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Communication Skills

	 
	What is Communication?

The definition of communication is shared in the Webster's Dictionary as "sending, giving, or exchanging information and ideas." And we "send, give, and exchange information" every single day whether we are aware of it or not. Sometimes we communicate non-verbally, whereas other times we communicate verbally. 

Non-verbal communication:
Non-verbal communication is the act of saying what's on your mind without speaking words. Examples of this include facial gestures (smiling, frowning), body language (arms crossed, giving someone the "finger", legs shaking resembling nervousness, sitting upright giving someone their full attention), and the impression you give to others with your appearance (dress, body image, body odor). 

Many times the tone of your voice can reflect non-verbal communication as well. For instance, if you are saying one thing, but your tone of voice is saying another, then that reflects how you are truly feeling without speaking a word about it (yelling and crying while saying your okay). Many times we are not aware that non-verbal communication is a part of the definition of communication.

Verbal communication:
Verbal communication is the act of saying what's on your mind with words. We often take this form of communication for granted saying things we regret and opening our mouths before we think about it. Words can hurt or they can heal. So, it's very important to become aware of what words you choose to use when communicating to others as well as to yourself.






Types of communication
There are three major parts in human face to face communication which are body language, voice tonality, and words. According to the research:[5]
· 55% of impact is determined by body language--postures, gestures, and eye contact, 

· 38% by the tone of voice, and 

· 7% by the content or the words used in the communication process. 

Although the exact percentage of influence may differ from variables such as the listener and the speaker, communication as a whole strives for the same goal and thus, in some cases, can be universal. System of signals, such as voice sounds, intonations or pitch, gestures or written symbols which communicate thoughts or feelings. If a language is about communicating with signals, voice, sounds, gestures, or written symbols, can animal communications be considered as a language? Animals do not have a written form of a language, but use a language to communicate with each another. In that sense, an animal communication can be considered as a separate language.

Human spoken and written languages can be described as a system of symbols (sometimes known as lexemes) and the grammars (rules) by which the symbols are manipulated. The word "language" is also used to refer to common properties of languages. Language learning is normal in human childhood. Most human languages use patterns of sound or gesture for symbols which enable communication with others around them. There are thousands of human languages, and these seem to share certain properties, even though many shared properties have exceptions.

There is no defined line between a language and a dialect, but the linguist Max Weinreich is credited as saying that "a language is a dialect with an army and a navy". Constructed languages such as Esperanto, programming languages, and various mathematical formalisms are not necessarily restricted to the properties shared by human languages.

Visual communication
Visual communication as the name suggests is communication through visual aid. It is the conveyance of ideas and information in forms that can be read or looked upon. Primarily associated with two dimensional images, it includes: signs, typography, drawing, graphic design, illustration, color and electronic resources. It solely relies on vision. It is form of communication with visual effect. It explores the idea that a visual message with text has a greater power to inform, educate or persuade a person. It is communication by presenting information through visual form. The evaluation of a good visual design is based on measuring comprehension by the audience, not on aesthetic or artistic preference. There are no universally agreed-upon principles of beauty and ugliness. There exists a variety of ways to present information visually, like gestures, body languages, video and TV. Here, focus is on the presentation of text, pictures, diagrams, photos, et cetera, integrated on a computer display. The term visual presentation is used to refer to the actual presentation of information. Recent research in the field has focused on web design and graphically oriented usability. Graphic designers use methods of visual communication in their professional practice.
Nonverbal communication

Nonverbal communication is the process of communicating through sending and receiving wordless messages. Such messages can be communicated through gesture, body language or posture; facial expression and eye contact, object communication such as clothing, hairstyles or even architecture, or symbols and info graphics, as well as through an aggregate of the above, such as behavioral communication. Nonverbal communication plays a key role in every person's day to day life, from employment to romantic engagements.

Speech may also contain nonverbal elements known as paralanguage, including voice quality, emotion and speaking style, as well as prosodic features such as rhythm, intonation and stress. Likewise, written texts have nonverbal elements such as handwriting style, spatial arrangement of words, or the use of emoticons. A portmanteau of the English words emotion (or emote) and icon, an emoticon is a symbol or combination of symbols used to convey emotional content in written or message form.

Other communication channels such as telegraphy fit into this category, whereby signals travel from person to person by an alternative means. These signals can in themselves be representative of words, objects or merely be state projections. Trials have shown that humans can communicate directly in this way[6] without body language, voice tonality or words.

One more: 

"Good communication is a basic component of good clinical care, without which even the technical aspects of medicine cannot be effectively delivered" - Phyllis Butow Medical Psychology Research Unit University of Sydney. 

According to these studies, in spite of all the superior technological advances, if the doctor gives out bad signals non-verbally or communicates lack of confidence to the patient, all those treatments and medicines are of no use. 
Till I heard this, I did not recon that communication skills are so high even on the high paid doctor's agenda 


Gone are the days of the tight lipped upper class Fellow of Royal School of Surgeons. There is an ever increasing need for them to be more approachable and to be communicative with their patients. Infect, recognizing the importance of communicative skills, they have made it mandatory for all doctors to go through a [image: image1.wmf]

communication skills training now a days. 

Sidebar 

I just remembered a joke about Richard Bundler and his doctor. For those of you who don't know who he is; Richard is one of the "greatest person alive" if I have to put it in 3 words. 

Richard was suffering from diabetes and his doctor gave him pills and said, "As per the law , I have to tell you that, in 95% of men this pill causes impotency", with a matter of fact voice. If it was just any other patient, he would have accepted that fact and be doomed to have an unsatisfying sexual life. Not Richard. He said, "Good for me. Bad for the other 95%"

Richard was saved from that doctor's mind binding curse. What about the other people who hear the same? Lives are at stake due to a doctor's inability to communicate well. 

