct: In truth the movie isn’t very good. OR As a matter of fact, the movie isn’t very good. OR In fact, the movie isn’t very good. OR To speak the truth, the movie isn’t very good.

Incorrect: It is a very good novel; I liked it on the whole.
Correct: It is a very good novel; I liked the whole of it.
Explanation
Use ‘on the whole’ to sum up your opinion of something which is good and bad in parts.

Compare:

The script of the film was excellent but the photography was bad. On the whole I enjoyed it. (The film was good and bad in parts, but on the whole I enjoyed it.)
The photography of the film was excellent, so was the script. I enjoyed the whole of it. (The film was good in every aspect, so I enjoyed the whole of it.)

Incorrect: She was deadly injured in the accident.
Correct: She was fatally injured in the accident.

Explanation
Deadly is an adjective. It is used to modify nouns. The adverb for this meaning is fatally.
Incorrect: I haven’t been to the theater much late.
Correct: I haven’t been to the theater much lately.
Explanation
Late means after an expected or arranged time.

Common Errors in the Use of Prepositions

Incorrect: He loves with me.
Correct: He loves me.

Incorrect: We discussed about the matter.
Correct: We discussed the matter.

Incorrect: We reached at the airport at 9 pm.

Correct: We reached the airport at 9 pm.

Incorrect: I have ordered for his dismissal.
Correct: I have ordered his dismissal.

Incorrect: He married with his friend’s sister.
Correct: He married his friend’s sister.

Incorrect: She entered into the room.
Correct: She entered the room.

Incorrect: The child resembles to its mother.
Correct: The child resembles its mother.

Incorrect: He is intelligence, but he lacks of experience.
Correct: He is intelligence but he lacks experience

Explanation
Verbs such as enter, resemble, lack, discuss, marry, reach, order and approach are normally followed by direct objects without prepositions.

Incorrect: What is the time in your watch?
Correct: What is the time by your watch?

Incorrect: We traveled in train.
Correct: We traveled by train.

Explanation
We write by train/car/bike/boat/plane/land/sea/air etc. But note that by is not used if there is an article. For example, we write in the car, on a bus, and not by the car or by a bus.
Incorrect: He is angry upon me.
Correct: He is angry with me.

Incorrect: I am pleased at you.
Correct: I am pleased with you.

Incorrect: He was trembling in rage.
Correct: He was trembling with rage.

Explanation
We use within a number of expressions which say how people express their feelings and sensations. Common examples are: white with fear/rage, red with anger/embarrassment, green with envy, blue with cold etc.

Incorrect: Who is in the phone? It is John.
Correct: Who is on the phone? It is John.

Incorrect: There was an interesting show at TV.
Correct: There was an interesting show on TV.

Explanation
The correct expressions are on the radio, on TV, on the phone etc.
Incorrect: She washed her face in water.
Correct: She washed her face with water.

Incorrect: The snake was killed by a stone.
Correct: The snake was killed with a stone.

Explanation
We use with to talk about instruments with which something is done.

Incorrect: I go to school by foot.
Correct: I go to school on foot.

Incorrect: I congratulated her for her success.
Correct: I congratulated her on her success.

COMMUNICATION SKILLS

DEFINATION

 
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 the 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. 

This, means that every platform for communicating is a communication event. This includes formal meeting, seminars, workshops, trade fairs, etc. Then there are the communication media such as radio, TV, newspapers, etc. The communication technologies include pagers, phones, etc. The communication professionals include advertisers, journalists, camera crew, etc.
According to the various dictionaries the definition of communication skills
Communication skills includes lip reading, finger-spelling, sign language; for interpersonal skills use, interpersonal relations. 


A communication skill is the ability to use language (receptive) and express (expressive) information. 


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

There are different types of communication skills as follows
1) LISTINING
2) SPEAKING

3) READING
4) WRITING
LISTINING
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; 

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. 

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.

SUGGESTIONS FOR ACTIVE LISTENING
1. Set a purpose for listening.

   What do you want to achieve????

   --Main ideas or details of the topic?

   --Improved notes from class?

   --Better ability to participate in class discussion?

   --Staying awake during class lecture?

 

2. Concentrate on the message by eliminating internal and

   external distractions.

