     PROJECT WORK

A study on Communication Skills Submitted as a part of 1st year ENGLISH LANGUAGE COMMUNICATION SKILLS LAB of B.Tech course.






    BY





   D.ANIL REDDY


      ST MARY’S COLLEGE OF ENGINEERING & TECHNOLOGY



                     Deshmukhi , Nalgonda




                      May,2010

                        CERTIFICATE

This is to certify that Mr ANIL REDDY bearing HT.NO 09D01A1205 carried out ENGLISH LANGUAGE COMMUNICATION SKILLS LAB Academic Research work during the Academic Research work during the Academic year 2009-2010

HEAD OF THE DEPT



STAFF INCHARGE




Index Page

1. Common Errors



1-25

2. Communication Skills


  26

3. Listening




27-31


4. Speaking




32-38

5. Presentation skills



39-42

6. Reading




43-46

7. Writing




47-48

8. Vocabulary




49-66



9. General task




67-68


COMMON ERRORS
   INTRODUCTION
  1. YEAR END AND YEAR OUT/YEAR IN AND YEAR OUT

When something goes on continually, it is traditional to say it happens “year in and year out,” meaning “from the beginning of the year to its end—and so on year after year.” The mistaken form “year end and year out” doesn’t make sense because “year  end” and “year out” both refer to the same part of the year, so no time span is being described.

2. GRAMMER / GRAMMAR

It’s amazing how many people write to thank me for helping them with their “grammer.” It’s “grammar.” The word is often incorrectly used to label patterns of spelling and usage that have nothing to do with the structure of language, the proper subject of grammar in the most conservative sense. Not all bad writing is due to bad grammar.

3. SHONE / SHOWN

“Shone” is the past tense of “shine”: “long after sunset, the moon still shone brightly in the sky.” “Shown” is a past tense form of “show”: “foreign films are rarely shown at our local theater.”

4. MINATURE/MINIATURE

Few people pronounce the second syllable in “miniature” distinctly, so it often gets dropped in spelling

5. POSSESSED OF/POSSESSED BY/POSSESSED WITH

If you own a yacht, you’re possessed of it. If a demon takes over your body, you’re possessed by it. If that which possesses you is more metaphorical, as in the case of an executive determined to get ahead, he or she can be possessed by or with the desire to win.

6. PARAMETERS/PERIMETERS

When parameters were spoken of only by mathematicians and scientists, the term caused few problems; but now that it has become widely adopted by other speakers, it is constantly confused with “perimeters.” A parameter is most commonly a mathematical constant, a set of physical properties, or a characteristic of something. But the perimeter of something is its boundary. The two words shade into each other because we often speak of factors of an issue or problem being parameters, simultaneously thinking of them as limits; but this is to confuse two distinct, if related, ideas. A safe rule is to avoid using “parameters” altogether unless you are confident you know what it means.

7. DISC / DISK

“Compact disc” is spelled with a C because that’s how its inventors decided it should be rendered; but a computer hard disk is spelled with a K. In modern technological contexts, “disks” usually reproduce data magnetically, while “discs” reproduce it “optically,” with lasers.

8. DEFINATE / DEFINITE

Any vowel in an unstressed position can sometimes have the sound linguists call a “schwa”: “uh.” The result is that many people tend to guess when they hear this sound, but “defi nite”   is defi nitely the right spelling. Also common are various misspellings of “defi nitely,” including the bizarre “defi antly.”

9. EXPRESSES THAT / SAYS THAT

“In her letter Jane expresses that she is getting irritated with me for not writing” should be corrected to “In her letter Jane says that. . . .” You can express an idea or a thought, but you can’t ever express that. In technical terms, “express” is a transitive verb and requires an object.

10. RATIONAL/RATIONALE

“Rational” is an adjective meaning “reasonable” or “logical”: “Ivan made a rational decision to sell his old car when he moved to New York.” “Rational” rhymes with “national.” “Rationale” is a noun which most often means “underlying reason”: “His rationale for this decision was that it would cost more to pay for parking than the car was worth.” “Rationale” rhymes with “passion pal.”




COMMON ERRORS
1. Incorrect: Mostly, my class has lectures inside the classroom. On special  occasions, however, we go out into the desert, so you can observe  desert plant and wildlife

Correct: mostly my class has lecturers inside the classroom on special occasions however we go out into the desert, so we can observe desert   plant and wild life

Exp: you refers to the second person and we refers to all so we changed according to this sentence

2. Incorrect: The air in my city is polluted due to the many manmade contaminants in them, which is why many people have respiratory problems.

Correct: the air in my city is polluted due to the many manmade contaminants in it which is why many people have respiratory problems

Exp: them is a plural changed to it singular according to this sentence

3. Incorrect: i went to my cousin sisters home yesterday

Correct: i went to my cousin home yesterday

Exp: cousins are referred only as cousins but not as cousin sisters or brothers

4. Incorrect: California State University, San Bernardino, a school next to the scenic San Bernardino mountains, established in 1965 with an initial enrolment of fewer than 1,000 students.

Correct: California state university San Bernardino a school next to the scenic San Bernardino mountains was established in 1965 with an initial enrolment of fewer than 1000 students

Exp: it is in present tense changed to past tense according to this sentence

5. Incorrect: I have been student at this university for three years.

Correct: I have been a student at this university for three years

Exp: a student means only a particular 1 student so we showed it

6. Incorrect: By the time the professor shows up for class, most of the students will already leave.

Correct: by the time the professor shows up for class most of the students will already had left

Exp: since it is in future tense we changed it to past tense according to this sentence

7. Incorrect: The decision to extend the academic year for two more weeks is sound because Student need all the instruction they can get. 

Correct: the decision to extend the academic year for two more is sound because students need all the instruction they can get

Exp: since given many students gave only studet so we changed student to students

8. Incorrect: Prepare for the exam, Sheila and her study group read over their lecture notes in order to anticipate possible test questions.

Correct: Prepare for the exam, Sheila and her study group read over their lecture notes in order to anticipate possible test questions.

Exp: since it is a wrong word it is changed

9. Incorrect: Paul walks rarely ever to school since he bought his Jeep three weeks ago.

Correct: Paul rarely ever walks should be to school since he bought his jeep weeks ago

Exp: walks rarely ever is a wrong word so we changed it

10. Incorrect: Due to the injury to his right leg, he has an awkwardly limp when he walks.

Correct: due to the injury to his right leg he has an awkward limp when he walks

Exp: awkwardly is a past tense so we changed it to present tense according to this sentence

11. Incorrect: On school days, I get early up at approximately 6:00 a.m. so that I can get ready for my 8:00 a.m. class.

Correct: on school days i get up early at approximately 6;00 am so that i can get ready for my 8;00 am class

Exp: i get early up is a wrong word so we changed it

12. Incorrect: Disrupting the class by talking out of turn, Kellie   was being child.

Correct: Disrupting the class by talking out of turn Kellie was being childish

Exp: since childish is a character but in question given only child which is wrong so we changed it to childish
13. Incorrect: Three of the pots left on the stove contain what will soon be tonight’s dinner.

Correct: three of the pots left on the stove contain what will soon be tonight’s dinner

Exp: here given only 1 stove means it is singular so we changed to contain

14. Incorrect: John will discuss who will be going on the trip with she and her friend Jack.

Correct: john will discuss who will be going on the trip with her and her friends jack

Exp: since herself and her friends going for a trip we changed it

15. Incorrect: The air in my city is polluted due to the many manmade contaminants in them, which is why many people have respiratory problems.

Correct: the air in my city is polluted due to the many manmade contaminants in it which is why many people have respiratory problems

16. Incorrect: Mostly, my class has lectures inside the classroom. On special occasions, however, we go out into the desert, so you can observe desert plant and wildlife.

Correct: mostly my class has lecturers inside the classroom on special occasions however we go out into the desert so we can observe desert plant and wildlife

Exp: given you refers to many but here only 1 exist so we changed you to we

17. Incorrect: Do you know anyone who knows the directions to Bangkok? I can’t figure out which road is the best one to take.
Correct: do you know anyone who knows the directions to Bangkok? i can’t figure out which road is the best one to fake
Exp: since speaker is asking about anybody 1 or more than 1 so we changed know to knows
18. Incorrect: Under no circumstances has Tom completed requirement for the Biology lab report.
Correct: under no circumstances has tom completed requirements for the biology lab report
Exp: since biology contains many requirements here given only 1 requirement we changed it to requirements
19. Incorrect: Some of the pie cooked by the students were already eaten, a sure sign that its taste was a smashing success.
Correct: some of the pie cooked by the students was already eaten a sure sign that its taste was a smashing success
Exp: were is a sign as we changed to was which is a plural form according to this sentence
20. Incorrect: The data are obsolete and should be replaced. We can't use it any longer.

