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COMMON ERRORS
1. INCORRECT:  His two sons are at school but none of them 



     Passed this year.

CORRECT
    :  His two sons are at school but neither of them

            Passed this year
EXPLANATION: Neither should be used when the task is not completed.
2. INCORRECT  : She helps the people who are in need.does she?

CORRECT     :  She helps the people who are in need.dosen’t 
            She?
EXPLANATION: The question is in positive sense.
3. INCORRECT   :Ram has been watching television since one 

                        Hour.

CORRECT      :Ram has been watching television for an hour.

EXPLANATION: As it is in present perfect continuous for is used.
4. INCORRECT   : The two friends must help one another.
 CORRECT     :  The two friends must help each other.

EXPLANATION: As there are two people each other should be used.
5. INCORRECT    : I have a work to do.

CORRECT       : I have work to do

EXPLANATION :Article should not be used.
6. INCORRECT    : I suggest you to meet his father
CORRECT        : I suggest to you to meet his father
EXPLANATION  :Preposition is used.
7. INCORRECT      : she is the youngest of all the two sisters.

CORRECT          : she is the younger of the two sisters

EXPLANATION   : In comparison V2 should be used.
8. INCORRECT       : I prevented him to enter the office.

CORRECT           : I prevented him from entering the office.
EXPLANATION    :    Prevented is followed by from.
9. INCORRECT         : I don’t think he can be able to solve the 

                                Problem

CORRECT             : I don’t think he can solve the problem

EXPLANATION      : Can itself means able.
10. INCORRECT           : He was called as the big brother by his 
                                Friends.
CORRECT               : He was called the big brother by his 
                                  Friends.
EXPLANATION         : No need of preposition.
11. INCORRECT          : Let us discuss about the dispute.
CORRECT              : Let us discuss the dispute.

EXPLANATION       : No need of conjunction 

12. INCORRECT           : The volunteers came to the meeting by 

                                 Foot

CORRECT               : The volunteers came to the meeting on 

                                 Foot
EXPLANATION         :  Car ,bike-by
                                     Foot-on

13. INCORRECT         : The cost of all essential commodities have 

                                Grown up

CORRECT             : The cost of all essential commodities has 

                                Gone up

EXPLANATION       :  commodities is a singular word
14. INCORRECT            : I shall not come unless I am not invited.

CORRECT               : I shall not come unless I am invited.
EXPLANATION         : Unless it self indicates if not.
15. INCORRECT            : He asked me where was I going

CORRECT                : He asked me where I was going.

EXPLANATION         :  In answer form sub+verb
16. INCORRECT             : One should always remain loyal to his 
                  Country
CORRECT                 : One should always remain loyal to ones 

                                     Country

EXPLANATION           : common.
17. INCORRECT             : This morning I got up lately.
CORRECT                 : This morning I got up late.

EXPLANATION          :    Late V3 also late.
18. INCORRECT             : You are preventing me to leave the 

                                       Room

CORRECT                : You are preventing me from leaving the 

                                   Room

EXPLANATION          : Prevent follows by from.
19. INCORRECT              : He has lost all his luggages on his way 

                                      Home
CORRECT                  : He has lost all his luggage o his way 






Home

 EXPLANATION           : There is no plural form of luggage.
20. INCORRECT                 : His problems are the same as me.
CORRECT                     : His problems are same as mine

EXPLANATION              : Common
21. INCORRECT                  :Death is preferable than disgrace.

CORRECT                      : Death is preferable to disgrace.

EXPLANATION                : Prefer never follows by than.
22. INCORRECT                   : It has been raining from morning.

CORRECT                       : It has raining since morning

EXPLANATION                :In Present continuous since should be used. 
23. INCORRECT                     :One of my collegues always come to 

                                           Help me

CORRECT                         : One of my colleagues always 

                                           Comes to help me

EXPLANATION                   :always indicates simple present.
24. INCORRECT                    : My knife is the sharpest of the two

CORRECT                        : My knife is the sharper of the two

EXPLANATION                 :In comparison V2 is used.
25. INCORRECT                    : My friend gives me many advices 

                                          Regarding my future career.

CORRECT                        :   My friend gives me much advice 

                                              Regarding my future career
EXPLANATION                    : There is no plural form for advice.
26. INCORRECT                       : I and my father went to the 
              market place.

CORRECT                           : My father and I went to the mark

                                              Et place.

EXPLANATION                     : First person words are used later.
27. INCORRECT                         :You did not go to the college.Are

                                              You?

CORRECT                             :You did not go to college.Did 

                                              You?

EXPLANATION                      : Question tag.
28. INCORRECT                           : Rani and vani are cousin 

                                                 Sisters

CORRECT                               : Rani and vani are cousins

EXPLANATION                        : Cosin itself is sister.
29. INCORRECT                            :I have lived here since 1970

CORRECT                                : I have been living here since 

                                                  1970 

EXPLANATION                          : Present perfect continuous.
30. INCORRECT                            : She bought 4 dozens of 

                                                  Oranges

CORRECT                                : She bought 4 dozen oranges

EXPLANATION                         :  There is no plural form for the word dozen. 
31. INCORRECT                              : We usually go to college by 

                                                    Walk

CORRECT                                 : We usually go college walking

EXPLANATION                          :Regular habit.
32. INCORRECT                              : Radha is more taller than 

                                     

    Ravi 

CORRECT                                  : Radha is much taller than 

                                                     Ravi 

EXPLANATION                           : In comparison much is used.
33. INCORRECT                               : I had just received your letter 

CORRECT                                   : I have just received your 

                                                     Letter 

EXPLANATION                             :  Just indicates present perfect.
34. INCORRECT                            : Why you are talking like that?

CORRECT                               :  why are you talking like that?