   Examples of external distraction:
   --classmates arriving late

   --noise from outside classroom

   Examples of internal distraction:
   --concern over argument with friend from the night before

   --worry about stack of papers on instructor desk due to be

     returned at end of class

 

3. Think of questions.   You may need to jot down questions

   to ask during class discussion or individually.

   Informational Type:  "I don't understand...."

   Clarifying Type:  "Is is true that...?"

 

4. Capitalize on your faster thought speed.  Use this time wisely.

   --Predict what will be discussed next.

   --Evaluate evidence presented.

   --Find links among topics or details.

   --Think of additional questions or comments you might make.

 

5. Listen for transitions.   These are often specific clues to

   various parts of a lecture.

   Introduction or Summary:
   --Today's lecture covers....

   --Today I'd like to discuss....

   --Let's look at the topic of....

   --To summarize....

   --As a review....

   --Recapping....

   --In conclusion....

 

   Enumeration or Sequence:
   --First, second, third

   --First, next, then, finally

   --Most important, least important

   --In addition, last

 

   Compare and Contrast:
   --similarly, both, likewise, in like manner

   --however, on the other hand, instead of, nevertheless

 

   Cause and Effect:
   --the cause of, for this reason, because

    --as a result, results in, thus, therefore

 

6. Hear the speaker out.   

   --Don't jump to conclusions.

   --Don't stop listening because of an emotional response 

     to a word or topic.

   --Don't give up because the subject is difficult.

 

7. Be alert for other verbal and nonverbal cues.

   --Tone of voice changes.

   --Item is written on chalkboard or overhead transparency.

   --Specific phrases may be used such as "Last semester...."

     or "Some students have had difficulty with this." These

     phrases may be cues that details will be on the test. 

 

8. Be prepared and be flexible. 

   --If a chapter was assigned prior to lecture, read it.

   --If group work was to be completed, be sure you have

     done your part before the next class session.

   --Teaching styles differ among professors and disciplines.

     Some professors lecture and then ask questions of 

     students on a daily basis; others prefer class 

     discussion and wander from group to group.

SPEAKING
Speak For Success Course

Good communication skills are the key to business success. Think about it.

Communication is the key to sales. If you can’t communicate effectively with your customers and/or clients, you’ll lose them.

Communication is the key to management. If you don’t communicate effectively with your management team, your sales staff, and/or your bank manager, misunderstandings will fester into business crises.

Communication is the key to marketing. The most carefully orchestrated marketing campaign will fail if you don’t get the right message to potential customers, or worse, communicate the wrong message entirely.

And the most fundamental communication skill is being able to speak well.

If you’re concerned about the impression you create when you open your mouth, if you want to be able to communicate face-to-face with people without irritating or confusing them, this is the course for you.

The Speak to Success course consists of six speech lessons and a wrap-up lesson that will help you shape up your oral communication skills. In each lesson, you’ll work on a specific speech skill by learning about a related sloppy speech problem and performing exercises designed to eliminate that speech problem.

Over time, well all develop sloppy speech habits, speech habits that can make us difficult to understand or make people not want to listen to what we’re saying. These speech lessons for improving your oral communication skills will make you sound more polished and professional – and ultimately, because of the power of good communication, become more successful.

There are a few things you should be aware of before you sign up for this course:

Enter your email address carefully. If you make a mistake, I'll    get a "bounced" email, and I will have no way to let you know. Due to the amount of email I receive, I cannot personally reply to "anti-spam" measures you or your ISP may use. So if you're using something that blocks email until a "real person" sends it, you'll need to turn it off to receive the class, OR include sbinfocanada.guide@about.com in your "approved" email list.If you want to move ahead, click on the "Missed Lessons" link at the bottom of each lesson, and select the lesson(s) that you want mailed immediately.

As you sign up, and a new lesson each week. While I've emphasized the benefits for business and professional people here, anyone who works with This is a seven week class. You will receive the first lesson as soon other people can benefit from shaping up his or her speech. Why not sign up now and start improving your communication skills?

HOW ARE SPEAKING SKILLS ASSESSED? 