Correct: The data are obsolete and should be replaced. We can't use them any longer
Exp: The plural noun data is the antecedent and requires the plural pronoun them

21. Incorrect: All business students should learn word processing, accounting, and how to program computers.
Correct: All business students should learn word processing, accounting, and computer programming.
Exp: Similar elements in a list should be in similar form. Writers often use a parallel structure for dissimilar items. Parallel constructions must be expressed in parallel grammatical form: all nouns, all infinitives, all gerunds, all prepositional phrases, or all clauses must agree.
22. Incorrect: The strawberry shortcake tastes deliciously.
Correct: The strawberry shortcake tastes delicious.
Exp: this is the sentence changing adjective to adverb 

23. Incorrect: After the three week vacation, she looked very well.
Correct: After the three week vacation, she looked very good
Exp: well is an adjective and very good is an adverb
24. Incorrect: well is an adjective and very good is an adverb 

Correct: The new student speaks badly.
Exp: badly is acting as an adverb to modify the adjective bad
25. Incorrect: She is a real good swimmer.
Correct: She is a really good swimmer.
Exp: "really" is acting as an adverb to modify the adjective "good"
26. Incorrect: There is many reasons why I can't help you.
Correct: There are many reasons why I can't help you.
Exp: Here reasons is the subject these are singular and plural words
27. Incorrect: either the supervisor nor the staff members were able to calm the distressed client.

Correct: Neither the supervisor nor the staff members were able to calm the distressed client.
Exp: Neither/nor and either/or are a special case. If two subjects are joined by or nor, the verb should agree with the subject that is closer to it.
28. Incorrect: Ted, John, and also I are going.
Correct: Ted, John, and I are going.
Exp: Because they are joined by and, the plural form is used
29. Incorrect: A majority of the shareholders wanted the merger
Correct: A majority of the shareholders wants the merger
Exp: Here the "majority" acts as a singular and therefore has a singular verb, "wants."
30. Incorrect: Frank, accompanied by his student, were at the studio.
Correct: Frank, accompanied by his student, was at the studio.
Exp: The verb and subject must agree. If the subject is singular, then the verb must be singular. If the subject is plural, then the verb must be plural
31. Incorrect: He invested his money in stocks, in real estate, and a home for retired performers.
Correct: He invested his money in stocks, in real estate, and in a home for retired performers
Exp: "invested his money" is the common phrase that each item shares. You would read, "He invested his money in real estate, (invested his money) in stocks, and (invested his money) in a home for retired performers."
32. Incorrect: How could she blame you and he for the accident?
Correct: How could she blame you and him for the accident?
Exp: he is a subject changing him as an object
33. Incorrect: to who she gave my book
Correct: to whom she gave my book
Exp: Whom is in the object form because it is the object of meant 

34. Incorrect: most of them attended the party last night
Correct: many of them attended the party last night
Exp: most is a singular changing to many plural
35. Incorrect: Everyone on the project have to come to the meeting.
Correct: Everyone on the project has to come to the meeting.
Exp: have is a singular and changing to has plural
36. Incorrect: Neither his bodyguards nor he were there.
Correct: Neither his bodyguards nor he was there.
Exp: Were is a singular changing to was is a plural
37. Incorrect: Some of you will have to bring their own beer.
Correct: Some of you will have to bring your own beer
Exp: their is a singular and your is a plural
38. Incorrect: If anyone comes over, take their name.
Correct: If anyone comes over, take his name.
Exp: The subject is anyone, which is singular, which requires a singular pronoun, his.
39. Incorrect: It must have been her who called.
Correct: It must have been she who called.
Exp: Objects" are changed of to be verbs in the above sentence
40. Incorrect: The line at the bank was very slow, which made me late.
Correct: I was late because of the line at the bank
Exp: A relative pronoun (which, that or who) refers to the word preceding it. If the meaning is unclear, the pronoun is

 in the wrong position. The word "which" introduces non-essential clauses and "that" introduces essential clauses."Who" refers to individuals "that" refers to a group of persons, class, type, or species.
41. Incorrect: Are there anybody who may be able to help David complete his math homework this evening?
Correct: is there anybody who may be able to help David complete his match homework this evening?
Exp: are refers to many but is refers to some so it is changed
42. Incorrect: Had she had sufficient time, she would go to the mall with her friends.
Correct: had she hadsufficient time she would have gone to the mall with her friends
Exp: since it is in past tense wrong sentence we hav changed it to correct past tense
43. Incorrect: Most of equipment brought into the companies was imported from Taiwan.
Correct: most of the equipment brought into the companies was imprted fron taiwan
Exp: since it refered to the equipment so it is changet tothe equipment
44. Incorrect: My teacher, who born in 1965, has interesting lectures about English Grammar.
Correct: my teacher was born in 1965 has intresting lecturers about english grammer
Exp: was born is past tense so it is used
45. Incorrect: By 1994, Microsoft became the largest producer of computer software in the world.
Correct: by 1994 microsoft had became the largest produser of computer softwear in the world
Exp: since had becme is past tence so it is used
46. Incorrect: To keep from waking up his roommates, he walked quiet into the room. 

Correct: to keep from walking up his roommates he walked quietly into the room
Exp: queit means past but given sentence is in present tence soit is changed
47. Incorrect: Sue, having an interest in painting, poetry, and music, is a creatively individual.
Correct: sue, having an intrest in painting,poetryang music is a creative individual
Exp: since creatively is a present tence the given sentence is in past tense so it is changed
48. Incorrect: The man who is at the park with his friends are a fire fighter from New York City.
Correct: the man who is at the park with his friends is a fire fighter from new york city
Exp: here are means many but the sentence is talking about only 2 friends so are is changed to is
49. Incorrect: India is a heavily populated country his citizens have a democratic form of government
Correct: india is a heavily populated conutry whose citizens ave a democratic form of government
Exp: here india meand many people his means single person bur whom means many so it is changed
50. Incorrect: Every one of the worker called in sick today, thus making it impossible for the factory to operate.
Correct: everyone of the workers called in sick today,thus making it impossible for the factory to perate
Exp: worker refers to only one but workers refer to many so it is cahnged
51. Incorrect: That Thomas Edison invented the light bulb is a facts.
Correct: that thomas edison invented thelight bulb is a fact
Exp: since it is only one fact facts changed to fact
52. Incorrect: Suspecting him of stealing her purse, she looked at him intent.
Correct: suspecting him of stealinh her purse she looking at him intently
Exp: since it is in present tense intent is changed to intently
53. Incorrect: I like a person who is gregarious, sociable, talkable, and friendly
Correct: ilike a person whois gregarious ,sociable,talktive and friendly
Exp: talkable is a wrong word and talktive is a correct word accordind to this sentence
54. Incorrect: The competitive boy competed competitively in a competed competition.
Correct: the competitive boy competitive competitively in a competed compition
 Exp: it is in present tense so it is changed
55. Incorrect: None of the students were able to turn in the research paper in a timely manner.
Correct: none of the students was able to turn in the research paper in a timely manner
Exp: since it is in present tense were is changed to was 

56. Incorrect: "I have the book I purchased from the bookstore. Do you have your?"
Correct: i have the book i purchased from theb bokstire do you have yours
Exp: here mentioned about others book so your changed to yours
57. Incorrect: Every students will take the History exam in three weeks.
Correct: every student will take the history exam in three weeks
Exp: since in the above sentence maintained every students every refers to each and every student so students is changed to student
58. Incorrect: Next to the tables in the classroom is the personal computers for which you are looking
Correct: next to the tables in the classroom are the personel computers for which you are looking
Exp: since the situation is in present tense is is changed to are
59. Incorrect: All of the homework assigned to the students are to be completed by next Tuesday
Correct: all of the homework assigned to the students is to be completed by next sunday
Exp: given is to be completed by next sunday means it is in future so are is changed to is
60. Incorrect: The boy, along with his two friends, skate in Griffith Park.
Correct: the boy along with his two friends skates in griffith park
Exp: because skets are pair
61. Incorrect: One should have their teeth checked every six months.
Correct: One should have one's/his or her teeth checked six months.
Exp: In forms using impersonal pronouns, use either "one.. one's/his or her" or "you.. your."
62. Incorrect: One should take your responsibilities seriously.
Correct: One should take one's/his or her responsibilities seriously.
Exp: In forms using impersonal pronouns, use either "one.. one's/his or her" or "you.. your."
63. Incorrect: when i am walking on road i saw a beatiful dog
Correct: when i was walking on road i saw a beautiful dog
Exp: Typically - ing forms are commonly used as junk answers on the GMAT.
64. Incorrect: i was walking on the road
Correct: i had been walking on the road
Exp: Typically -ing forms are commonly used as junk answers on the GMAT.
65. Incorrect: iam going to a film not only with him also with my brother
Correct: iam going to a film not only with him but also with my brother
Exp: but or but also can stand for as little as one word or as much as a whole clause, but in any case, 

the grammatical structure of but or but also must be identical
66. Incorrect: The view from this apartment is not nearly as spectacular as from that mountain lodge.
Correct: The view from this apartment is not nearly as spectacular as the one from that mountain lodge.
Exp: as from that or as of from that can stand for as little as one word or as much as a whole clause, but in any case,