Importance of Communication skills in Industry: 

A friend of mine did a study on job applications on Monster, an internet site for job seekers. Guess what the single most repeated phrase in the Qualification Requirement was? 
'Candidates with good communication skills'

He told me that almost no exception was made in any job category about the need for good [image: image2.wmf]

communication skills, in any industry. The most surprising aspect is that none of us are taught any kind of [image: image3.wmf]

communication skills anytime in school or college. To add to this, it is marked always on a subjective scale. In effect, the [image: image4.wmf]

importance of communication skills has spread through the society not as an overt requirement, but a covert necessity.


This is what a sponsored study had to say about the [image: image5.wmf]

importance of communication skills in work place: 
"[image: image6.wmf]

Communication skills were considered more [image: image7.wmf]

important than either technical knowledge...or computer skills."
 
We have mass communication and a few allied fields as a major in college. Most of these studies are in the specialized level and only for those who want to build a profession either in talking; writing or such things. It is high time everyone is given at least the basic training so that each one of us can understand the implication and [image: image8.wmf]

importance of communication skills. 
Importance of communication skills and how to master them?

In the coming days, the importance of these sills will only increase due to closing of the gap between cultures and there will be an even bigger need for people who can interact with different cultures and survive. but going so far is only possible for those who are willing to take the first step. if you are wondering what the first step is, 

Communication skills simply do not refer to the way in which we communicate with another person. It encompasses many other things - the way in which we respond to the person we are speaking, body gestures including the facial ones, pitch and tone of our voice and a lot of other things. And the importance of communication skills is not just limited to the management world, since effective communication skills are now required in each and every aspect of our life. However, in this article we will discuss the importance of communication skills in two areas namely business and relationships.

First, let us concentrate on the importance of communication in business. We can measure the importance of communication skills in the business sector when we take a look at job advertisements. There is little chance that you will come across an advertisement which does not mention that candidates should have good communication skills. Perhaps this is the only criteria which creates a positive impact when a person goes for a job interview. This is because technical qualifications are likely to be more or less the same for the candidates.

Without effective communication skills, a person may find it impossible to climb up the corporate ladder. Promotions come to those who can communicate effectively at all levels, from senior management level to the lowest employee. The use of communication skills in business is covered in more detail at http://www.communicationskillsworld.com

As for communication within relationships, it should be remembered that maintaining good relationships is a way to a healthy lifestyle, and a good relationship can only be maintained by maintaining healthy communication with our near and dear ones. They are the ones we stay with on a regular basis. They are also the ones who see us at our best as well as our worst.

Good communication skills help the relationships to develop along good lines, and ensure that arguments and disagreements are kept to a minimum. Good communication will avoid arguments and insults

Another important part of communication in relationships is taking the initiative yourself. Do not wait for your best friend to call you after a long break. Instead take the phone and also take initiative to start the conversation. Often people have this problem while communicating, which comes from fear. They always think a thousand times whether to approach a person or not. But a person with good communication skills is always the first to start a conversation.

COMMON ERROR


Incorrect: The discussion will begin after the dinner.

  Correct: The discussion will begin after dinner

Incorrect:  Can the communism coexist with the capitalism? 
  Correct:  Can communism coexist with capitalism?
Incorrect::   Professor Li will speak on the latest development in the chemistry.

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

Incorrect:  We make the bread with the flour. 

  Correct:   We make bread with flour.  

Incorrect: The experience is the best teacher. 

  Correct:  Experience is the best teacher.

Incorrect: David has just been commissioned as the captain. 

 Correct:  David has just been commissioned as captain. 

Incorrect: When children grow up, they are sent to the school.

  Correct: When children grow up, they are sent to school. 

Incorrect : They study in the England.

  Correct :  They study in England.  

Incorrect:  Some of the students speak the Mandarin very well.

   Correct:  Some of the students speak Mandarin very well. 

Incorrect:  More and more people today die of the cancer. 

  Correct:  More and more people today die of cancer.

Incorrect:  I like to play the football.

 Correct:  I like to play football.   

Incorrect: The blue is my favorite color.

 Correct:  Blue is my favorite color.   

Incorrect:  Mary went shopping on the Saturday.

 Correct:   Mary went shopping on Saturday

 Incorrect:  The dogs are faithful animals.

   Correct :  Dogs are faithful animals.

Incorrect:  She has not answered to his question.

 Correct:  She has not answered his question.

Incorrect:  We had a meeting in this afternoon. 

   Correct:  We had a meeting this afternoon.

Incorrect:  My sister she is at school.

  Correct:  My sister is at school.

   

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

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

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

 Correct:   The hunter took aim and then shot the boar.

Incorrect:  I bought a story book to read it.

 Correct:   I bought a story book to read.

Incorrect:  John said that, "I know the answer."

 Correct:  John said, "I know the answer."  

Incorrect:  Although he was ill, but he went to work as usual. 

 Correct:  Although he was ill, he went to work as usual. 

Incorrect: You may not realize that how important time is.

  Correct: You may not realize how important time is. 

Incorrect:  He is a nicer person than you. 

  Correct:  He is a nicer person than you.  

Incorrect:  John's work is more perfect than Tom's.

  Correct:  John's work is better than/superior to Tom's. 

Incorrect: This book is the most unique of all. 

  Correct:  This book is unique.    

Incorrect:  I don't have enough money to buy big house.

  Correct:   I don't have enough money to buy a big house. 

Incorrect:  Why do you need hundred dollars? 
   Correct:  Why do you need a hundred dollars?  

Incorrect:  He has good knowledge of English grammar. 

    Correct:  He has a good knowledge of English grammar. 

Incorrect: Japanese are industrious and frugal. 

   Correct: The Japanese are industrious and frugal.

Incorrect:  I seldom go to theatre. 

 Correct :  I seldom go to the theatre. 

 Incorrect :  The Smiths invited me to a dinner

.   Correct:  Smiths invited me to a dinner.

Incorrect: Uncle's advice is great significance.

   Correct:   Uncle's advice is of great significance. 

Incorrect: The judge has decided the case. 

  Correct: The judge has decided upon the case. 