EXPLANATION                         :  Verb+sub in question form.
35. INCORRECT                            : He just do not know anything 

                      about music

CORRECT                                : He just dosen’t know  
                                      anything  about music 
EXPLANATION                          :  In third person singular does should be used.  
36. INCORRECT                              :His brother-in-laws are going 








abroad   
CORRECT                                  : His brother-in-law are going          
                   Abroad 

EXPLANATION                            : brother-in-laws doesn’t exist. 
37. INCORRECT                                : None of my friend are 

                                                     Intellegent

CORRECT                      : None of my friends is intellegent

EXPLANATION               : None indicates singular.
38. INCORRECT                  : It is in 1997 we first flew to the u.s

CORRECT                     : We flew to the u.s for the first time in 





1997

EXPLANATION               :  Rearranged sentence.
39. INCORRECT                   : Children visiting the park are 

                                      amused by the monkeys play in the cage 
CORRECT                       : Children visiting the park are 

                                        amused by the monkeys playing in        the cage 
EXPLANATION                :  Present continuous is used.
40. INCORRECT                   : Ram’s salary is much larger than 

                                         Ramesh

CORRECT                       : Ram’s salary is much higher than 






  That of ramesh

EXPLANATION


: In  comparison that should be used
41. INCORRECT                  : I love dancing as well as listen to 






Music

CORRECT                      : I love dancing as well as listening to






Music

EXPLANATION                : Present continuous is used
42. INCORRECT                   :After you will return from newyork,I 
                will come and see you
CORRECT                       :After you return from newyork ,I will                                     

           come and see you

EXPLANATION                : Common
43. INCORRECT             : The only good things about these pens 


are their colour and their size

CORRECT                 : The only god thing about these pens is 



Their colour and their size 

EXPLANATION           : Singular is used.
44. INCORRECT              : A tallest man I have never seen lives in

my village

CORRECT                  : The tallest man I have ever seen lives 

In my village

EXPLANATION            :  Article is used.
45. INCORRECT              : The African countries are poor, isn’t it?

CORRECT                  : The African countries are poor, aren’t

                                   They?

EXPLANATION           : Question tag.

46. INCORRECT             :Too many ill equipped hospitals is  

coming up in rural india
CORRECT                 : Too many ill equipped hospitals are 

                                  Coming up in rural india

EXPLANATION           :Plural is used.
47. INCORRECT              : Either you or he coming to me 

Tomorrow

CORRECT                  : Either you or he is coming to me 

                                     Tomorrow

EXPLANATION            : Either indicates singular.
48. INCORRECT                 : I am having a big house in Chennai and 


a small one in my village
CORRECT                 : I have a big house in Chennai and a 
        small one in my village
EXPLANATION       :Possesiveness.
49. INCORRECT      : Why you are so late?

CORRECT         : Why are you so late?

EXPLANATION   : In question form verb+sub is used.
50. INCORRECT      : He is your brother, isn’t it?

CORRECT         : He is your brother, isn’t he?

EXPLANATION  :  Question tag.
51. INCORRECT      : He asked me as that whose pen it was?

CORRECT         :  He asked whose pen it was.
EXPLANATION   : In direct speech  that should not be used.
52. INCORRECT    : We inquired when was the next train?

CORRECT        : We inquired when the next train was

EXPLANATION  : In answer form sub+verb
53. INCORRECT    : One should always do his duty

CORRECT        : One should always do one’s duty

EXPLANATION : Common.
54. INCORRECT    : These both girls are clever

CORRECT        : Both these girls are clever

EXPLANATION  : Rearrangement of sentence.
55. INCORRECT    :Shakespeare is greater than any poet

CORRECT        :Shakespeare is greater than any other poet

EXPLANATION  : In comparison than any other should be used.
56. INCORRECT      : I neither insulted tom nor his father

CORRECT          : I insulted neither tom nor his father

EXPLANATION    : Rearrangement of sentence.

57. INCORRECT    : She is used to work hard

CORRECT        : She used to work hard

EXPLANATION  : Used indicates regular work in the above sentence, so simple present should be used.
58. INCORRECT    : I couldn’t attend to the meeting

CORRECT         : I couldn’t attend the meeting

EXPLANATION   :No need of preposition.
59. INCORRECT       : This book comprises of five sections

CORRECT            : This book comprises five sections

EXPLANATION     :  Comprises never follows by of.
60. INCORRECT          : I suggest you to see a doctor
CORRECT              : I suggest to you to see a doctor
EXPLANATION       : Preposition is used.
61. INCORRECT          : He described about the cricket match

CORRECT             : He described the cricket match

EXPLANATION      : Described itself indicates about.
62. INCORRECT          : You should avail the offer

CORRECT              : You should avail yourself of the offer

EXPLANATION        : Pronoun is used.
63. INCORRECT         : You are more beauty than her

CORRECT             : You are more beautiful than she

EXPLANATION      : In comparison V2 is used.
64. INCORRECT          : We are awaiting for may

CORRECT              : We are waiting for may

EXPLANATION        : Awaiting never follows by for.
65. INCORRECT      : Being a very hot day, I stayed indoors
CORRECT          : It being a very hot day, I stayed indoors

EXPLANATION    : Pronoun is used.
66. INCORRECT      : She refused to marry with him

CORRECT         : She refused to marry him

EXPLANATION   : Marry itself indicates with him in the above sentence.
67. INCORRECT      : He stressed on the importance of careful 




    Driving

CORRECT          : He stressed the importance of careful 





Driving

EXPLANATION    : No need of preposition.
68. INCORRECT       : He told to me about his misfortunes

CORRECT           : He told me about his misfortunes

EXPLANATION     : Told me never follows by to.
69. INCORRECT       : Jyothi is my cousin sister
CORRECT          : Jyothi is my cousin

EXPLANATION    :Cousin itself means sister.
70. INCORRECT       : I have two brother-in-laws

CORRECT           : I have two brothers-In-law

EXPLANATION    : brother-in-laws  never exist.
71. INCORRECT         :When you can reach there?

CORRECT             : When can you reach there?

EXPLANATION      : In question  form verb+sub Is used.
72. INCORRECT         :Its time we start

CORRECT             :Its time we started

EXPLANATION       : Past tense4 should be used in the above sentence.
73. INCORRECT       : This pen is more costlier than that

CORRECT          :This pen is much costlier than that

EXPLANATION    :In  comparison much should be used.
74. INCORRECT      : Mother-in-laws are a nuisance

CORRECT          : Mothers-in-law are nuisance

EXPLANATION    :  Mother-in-laws nevert exist.          