 The grammatical
67. Incorrect: jerry gives few dollars
Correct: jerry gives less dollars
Exp: this is a gmat english changing few to less
68. Incorrect: The newer model weighed 20 pounds less than that of the older model
Correct: The newer model's weight was 20 pounds less than that of the older model 

Exp: this is a gmat english changing sentence
69. Incorrect: The sports writer questioned the skill of basketball players compared to tennis players
Correct: "skill of basketball players compared to the skill of tennis players."
Exp: this is a Gmat English changing sentence
70. Incorrect: what should I do to being pass the exam
Correct: what should I do to be pass the exam
Exp: To be/being: In general, avoid the construction to be/being because they are usually passive. To be/being are commonly

 used in junk answer choices
71. Incorrect: In 1991, our city constructed it’s first library, the financing of which came from local businesses
Correct: in 1991 our city consructed its first library the financing of which came from local busineesses
Exp: since it is in past tense we changed it in present tense
72. Incorrect: Julie has always want to become doctor since she was a little child.
Correct: julie has always wanted to become doctor since she was a litle child
Exp: since it is given in past tens we changed itto future tense bcouseitis given in childhood
73. Incorrect: By next summer, Larry will have been finished his graduate studies in Business , at which point he plans to look for a job.

Correct: by next summer Larry will have finished his graduate studies in business at which point he planes to look for a job
Exp: it is in future tense we changed it to present tense
74. Incorrect: A positive characteristic about Professor Hyon is that she acts kind to all her students.
Correct: a positive charecteristic about professor Hyon is that acts kindly to all her students
Exp: since it refers to many students son we changed it from kind to kindly
75. Incorrect: The sprinter ran so fastly that he set a world record in the 100 meter dash.
Correct: the sprinter ran so fast that he set a world record in the 100 meter dash
Exp: fastly refers to people but here it is a machine so we changed fastly to fast
76. Incorrect: At the store yesterday, I met a man intelligent who is studying to become a brain surgeon.
Correct: at the store yesterday,i met an intelligent man who is studying to become a brain surgeon
Exp: man intelligent is a wrong word so we changed it
77. Incorrect: Attending meetings on Thursdays are difficult because I have to take the kids to school.
Correct: attending meetings on Thursdays is difficult because i have to take the kids to school
Exp: are refers to all days is refers to particular days so we changed
78. Incorrect: Neither Sue or the other students have been able to correctly calculate the lab experiments.
Correct: neither Sue nor the other students have been able to correctly calculate the lab experiments
Exp: or is a multiple choice and nor is the sentence combining form so nor is the correct answer
79. Incorrect: We will all bring beach towels, so you should not forget to bring your
Correct: we will all bring beach towels so you should not forget to bring yours
Exp: here the speaker is talking to the second person and saying wrong sentence your so we changed it to yours  
80. Incorrect: The award for the high grade point average was given to Ralph Kent, who had perfect grades during his four
Correct: The award for the high grade point average was given to Ralph Kent, who had perfect grades during his four
81. Incorrect: The life statue was placed next to the library.
Correct: the lifelike statue was placed to the library
Exp: since it is given the wrong word we corrected it
82. Incorrect: Little did the administrators know that the computers would not arrive for two more weeks.
Correct: little did the administration know that the computers would not arrive for two more weeks
Exp: week means two week means one so we changed'
83. Incorrect: That twenty students were absent from last week’s classes are unfortunate.
Correct: that twenty students were absent from last week classes is unfortunate
Exp: since unfortunate is a situation so we changed are to is
84. Incorrect: By the time Susan came to the party, most of the other guests leave.
Correct: by the time Susan came to the party. Most of the other guest had left
Exp: since it is referred to past tense so we changed it past tense
85. Incorrect: For the last five years, the government have offered educational scholarships and grants to the underprivileged.
Correct: for the last five years the government has offered educational scholarships and grants to the under privilege
Exp: since it is in past tense we changed it to past tense have to has
86. Incorrect: In class last week, we had a writing workshop, in which each student had a tutor critique their essay.
Correct: in class last week we has a writing workshop in which each student had a tutor critique his essay
Exp: here refers only about 1 person essay so their changed to his/her
87. Incorrect: None of the police officers are going to the fire fighters’ banquet.
Correct: none of the police officers is going to the fire fighters banquet
Exp: since it is in last tense we changed it to present tense
88. Incorrect: The books have been place on the bookshelf, and so have the magazines.
Correct: the books have been placed on the bookshelf and so have the magazines
Exp: we changed it from present tense to past tense since the question is given in present tense
89. Incorrect: If there is anything which brother you about this meal, please let me know, and I will be more than happy to fix the problem.

Correct: it there is anything which bothers you about this meal please let me knew and I will be more than happy to fix the problem
Exp: since bother refers to only 1 problem but bothers refers to many problem so we changed
90. Incorrect: Since becoming a member of the swim team, I have participated in so many swim meets that you can’t even count them.
Correct: since becoming a member of the swim team I have participated in so many swim meets that I can’t even count them
Exp: here speaker refers him self hasyou so we changed it to I

91. Incorrect: The Thompsons, not Steven, is going to Disneyland next week.
Correct: The Thompsons,not Steven are going to Disneyland next week
Exp: here there are two people so is changed to are
92. Incorrect: Since she was a young girl, she interested in swimming, rowing, and biking.
Correct: since she was a young girl she has been interested in swimming, rowing and biking
Exp: since it is in present in present tense so it is changed
93. Incorrect: By this time next year I will finished working with the accounting firm.
Correct: by this time next year I will have finished working with the accounting firm
Exp: here sentence is talking about future so it is changed
94. Incorrect: It is without a doubt that he went to the dance last week Laura.
Correct: it is without a doubt that he went to the dance last week with Laura
Exp: since the sentence speaker is not referred that it is a name so changed to with Laura
95. Incorrect: Making it seem a little cooler than it really is, the wind is blowing in a west direction.
Correct: making it seem a little cooler than it really is,te wind is blowing in a westerly direction
Exp: it is a cooler surrounds total west direction so it is changed
96. Incorrect: The building was real tall that I thought it looked like a concrete mountain.
Correct: the builder was so tall that I thought it looked like a concrete mountain
Exp: real tall is the wrong and no word like this is used in English so it is changed
97. Incorrect: The dog was limping because its’ hind leg was broken.
Correct: the dog was limping because it hind leg was broken
Exp: it refers to the speaker it refers to the dog so it is changed to it
98. Incorrect: Everything I saw at the apartments of Tom, John, and Kellie were dirty.
Correct: everything i saw at the apartment of Tom, John and Kelly was dirty
Exp: here the sentence refer to the surrounding of the apartment but not about people so it is changed
99. Incorrect: Since 1999, she has live in San with her family
Correct: since 1999 she has lived in san with her family
Exp: here sentence referred since past so live changed to lived
100. Incorrect: It has been nearly twelve years since I have moved to this city
               Correct: it has been nearly twelve years since I haves to this `
      city 


      Exp: since the sentence is talking about past it is changed                                            
               COMMUNICATION SKILLS

1. Communication is a process of transferring information from one entity to another. 

2. Communication processes are sign-mediated interactions between at least two agents which share a repertoire of signs and semiotic rules.

3. Communication is commonly defined as "the imparting or interchange of thoughts, opinions, or information by speech, writing, or signs". 

4. Communication is a process whereby information is enclosed in a package and is channeled and imparted by a sender to a receiver via some medium.  

5. The receiver then decodes the message and gives the sender a feedback. All forms of communication require a sender, a message, and an intended recipient, however the receiver need not be present or aware of the sender's intent to communicate at the time of communication in order for the act of communication to occur.

6.  Communication requires that all parties have an area of communicative commonality. There are auditory means, such as speech, song, and tone of voice, and there are nonverbal means, such as body language, sign language, paralanguage, touch, eye contact, through media, i.e., pictures, graphics and sound, and writing.





LISTENING

"We were given two ears but only one mouth, because listening is twice as hard as talking." 

 Brief Theory of Communication  

Expressing our wants, feelings, thoughts and opinions clearly and effectively is only half of the communication process needed for interpersonal effectiveness. The other half is listening and understanding what others communicate to us. When a person decides to communicate with another person, he/she does so to fulfill a need. The person wants something, feels discomfort, and/or has feelings or thoughts about something. In deciding to communicate, the person selects the method or code which he/she believes will effectively deliver the message to the other person. The code used to send the message can be either verbal or nonverbal. When the other person receives the coded message, they go through the process of decoding or interpreting it into understanding and meaning. Effective communication exists between two people when the receiver interprets and understands the sender’s message in the same way the sender intended it. 