 Incorrect:  Do you want to try my new car?
   Correct:   Do you want to try out my new car?  

Incorrect:  I enjoyed during the holidays. 

  Correct:   I enjoyed myself during the holidays.  

 Incorrect:  Mary felt sorry about the matter but she did not voice.

  Correct:  Mary felt sorry about the matter but she did not voice it.

Incorrect:  Many people in the past died from malaria. 

 Correct: Many people in the past died of malaria. 

Incorrect:  We were astonished by his sudden resignation.

  Correct:  We were astonished at his sudden resignation.

 Incorrect:  He took his girlfriend in the hand. 

    Correct:  He took his girlfriend by the hand.

Incorrect:  His room's windows are open. 

  Correct:  The windows of his room are open. 

Incorrect:  It is everybody's duty to defend their country.

  Correct:  It is everybody's duty to defend his country.  

Incorrect:  Either of them is to go.

  Correct:  Either of them is to go.    

Incorrect:  More police was sent to the scene of the crime. 

   Correct:  More police were sent to the scene of the crime

Incorrect:  Mary pretended to not recognize me.

  Correct:  Mary pretended not to recognize me.

Incorrect:  She neither speaks English nor Malay. 

  Correct:  She speaks neither English nor Malay.   

Incorrect:  Only I and my friend were at the concert

  Correct:  Only my friend and I were at the concert.  

Incorrect:  There is a dirty mark on the rug which must be removed. 

   Correct:  On the rug, there is a dirty mark which must be removed. 

Incorrect:  Lizzie approached me and held my hand, said, "Hello!”
   Correct:  Lizzie approached me, held my hand, and said, "Hello!”
Incorrect:  He succeeded to get the prize. 

  Correct:   He succeeded in getting the prize. 

Incorrect:  The students were busy to prepare their lessons. 

  Correct:   The students were busy preparing their lessons.  

Incorrect:  Please tell him don't come now. 

  Correct:  Please tell him not to come now.    

Incorrect:  I saw them to work. 

   Correct:  I saw them work.    

Incorrect:   You had better to go now

. Correct:   You had better go now.  

Incorrect:   The country is belonged to every citizen.

   Correct:   The country belongs to every citizen. 

Incorrect:   Water composes of hydrogen and oxygen.

  Correct:   Water is composed of hydrogen and oxygen.  

Incorrect:   Shelley looks cheerfully.

  Correct:   Shelley looks cheerful. 

Incorrect:   I didn't see him too. 

  Correct:    I didn't see him either.

Incorrect:  She bought a new scissors.

  Correct:   She bought a new pair of scissors

Incorrect:  What is the difference of these two things?
  Correct:  What is the difference between these two things? 
Incorrect:   What is the time on your watch? 
  Correct:    What is the time by your watch?   

Incorrect:   Lucy has been absent from Monday ?

   Correct:   Lucy has been absent since Monday?   

Incorrect:   We will tolerate no interference with our internal affairs.

  Correct:   We will tolerate no interference in our internal affair

Incorrect:   The answer of this question is quite complicated.

 Correct:   The answer to this question is quite complicated.

Incorrect:   Under the help of an influential friend, he got the job.

  Correct:   With the help of an influential friend, he got the job.

Incorrect:   Nobody is bound to suffering.

 Correct:    Nobody is bound to suffer.

Incorrect:  Some people are not used to live in a hot country.

  Correct:   Some people are not used to living in a hot country.

Incorrect:  Susan is incapable to complete the task by herself.

  Correct:  Susan is incapable of completing the task by her.

Incorrect:  Nobody can avoid making mistakes.

  Correct:  Nobody can avoid making mistakes.


Incorrect: But I 'm literature computer.... 
Correct: But I'm a computer illiterate....  
  
Incorrect: The farm can't also be escaped from that typhoon. 
Correct: The typhoon has caused great damage on the farm. 

Incorrect: I think your express will have a little difficult, but that is a lucky thing, I can understand you.  
Correct: I think you have difficulty in expressing your idea. Luckily, I can understand you. 
  

  
Incorrect: We make the bread with the flour. 
Correct: We make bread with flour. 
  
Incorrect: The experience is the best teacher. 
Correct: Experience is the best teacher. 
  
Incorrect: David has just been commissioned as the captain. 
Correct: David has just been commissioned as captain. 
  
Incorrect: When children grow up, they are sent to the school. 
Correct: When children grow up, they are sent to school. 
  
Incorrect: They study in the England. 
Correct: They study in England. 
  
Incorrect: Some of the students speak the Mandarin very well. 
Correct: Some of the students speak Mandarin very well. 
  
Incorrect: More and more people today die of the cancer. 
Correct: More and more people today die of cancer. 

Incorrect: I like to play the football. 
Correct: I like to play football. 
  
Incorrect: The blue is my favorite color. 
Correct: Blue is my favorite color. 
  
Incorrect: Mary went shopping on the Saturday. 
Correct: Mary went shopping on Saturday. 
Note: When seasons, months or days are specified, they are preceded by the definite article.

In the winter of 1976 she met with an accident.

I shall be going to the States in the fall.

    
Incorrect: The dogs are faithful animals. 
Correct: Dogs are faithful animals.

  
Incorrect: She has not answered to his question. 
Correct: She has not answered his question.
  
Incorrect: We had a meeting in this afternoon. 
Correct: We had a meeting this afternoon.

Note: With the, the preposition in is used.

I work best in the morning.

He will be back in the afternoon.
 
Incorrect: My sister she is at school. 
Correct: My sister is at school.

Note: In speaking, one may sometimes repeat the subject for emphasis, but such a construction normally occurs in this type of sentence.
You people must come earlier tomorrow.

   Incorrect: The company, having finished the construction project, it received its pay. 
Correct: The Company, having finished the construction project, received its pay.
  
Incorrect: The hunter took aim and then he shot the boar. 
Correct: The hunter took aim and then shot the boar.
  