75. INCORRECT        : She was given a chair to sit

CORRECT            : She was shown a chair to sit on

EXPLANATION      : Common.
76. INCORRECT        : Ramu gave me many advises
CORRET             : Ramu gave me much advise

EXPLANATION     :  Plural is used.
77. INCORRECT       :I am living in Hyderabad for the past fifteen 

                              Years

CORRECT           : I have been living in Hyderabad for the past 

                               Fifteen years

EXPLANATION     : Present perfect continuous is used.
78. INCORRECT         : She is suffering with cholera

CORRECT             : She is suffering from cholera

EXPLANATION       : Before diseases from should be used.
79. INCORRECT         : I have a work to do

CORRECT            : I have work to do
EXPLANATION     : No article is used before work in the above sentence.
80. INCORRECT         : She has been watching movie since one 





Hour

CORRECT             : She has been watching movie for an hour

EXPLANATION      :  For is used in the present perfect continuous.
81. INCORRECT      : You must go on bus

CORRECT          : You must go by bus

EXEPLANATION  : car,bus-by
82. INCORRECT        : ram is more shorter than tom

CORRECT            : Ram is much shorter than tom

EXPLANATION     :  In comparison much is used.
83. INCORRECT       : I had received your call

CORRECT           : I received your call

EXPLANATION     : common.
84. INCORRECT        : You must write with ink

CORRECT            : You must write in ink

EXPLANATION     : When ever ink is used in should be used.
85. INCORRECT        : She met the official and lodged a complaint

CORRECT            : She met the official concerned and lodged a

                               Complaint

EXPLANATION      : common
86. INCORRECT      : He arrived today morning

CORRECT               : He arrived this morning

EXPLANATION        : Indirect speech. 
87. INCORRECT          : Fruits are more preferable than sweets

CORRECT              : Fruits are much preferable to sweets

EXPLANATION        :Prefer is never followed by than
88. INCORRECT      : Tea is more preferable than coffee
CORRECT          : Tea is much preferable to coffee

EXPLANATION     :Prefer is never followed by than.
89. INCORRECT        : The teacher told him sternly not to be     

                                absent In the class

CORRECT            : The teacher told him sternly not to be 

                              Absent from the class

EXPLANATION      :   common.
90. INCORRECT       : Nuclear science has been foreseen a few 
                              Decades ago

CORRECT           : Nuclear science was foreseen a few decades 

                              Ago

EXPLANATION     :  ago-simple past tense
91. INCORRECT        : India has become an independent country

CORRECT            : India became an independent country

EXPLANATION     : common.
92. INCORRECT        :When india has become republic?

CORRECT            :When india became republic?

EXPLANATION      :simple past.
93. INCORRECT      :Walking along the road, a bus  dashed 


against a little girl

CORRECT          : A bus dashed a little girl walking along the 

                             Road

EXPLANATION    : Rearranging.
94. INCORRECT        : System development is a priority

CORRECT            : System development is priority

EXPLANATION      :   Article is not used
95. INCORRECT         : Judge ordered that the accused be hung

CORRECT             : Judge ordered that the accused be hanged

EXPLANATION       : In in direct speech-simple past used in above.
96. INCORRECT        : The tatas found Indian institute of science

CORRECT            :Tatas founded Indian institute of science
EXPLANATION      : Article is not used.
97. INCORRECT         : Sita is my cousin sister

CORRECT             : Sita is my cousin
EXPLANATION       : cousin it self is a sister.
98. INCORRECT       : An Indian lands on the moon

CORRECT          : An Indian landed on the moon

EXPLANATION    : Simple past.
99. INCORRECT     : He told to me about his misfortunes
CORRECT      :He told me about his misfortunes

EXPLANATION: No need of preposition

100. INCORRECT    : She brought 3 dozens of eggs
CORRECT      : She brought 3 dozen eggs

EXPLANATION  : There is no plural word for dozen.

COMMUNICATION SKILLS

· 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 Mass communication : This is generally identified with tools of modern mass media, which includes: books, the press, cinema, television, radio, etc. It is a means of conveying messages to an entire populace. 

· It No matter what the different types of communication skills are, communicating is an ever-continuing process that is going on all is as important to human life as is day-to-day existence.communication professionals include advertisers, journalists, camera crew, etc.
Presentation skills
Effective presentation need to follow 4P’s

1. planning
2. preparing

3. practice

4. performance

every presentation  has got 3 parts i.e;

1. introduction
2. body
3. conclusion
THE IMPORTANT THINGS WE SHOULD REMEMBER DURING THE PUBLIC SPEAKING  ARE
· ENTERING ON TO THE DIAS

· MAINTAINING EYE CONTACT

· BODY LANGUAGE

· GROOMING

· DRESSING 
1. Obey time constraints – Maybe you have 2 minutes. Maybe you have 45. Either way, customize your presentation to fit the time allowed, and respect your audience by not going over time.

2. Craft an introduction – Set the context and make sure the audience is ready to go, whether the introduction is for you or for someone else.

3. Exhibit confidence and poise – These qualities are sometimes difficult for a speaker to attain, but easy for an audience to sense.
Handle unexpected issues smoothly – Maybe the lights will go out. Maybe the projector is dead. Have a plan to handle every situation.

4. Be coherent when speaking off the cuff – Impromptu speaking .Before, after, or during a presentation leaves a lasting impression too. Doing it well tells the audience that you are personable, and that you are an expert who knows their stuff beyond the slides and prepared speech.
5. Seek and utilize feedback – Understand that no presentation or presenter (yes, even you!) is perfect. Aim for continuous improvement, and understand that the best way to improve is to solicit candid feedback from as many people as you can.

6. Act and speak ethically – Since public speaking fears are so common, realize the tremendous power of influence that you hold. Use this power responsibly.

Characteristics of Good Public Speakers

· First and foremost, the speaker is knowledgeable about the subject.

· The speaker's voice and appearance assists, rather than hinders, a clear understanding of the message.