Sources of Difficulty by the Speaker 

 Voice volume too low to be heard. 

 Making the message too complex, either by including too many unnecessary details or too many issues. 

Getting lost, forgetting your point or the purpose of the interaction.  

Body language or nonverbal elements contradicting or interfering with the verbal message, such as smiling when anger or hurt is being expressed. 

Paying too much attention to how the other person is taking the message, or how the person might react. 

Using a very unique code or unconventional method for delivering the message.

Sources of Difficulty by the Listener 

Being   preoccupied  and not listening. 

 Being so interested in what you have to say that you listen mainly to find an opening to get the floor. 

 Formulating and listening to your own rebuttal to what the speaker is saying. 

 Listening to your own personal beliefs about what is being said. 

 Evaluating and making judgments about the speaker or the message. 

 Not asking for clarification when you know that you do not understand.

Sources of Difficulty by the Listener 

The Three Basic Listening Modes 

Competitive or Combative Listening happens when we are more interested in promoting our own point of view than in understanding or exploring someone else’s view. We either listen for openings to take the floor, or for flaws or weak points we can attack. As we pretend to pay attention we are impatiently waiting for an opening, or internally formulating our rebuttal and planning our devastating comeback that will destroy their argument and make us the victor. 

In Passive or Attentive Listening we are genuinely interested in hearing and understanding the other person’s point of view. We are attentive and passively listen. We assume that we heard and understand correctly. but stay passive and do not verify it. 

Active or Reflective Listening is the single most useful and important listening skill. In active listening we are also genuinely interested in understanding what the other person is thinking, feeling, wanting or what the message means, and we are active in checking out our understanding before we respond with our own new message. We restate or paraphrase our understanding of their message and reflect it back to the sender for verification. 

Levels of Communication 

Listening effectively is difficult because people vary in their communication skills and in how clearly they express themselves, and often have different needs, wants and purposes for interacting. The different types of interaction or levels of communication also adds to the difficulty. The four different types or levels are.

1. Cliches. 

2. Facts.   

3. Thoughts and beliefs. 

4. Feelings and emotions.

As a listener we attend to the level that we think is most important. Failing to recognize the level most relevant and important to the speaker can lead to a kind of crossed wires where the two people are not on the same wavelength. The purpose of the contact and the nature of our relationship with the person will usually determine what level or levels are appropriate and important for the particular interaction. Note the different requirements in the following situations:

You’re lost, and you ask a stranger for directions. 

 Your child comes to you crying. 

 You are in trouble and someone offers to help. 

 Your spouse is being affectionate and playful. 

 Opposing council is cross-examining you in court.

If we don’t address the appropriate elements we will not be very effective, and can actually make the situation worse. For example: If your wife is telling you about her hurt feelings and you focus on the facts of the situation and don’t acknowledge her feelings, she will likely become even more upset.

There is a real distinction between merely hearing the words and really listening for the message. When we listen effectively we understand what the person is thinking and/or feeling from the other person’s own perspective. It is as if we were standing in the other person’s shoes, seeing through his/her eyes and listening through the person's ears. Our own viewpoint may be different and we may not necessarily agree with the person, but as we listen, we understand from the other's perspective. To listen effectively, we must be actively involved in the communication process, and not just listening passively.

We all act and respond on the basis of our understanding, and too often there is a misunderstanding that neither of us is aware of. With active listening, if a misunderstanding has occurred, it will be known immediately, and the communication can be clarified before any further misunderstanding occurs.

Several other possible benefits occur with active listening:

 Sometimes a person just needs to be heard and acknowledged before the person is willing to consider an alternative or soften his /her position. 

 It is often easier for a person to listen to and consider the other’s position when that person knows the other is listening and considering his/her position. 

 It helps people to spot the flaws in their reasoning when they hear it played back without criticism. 

 It also helps identify areas of agreement so the areas of disagreement are put in perspective and are diminished rather than magnified. 

 Reflecting back what we hear each other say helps give each a chance to become aware of the different levels that are going on below the surface. This helps to bring things into the open where they can be more readily resolved. 

 If we accurately understand the other person’s view, we can be more effective in helping the person see the flaws in his/her position. 

 If we listen so we can accurately understand the other’s view, we can also be more effective in discovering the flaws in our own position.

Don’t respond to just the meaning of the words, look for the feelings or intent beyond the words. The dictionary or surface meaning of the words or code used by the sender is not the message.  

 Inhibit your impulse to immediately answer questions. The code may be in the form of a question. Sometimes people ask questions when they really want to express themselves and are not open to hearing an answer.  

 Know when to quit using active listening. Once you accurately understand the sender’s message, it may be appropriate to respond with your own message. Don’t use active listening to hide and avoid revealing your own position. 

 If you are confused and know you do not understand, either tell the person you don’t understand and ask him/her to say it another way, or use your best guess. If you are incorrect, the person will realize it and will likely attempt to correct your misunderstanding. 

 Active listening is a very effective first response when the other person is angry, hurt or expressing difficult feelings toward you, especially in relationships that are important to you. 

 Use eye contact and listening body language. Avoid looking at your watch or at other people or activities around the room. Face and lean toward the speaker and nod your head, as it is appropriate. Be careful about crossing your arms and appearing closed or critical. 

 Be empathic and nonjudgmental. You can be accepting and respectful of the person and their feelings and beliefs without invalidating or giving up your own position, or without agreeing with the accuracy and validity of their view.

                      

 SPEAKING

Public speaking is the process of speaking to a group of people in a structured, deliberate manner intended to inform, influence, or entertain the listeners.

In public speaking, as in any form of communication, there are five basic elements, often expressed as "who is saying what to whom using what medium with what effects?" The purpose of public speaking can range from simply transmitting information, to motivating people to act, to simply telling a story. Good orators should be able to change the emotions of their listeners, not just inform them. Public speaking can also be considered a discourse community. Interpersonal communication and public speaking have several components that embrace such things as motivational speaking, leadership/personal development, business, customer service, large group communication, and mass communication. Public speaking can be a powerful tool to use for purposes such as motivation, influence, persuasion, informing, translation, or simply entertaining.

                             TRAINING

Effective public speaking can be developed by joining a club such as Rostrum, Toastmasters International, Association of Speakers Clubs (ASC), Speaking Circles or POWER talk International  in which members are assigned exercises to improve their speaking skills. Members learn by observation and practice, and hone their skills by listening to constructive suggestions followed by new public speaking exercises.

                             GENERAL

The common fear of public speaking is called glosso phobia (or, informally, "stage fright"). As  Jerry Seinfeld said in his comedy show I'm Telling You for the Last Time: "The average person at a funeral would rather be in the casket than doing the eulogy." Many careers require some ability in public speaking, for example presenting information to clients or colleagues.

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

SPEAKING RULES

1. Don't study grammar

This rule might sound strange to many ESL students, but it is one of the most important rules. If you want to pass examinations, then study grammar. However, if you want to become fluent in English, then you should try to learn English without studying the grammar. 

Studying grammar will only slow you down and confuse you. You will think about the rules when creating sentences instead of naturally saying a sentence like a native. Remember that only a small fraction of English speakers know more than 20% of all the grammar rules. Many ESL students know more grammar than native speakers. I can confidently say this with experience. I am a native English speaker, majored in English Literature, and have been teaching English for more than 10 years. However, many of my students know more details about English grammar than I do. I can easily look up the definition and apply it, but I don't know it off the top of my head. 

I often ask my native English friends some grammar questions, and only a few of them know the correct answer. However, they are fluent in English and can read, speak, listen, and communicate effectively. 

2. Learn and study phrases

Many students learn vocabulary and try to put many words together to create a proper sentence. It amazes me how many words some of my students know, but they cannot create a proper sentence. The reason is because they didn't study phrases. When children learn a language, they learn both words and phrases together. Likewise, you need to study and learn phrases. 

If you know 1000 words, you might not be able to say one correct sentence. But if you know 1 phrase, you can make hundreds of correct sentences. If you know 100 phrases, you will be surprised at how many correct sentences you will be able to say. Finally, when you know only a 1000 phrases, you will be almost a fluent English speaker. 

So don't spend hours and hours learning many different words. Use that time to study phrases instead and you will be closer to English fluency. 

Don't translate 

When you want to create an English sentence, do not translate the words from your Mother tongue. The order of words is probably completely different and you will be both slow and incorrect by doing this. Instead, learn phrases and sentences so you don't have to think about the words you are saying. It should be automatic. 