Incorrect: I bought a story book to read it. 
Correct: I bought a story book to read.

Incorrect: John said that, "I know the answer." 
Correct: John said, "I know the answer." 
  
Incorrect: Although he was ill, but he went to work as usual. 
Correct: Although he was ill, he went to work as usual. 
  
Incorrect: You may not realize that how important time is. 
Correct: You may not realize how important time is. 
    
Incorrect: He is a nicer person than you. 
Correct: He is a nicer person than you. 
  
Incorrect: John's work is more perfect than Tom's. 
Correct: John’s work is better than/superior to Tom's. 
  
Incorrect: This book is the most unique of all. 
Correct: This book is unique. 
    
Incorrect: I don't have enough money to buy big house. 
Correct: I don't have enough money to buy a big house. 
Note: If the noun is specified, t he is used

I want to buy a computer. The computer must be versatile in function.
    
Incorrect: Why do you need hundred dollars? 
Correct: Why do you need a hundred dollars? 
  
Incorrect: He has good knowledge of English grammar. 
Correct: He has a good knowledge of English grammar. 
  
Incorrect: Japanese are industrious and frugal. 
Correct: The Japanese are industrious and frugal. 
Note: Once the  is omitted, the meaning changes from people to language.

 
Incorrect: I seldom go to theatre. 
Correct: I seldom go to the theatre. 
  
Incorrect: Smiths invited me to a dinner. 
Correct: The Smiths invited me to a dinner. 
Note: It is a common practice in English to use a family name to refer to a certain family and its members. Such a family name must                                                                                                                 be pluralized and preceded by the definite article the. 
    
Incorrect: Uncle’s advice is great significance. 
Correct: Uncle’s advice is of great significance. 
    
Incorrect: The judge has decided the case. 
Correct: The judge has decided upon the case. 
  
Incorrect: Do you want to try my new car? 
Correct: Do you want to try out my new car? 
  
Incorrect: I enjoyed during the holidays. 
Correct: I enjoyed myself during the holidays. 
    
Incorrect: Mary felt sorry about the matter but she did not voice. 
Correct: Mary felt sorry about the matter but she did not voice it. 
  
Incorrect: Many people in the past died from malaria. 
Correct: Many people in the past died of malaria. 
  
Incorrect: We were astonished by his sudden resignation. 
Correct: We were astonished at his sudden resignation. 
  
Incorrect: He took his girlfriend in the hand. 
Correct: He took his girlfriend by the hand. 

Incorrect: I seldom go to theatre. 
Correct: I seldom go to the theatre. 
  
Incorrect: Smiths invited me to a dinner. 
Correct: The Smiths invited me to a dinner. 
Note: It is a common practice in English to use a family name to refer to a certain family and its members. Such a family name must be pluralized and preceded by the definite article the. 
    
Incorrect: Uncle’s advice is great significance. 
Correct: Uncle's advice is of great significance. 
    
Incorrect: The judge has decided the case. 
Correct: The judge has decided upon the case. 
  
Incorrect: Do you want to try my new car? 
Correct: Do you want to try out my new car? 
  
Incorrect: I enjoyed during the holidays. 
Correct: I enjoyed myself during the holidays. 
    
Incorrect: Mary felt sorry about the matter but she did not voice. 
Correct: Mary felt sorry about the matter but she did not voice it. 
  
Incorrect: Many people in the past died from malaria. 
Correct: Many people in the past died of malaria. 
  
Incorrect: We were astonished by his sudden resignation. 
Correct: We were astonished at his sudden resignation. 
  
Incorrect: He took his girlfriend in the hand. 
Correct: He took his girlfriend by the hand. 

Incorrect :What is the difference of these two things? 
Correct: What is the difference between these two things? 
  
Incorrect: What is the time on your watch? 
Correct: What is the time by your watch? 
    
Incorrect: Lucy has been absent from Monday? 
Correct: Lucy has been absent since Monday? 
  Note: To express the idea of from a certain time to now, we normally say "from ... to/till now “
Incorrect: We will tolerate no interference with our internal affairs. 
Correct: We will tolerate no interference in our internal affairs. 
Note: (In means to meddle; With means to hinder/obstruct.)

I don't allow any interference with my work.

    
Incorrect: The answer of this question is quite complicated. 
Correct: The answer to this question is quite complicated.
  
Incorrect: Under the help of an influential friend, he got the job. 
Correct: With the help of an influential friend, he got the job.

  Note: To express various states or conditions, we use under.
  
Incorrect: Nobody is bound to suffering. 
Correct: Nobody is bound to suffer.
  
Incorrect: Some people are not used to live in a hot country. 
Correct: Some people are not used to living in a hot country.
  
Incorrect: Susan is incapable to complete the task by herself. 
Correct: Susan is incapable of completing the task by her.
  
Incorrect: Nobody can avoid making mistakes. 
Correct: Nobody can avoid making mistakes.

Incorrect: He succeeded to get the prize. 
Correct: He succeeded in getting the prize. 
  
Incorrect: The students were busy to prepare their lessons. 
Correct: The students were busy preparing their lessons. 
    
Incorrect: Please tell him don't come now. 
Correct: Please tell him not to come now. 
    
    
Incorrect: I saw them to work. 
Correct: I saw them work. 
      
Incorrect: You had better to go now. 
Correct: You had better go now. 
  
Incorrect: The country is belonged to every citizen. 
Correct: The country belongs to every citizen. 
  Note: Verbs like belong, happen, occur etc. are not used in the passive voice. 
    
Incorrect: Water composes of hydrogen and oxygen. 
Correct: Water is composed of hydrogen and oxygen. 
  
Incorrect: Shelley looks cheerfully. 
Correct: Shelley looks cheerful. 
  
Incorrect: I didn't see him too. 
Correct: I didn't see him either. 
Note: In English, the adverbs also and too appear in affirmative sentences. The adverb either appears at the end of negative sentences. 
    