· The speaker is comfortable and "polished" when speaking.

· The speaker is capable and confident when answering audience questions.

When using slides or overheads
· don't dim the lights in the audience area,

· dim lights by the screen if necessary, but make sure you can be seen,

· face the audience, not the screen, when referring to items on the screen,

tell the audience where to look on the screen, "The largest part of the pie chart indicates

· The most common meeting format calls for the speaker presentation first with questions following. A very informal meeting may allow for questions during the speaker's presentation.

· Use audience questions to clarify your points or clear up misunderstandings.

· Incorporate the answers to frequently asked questions into your next presentation.

· When selecting a questioner from the audience, don't point. Instead, extend your full arm with an open palm toward the person you'd like to hear from.

· Look directly at the questioner and listen for the issue behind the question.

· Break your gaze with the questioner, restate or rephrase the question while looking at another audience member. Look back at the questioner while answering.

· To avoid a follow-up question from the same questioner, break your gaze with them before you finish answering the question and make eye contact with another audience member as you finish your statement.

LISTENING SKILLS

· The average college student spends about 14 hours per week in class listening  to lectures. See if you can improve your listening skills by following some of the strategies below
· Maintain eye contact with the instructor. Of course you will need to look at your notebook to write your notes, but eye contact keeps you focused on the job at hand and keeps you involved in the lecture
· Focus on content, not delivery. Have you ever counted the number of times a teacher clears his/her throat in a fifteen minute period? If so, you weren't focusing on content
· Avoid emotional involvement. When you are too emotionally involved in listening, you tend to hear what you want to hear--not what is actually being said. Try to remain objective and open-minded
· Avoid distractions. Don't let your mind wander or be distracted by the person shuffling papers near you. If the classroom is too hot or too cold try to remedy that situation if you can. The solution may require that you dress more appropriately to the room temperature
· Treat listening as a challenging mental task. Listening to an academic lecture is not a passive act--at least it shouldn't be. You need to concentrate on what is said so that you can process the information into your notes.

· Stay active by asking mental questions. Active listening keeps you on your toes. Here are some questions you can ask yourself as you listen. What key point is the professor making? How does this fit with what I know from previous lectures? How is this lecture organized
· Use the gap between the rate of speech and your rate of thought. You can think faster than the lecturer can talk. That's one reason your mind may tend to wander. All the above suggestions will help you keep your mind occupied and focused on what being said. You can actually begin to anticipate what the professor is going to say as a way to keep your mind from straying. Your mind does have the capacity to listen, think, write and ponder at the same time, but it does take practice.
· The first stage refers solely to hearing what the speaker is saying and being able to reproduce it, without any other thoughts in one's mind. Listening is man's innate ability, but to succeed in life, he must constantly develop it as to ensure a most effective interaction and reaction to the surrounding environment. Improving the ultimate outcome of the listening process could be achieved by an implementation of the following
· suggestions:maintaining constant eye contact with the speaker in order to remain focused on the respective situationfocusing on the content of the information delivered, rather than the way it is being delivered, which could also distract the listenerremaining objective and open minded without getting emotionally involved, as this often leads to the listener only hearing what they want to hearavoiding distractions in all of their forms, including noises on the street, the voices of other people in the vicinity or the too low or too high room temperatureconcentrating on the actual information delivered and trying to interpret it in various ways; in other words, listening should be assimilated to a challenging mental taskasking mental questions as to remain focused and activefinally, the listener should realize that he thinks faster than the speaker talks, therefore, he is able to use this gap to foresee what the speaker will say or any other features regarding the information being delivered (University of Minnesota Duluth, 2006).
· The best way to master the learning skill is to understand the main concepts that revolve around it. You might think, "Maybe this means that the pattern of stripes is different for each zebra" . I think this seems believable" . "When you hear that no two are alike, think about what that might mean. If you can repeat the fact, then you have heard what has been said" . He could for instance think: "How could the stripes to be different for every zebra? But then again, the fingerprints are different for every person. "For example, say you were listening to a report on zebras, and the speaker mentioned that no two are alike. The understanding stage refers to taking what one has heard out of its context and interpreting it in their own way. For instance, there are three stages that occur in the real listening process: hearing, understanding and judging. Finally, the third stage of the listening process, judging, occurs once the listener has fully understood the speaker and is now himself trying to analyze if what he has heard makes any sense. 
· observation of body language and gestures, the importance of showing empathy and the skill to enter a clients reality, this includes leaving your own opinions, reasons and judgements to one side so we can understand theirs. We must also be self-aware and realise that we could be sending negative signals to our client. Be careful not to give the client false hope or to allow them to think you can solve their problems. To be an effective listener we need to develop certain skills, these can be used in stages to guide us through the process of effective or as it is sometimes called active listening. Porrit (1990) states ' reflective listening is mostly used when people face obstacles which block positive views of themselves' (p. According to Frankland and Sanders (1995) the first stage we approach is the skill of observation. 48) The observation of non-verbal signs are as important as observing what is being said. Finally I hope to show that effective listening benefits all those involved and hopefully improves a situation. Do their actions reflect their words, or are they giving you a mixed message? If the client is uneasy or feeling vunerable talking about a certain subject, we need to recognise these signs and help the client feel relaxed, we must not intrude in their own personal space by assuming or asking questions, all we can do is clarify with the client your understanding of the situation. My conclusions reflecting back over this piece of work are that the more you show a client that you accept, respect, understand and show an interest in them, the more they will open up and slowly bring down the barriers that protect them against you. The final stage of effective listening is reflection. This could bring on a reluctance to carry on the situation and therefore have a negative outcome. The second stage of learning how to be an effective listener is understanding
WRITING SKILLS
· There are many people in the business world who hold good positions, but do not have good written communication skills. It is considered that poor writing skill is the main reason, why employees do not get the ideas clearly, resulting in confusion at the workplace. Written communication is required in almost all fields of the business sector. Moreover, if you want to be a writer or an author, you necessarily need to possess the best writing capabilities. With some easy tasks you surely can improve your writing skills. Let us know how to improve writing skills. Read more on why are writing skills important.
· TO IMPROVE WRITING SKILLS

Reading
Reading is undoubtedly the most significant aspect to improve your writing skills. It is well said that one who has the habit of reading consistently can write effectively. Therefore, if you want to improve your written communication, start reading. The more you read, the more you will be able to write in a good manner. There are many things that you can read daily, such as the newspaper, magazines, articles on the Internet, novels and stories, and any other materials which have good content. With the development of good writing skills, you will also gain substantial KNOWLEDGE
Get the Basics Right
· To write precisely and effectively, another important aspect is that you need to get the fundamentals of the English language right. There are many rules and regulations in the English language when it comes to writing. Remember that writing is in no way done like the way you talk. You talk differently, and you write differently. Read the rules of grammar and composition how to form sentences, how to write an article, etc.