Another problem with translating is that you will be trying to incorporate grammar rules that you have learned. Translating and thinking about the grammar to create English sentences is incorrect and should be avoided.

3. Reading and Listening is NOT enough. Practice Speaking what you hear!

Reading, listening, and speaking are the most important aspects of any language. The same is true for English. However, speaking is the only requirement to be fluent. It is normal for babies and children to learn speaking first, become fluent, then start reading, then writing. So the natural order is listening, speaking, reading, then writing. 

First Problem

Isn't it strange that schools across the world teach reading first, then writing, then listening, and finally speaking? Although it is different, the main reason is because when you learn a second language, you need to read material to understand and learn it. So even though the natural order is listening, speaking, reading, then writing, the order for ESL students is reading, listening, speaking, then writing. 

Second Problem

The reason many people can read and listen is because that's all they practice. But in order to speak English fluently, you need to practice speaking. Don't stop at the listening portion, and when you study, don't just listen. Speak out loud the material you are listening to and practice what you hear. Practice speaking out loud until your mouth and brain can do it without any effort. By doing so, you will be able to speak English fluently.

4. Submerge yourself

Being able to speak a language is not related to how smart you are. Anyone can learn how to speak any language. This is a proven fact by everyone in the world. Everyone can speak at least one language. Whether you are intelligent, or lacking some brain power, you are able to speak one language. 

This was achieved by being around that language at all times. In your country, you hear and speak your language constantly. You will notice that many people who are good English speakers are the ones who studied in an English speaking school. They can speak English not because they went to an English speaking school, but because they had an environment where they can be around English speaking people constantly. 

There are also some people who study abroad and learn very little. That is because they went to an English speaking school, but found friends from their own country and didn't practice English. 

You don't have to go anywhere to become a fluent English speaker. You only need to surround yourself with English. You can do this by making rules with your existing friends that you will only speak English. You can also carry around an iPod and constantly listen to English sentences. As you can see, you can achieve results by changing what your surroundings are. Submerge yourself in English and you will learn several times faster.

5. Study correct material

A common phrase that is incorrect is, "Practice makes perfect." This is far from the truth. Practice only makes what you are practicing permanent. If you practice the incorrect sentence, you will have perfected saying the sentence incorrectly. Therefore, it is important that you study material that is commonly used by most people. 

Another problem I see is that many students study the news. However, the language they speak is more formal and the content they use is more political and not used in regular life. It is important to understand what they are saying, but this is more of an advanced lesson that should be studied after learning the fundamental basics of English. 

Studying English with a friend who is not a native English speaker is both good and bad. You should be aware of the pro's and con's of speaking with a non native speaking friend. Practicing with a non native person will give you practice. You can also motivate each other and point out basic mistakes. But you might pick up bad habits from one another if you are not sure about what are correct and incorrect sentences. So use these practice times as a time period to practice the correct material you studied. Not to learn how to say a sentence. 

HOW TO SPEAKE ENGLISH FLUENTLY

Well, firstly, if you really want to improve your fluency with the language you should use an “English – English” dictionary. Many people find it comfortable using a “Hindi –English” or “Marathi –English” dictionary. 

Do “not” use this kind of dictionary. Use an “English – English” dictionary only!

There are many advantages of an English - English dictionary. In this kind of dictionary, the meanings are explained in English like:to criticize = to say negative things about; to talk about the mistakes of

So you have to understand the meaning of the meaning too. This helps you to familiarize your self with the language and also exposes you to new English words that you should find out the meanings of.

To really accelerate your English learning process, go in for an English-English dictionary. Not only should you have this kind of dictionary. You must also use it. Use it every time you come across a new word.

Also, keep in mind that when you buy your English-English dictionary, you buy a version that is for learners, not the version for native speakers. Usually, "students version" or "learners version" etc. will be written on the dictionary.

Communication is the string that holds the world together. Thanks to the concept of a universal language, now, communicating with any one in any part of the world is relatively easier. This globally universal language is English. English is a language that has aspects of other languages in it as well, making it an easier to learn and follow the language. Let us, today, see how to speak English fluently. 

Speaking English fluently is a very easy task, if and only if, you put your mind to it. Actually, it has a lot to do with psychology. If you keep the notion in your mind that you will not be able to know how to learn to speak English fluently, you might face problems.

How to Speak English Fluently – Tip 1

First and foremost, to learn how to speak English fluently, you need to learn English. Realize that conversational English and written English do vary from each other to quite an extent. Nonetheless, just like any other language, you need to master it's syntax and grammar first. To that end, it is most essential to read the language and learn it in written style first. Read the newspaper everyday. This will help you learn the regular conversational words as well. Read books and articles on buzzle.com: they will introduce you to creative usage of the language. Make sure that you have a dictionary with you at all points of time. Preferably one that will give you the meanings of English words in your mother tongue, to help you out. However, since you are already reading this article in English, I can presume that you know the language. So, lets get down to the brass tacks now and answer your question "how can I speak English fluently?".

How to Speak English Fluently – Tip 2

Once you have started to get a grasp on the English language in general, you can proceed to speaking it. It does not matter if it is not fluent at the beginning. But you need to start making the attempt. Tell your English speaking friends to talk to you in English and respond to them in English as far as possible. Fluency is a matter of habit. You need to build that habit. Watch English movies and programs on TV and try to follow them as far as possible. Yes, it will take time for the familiarity to build up, but you need to start somewhere. So, start now, so that results will be visible soon. Many people find watching talk shows in English helpful. This is because there is a response time in your mind and since you have been listening to English, your mind starts responding in English as well.

How to Speak English Fluently – Tip3

There are several softwares available online that can help you out in this task as well. These softwares come with audio tutorials for pronunciations and intonations. They will help you speaking English fluently. You can get accent specific tutorials as well. Many people migrating to USA often feel the need to know how to speak American English fluently, so these softwares help them out as well. More so, some of these software have a facility wherein you can test your fluency by recording a certain passage on the software itself. This can really help those who plan on working in a completely English language-centric atmosphere.



PRESENTATION SKILLS

Presentation skills are the essentials techniques you use when presenting an idea or set of ideas to another.

Presentation skills are the basic training for any manager or any trainee vying for such a position. They are critically important and cannot be passed over.

There are many techniques on how to present something effectively. Many books have been written and lectures have been given on the same. Presentation skills can be gotten by just a little effort and conditioning yourself to step out of your ‘safe, normal bounds’ and achieve the public speaker role.

If you are naturally shy, this may take longer to achieve, but need not be so. George Bernard Shaw, was a famed speaker, writer and lecturer. It is a well known fact that as a child he was among the shier sort and never dreamed of being the world-famous speaker and presenter that he was.

He said that it was just the willing of his mind to step out and achieve what no one thought possible, and the regular practice of it, that made him into a person that was able to speak up and out internationally. If you can get a hold of

The term ‘presentation’ is capable of giving butterflies-in-the-stomach even to veteran managers.  This is because while making a presentation you are exposed to your audience’s judgment and this is a frightening thought for most.

  While experience and command over the subject can make a great deal of improvement to a presentation, a quick reference to the right presentation skills resources can make a great difference.

There are many styles and many ways to make a presentation. Many times the manager fails to make the right impact because he/she adopted the wrong approach or the most common style. This is why it is important to be prepared not only in the subject of your presentation, but also the style and method of delivery. 

Many times the right style of presentation can clinch the deal or reject it. There are a number of presentations skills resources available online for the reference of the busy manager which can add verve to the delivery and style of the presentation. The professional of today will not be happy with the ordinary run-of-the-mill styles, and to be frank neither will the audiences. Hence, the time invested in perfecting the art of presenting and adding the right 

As the demand grows so the will the supply grow. There are many training organization and institutions, which specialize in conducting capsule courses on presentation skills. A great deal of information is available in the form of books and e-books readily available for sale on the Internet and offline. As a constantly improving professional it will be good

The presentation skills can be cultivated quite early in one’s career. Colleges and other schools are incorporating this method of dissemination both at teacher and student levels. It has been found with the help of focused studies, that students who have to make presentation in the class become more assertive and focused in their studies, personal lives and later on in their careers.  

This is because they learn to control their audiences and sell their ideas across. The effort of judging, measuring and delivering a message across can really build the character of a student into making a complete person and professional. If you keep updated information on the evolving techniques and styles by reading the current material and/or undergoing periodical courses on this aspect.

The big names in the corporate world are realizing the importance of the presentation skills of their managers and now many have incorporated this aspect in their in-house training programs not only for their sales and marketing personnel, but for all other departments including the accounts, HR and other similar back-end departments.

Leaders make presentations to a wide variety of audiences, for example, Board members, employees, community leaders and groups of customers. Usually there is a lot that can be quickly gained or quickly lost from a

1. List and prioritize the top three goals that you want to accomplish with your audience. It's not enough just to talk at them. You may think you know what you want to accomplish in your presentation, but if you're not clear with yourself and others, it is very easy - too easy - for your audience to completely miss the point of your presentation.