Incorrect: She bought a new scissors. 
Correct: She bought a new pair of scissors 

Incorrect: His room's windows are open. 
Correct: The windows of his room are open. 
  
Incorrect: It is everybody's duty to defend their country. 
Correct: It is everybody's duty to defend his country. 
    
Incorrect: Either of them is to go. 
Correct: Either of them is to go. 
    
Incorrect: More police was sent to the scene of the crime. 
Correct: More police were sent to the scene of the crime. 
Note: The noun police is singular in form but plural in sense. 
    
Incorrect: Mary pretended to not recognize me. 
Correct: Mary pretended not to recognize me. 
  
Incorrect: She neither speaks English nor Malay. 
Correct: She speaks neither English nor Malay. 
    
Incorrect: Only I and my friend were at the concert. 
Correct: Only my friend and I were at the concert. 
  
Incorrect: There is a dirty mark on the rug which must be removed. 
Correct: On the rug, there is a dirty mark which must be removed. 
  
Incorrect: Lizzie approached me and held my hand, said, "Hello!" 
Correct: Lizzie approached me, held my hand, and said, "Hello!”
READING SKILLS
	Introduction
 
Reading skills enable readers to turn writing into meaning and achieve the goals of independence, comprehension, and fluency.

Definition
 
Reading skills are specific abilities which enable a reader 

 
· to read the written form as meaningful language 

· to read anything written with independence, comprehension and fluency, and 

· to mentally interact with the message. 
Kinds
 
Here are some kinds of reading skills: 

 
· Word attack skills let the reader figure out new words. 

· Comprehension skills help the reader predict the next word, phrase, or sentence quickly enough to speed recognition. 

· Fluency skills help the readers see larger segments, phrases, and groups of words as wholes. 

· Critical reading skills help the reader see the relationship of ideas and use these in reading with meaning and fluency. 


	

	1. Styles of reading

There are three styles of reading which we use in different situations:

Scanning: for a specific focus

The technique you use when you're looking up a name in the phone book: you move your eye quickly over the page to find particular words or phrases that are relevant to the task you're doing. 

It's useful to scan parts of texts to see if they're going to be useful to you:

· the introduction or preface of a book 

· the first or last paragraphs of chapters 

· the concluding chapter of a book. 

Skimming: for getting the gist of something
The technique you use when you're going through a newspaper or magazine: you read quickly to get the main points, and skip over the detail. It's useful to skim:

· to preview a passage before you read it in detail 

· to refresh your understand of a passage after you've read it in detail. 

Use skimming when you're trying to decide if a book in the library or bookshop is right for you. 
Detailed reading: for extracting information accurately

Where you read every word, and work to learn from the text.

In this careful reading, you may find it helpful to skim first, to get a general idea, but then go back to read in detail. Use a dictionary to make sure you understand all the words used.

	2. Active reading

When you're reading for your course, you need to make sure you're actively involved with the text. It's a waste of your time to just passively read, the way you'd read a thriller on holiday.

Always make notes to keep up your concentration and understanding.

Here are four tips for active reading.
Underlining and highlighting

Pick out what you think are the most important parts of what you are reading. Do this with your own copy of texts or on photocopies, not with borrowed books. 
If you are a visual learner, you'll find it helpful to use different colours to highlight different aspects of what you're reading.

Note key words

Record the main headings as you read. Use one or two keywords for each point. When you don't want to mark the text, keep a folder of notes you make while reading. 

Questions

Before you start reading something like an article, a chapter or a whole book, prepare for your reading by noting down questions you want the material to answer. While you're reading, note down questions which the author raises.

Summaries

Pause after you've read a section of text. Then:

1. put what you've read into your own words; 

2. skim through the text and check how accurate your summary is and 

3. fill in any gaps. 

	3. A tip for speeding up your active reading

You should learn a huge amount from your reading. If you read passively, without learning, you're wasting your time. So train your mind to learn.

Try the SQ3R technique. SQ3R stands for Survey, Question, Read, Recall and Review.

Survey

Gather the information you need to focus on the work and set goals:

· Read the title to help prepare for the subject 

· Read the introduction or summary to see what the author thinks are the key points 

· Notice the boldface headings to see what the structure is 

· Notice any maps, graphs or charts. They are there for a purpose 

· Notice the reading aids, italics, bold face, questions at the end of the chapter. They are all there to help you understand and remember. 

Question
Help your mind to engage and concentrate. Your mind is engaged in learning when it is actively looking for answers to questions.

Try turning the boldface headings into questions you think the section should answer. 

Read

Read the first section with your questions in mind. Look for the answers, and make up new questions if necessary.

Recall

After each section, stop and think back to your questions. See if you can answer them from memory. If not, take a look back at the text. Do this as often as you need to.

Review

Once you have finished the whole chapter, go back over all the questions from all the headings. See you if can still answer them. If not, look back and refresh your memory.

See also: Taking notes, Gathering information

	4. Spotting authors' navigation aids

Learn to recognise sequence signals, for example:

"Three advantages of..." or "A number of methods are available..." leads you to expect several points to follow.

The first sentence of a paragraph will often indicate a sequence: "One important cause of..." followed by "Another important factor..." and so on, until "The final cause of..."
General points are often illustrated by particular examples, for example:

General: Birds' beaks are appropriately shaped for feeding.

Particular: Sparrows and other seed-eating birds have short, stubby beaks; wrens and other insect eaters have thin pointed beaks; herons and other fish hunters have long, sharp beaks for spearing their prey. 

Whatever you are reading, be aware of the author's background. It is important to recognise the bias given to writing by a writer's political, religious, social background. Learn which newspapers and journals represent a particular standpoint.

PRASENTATION SKILLS



Many getting thing done. A Presentation is a fast and potentially effective method of getting things done through other people. In managing any project, presentations are used as a formal method for bringing people together to plan, monitor and review its progress. 

But let us look at this another way: what can a presentation do for you? 