· New Words and Phrases
If you want to be a versatile writer, make it a point to learn new words and phrases. Do not sit with a dictionary for hours together, but just learn one or two words daily. Find out the words which are genuine English words and the words which are slangs. Increase your vocabulary and try to include those words in your daily speaking. Getting familiarized with jargons and new words will certainly make you a good writer, enabling you to write on any given topic.

· Practice Writing
After you have learned new words and phrases, practice writing everyday. Make sure you use the newly learned words and phrases in your articles. While starting to write, it is suggested to choose a topic that interests you the most. The topics can be anything related to music, sports, culture, etc. Try to write in a manner that you see in the books and articles you read everyday. Also refer to guidelines, which will help you in writing formal letters, notices, emails, business articles, etc.
· 
Writing skills are essential for achieving career and business goals. It is an important medium of communication. Unfortunately, today, these skills are being neglected. If one wants to achieve his goals, superior writing skills are imperative. There are a variety of methods to enhance and hone one’s writing skills. A little effort will go a long way to achieve your goals. This is what sets you apart from your peers. We take a look at some instances where writing skills are an important asset.

Education
One learns writing skills in school and college. The skill of expressing one’s thoughts and communicating ideas and views to others is developed here. Exams are a significant opportunity to demonstrate one's writing skills. This would stand in good stead in any chosen avenues of life. 

Business Communication
It is not possible to conduct all transactions by speech alone. If there exists a business project or opportunity one needs to send written proposals. The document should have clarity. Poor writing skills will convey the wrong message and result in possible rejection of the proposal. Likewise, appointment letters and memos reflect on the reputation of the organization
· Scientific Papers
Scientific and technological accomplishments cannot be communicated verbally. They have to be presented in a written form such as scientific journals and white papers. The scientific concepts should be communicated in effective and sophisticated language. Poor written communication skills can diminish the scientific reputation of the concerned group or individual. 

Government
For every activity in the government sector, one has to fill in forms and write out applications. One must be able to write accurately and lucidly. 

International Affairs
Agreements between nations require superior writing skills. There should be no ambiguity or misinterpretation of critical points. The important documents include treaties, trade agreements, alliances and many more. 

Disturbing Trends of Today
The youth and children of tod ng television to reading books. Their oral communication is excellent at the expense of their written communication. Call centers have cropped up where more importance is given to oral communication skills.
READING SKILLS
· learners of English language are deficient in the four skills namely, listening, speaking, reading and writing. Here we confine ourselves to the skill of reading. A learner lacks the ability to read silently with the maximum comprehension in the minimum possible time. As he is mostly unable to comprehend the text, he is not able to motor his reading speed. He is unable to employ reading strategies and is hesitant to consult a dictionary, or a glossary. Lastly, and not in any degree the least, a learner, in an attempt to comprehend the text, takes recourse to certain wrong physical habits like going back and forth on the line, running of pencil/finger while reading, murmuring, and head and lip movement
· Mastering the skill of reading is important because it contributes most to self dependence in learning. The developed reading skill also enables an efficient use of language than the under-developed skill. Reading inspires the ability to decode the message interwoven in the texture of the text, to actively interrogate with the writer and to incite new thoughts. Reading opens not only new sesames, it enables us to know the world better than what we already know
· The aims and objectives of reading have to be formulated, according to the needs of the reader. He may adapt his reading speed to suit his purpose and the difficulty of the reading material. It is a fact, for example, that 100 % comprehension is required when reading a manual on how to operate a machine but that 60% - 70% comprehension is usually adequate while reading a story. Thus, the reading comprehension could be 'global' or 'local'. The reader may thereby employ the reading strategies of skimming and scanning. Skimming means to move quickly and lightly over a surface, either not touching it or occasionally touching it. It goes to imply that while employing the skill of skimming, the reader would be using his faculties so as to ascertain that he is able to remove 'cream from the milk'. i. e., he is able to isolate the matter of his relevance from the general. Scanning implies looking at something carefully and yet quickly, but not thoroughly. While using this skill the reader.

· Both these strategies, i.e., scanning and skimming enable a reader to read with maximum comprehension in the minimum possible time, that too silently and rapidly.

· An efficient reader should be able to read without help unfamiliar authentic texts at appropriate speed, silently and with adequate understanding. He should also be able to use standard aids to reading like a glossary and a dictionary. His comprehension abilities should also be developed at various levels. 

Factual or Literal: This involves the ability to extract largely factual information from a text which is quite explicitly stated. 

Inferential or Interpretative : This necessitates the learner to read between the lines. He infers what is meant from his understanding of what is stated in the passage. 
· 
Critical or Evaluative: This demands not only an understanding of what is both stated and implied but also an ability to judge the ideas and thoughts in the light of one's own experience.

· English is a foreign language planted in the Indian soil and has spread its roots to an extent that we can not do away with it. Needless to say that it is not easy to study a foreign language as we have to master its phonetic system and its linguistic structure. Nonetheless, it is difficult to deny the growing popularity of English as a communicative language, apart from its being till date the real official language in practice.