Two methods are used for assessing speaking skills. In the observational approach, the student's behavior is observed and assessed unobtrusively. In the structured approach, the student is asked to perform one or more specific oral communication tasks. His or her performance on the task is then evaluated. The task can be administered in a one-on-one setting -- with the test administrator and one student -- or in a group or class setting. In either setting, students 
Should feel that they are communicating meaningful content to a real audience. Tasks should focus on topics that all students can easily talk about, or, if they do not include such a focus, students should be given an opportunity to collect information on the topic. 

Both observational and structured approaches use a variety of rating systems. A holistic rating captures a general impression of the student's performance. A primary trait score assesses the student's ability to achieve a specific communication purpose -- for example, to persuade the listener to adopt a certain point of view. Analytic scales capture the student's performance on various aspects of communication, such as delivery, organization, content, and language. Rating systems may describe varying degrees of competence along a scale or may indicate the presence or absence of a characteristic. 

A major aspect of any rating system is rater objectivity: Is the rater applying the scoring criteria accurately and consistently to all students across time? The reliability of raters should be established during their training and checked during administration or scoring of the assessment. If ratings are made on the spot, two raters will be required for some administrations. If ratings are recorded for later scoring, double scoring will be needed

Effective Public Speaking Skills

Starting a Presentation

In modern English, Presentations tend to be much less formal than they were even twenty years ago. Most audience these days prefer a relatively informal approach. However, there is a certain structure to the opening of a Presentation that you should observe.

1. Get people's attention 

2. Welcome them 

3. Introduce yourself 

4. State the purpose of your presentation 

5. State how you want to deal with questions 

Get people's attention
· If I could have everybody's attention. 

· If we can start. 

· Perhaps we should begin? 

· Let's get started. 

Welcome them
· Welcome to Microsoft. 

· Thank you for coming today. 

· Good morning, ladies and gentlemen. 

· On behalf of Intel, I'd like to welcome you. 

Introduce yourself
· My name's Jane Shaw. I'm responsible for travel arrangements. 

· For those of you who don't know me, my name's Tom Stotter. 

· As you know, I'm in charge of public relations. 

· I'm the new Marketing Manager. 

State the purpose of your presentation
· This morning I'd like to present our new processor. 

· Today I'd like to discuss our failures in the Japanese market and suggest a new approach. 

· This afternoon, I'd like to report on my study into the German market. 

· What I want to do this morning is to talk to you about our new mobile telephone system. 

· What I want to do is to tell you about our successes and failures in introducing new working patterns. 

· What I want to do is to show you how we've made our first successful steps in the potentially huge Chinese market. 

State how you want to deal with questions.
· If you have any questions, I'll be happy to answer them as we go along. 

· Feel free to ask any questions. 

· Perhaps we can leave any questions you have until the end? 

· There will be plenty of time for questions at the end. 

Of course, these are only suggestions and other language is possible. Even within this limited group of phrases, just choose a few you feel comfortable with and learn and use those.

CONCLUSIONS 

The abilities to listen critically and to express oneself clearly and effectively contribute to a student's success in school and later in life. Teachers concerned with developing the speaking and listening communication skills of their students need methods for assessing their students' progress. These techniques range from observation and questioning to standardized testing. However, even the most informal methods should embrace the measurement principles of reliability, validity, and fairness. The methods used should be appropriate to the purpose of the assessment and make use of the best instruments and procedures available. 

READING

Effective reading skills are as important for effective communication as speaking and listening skills. 
	 
	Reading skills enable readers to turn writing into meaning and achieve the goals of independence, comprehension, and fluency.


	 Definition

	 
	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. 




	 Kinds

	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 readers 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. 




The Importance of Effective Reading Skills
Reading skills serve as a foundation for writing. Developed and mastered, effective reading skills give people the opportunity to learn new information about the world, people, events, and places, enrich their vocabularies, and improve their writing skills.

· Reading enriches the inner world of a person, improves grammar and spelling. 

· Through reading people learn to understand different ways of thinking and feelings of other people, become more flexible and open-minded. 

· Avid readers not only read and write better than those who read less, but also process information faster. The research presented by the Journal of Abnormal Child Psychology proves that poor readers have poorer short-memory functions [1]. 