Firstly; it puts you on display. Your staff needs to see evidence of decisive planning and leadership so that they are confident in your position as their manager. They need to be motivated and inspired to undertaking the tasks which you are presenting. Project leaders from other sections need to be persuaded of the merits of your project and to provide any necessary support. Senior management should be impressed by your skill and ability so that they provide the resources so that you and your team can get the job done. 

Secondly; it allows you to ask questions and to initiate discussion. It may not be suitable within the presentation formats of your company to hold a discussion during the presentation itself but it does allow you to raise the issues, present the problems and at least to establish who amongst the audience could provide valuable input to your decision making. 

Finally; presentations can be fun. They are your chance to speak your mind, to strut your stuff and to tell the people what the world is really like. While you hold the stage, the audience is bound by good manners to sit still and watch the performance. 

The Objectives of Communication 

The single most important observation is that the objective of communication is not the transimission but the reception. The whole preparation, presentation and content of a speech must therefore be geared not to the speaker but to the audience. The presentation of a perfect project plan is a failure if the audience does not understand or are not persuaded of its merits. A customers' tour is a waste of time if they leave without realising the full worth of your product. The objective of communication is to make your message understood and remembered. 

The main problem with this objective is, of course, the people to whom you are talking. The average human being has a very short attention span and a million other things to think about. Your job in the presentation is to reach through this mental fog and to hold the attention long enough to make your point. 

The Plan 

It is difficult to over estimate the importance of careful preparation. Five minutes on the floor in front of senior management could decide the acceptance of a proposal of several months duration for the manager and the whole team. With so much potentially at stake, the presenter must concentrate not only upon the facts being presented but upon the style, pace, tone and ultimately tactics which should be used. As a rule of thumb for an average presentation, no less than 1 hour should be spent in preparation for 5 minutes of talking. 

Suppose you have a talk to give, where do you start? 

Formulate your Objectives 

The starting point in planning any speech is to formulate a precise objective. This should take the form of a simple, concise statement of intent. For example, the purpose of your speech may be to obtain funds, to evaluate a proposal, or to motivate your team. No two objectives will be served equally well by the same presentation; and if you are not sure at the onset what you are trying to do, it is unlikely that your plan will achieve it. 

One question is: how many different objectives can you achieve, in say, 30 minutes - and the answer: not many. In the end it is far more productive to achieve one goal than to blunder over several. The best approach is to isolate the essential objective and to list at most two others which can be addressed providing they do not distract from the main one. Focus is key. If you do not focus upon your objective, it is unlikely that the audience will. 

Identify the Audience 

The next task is to consider the audience to determine how best to achieve your objectives in the context of these people. Essentially this is done by identifying their aims and objectives while attending your presentation. If you can somehow convince them they are achieving those aims while at the same time achieving your own, you will find a helpful and receptive audience. For instance, if you are seeking approval for a new product plan from senior management it is useful to know and understand their main objectives. If they are currently worried that their product range is out of date and old fashioned, you would emphasise the innovative aspects of your new product; if they are fearful about product diversification you would then emphasise how well your new product fits within the existing catalogue. 

This principal of matching the audience aims, however, goes beyond the simple salesmanship of an idea - it is the simplest and most effective manner of obtaining their attention at the beginning. If your opening remarks imply that you understand their problem and that you have a solution, then they will be flattered at your attention and attentive to your every word. 

Structure 

All speeches should have a definite structure or format; a talk without a structure is a woolly mess. If you do not order your thoughts into a structured manner, the audience will not be able to follow them. Having established the aim of your presentation you should choose the most appropriate structure to achieve it. 

However, the structure must not get in the way of the main message. If it is too complex, too convoluted or simply too noticeable the audience will be distracted. If a section is unnecessary to the achievement of your fundamental objectives, pluck it out. 

Sequential Argument 

One of the simplest structures is that of sequential argument which consists of a series of linked statements ultimately leading to a conclusion. However, this simplicity can only be achieved by careful and deliberate delineation between each section. One technique is the use of frequent reminders to the audience of the main point which have proceeded and explicit explanation of how the next topic will lead on from this. 

Hierarchical Decomposition 

In hierarchical decomposition the main topic is broken down into sub-topics and each sub-topics into smaller topics until eventually everything is broken down into very small basic units. In written communication this is a very powerful technique because it allows the reader to re-order the presentation at will, and to return to omitted topics at a later date. In verbal communication the audience is restricted to the order of the presenter and the hierarchy should be kept simple reinforced. As with sequential argument it is useful to summarise each section at its conclusion and to introduce each major new section with a statement of how it lies in the hierarchical order. 

Question Orientated 

The aim of many presentations given by managers is to either explain a previous decision or to seek approval for a plan of action. In these cases, the format can be question orientated. The format is to introduce the problem and any relevant background, and then to outline the various solutions to that problem listing the advantages and disadvantages of each solution in turn. Finally, all possible options are summarised in terms of their pro's and con's, and either the preferred solution is presented for endorsement by the audience or a discussion is initiated leading to the decision. One trick for obtaining the desired outcome is to establish during the presentation the criteria by which the various options are to be judged; this alone should allow you to obtain your desired outcome. 

Pyramid 

In a newspaper, the story is introduced in its entirety in a catchy first paragraph. The next few paragraphs repeat the same information only giving further details to each point. The next section repeats the entire story again, but developing certain themes within each of the sub-points and again adding more information. This is repeated until the reporter runs out of story. The editor then simply decides upon the newsworthiness of the report and cuts from the bottom to the appropriate number of column inches. 

There are two main advantages to this style for presentations. Firstly, it can increase the audience’s receptiveness to the main ideas. Since at every stage of the pyramid they have all ready become familiar with the ideas and indeed know what to expect next. This sense of deja vu can falsely give the impression that what they are hearing are their own ideas. The second advantage is that the duration of the talk can be easily altered by cutting the talk in exactly the same way as the newspaper editor might have done to the news story. This degree of flexibility may be useful if the same presentation is to be used several times in different situations. 