· Considering the importance of English language at national and personal levels, its importance as an associate official language. it is clear that English will have important functions in communications of diverse types. It is, therefore, necessary to develop the reading skills in English language. It is needless to point out that the aim of teaching English in India is to develop reading skill because an average Indian student is required to read more than write or speak. Secondly, he is required to refer and consult books which are mostly found in the English language. Almost all the books of higher studies are written in English and in order to keep pace with the modern world it is imperative for us to master this language, and lastly, the natural fall out of the British reign over India for almost 200 years is that many English words have been woven in the texture of the native languages. As a result, a thorough knowledge of the texture of the usage, sentence construction and sound vocabulary is required. This can be achieved only through developing reading skills.

· English in India is a second language. Students as such are inhibited to the reading of English materials. They are prejudiced with the belief that they will not understand the text written in English. Efforts should be made to free the students from the phobia for English. The students of the British Raj were more equipped with the technicalities of the English language, its syntax, its phonetics and the sentence structure. The reason to my mind is nothing but that the teachers were more meticulous, the students more eager and the entire political and social frameworkwas agreeable to the advancement of English language
TO IMPROVE READING SKILLS

· Do not try to understand every word you read. Reading exposes you to new language, but it is not a 'vocabulary' activity. Focus on developing reading comprehension - understanding the main ideas in the text, and searching for key information.

· If you are reading a short text - such as an article - the first step is to read the whole text quickly to get your mind connected to the information. Then read the article again, but slowly, to pick out more detail. Always read like this on the reading section of a test.

· When you come across a word you do not know, read the information 'around' the word, and then read the sentences before and after this. They will give you clues about what that word might mean.For example:

· "I love going to see movies. I really enjoyed the last one that Bill Blue was in. He is a great dbyntillthy. My favorite in fact!"

· You don't know what 'dbyntillthy' means, but when you read around the word you can guess it probably means actor (dbyntillthy is not a real word of course!).

· Use a dictionary to look up key words only (like nouns and verbs that you must understand to get the message). Do not look up every word - this stops the flow of thinking

SPEAKING SKILLS
· Communicative and whole language instructional approaches promote integration of speaking, listening, reading, and writing in ways that reflect natural language use. But opportunities for speaking and listening require structure and planning if they are to support language development. This digest describes what speaking involves and what good speakers do in the process of expressing themselves. It also presents an outline for creating an effective speaking lesson and for assessing learners' speaking skills
· Speaking is an interactive process of constructing meaning that involves producing and receiving and processing information  Its form and meaning are dependent on the context in which it occurs, including the participants themselves, their collective experiences, the physical environment, and the purposes for speaking. It is often spontaneous, open-ended, and evolving. However, speech is not always unpredictable. Language functions  that tend to recur in certain discourse situations , can be identified and charted  
· using grammar structures accurately;

· assessing characteristics of the target audience, including shared knowledge or shared points of reference, status and power relations of participants, interest levels, or differences in perspectives;

· selecting vocabulary that is understandable and appropriate for the audience, the topic being discussed, and the setting in which the speech act occurs;

· applying strategies to enhance comprehensibility, such as emphasizing key words, rephrasing, or checking for listener comprehension;

· Speaking lessons can follow the usual pattern of preparation, presentation, practice, evaluation, and extension
Speaking is key to communication. By considering what good speakers do, what speaking tasks can be used in class, and what specific needs learners report, teachers can help learners improve their speaking and overall oral competency
· A speaker's skills and speech habits have an impact on the success of any exchange  Speakers must be able to anticipate and then produce the expected patterns of specific discourse situations. They must also manage discrete elements such as turn-taking, rephrasing, providing feedback, or redirecting For example, a learner involved in the exchange with the salesperson described previously must know the usual pattern that such an interaction follows and access that knowledge as the exchange progresses. The learner must also choose the correct vocabulary to describe the item sought, rephrase or emphasize words to clarify the description if the clerk does not understand, and use appropriate facial expressions to indicate satisfaction or dissatisfaction with the service. Other skills and knowledge that instruction might address include the following: producing the sounds, stress patterns, rhythmic structures, and intonations of the language.

VOCABULARY
1. Word: Ragged

    synonym: Torn

   Antonym: Intact

       Usage: Paragraphs are usually rendered flush left with a ragged                                                 right 
2. Word: shivering
    Synonym: Trembling

    Antonym: Stable

       Usage: In the biting wind I shiver against the cold.

3. Word: Impromptu

Synonym: Extempore

Antonym: Prepared

    Usage: There was also an impromptu speech from our builder, Frank Lynch.

4. Word: Survival

    Synonym: Existence

    Antonym: death

        Usage: The survival rate from both camps was three percent.

5. Word: Scramble 

    Synonym: Crawl

   Antonym: walk

         Usage: A word scramble is a puzzle with words that are scrambled 

6. Word: Pristine

      Synonym: Fresh

       Antonym: Spoilt

           Usage: We must have hope to be restored to pristine purity

7. Word: Surreal

   Synonym: Dreamy

    Antonym: Real

        Usage: Meanwhile, things are getting surreal with Mark Higgs.

8. Word: Extend

Synonym: Expand

Antonym: Shorten

    Usage: I have 22 months of extended warranty to go!

9. Word: Emptiness

Synonym: Vacancy

Antonym: fullness

    Usage: Emptiness is a mode of perception, a way of looking at         experience. 

10. Word: Forage

    Synonym: Ravage

Antonym: Renounce

    Usage: For many farmers in the region, forage crops are a new venture.

11. Word: Clamber

    Synonym: Climb

     Antonym: Descend

         Usage: There are some steep, slippery sections with lots of tree roots to clamber over.

12. Word: Typical

    Synonym: Peculiar

     Antonym: Common

         Usage: it has become an more typical work to do
13. Word: Aromatic

    Synonym: Fragrant 

     Antonym: Stinking

        Usage: An aromatic compound is one which contains a benzene ring.

14. Word: Suspicion

Synonym: Doubt

 Antonym: Scatter

     Usage: Two men were held on suspicion of conspiracy to commit criminal damage.

15. Word: Gather

Synonym: Collect

 Antonym: Scatter

     Usage:  What a privilege to be able to gather for worship

16. Word: Barren

Synonym: Dry

 Antonym: Fertile

     Usage: The land is heavily mined, and with winter setting in the fields remain barren.