 For example, your goals may be for them to appreciate the accomplishments of your organization, learn how to use your services, etc. Again, the goals should be in terms of what you want to accomplish with your audience.

2. Be really clear about who your audience is and about why is it important for them to be in the meeting. Members of your audience will want to know right away why they were the ones chosen to be in your presentation. Be sure that your presentation makes this clear to them right away. This will help you clarify your invitation list and design your invitation to them. 

3. List the major points of information that you want to convey to your audience. When you're done making that list, then ask yourself, "If everyone in the audience understands all of those points, then will I have achieved the goal that 

I set for this meeting?" 

4. Be clear about the tone that you want to set for your presentation, for example, hopefulness, celebration, warning, teamwork, etc. Consciously identifying the tone to yourself can help you cultivate that mood to your audience. 

5. Design a brief opening (about 5-10% of your total time presentation time) that:

a. Presents your goals for the presentation.

b. Clarifies the benefits of the presentation to the audience.

c. Explains the overall layout of your presentation.

6. Prepare the body of your presentation (about 70-80% of your presentation time).

7. Design a brief closing (about 5-10% of your presentation time) that summarizes the key points from your presentation.

8. Design time for questions and answers (about 10% of the time of your presentation) presentation.

 A little bit of guidance goes a long way toward making a highly effective presentation.

Note that meeting management skills are often helpful in designing an effective presentation. Also note that the following guidelines are intended for general presentations, not for training sessions where your presentation is to help learners to gain specific knowledge, skills or attitudes in order to improve their performance on a task or job.

 It has been observed that when the presentation skills are developed the employee becomes more focused and goal oriented then before. They also learn the art of motivation and passive and active communication skills. Overall the performance and self-esteem get a big time boost. Technique and innovations to it, is actually time well invested.

              
    READING 

According to the National Reading Panel, the ability to read requires proficiency in a number of language domains: phonemic awareness, phonics (sound-symbol correspondence), fluency, vocabulary, and text comprehension.

Phonemic awareness: The ability to distinguish and manipulate the individual sounds of language. The broader term, phonological awareness, also includes rhymes, syllables, and onsets and rimes.

Phonics: Method that stresses the acquisition of letter-sound correspondences and their use in reading and spelling. This helps beginning readers understand how letters are linked to sounds (phonemes),patterns of letter-sound correspondences and spelling in English, and how to apply this knowledge when they read.

Fluency: The ability to read orally with speed, accuracy, and vocal expression. The ability to read fluently is one of several critical factors necessary for reading comprehension. If a reader is not fluent, it may be difficult to remember what has been read and to relate the ideas expressed in the text to his or her background knowledge. This accuracy and automaticity of reading serves as a bridge between decoding and comprehension.

For struggling readers, traditional phonics instruction can have the unintended consequence of promoting dysfluency. The difficulty lies in the coarticulated nature of speech. Speech sounds are overlapping , while print is discrete and sequential. This can be appreciated if one places his/her mouth in position to begin to produce the word cat vs cot. The initial hard c is colored by the subsequent vowel even before speech begins, i.e., the smiling position as one prepares to say cat vs the more limp position as one prepares to say cot. As the early reader works from left to right, beginning with the onset consonant, s/he typically does not yet know the vowel with which it must be coarticulated. And, the vowel sound itself cannot be known until the remaining rime (the rime is the portion of the syllable beginning with the vowel and extending to its end: ig in rig vs ight in right) is fully encountered.

The following example illustrates the dysfluency that this can create. Without looking ahead, begin to sound out the following word, left to right, using letter-sound knowledge. The first letter is b, the sound of which is- try to say it. 

The second letter is o. If you said the sound of b was buh, you have some revision to do since you have ended in a vowel sound that does not allow for blending with the o. But how does the o sound? Now you have bo. What does it sound like? The o could be long or short. Try bou, bough. At this point you might have begun to appreciate that the vowel is not knowable until you reach the end of the syllable, i.e., until you have considered the full rime. Now try bought.

For these reasons, teaching reading through orientation to rime first and then adding the onset (ought-bought) can be helpful in promoting fluency through supporting the phonological problems of coarticulation. Emphasis on the rime also supports the development of an intuitive, and therefore more fluent, awareness of orthographic patterns.

VOCABULARY: A critical aspect of reading comprehension is vocabulary development. When a reader encounters an unfamiliar word in print and decodes it to derive its spoken pronunciation, the reader understands the word if it is in the reader's spoken vocabulary. Otherwise, the reader must derive the meaning of the word using another strategy, such as context.

Reading Comprehension :The NRP describes comprehension as a complex cognitive process in which a reader intentionally and interactively engages with the text. Reading comprehension is heavily dependent on skilled word recognition and decoding, oral reading fluency, a well-developed vocabulary and active engagement with the text.

Rapid automatized naming : The ability to quick say the name of both letters, objects and colors predicts an individual's ability to read. This might be linked to the importance of quick retrieval of phonological representations from long-term memory in reading and the importance of object-naming circuits in the left cerebral hemisphere that are recruited to underpin a child word-recognition abilities.

Stage 0.

 Prereading: The learner gains familiarity with the language and its sounds. A person in this stage becomes aware of sound similarities between words, learns to predict the next part in a familiar story, and may start to recognize a few familiar written words. Chall's Stage 0 is considered comparable to what is often called "reading readiness." Typically developing readers achieve this stage about the age of 6.

Stage 1. Initial reading stage, or decoding stage: The learner becomes aware of the relationship between sounds and letters and begins applying the knowledge to text. This demonstrates the reader has achieved understanding of the critical concept of the alphabetic principle and is learning sound-symbol correspondences, the alphabetic code. Typically developing readers usually reach this stage by the age of 6 or 7.

Stage 2. Confirmation: This stage involves confirming the knowledge acquired in the previous two stages and gaining fluency in those skills. Decoding skills continue to improve, and they begin to develop speed in addition to accuracy in word recognition. At this point, the reader should be able to give attention both to meaning and to the print, using them interactively to build their skills and fluency. This stage is critical for the beginning reader. If the developing reader stops making progress during this stage, the individual remains, in Chall's words, "glued to the print." Typically developing readers usually reach this stage around the age of 8.

Stage 3. Reading to learn: At this stage, the motivation for reading changes. The reader has enough reading skill to begin to read text in order to gain information. Readers' vocabulary development accelerates at this point resulting from increased exposure to the written word. Typically developing children usually achieve this stage in 4th grade, around the age of 9.

Stage 4. Multiple viewpoints: The reader at this stage begins to be able to analyze what they read, understand different points of view, and react critically to what they read. Typical readers are developing this skill set during the high school years, around ages 14 to 19.

Stage 5. Construction and judgment: At this stage, readers have learned to read selectively and form their own opinions about what they read; they construct their knowledge from that of others. This highest level of reading development is not usually reached until college age, or later, and may in fact be achieved only by those who have an intellectual inclination.

       


        WRITING

How to Develop Good Writing Skills in English - 3 Ways to Become an Outstanding Writer 

Here are some ways on how to develop good writing skills in English.

1) Read Books.

If you're an avid reader, then this should not be a problem for you. Reading books helps you get a better grasp of the English language. You're able to see how people use certain words or construct sentences apart from the examples on your language handout or references. Plus, you'll also gain more confidence in your own writing style.

If you're not a fan of books, you can always read short stories or feature articles online. Even some magazines will help you develop good writing skills in English.

2) Start Writing.

If you want to develop good writing skills in English, you're going to have to write something at some point. A lot of people who keep journals are able to practice their English very well. I suggest you do the same as well.

If you prefer typing to actual writing, that's not a problem either. Your writing skills will not be impeded by whatever method you choose to use. Writing in a notebook will not necessarily make you a better writer than typing on your computer. However, stick to the one you're more comfortable with.

If you don't want to write a diary, try writing essays. In my case, I often enjoy writing "what if" essays. Ask yourself a "what if" question and answer it in essay form. This way, you won't run out of ideas and tire of the exercise immediately.

3) Put Your Work Out There.

Part of the ways on how to develop good writing skills in English is feedback. How else would you know how good or bad your work is unless you show it to others? A lot of people fear this stage because they don't really want to hear others criticize their work.

However, that is part and parcel of the whole process. It's like the story of "The Emperor's New Clothes." Do you really want to live the rest of your life wearing no clothes just because you can't handle a little honesty?

It's natural to be a little apprehensive about showing your work to others, which is why I suggest you only show it to those people who you really trust. They will give you the honest feedback you need without mocking you for your efforts.

Even successful authors need to keep learning how to develop good writing skills in English. You can't remain stagnant just because you're too lazy to read or write or too afraid to hear what other people think. You have a lot more potential than you realize.