· As a result, avid readers have a broader outlook, are quicker to analyze facts and find connections between seemingly unrelated ideas. 

· A reader has better skills for comprehending, analyzing, understanding, responding, and, finally, learning from what he or she reads.

 As a result, it is easier for good readers to get used to new and unfamiliar circumstances or ideas. They are easier to communicate with, and have higher chances to succeed in both professional and personal life.


Pre-Reading Stage. Before students are assigned technical reading, they need to engage in pre-reading strategies to help them in understanding the material. The reading can be broken into smaller segments with a variety of activities that promote student involvement. These might include a graphic organizer, an analogical study guide, or an anticipation/reaction guide. This guide helps focus pre-reading discussion and can also serve for post-reading review.

Reading Stage. At the reading stage, the students need to focus on garnering major ideas as well as important details from the material. A study guide or selective reading guide can help the students achieve this objective. The study guide used should, unlike the text-explicit questions generally supplied by textbook authors, extend the students' thinking beyond mere "parroting" of the text-explicit concepts.

Post-Reading Stage. Once the students have read the material, they need to engage in post reading activities to assure long-term retention of what they have read. The pre-reading strategies can again be used or students can undertake other activities. These might include vocabulary reinforcement activities, journal writing, or other writing activities that allow the students to apply information from what they have read.

Thus, the reading of technical materials requires the development of unique skills—ones that are not addressed by most teachers. The Office Reading Exercises developed by Schmidt and the strategies recommended by Taylor and Hancock provide some approaches that can be used to teach technical reading skills. However, before these approaches are used, instructors should also be concerned with the extent that their students' reading abilities match those required for technical materials. Two methods are available for this purpose: (a) the Cloze procedure developed by Taylor in 1953, which permits the instructor to measure the compatibility of printed materials with the reading ability of students, and (b) a pretest developed from technical terms the material contains.

For classroom use, the following adaptation of the Cloze technique is recommended by Popham, Schrag, and Blockhus.

1. Randomly select reading material in six to nine passages and delete every fifth word in each passage. Stop when 20 words have been deleted. 

2. In place of each word deleted, substitute an underscore. 

3. Have the material typed, and instruct students to place in each blank a word that makes sense. No guessing or time restrictions permitted. 

4. Analyze the answers and give credit for each substitution that approximates the original meaning. Determine a raw score for each student and convert that raw score to a percent by dividing the actual number of correct answers by the possible number of correct answers. 

5. Determine the level at which the students comprehend the material by using the following scale. A score of 0-30 percent equals the "Frustration" reading level, a score of 3l-49 percent equals the "Instructional" reading level, and a score of 50-100 percent equals the "Independent" reading level.

Some technical materials do not lend themselves to the use of the Cloze test. For these materials a pretest based on technical terms from the material can be developed to provide insight into the extent that students can understand the material. If a student answers less than half of the items on the test correctly, the instructor may assume that the student will have difficulty reading the material.

Students need technical reading skills for the business world. Furthermore, all teachers are expected to reinforce academic competencies in their instruction. The procedures discussed here can help teachers meet the challenge of teaching technical reading skills, those essential for reading in business.

How do you improve on your reading skills?

At first stage start reading short stories of your interest and also start reading the newspaper but you can stick on the news which is also again of your interest than after some time you can broad your choices and start reading novels and books of some good writers. When you read at least of 50 to 60 novels then try to go for the poetry and other literature of the language you are interested in. Also try to make habit of recognizing words which will increase your interest in reading a lot.
 Reading Strategies
      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.
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WRITING SKILLS
	Introduction

	 
	Writing skills help the learner gain independence, comprehensibility, fluency and creativity in writing. If learners have mastered these skills, they will be able to write so that not only they can read what they have written, but other speakers of that language can read and understand it.


	Definition

	 
	Writing skills are specific abilities which help writers put their thoughts into words in a meaningful form and to mentally interact with the message.

	Kinds

	 
	Here are some kinds of writing skills: 

	 
	· Comprehensibility skills for writing include understanding that writing is communicating messages or information. 