17. Word: Arrive 

Synonym: Reach

 Antonym: Return

     Usage: The trains ran perfectly and I arrived in plenty of time.

18. Word: Radiant

Synonym: Bright

 Antonym: Dull

     Usage:  she had a radiant skin tone
19. Word: Preserve

Synonym: Keep

 Antonym: Abandon

     Usage: Here, preserved for posterity, are a few speeches.

20. Word: Cosmopolitan 

Synonym: Unprejudiced

   Antonym: Narrow

       Usage: The city is also known for its lively, cosmopolitan nightlife.

21. Word: Abandon

Synonym: leave permanently
     Antonym: Preserve

         Usage: he has abandon his bad qualities
22. Word: Protect

Synonym: save

 Antonym: Destroy

     Usage: I had to protect the diamond earrings at all costs.

23. Word: Different

Synonym: Unlike

 Antonym: Similar

     Usage: different people  use different words for the  same item

24. Word: Remote

Synonym:  Distant

Antonym: Close

      Usage: we don’t find better education in remote areas
25. Word: Paradise

 Synonym: Heaven

  Antonym: Hell

      Usage: Ooty resembles as paradise during
26. Word: Compact

 Synonym: Close

 Antonym: Loose

     Usage: This full 5-seater is roomy inside yet surprisingly compact outside.

27. Word: Narrow

Synonym: Limited

Antonym: Broad

    Usage: she is a narrow minded person
28. Word: Elegant

Synonym: graceful
 Antonym: Rugged

    Usage: he walks elegantly
29. Word: Chaotic

Synonym: Disorderly

 Antonym: systematic

     Usage: This all looks chaotic, not an ordered pattern.

30. Word: Flourish

 Synonym: prosper

 Antonym: Impoverish

    Usage:  This serves as a reminder that Bromley once flourished on the wool trade.

31. Word: Traditional

Synonym: Conventional

 Antonym: Modern

     Usage: The styles range from the very traditional to modern music.

32. Word: Urbane

Synonym: Courteous

 Antonym: Unrefined

     Usage: Here is an urbane, erudite man, more likely to throw karma around the dressing room than teacups.

33. Word: Grab

Synonym: Capture

 Antonym: Lose

     Usage: Be very gentle when you do this, and don't suddenly grab the puppy's jaw.

34. Word: Inevitable

Synonym: Unavoidable

 Antonym: Optional

     Usage: A composition that is seemingly inevitable, not labored.

35. Word: Sustain

 Synonym: Preserve

  Antonym: Destroy

      Usage: Causes of head injury: damage sustained during a fall.

36. Word: Discover

 Synonym: Find

  Antonym: conceal

      Usage: The professor made such an amazing discovery that he nearly passed out right  

37. Word: Unique

Synonym: Typical

 Antonym: general

   Usage: he is a very unique kind of mentality
38. Word: Avoid

Synonym: Evade

Antonym: Accept

   Usage: We must avoid bad friends.

39. Word: Indigenous

Synonym:  Local

 Antonym: Alien

    Usage: The most obvious of these problems is the destruction of indigenous culture
40. Word: Isolate

 Synonym: Separate

  Antonym: Include

      Usage: I have always felt isolated with my blood disorder.

41. Word: Fluent

Synonym: Flowing

 Antonym: Stammering

     Usage: Students gain greater fluency in the French language to enable them to converse with French people about subjects of mutual interest.

42. Word: Rustic

Synonym: Rude

 Antonym: Refined

      Usage: For a more rustic look they can be antiqued.

43. Word: Retrieve

Synonym: Recover

 Antonym: Deprive

  Usage: The retrieval of the hot air balloon involved thousands of dollars of expense." 

44. Word: Contemporary

Synonym: Simultaneous

 Antonym: chronological

     Usage: Out of 3000 entries only 52 contemporary artists were selected.

45. Word: Invigorating

Synonym: strengthening

 Antonym: chronological

     Usage:  Do you wish to invigorate learning and teaching?

46. Word: Believe

Synonym: Trust

 Antonym: Doubt

     Usage: Do you believe that truth is stranger than fiction?

47. Word: Sudden 

 Synonym: Unexpected

 Antonym:  Anticipated

     Usage: The sudden onset of cold weather is probably the reason.

48. Word: Ancient

  Synonym: Bygone

   Antonym: Modern

      Usage: The ancient schlors and monks are inspiring people to us
49. Word: Immensely

Synonym: Greatly 

 Antonym: hardly

    Usage:   he was immensely impressed by her. 

50. Word: Profound

Synonym: Deep

 Antonym: Superficial

     Usage: Socrates ' death had a profound impact upon Plato.

51. Word: Decisive

 Synonym: momentous

  Antonym: Unimportant

      Usage: Even where benefits are paid to the employer, this fact is not necessarily decisive.

52. Word: Strengthen

Synonym: Fortify

 Antonym: weaken

    Usage: The Board of Trustees, therefore, is now considerably strengthened.

53. Word: Particularly

Synonym: Specific

 Antonym: General

    Usage: 70 degrees is not a particularly hot day. 

54. Word: Subsequent

 Synonym: Following

   Antonym: Proceeding

     Usage: There were also subsequent reports that the free fix was not adequate.

55. Word: Frequent  

Synonym: Persistent

Antonym: Rare

    Usage: Ravi comes frequently to the college.

56. Word: Loyal 

Synonym: faithful

 Antonym: Treacherous

    Usage:  Whatever happensthe loyal supporters should stand fast behind the club.

57. Word: Corroborate

Synonym: Validate

 Antonym: Disprove

      Usage: The aim of gathering multiple data sets is to corroborate the findings
58. Word: feasible

 Synonym: Practicable

  Antonym: Unworkable

     Usage: So far this has simply not been a feasible proposition in arcade games.

59. Word: Supplement

Synonym: Add

  Antonym: Deduct

     Usage:  Folic Acid supplements should be available from your local pharmacy.

60. Word: Prompt

Synonym: Induce

Antonym: Discourage

   Usage: That prompted fears that more jobs would go east.