VOCABULARY
01. Word-anathema

   Synonyms-solemn curse

   Antonym-bless

   Usage-the ayatolla heaped anathema upon "the great satan",that     is,the usa.to the ayatolla,america and the west werre anathema ,he loathed the democratic nations,cursing them in his dying Words

02. Word-anemic

   Synonyms-condition in which blood lacks red corpuscles

   Antonym-red-blooded

   Usage-the doctor ascribes her tiredness to anemia

03. Word-animated

   Synonyms-lively

   Antonym-dull

   Usage-jim facial expressions are highly animated when he played ace ventura

04. Word-animus

   Synonyms-intent

   Antonym-favor

   Usage-the animus of the speaker became obvious to all when he began to indulge in sarcastic and insulting remarks

05. Word-anamoly

   Synonyms-irregularity

   Antonym-regularity

   Usage-a bird that cannot fly is an anomoly

06. Word-anonymous

   Synonyms-state of being nameless

   Antonym-signed

   Usage-the donar of the gift asjed the college not to mention her name,the dean readily agreed to respect her anonimity

07. Word-Antonymediluvian

   Synonyms-Antonymiquated

   Antonym-modern

   Usage-looking at his great uAntonyms Antonymique furniture,which must have been cluttering up het attic since before noah a flood,the younger heir exclaimed ,"heavens!how positively Antonymediluvian!"

08. Word-Antonymipathy

   Synonyms-dislike

   Antonym-fondness

   Usage-toms extreme Antonymipathy for disputes keepshim from getting into arguements with his temperamental wife.

09. Word-Antonymithesis

   Synonyms-contrast

   Antonym-similarity

   Usage-this tyranny was the Antonymithesis of all that he had hoped for,and he fought it with all his strength Antonymithetical or Antonymithetic

 10. Word-aphasia

    Synonyms-loss of speech due to injury or illness

    Antonym-volubility

    Usage-after the automobile accident,the victim had periods of aphasia when he couldnot speak at all or could only momble incoherently

11. Word-baroque

   Synonyms-highly ornate

   Antonym-simple

   Usage-accostomed to the severe,angular lines of modern skyscrapers,they found the flamboyance of barque architecture amusing

12. Word-belittle

   Synonyms-disparage

   Antonym-extol

   Usage-parents should not belittle their children early attempts at drawing,but should encourage thjeir efforts

13. Word-bellicose

   Synonyms-warlike

   Antonym-peaceful

   Usage-someone who is apoinling for a flight is by definition bellicose

14. Word-benign

   Synonyms-kindly

   Antonym-malignAntonym
   Usage-though her beningn smile and gentle bearing made miss marple seem a sweet little old lady,ijn reality she was a toughminded

15. Word-benison

   Synonyms-blessing

   Antonym-curse

   Usage-let us pray that the benison of peace once more shall prevail among the nations of the world

16. Word-berate

   Synonyms-scold strongly

   Antonym-praise

   Usage-he feared she would berate him for his forgetfulness

17. Word-bestial

   Synonyms-beastlike

   Antonym-the Red Cross sought to put an end to the bestial treatment of prisoners of war

18. Word-bigotry

   Synonyms-stubborn intolerance

   Antonym-tolerance

   Usage-brought up in a democratic atmosphere,,the student was shocked by the bigotry and narrowness expressed by several of his classmates

19. Word-bizarre

   Synonyms-fAntonymastic

   Antonym-normal

   Usage-the plot of the novel was too bizarre to be believed

20. Word-blanch

   Synonyms-bleach

   Antonym-darken

   Usage-although age blanched her heir,he was still vigoous and energetic

21. Word-bland

   Synonyms-mild

   Antonym-caustic

   Usage-jill tried to bland ointment for hre sunburn

22. Word-blase

   Synonyms-bored with pleasure

   Antonym-ardent

   Usage-although beth was thrilled with the idea of paris trip she tried to act blase,as if she had been abroad many times

23. Word-bleak

   Synonyms-cold

   Antonym-cheerfull

   Usage-the friged,inhospitable aleytian islands are bleak military outposts

24. Word-blithe

   Synonyms-carefree

   Antonym-cheerless

   Usage-marie athny common remark ,"let them eat cake!"epitomises her blithe ignorance of the harsh realities

25. Word-capacious

   Synonyms-spacious

   Antonym-not spacious

   Usage-in the capacious areas of the railroad  thousands of travellers lingered while waiting in the trains

26. Word-capricious

   Synonyms-frickle

   Antonym-steadfast

   Usage-the strom was capricious

27. Word-captious

   Synonyms-faultfinding

   Antonym-tolerAntonym
   Usage-his criticisms were captitious and frivolous

28. Word-carnal

   Synonyms-fleshly

   Antonym-spiritual

    Usage-is the public more intrested  in the carnal pleasures than in spiritual matters?

29. Word-carnivorous

   Synonyms-meat-eating

   Antonym-vegetarian

   Usage-the lion is a carnivorous beast

30. Word-carping

   Synonyms-pretty criticism

   Antonym-uncritical

   Usage-welcoming criticism,lexy appreciated comments
31. Word-adulation

  Synonymsonym-admiration

  Antonymonym- criticism

  Usage-the rock star thrived on the adulation of his groupies angrys then

32. Word-advocacy

  Synonyms-support

  Antonym-oppose

  Usage-my mom advocate me in my exam

33. Word-affable

  Synonyms-easily approachable

  Antonym-rude

  Usage-nicholas was amazed at how affable his new employer was

34. Word-affected

  Synonyms-artificial

  Antonym-unfeigned

  Usage-his affected mannerisms_his havard accent,his air of boredom bugged us

35. Word-affluence

  Synonyms-abundance

  Antonym-poverty

  Usage-foreigners are amazed by his influence and luxuary of the american way of life

36. Word-agility

  Synonyms-nimbleness

  Antonym-awkwardness

  Usage-the agility of the acrobat amazed and thrilled the audience

37. Word-alacrity

  Synonyms-eagerness

  Antonym-slowness

  Usage-phil and dave were raring to get off to the mountains,they packed up their  skigear and climbed into van with alacrity and clmbed into van with alacrity

  38. Word-alleviate

    Synonyms-relieve

    Antonym-worsen

    Usage-this should alleviate the pain,if it doesnot,we shall have to use stronger drugs

39. Word-allure

  Synonyms-attract

  Antonym-repel

  Usage-allured by the song of the sirens,the helmsman steered the ship towards the reef

40. Word-allof

   Synonyms-apart

   Antonym-gregarious

   Usage-shy by nature,she remained aloof while all the rest conversed

41. Word-amalgamate

   Synonyms-combine

   Antonym-seperate

   Usage-the unions will attempt to amalgamate their groups into nationalbody

42. Word-ambiguous

   Synonyms-unclear

   Antonym-clear

   Usage-his ambiguous instructions misled us, we did not know which road to take.

43. Word-amble

   Synonyms-moving at an easy place

   Antonym-hasten

   Usage-when she first mountained the horse ,she was afraid to urge the animalto go faster than a gentleamble

44. Word-ambulatory

   Synonyms-able to walk

   Antonym-bedridden

   Usage-calvin was an highly ambulatory patient

45. Word-ameliorate

   Synonyms-improve

   Antonym-make worsen

 Usage-many social workers have attempted to ameliorate the cinditions of people living in the slums

46. Word-amicable

   Synonyms-politely friendly

   Antonym-unfriendly

   Usage-beth s sister jo is the shot-tempered tomboy who has a hard time maintaining amicable relationships with those around us

47. Word-amoral

   Synonyms-nonmoral

   Antonym-ethical

   Usage-the amoral individual lacks a code of ethics ,he cannot tell right from wrong

48. Word-amorphous

   Synonyms-formless

   Antonym-definite

   Usage-as soon as we have decided on our itinerary,we shall send u a copy,right now ,our plans are still amorphous

49. Word-amplify

   Synonyms-broaden

   Antonym-decrease

   Usage-Charlie brown tried to amplify his remarks, but he was drowned out by jeers from the audience

50. Word -analogous

   Synonyms-comparable

   Antonym-not comparable

   Usage-she called our attention to the things that has been done in an analogous situation and recommended that we do the same
51. Word-diatribe

   Synonyms-bitter scolding

   Antonym-eulogy

   Usage-during the lengthy diatribe delivered by his opponent he remained calm and self-controlled

52. Word-diffidence

   Synonyms-shyness

   Antonym-boldness

   Usage-you must overcome your diffidence if you intend to become a sales person

53. Word-dilate

   Synonyms-expand

   Antonym-contract

   Usage-in the dark the pupils of the eye dilates

 54. Word-dilatory

    Synonyms-tending to delay

    Antonym-prompt

    Usage-if you delay in paying your bills,your credit rting may suffer

  55. Word-diminution

     Synonyms-lessening

     Antonym-appreciation

     Usage-old jack was as sharp at eighty as he had been at fifty,increasing age led to no diminution of his mental acuity