The Meaty Sandwich 

The simplest and most direct format remains the meaty sandwich. This is the simple beginning-middle-end format in which the main meat of the exposition is contained in the middle and is preceded by an introduction and followed by a summary and conclusion. This is really the appropriate format for all small sub-sections in all the previous structures. If the talk is short enough, or the topic simple enough, it can indeed form the entirity of the presentation. 

The Beginning 

It is imperative to plan your beginning carefully; there are five main elements: 

Get their attention 

Too often in a speech, the first few minutes of the presentation are lost while people adjust their coats, drift in with coffee and finish the conversation they were having with the person next to them. You only have a limited time and every minute is precious to you so, from the beginning, making sure they pay attention. 

Establish a theme 

Basically, you need to start the audience thinking about the subject matter of your presentation. This can be done by a statement of your main objective, unless for some reason you wish to keep it hidden. They will each have some experience or opinions on this and at the beginning you must make them bring that experience into their own minds. 

Present a structure 

If you explain briefly at the beginning of a talk how it is to proceed, then the audience will know what to expect. This can help to establish the theme and also provide something concrete to hold their attention. Ultimately, it provides a sense of security in the promise that this speech too will end. 

Create a rapport 

If you can win the audience over in the first minute, you will keep them for the remainder. You should plan exactly how you wish to appear to them and use the beginning to establish that relationship. You may be presenting yourself as their friend, as an expert, perhaps even as a judge, but whatever role you choose you must establish it at the very beginning. 

Administration 

When planning your speech you should make a note to find out if there are any administrative details which need to be announced at the beginning of your speech. This is not simply to make yourself popular with the people organising the session but also because if these details are over looked the audience may become distracted as they wonder what is going to happen next. 

The Ending 

The final impression you make on the audience is the one they will remember. Thus it is worth planning your last few sentences with extreme care. 

As with the beginning, it is necessary first to get their attention, which will have wandered. This requires a change of pace, a new visual aid or perhaps the introduction of one final culminating idea. In some formats the ending will be a summary of the main points of the talk. One of the greatest mistakes is to tell the audience that this is going to be a summary because at that moment they simply switch off. Indeed it is best that the ending comes unexpectedly with that final vital phrase left hanging in the air and ringing round their memories. Alternatively the ending can be a flourish, with the pace and voice leading the audience through the final crescendo to the inevitable conclusion. 

Visual Aids 

Most people expect visual reinforcement for any verbal message being delivered. While it would be unfair to blame television entirely for this, it is useful to understand what the audience is accustomed to, for two reasons: firstly, you can meet their expectations using the overhead projector, a slide show, or even a video presentation; secondly, if you depart from the framework of a square picture flashed before their eyes, and use a different format, then that novelty will be most arresting. For instance, if you are describing the four functions of a project manager then display the four "hats" he/she must wear; if you are introducing the techniques of brainstorming then brandish a fishing rod to "fish for" ideas. 

With traditional visual aids however, there are a few rules which should be followed to ensure they are used effectively. Most are common sense, and most are commonly ignored. As with all elements of a speech, each different viewfoil should have a distinct purpose - and if it has no purpose it should be removed. With that purpose firmly in mind you should design the viewfoil for that purpose. Some viewfoils are there to reinforce the verbal message and so to assist in recall; others are used to explain information which can be more easily displayed than discussed: and some viewfoils are designed simply for entertainment and thus to pace the presentation. 

If your viewfoil is scruffy then your audience will notice that, and not what is written upon it. Do not clutter a viewfoil or it will confuse rather than assist. Do not simply photocopy information if there is more data on the page than you wish to present; in these cases, the data should be extracted before being displayed. Make sure that your writing can be read from the back of the room. Talk to the audience, not the visual aid. 

The Delivery 

"The human body is truly fascinating - there are some I could watch all day" - Anon 

Whatever you say and whatever you show; it is you, yourself which will remain the focus of the audience's attention. If you but strut and fret your hour upon the stage and then are gone, no-one will remember what you said. The presenter has the power both to kill the message and to enhance it a hundred times beyond its worth. Your job as a manager is to use the potential of the presentation to ensure that the audience is motivated and inspired rather than disconcerted or distracted. There are five key facets of the human body which deserve attention in presentation skills: the eyes, the voice, the expression, the appearance, and how you stand. 

The Eyes 

The eyes are said to be the key to the soul and are therefore the first and most effective weapon in convincing the audience of your honesty, openness and confidence in the objectives of your presentation. This impression may of course be totally false, but here is how to convey it. 

Even when in casual conversation, your feelings of friendship and intimacy can be evaluated by the intensity and duration of eye contact. During the presentation you should use this to enhance your rapport with the audience by establishing eye contact with each and every member of the audience as often as possible. For small groups this is clearly possible but it can also be achieved in large auditoriums since the further the audience is away from the presenter the harder it is to tell precisely where he or she is looking. Thus by simply staring at a group of people at the back of a lecture theatre it is possible to convince each of them individually that he or she is the object of your attention. During presentations, try to hold your gaze fixed in specific directions for five or six seconds at a time. Shortly after each change in position, a slight smile will convince each person in that direction that you have seen and acknowledged them. 

The Voice 

After the eyes comes the voice, and the two most important aspects of the voice for the public speaker are projection and variation. It is important to realise from the onset that few people can take their ordinary conversation voice and put it on stage. If you can, then perhaps you should move to Hollywood. The main difference comes in the degree of feedback which you can expect from the person to whom you are talking. In ordinary conversation you can see from the expression, perhaps a subtle movement of the eye, when a word or phrase has been missed or misunderstood. In front of an audience you have to make sure that this never happens. The simple advice is to slow down and to take your time. Remember the audience is constrained by good manners not to interrupt you so there is no need to maintain a constant flow of sound. A safe style is to be slightly louder and slightly slower than a fire-side chat with slightly deaf aunt. As you get used to the sound, you can adjust it by watching the audience. 