· Fluency skills for writing include 

· recognizing the linear sequence of sounds 

· mastering writing motions and letter shapes 

· recognizing the chunking of words 

· recognizing the need for space between words 

· writing quickly 

· Creativity skills for writing include the ability to write freely anything the learner wants to write


The Importance of Effective Writing Skills

Application essays, CVs, cover letters, and even e-mails often have to represent an individual. In such cases the person’s writing is to form the reader’s opinion about the individual’s personality and abilities.

· Excellent writing is sure to earn respect. Poor writing will, on the contrary, be difficult to understand, and will leave a bad impression about the individual. 

· Writing structures and crystallizes one’s thoughts, improving learning in such a way . 

· Writing improves the effectiveness of the person’s word usage in both written and oral speech. 

· A survey conducted among 64 American companies revealed that half of them pay attention to writing when considering a person for employment or promotion. 

· According to Roger Howe, a former chairman and CEO of U.S. Precision Lens, the majority of the successful people are clear and persuasive in their writing .

Developed reading skills lead to the development and improvement of writing skills. Regular readers' comprehension skills (ability to compare and contrast, evaluate and summarize, identify specific features and genres, make analogies) serve as a basis for good writing

Getting Your Written Message Across Clearly

A colleague has just sent you an email relating to a meeting you're having in one hour's time. The email is supposed to contain key information that you need to present, as part of the business case for an important project.

But there's a problem: The email is so badly written that you can't find the data you need. There are misspellings and incomplete sentences, and the paragraphs are so long and confusing that it takes you three times more than it should to find the information you want.

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?

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 long words just to impress 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. 

· "Companies" is plural. (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 sub headers – 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!

These jargon-free, writing skills e-books (PDF files) will make you a better writer. 

They'll help you with business proposal writing, report writing, term papers, technical writing, editing, proofreading, grant writing and more. 

The web site also contains the following free goodies: 

· back issues of BWS's writing-tips newsletter; 

· lots of useful writing tips; and 

· free chapters on apostrophes, plain English and report writing; and 

· reprintable articles that you can use in your newsletters and web sites. 

To learn more, please make a selection from the menu at left, or click on one of the icons at right. 

What is writing with a positive tone?

It is important to write clearly and with a positive tone. It is generally easier to get your point across when using positive statements as opposed to negative statements. When ever you can try to avoid negative statements or negative connotations. If you need to use negative statements or negative connotations try to keep them down to minimum. 

What are positive statement?

Positive statements don't have to have a positive meaning. It is possible to have a sentence that is positive grammatically with a negative connotation. 

Example:

· I know you you will fail your test. 

· We forgot to do our homework. 

What are negative statements? 

Negative states are statements that contain the word(s) not, don't, can't etc. Negative statements can be grammatically negative with a positive connotation.

· I know you didn't fail your test. 

· We did not forget to do our homework 

	Word
	Synonym
	ANTONYMS

	A
	
	

	about
	approximately
	inactive

	abstract
	summary
	empirical, empirics

	accomplish
	 achieve
	 impossible

	 accumulate
	to build up
	accumulative

	administer
	to manage
	fail

	to admit
	to confess
	To deny

	almost
	nearly
	geometrically

	animated
	lively
	enlivened, spirited

	to annoy
	to irritate, to bother
	please

	to answer
	to reply
	question

	anyway
	besides
	aeonian

	apparent
	obvious
	unobvious

	to appear
	to seem
	disappear

	applicable
	relevant
	irrelevant

	appreciable
	considerable
	inconsiderable

	ardour
	passion
	air-dried

	arise
	occur
	sit down

	aromatic
	fragrant
	ill-smelling, stinky

	to arrive
	to reach
	go away

	artful
	crafty
	disingenuous

	association
	organization
	disassociation

	to assure
	to guarantee
	twoscores

	attractive
	appealing
	unattractive

	away
	absent
	present

	awful
	terrible
	good

	B
	
	

	backbone
	spine
	untipped

	backside
	behind, bottom
	Front

	bad (not good)
	poor, naughty
	unsexy

	bear    
	 affect
	bull

	becoming
	fitting
	unbecomingness

	