61. Word: Synthesis

Synonym: Combination

 Antonym: Separation

Usage: Two other effects of aspirin are consequences of action on prostaglandin synthesis.

62. Word: Ultimate 

  Synonym: Final

  Antonym: Initial

       Usage: Aata dance show is an ultimate program.

63. Word: Diversity

 Synonym: variety

  Antonym: unity

      Usage:  India is a country of unity in diversity
64. Word: Professional 

Synonym: Expert

Antonym: ameteur

    Usage: Engineering is an professional course.

65. Word: Artificial 

 Synonym: synthetic

  Antonym: Natural

      Usage: The computer will then use its powerful artificial intelligence to guess the answer.

66. Word: Indispensable

Synonym: Essential

 Antonym: Unnecessary

     Usage: Anyone interested in London's history will find this site indispensable.

67. Word: Unique

  Synonym: Exceptional

 Antonym: Common place

    Usage: 

68. Word: Amplify 

Synonym: Increase

 Antonym: Decrease

   Usage: The rod merely amplifies the movement of your hand. 

69. Word: Explore

 Synonym: Investigate

  Antonym: SuSpens

  Usage: My friend was an explorer looking for primitive civizations. 

70. Word: Magnitude

  Synonym: Importance

   Antonym: Insignificance

    Usage: The magnitude of the vector is proportional to the strength of the rotation.

71. Word: Voracious

Synonym: Insatiable

  Antonym: Moderate

    Uasge: They are voracious predators which the water vole has not evolved to cope with

73. Word: Affirmative

 Synonym: positive

  Antonym: Negative

      Usage: If the answer was in the affirmative, written consent was obtained.

74. Word: Prestigious

  Synonym: Reputed

   Antonym: Undistiguished

     Usage:  written English is often seen as more prestigious.

75. Word: Characteristic

  Synonym: Typical

   Antonym: General

     Usage: The author also describes the characteristics of different patterns of inheritance.

76. Word: Famous

  Synonym: Popular 

   Antonym: Notorious

       Usage: Good quotation by famous people

 77. Word: Diffract

    Synonym: Spread

     Antonym: Collect

       Usage:  The diffraction of light waves normally limits spatial resolution of nearby objects to no better than the wavelength of the light source.

78. Word: Alternative

 Synonym: Substitute

  Antonym: Single

    Usage: I'm sorry but I have no alternative other than to terminate your employment.

79. Word: Fabulous

 Synonym: Amazing

   Antonym: Common place

   Usage: she congratulates for a fabulus success of her friend
80. Word: Immerse

Synonym: Submerge

 Antonym: Float

     Usage: The room meant very little to him; he was too deeply immersed in the non-being from which he had just come.

81. Word: Fascinate

 Synonym: Attract

   Antonym: Repel

       Usage:  The question of what we're like has an enduring fascination for most of us.

82. Word: Resonant

 Synonym: Vibrant

  Antonym: Silent

     Usage: When the pulse injection is resonant with the active medium relaxation oscillations are seen to occur 

83. Word: Extensive

   Synonym: widespread

     Antonym: Narrow

         Usage: Extensive use of English

84. Word: Essential

Synonym: Indispensable

 Antonym: Unnecessary

     Usage: Essential reading for everyone involved in the grocery industry!

85. Word: Appoint

Synonym: Employ

 Antonym: Dismisss

 Usage: Every company is required to appoint an auditor each year at its AGM.

86. Word: Radical

  Synonym: Progressive

    Antonym: Conservative

        Usage: There is a radical increase in the worlds population.
87. Word: Accolade

  Synonym: Award

    Antonym: Censure

       Usage: The actor was given many accolades for his performance.

88. Word: Nurture

     Synonym: Feed

      Antonym: Starve

         Usage: We are sure these initiatives will help to nurture a new generation of Festival lovers.

89. Word: Solitary

Synonym: Lone

   Antonym: Gregarious
     Usage: All five were kept in solitary confinement for three nights.
Gregarious

90. Word: Genuine

 Synonym: Real

  Antonym: Untrue

      Usage: Had a look at the site, it is well laid out and looks quite genuine.

91. Word: Legendary

 Synonym: Fabulous

Antonym: Simple

  Usage: the legendry successs made him inspiring
92. Word: Sceptic

 Synonym: Inquiring

 Antonym: Accepting

     Usage: we sceptic  about the college before coming to this college

93. Word: Variant

 Synonym: Different

   Antonym: Similar

       Usage: The same theory could explain some cases of new variant  in humans.

94. Word: Waive

   Synonym: Forgo

    Antonym: Demand

       Usage: The coach's decision to waive the penalty may have cost us the game. 

95. Word: Economical

  Synonym: Frugal

   Antonym: Extravagant

       Usage: I have recently done a lot of economical research due to the recession. 

96. Word: Exorbitant

 Synonym: Excessive 

  Antonym: Meagre

    Usage:  Management rejected the union's demande to higher wages and better benefits as exorbitant.  

97. Word: Avoid

   Synonym: keep away
     Antonym: Accept

       Usage: he is trying to avoid smoking
98. Word: Elite

   Synonym: Class

     Antonym: Accept

       Usage: The elite group of guardsmen were better trained and more capable than the run of the mill soldier.

99. Word: Crystallize

  Synonym: Evolve

   Antonym: Disintegrate

       Usage: The sugar in honey will often crystallize on the sides of the jar. 

100. Word: Embark

  Synonym: Undertake

  Antonym: Withdraw

      Usage: In November 1915 the regiment embarked for France, real war.
General task
ELC’S lab  has helped us in making myself perfect in every task that I perform and how to tackle the situations.
· I have learned public speaking to over come MY stage fear and,
· How to give presentations and about communication skills and debates which are very useful to hold my self perfect while interacting.
· I have learned how to be self confident.
· It helped me in every aspect, In each term without sticking on to a particular situation holding all the subjects.
· It exposed myself very confident and I have learned good vocabulary and personality development,body language

· The lab sessions are very useful and important to each and every professional student to see her/himself very successful in their career with flying colours.
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