 56. Word-din

    Synonyms-continued loud noise

    Antonym-silence

    Usage-the din of the jackhammers outside the classroom window drowned out the Lecturers voice

57. Word-disabuse

   Synonyms-correct a false impressions

   Antonym-deceive

   Usage-I will attempt to disabuse you of youe impression of my clients guilt,i know he is innocent

58. Word-disconsolate

   Synonyms-sad

   Antonym-joyous

   Usage-the death of his wife left him disconsolate

59. Word-enervate

   Synonyms-weaken

   Antonym-strengthen

   Usage-she was slow to recover from her illness,even a short walk to the window enervated her

60. Word-enhance

   Synonyms-increase

  Antonym-degrade

  Usage-you have enhance your chances of being admitted to the college of your choice by learning to write well
61. Word-castigation

   Synonyms-punishment

  Antonym-commendation

  Usage-sensitive to mild crriticism,woolf couldnot bear the castigation

62. Word-categorical

   Synonyms-unqualified

   Antonym-qualified

   Usage-though the captain claimed he was he was never,never sick at sea,he finally qualified his categorical denial

63. Word-catholic

   Synonyms-universal

   Antonym-narrow

   Usage-he was extremely catholic in his taste

64. Word-celerity

   Synonyms-speed

   Antonym-delay

   Usage-hamlet resented his mothers celerity in remarrying within a month

65. Word-celibate

   Synonyms-unmarried

   Antonym-married

   Usage-recent studies maintain he was celibate throught his life

66. Word-censure

  Synonyms-blame

  Antonym-praise

  Usage-the senator was censured to the behaviour to a member of congress

67. Word-centrifugal

   Synonyms-radiating

   Antonym-centripetal

   Usage-many automatic machines remove dirt by rotating centrifugally

68. Word-cessation

   Synonyms-stoppage

   Antonym-beginning

   Usage-the airlines employees threatened a cessation of all works if management fails to meet their demands

69. Word-chaffing

   Synonyms-warm by rubbing

   Antonym-serious

   Usage-chilled,he chaffed his hands before fire

70. Word-coy

   Synonyms-shy

   Antonym-brazen

   Usage-reluctAntonym to commit herself so early in the game ,kay ws coy in her answers to kens offer

71. Word-cozen

   Synonyms-cheat

   Antonym-treat honestly

   Usage-he was the kind of individual who would cozen his friends in a cheap card game

72. Word-craven

   Synonyms-cowardly

   Antonym-bold

   Usage-lillians craven refusal to join the protest was criticized by her comrades

73. Word-crux

   Synonyms-essential

   Antonym-trivial point

   Usage-this is the crux of the entire problem

74. Word-cryptic

   Synonyms-mysterious

   Antonym-candid

   Usage-thoroughly bafled by holmes cryptic remarks,watson wondered whether holmes was intentionally concealing his thoughts about the crime

75. Word-cupidity

   Synonyms-greed

   Antonym-generosity

   Usage-the defeated people could not satisfy the cupidity of the conquerers

76. Word-curtail

   Synonyms-shorten

   Antonym-lengthen

   Usage-her dad had ordered her to curtail her social life

77. Word-cynical

   Synonyms-skeptical

   Antonym-trusting

   Usage-cynical form birth,sidney was suspicious whenever anyone gave him a gift"with no strings attached."

78. Word-dank

   Synonyms-damp

   Antonym-dry

   Usage-the walls of dungeon were dank and slimy

79. Word-dapper

   Synonyms-neat and trim

   Antonym-untidy

   Usage-unger,an excessively dapper soul who could not stand to have a hair out of place

80. Word-dauntless

   Synonyms-intimidate

   Antonym-cowardly

   Usage-boast al you like of your prowess.mere Words cannot daunt me,"the hero answered the villain

81. Word-dearth

   Synonyms-scarcity

   Antonym-abundance

   Usage-the dearth of skilled labor compelled the employers to open trade schools

82. Word-debacle

   Synonyms-sudden dowmfall

    Antonym-progress

   Usage-in the airplane movies,every flighjt turns into a debacle,with passengers collapsing

83. Word-debilitate

   Synonyms-weaken

   Antonym-strength

   Usage-micheals severe bout of the flu debilitated him so much

84. Word-debonair

   Synonyms-urbane

   Antonym-reporters frequently describe polished and charming leading men-cary grAntonym ,for example-as debonair

85. Word-derogatory

   Synonyms-expressing a low opinion

   Antonym-praising

   Usage-because the Word eskimo has come under strong attack in recent years for its supposedly derogatory

 connotations,many americans today either avoid term using it

86. Word-desecrate

   Synonyms-profane

   Antonym-consecrate

   Usage-the invaders desecrated the sanctuary

87. Word-destitute

   Synonyms- extremely poor

   Antonym-affluent

   Usage-because they had no ghealth insurance,his fathers costly illness left the family destitute

88. Word-devoid

   Synonyms-lacking

   Antonym-full of

   Usage-you may think chers mind is a total void,but shes actually not devoid of intelligence she just sounds like an airhead

89. Word-devout

   Synonyms-pious

   Antonym-impious

   Usage-the devout man prayed daily

90. Word-diabolical

   Synonyms-devilish

   Antonym-seraphic

   Usage-"what a friend iam, to devise such a diabolical scheme to destroy gotham city"chortled the joker
91. Word-ennui

   Synonyms-boredom

   Antonym-excitement

   Usage-"this vacation is boring" complained heather,tried of being stuck riding in the car with no way to relieve her growing ennui

92. Word-enunciate

   Synonyms-speak

   Antonym-mumble

   Usage-how will people understamd if you do not enunciate clearly?said the teacher

93. Word-ephemeral

   Synonyms-short lived

   Antonym-eternal

   Usage-the mayfly is an ephemeral creature,its adult life lasts little more than a day

94. Word-equable

   Synonyms-steady

   Antonym-stormy

   Usage-climate of west indies is equable and pleasAntonym
95. Word-equanimity

   Synonyms-calmness of temperament

   Antonym-agitation

   Usage-even the inevitable strains of caring for an ailing mother did not disturb bea s equanimity

96. Word-equilibrium

   Synonyms-balance

   Antonym-imbalance

   Usage-after the devorce,he needed sometime o regain his eqilibrium

97. Word-equivocal

   Synonyms-ambiguous

   Antonym-rejecting the candidated equivocl comments on tax reform,the reporters pressed him to state clearly where he stood on the issue.

98. Word-erratic

   Synonyms-odd

   Antonym-steady

   Usage-investors become anxious when the stock market appears erratic

99. Word-erroneous

   Synonyms-mistaken

   Antonym-accurate

   Usage-i thought my answer was correct,but it was erraneous

100. Word-erudite

    Synonyms-learned

    Antonym-ignorAntonym
    Usage-unlike much scholarly writing,huizinga s prose was entertaining as well as erudite ,lively as well as learned




GENERAL TASK

While there are many skills that are necessary for success, communication skills are among the most important. If you are good at communicating, there is a good chance that you will quickly advance in your career. On the other hand, if you are bad at communicating then it would be difficult for you to move higher in your career.

Unlike many other skills, communications skills can be used in virtually every field. Wherever you work, you always need to communicate with others. There is no job in this world in which you don't need to communicate with other people. Whether you are a teacher, a driver, a designer, or anything else, communication is an indispensable part of what you do. The good thing about this is your effort on improving your communication skills will definitely be fruitful since you can always use those skills. Communication skills will always be relevant though you switch to new careers.

The essence of communication is to understand and be understood. It is not as simple as it sounds. There are many occasions in which people fail to understand each other even if they come from similar background. Different points of view and personalities can cause them to see things differently and therefore misunderstand each other. There are countless problems that occur from misunderstanding in the workplace. If only people work to improve their communication skills, such misunderstanding can be minimized so that they can work in a mutually beneficial way.

Misunderstanding is just one problem though. Another problem related to lack of communication skills is the inability to market yourself. In this competitive era you need to be able to market yourself. Even if you have great value, people would not notice if you can't market yourself. You need to communicate your value to other people. When you have an idea, you need to convince others about the value of your idea. When you have an opinion, you need to convince others by communicating your arguments. Communication skills play an important role here.



I have the way to communicate with others. I had overcome all my stage fear; I have improved my English and my vocabulary.



I have learnt how to speak English fluently, I have learnt the dignity and decency in my formal dressing have improved my pronunciation and I learnt the way of presentation, and also I improved my body language, and it will sure help in my Interview, I learnt the way to present in the Interviews and it surely helps me in my future.