	to begin
	to start
	To stop

	to behave
	to act
	misbehave, misconduct

	believable
	plausible
	Unbelievable

	belly
	stomach
	solvent

	bendy
	flexible
	inflexible

	beneficent
	generous
	maleficent

	beneficial
	favorable
	disadvantageous

	bid
	tender
	right-handed

	bizarre
	weird
	conventional

	blameless
	innocent
	guilty

	bloodbath
	massacre
	meager

	bloodless
	cold
	alive

	branch
	department
	branchiate

	brave
	courageous
	timid, cautious

	boring
	dull
	exciting, interesting

	to borrow
	Make use of
	to lend

	bottom
	base
	top

	boy
	son
	girl

	brave
	Darling, bold
	cowardly, afraid

	to break
	smash
	to mend, to fix

	broad
	large
	narrow

	C
	
	

	candy
	sweet
	raw

	to categorize
to categorise (BE)
	to classify
	To declassify

	charter
	constitution
	chartered, hired, leased

	cheesy
	corny, tacky
	superior

	chiefly
	mainly
	capable

	choosy
	picky
	unfastidious

	to chop
	to cut
	elated

	chorus
	refrain
	carious

	cacodemon
	quotation
	cacodemon

	to cite
	to quote
	unexcited

	cheap
	shameful
	expensive

	
	
	

	child
	baby
	adult, grown-up

	children
	family
	parents

	clean
	fresh
	dirty

	clear
	patent
	cloudy

	clever
	smart
	stupid

	to close
	Seal, lock
	to open

	closed
	blocked
	open

	cloudy
	unclear
	clear, sunny, bright

	calm
	quiet
	excited

	careful
	alert
	careless

	to come
	Get nearer
	to go

	comedy
	joke
	drama, tragedy

	complicated
	dense
	simple

	compliment
	tribute
	insult

	compulsory
	enforced
	voluntary

	to connect
	Join, fix, tie
	to separate

	consonant
	--------------
	vowel

	constant
	even
	changeable

	construction
	assemble
	destruction

	to continue
	Carry on, go on
	to interrupt

	cool
	breezy
	warm

	correct
	exact
	false, wrong

	courage
	bravery
	fear

	courageous
	plucky
	cowardly

	cowardly
	Weak, gutless
	brave, courageous

	to create
	Form, craft
	to destroy

	cruel
	nasty
	human, kind
humane

	to cry (schreien)
	Weep, sob
	to whisper

	to cry (weinen)
	---------------
	to laugh

	cube
	dice
	linear

	curative
	healing
	unhealthful

	curler
	roller
	curly-haired

	cussed
	stubborn
	unfocused

	to fail
	Not pass
	to succeed, to pass

	failure
	stoppage
	success

	false
	copied
	correct, true

	far
	faraway
	near

	fast
	swift
	slow

	fat
	stout
	slim, thin

	fear
	terror
	courage

	female
	womanly
	male

	few
	little
	many

	final
	last
	first

	to find
	locate
	to lose

	to finish
	To close
	to begin

	finish
	close
	start

	first
	original
	final, last

	to fix
	join
	to break

	flat
	plane
	hilly

	floor
	story
	ceiling

	to follow
	chase
	to lead

	to forbid
	hinder
	to allow, to let, to permit

	for
	Used for
	against

	foreground
	center
	background

	foreign
	strange
	domestic

	foreigner
	alien
	native

	to forget
	Out look
	to remember

	to form
	varite
	to destroy

	fortune
	fate
	bad luck

	forward
	onwards
	backward

	to free
	open
	to arrest

	to freeze
	Ice over
	to melt

	frequently
	often
	occasionally

	friend
	buddy
	enemy

	front
	face
	rear

	exciting
	moving
	boring

	full
	filled
	empty

	funny
	comic
	stupid

	future
	wit
	soil

	
	
	


General tasks
ELCS lab (English language communication skills lab)
The language lab focuses on the production and practice of sounds of language and familiarized me with the use of English in everyday situation and context and as per the syllabus I have learnt how to give presentation and what are the different types of communication skills which I have to learn and we have played tag of war in the communications lad which will made us thing to use our full energy to do that and that time we need strength to win and we have played a circular game in which we have to use our brain and talent to play and I have know to prepare power point presentation in Microsoft power point which will be useful in my future also and I lost my stage fear and thanks to for giving us a good lab sections as per the syllabus of JNTU.[image: image2]