A monotone speech is both boring and soporific, so it is important to try to vary the pitch and speed of your presentation. At the very least, each new sub-section should be proceeded by a pause and a change in tone to emphasise the delineation. If tonal variation does not come to you naturally try making use of rhetorical questions throughout your speech, since most British accents rise naturally at the end of a question. 

Expression 

The audience watches your face. If you are looking listless or distracted then they will be listless and distracted; if you are smiling, they will be wondering why and listen to find out. In normal conversation your meaning is enhanced by facial reinforcement. Thus in a speech you must compensate both for stage nerves and for the distance between yourself and the audience. The message is quite simply: make sure that your facial expressions are natural, only more so. 

Appearance 

There are many guides to management and presentation styles which lay heavy emphasis upon the way you dress and in the last analysis this is a matter of personal choice. That choice should however be deliberately made. When you are giving a presentation you must dress for the audience, not for yourself; if they think you look out of place, and then you are. 

As an aside, it is my personal opinion that there exists a code of conduct among engineers which emphasizes the scruffy look, and that in many organisations this tends to set the engineer apart, especially from management. It conveys the subliminal message that the engineer and the manager are not part of the same group and so hinders communication. 

Stance 

When an actor initially learns a new character part, he or she will instinctively adopt a distinct posture or stance to convey that character. It follows therefore that while you are on stage, your stance and posture will convey a great deal about you. The least you must do is make sure your stance does not convey boredom; at best, you can use your whole body as a dynamic tool to reinforce your rapport with the audience. 

The perennial problem is what to do with your hands. These must not wave aimlessly through the air, or fiddle constantly with a pen, or (worst of all visually) juggle change in your trouser pockets. The key is to keep your hands still, except when used in unison with your speech. To train them initially, find a safe resting place which is comfortable for you, and aim to return them there when any gesture is completed. 

The Techniques of Speech 

Every speaker has a set of "tricks of the trade" which he or she holds dear - the following are a short selection of such advice taken from various sources. 

Make an impression 

The average audience is very busy: they have husbands and wives, schedules and slippages, cars and mortgages; and although they will be trying very hard to concentrate on your speech, their minds will inevitably stray. Your job is to do something, anything, which captures their attention and makes a lasting impression upon them. Once you have planned your speech and honed it down to its few salient points, isolate the most important and devise some method to make it stick. 

Repeat, Repeat 

The average audience is very busy: they have husbands or wives etc, etc - but repetition makes them hear. The average audience is easily distracted, and their attention will slip during the most important message of your speech - so repeat it. You don't necessarily have to use the resonant tonal sounds of the repeated phrase, but simply make the point again and again and again with different explanations and in different ways. The classic advice of the Sergeant Major is: "First you tell 'em what you are going to tell 'em, then you tell 'em, then you tell 'em what you told 'em!" 

Draw a Sign 

Research into teaching has yielded the following observation: "We found that students who failed to get the point did so because they were not looking for it". If the audience knows when to listen, they will. So tell them: the important point is ... . 

Draw a Picture 

The human brain is used to dealing with images, and this ability can be used to make the message more memorable. This means using metaphors or analogies to express your message. Thus a phrase like "we need to increase the market penetration before there will be sufficient profits for a pay related bonus" becomes "we need a bigger slice of the cake before the feast". 

Jokes 

The set piece joke can work very well, but it can also lead to disaster. You must choose a joke which is apt, and one which will not offend any member of the audience. This advice tends to rule out all racist, sexist or generally rude jokes. If this seems to rule out all the jokes you can think of, then you should avoid jokes in a speech. 

Amusing asides are also useful in maintaining the attention of the audience, and for relieving the tension of the speech. If this comes naturally to you, then it is a useful tool for pacing your delivery to allow periods of relaxation in between your sign-posted major points. 

Plain Speech 

Yes! 

Short and Sweet 

One way to polish the presentation of the main point of your speech is to consider it thus. The day before your presentation, you are called to to the office of the divisional vice-president; there you are introduced to the managing director and a representative of the company's major share holder; "O.K." says the vice president "we hear you have got something to say, we'll give you 30 seconds, GO". Can you do it? 

If you can crystallise your thoughts and combine your main message with some memorable phrase or imagery, and present them both in 30 seconds then you have either the perfect ending or the basis for a fine presentation. 

The Narrative 

Everyone loves a story and stories can both instruct and convey a message: Zen Philosophy is recorded in its stories, and Christianity was originally taught in parables. If you can weave your message into a story or a personal annocdote, then you can have them wanting to hear your every word - even if you have to make it up. 

Rehearsal 

There is no substitute for rehearsal. You can do it in front of a mirror, or to an empty theatre. In both cases, you should accentuate your gestures and vocal projection so that you get used to the sound and sight of yourself. Do not be put off by the mirror - remember: you see a lot less of yourself than your friends do. 

Relaxation 

If you get nervous just before the show, either concentrate on controlling your breathing or welcome the extra adrenaline. The good news is that the audience will never notice your nerves nearly as much as you think. Similarly, if you dry-up in the middle - smile, look at your notes, and take your time. The silence will seem long to you, but less so to the audience. 

Common Public Speaking Errors
If you are preparing for an important speech, you are probably wondering how to guarantee a stellar performance. Public speaking may seem like a mystifying art, but the basic principles are actually quite simple. Successful speakers are prepared, enthusiastic, and eager to communicate with their audiences. They avoid the small mistakes that can sabotage an otherwise engaging performance.
 
When it comes to public speaking, not knowing your material is the most deadly mistake you can make. While you do not need to be a walking encyclopedia of knowledge, your audience will notice if you are unsure of the most basic facts. If you are speaking about a familiar topic, you will be much less likely to forget crucial information. Although it is not essential for success, it is also a good idea to select a topic in which you have a personal interest. If you pick a topic that you are passionate about, your enthusiasm will be visible through your tone and body language. 

If you have ever attended a presentation by a dull and uninteresting speaker, you have valuable insight into the purpose of public speaking. Whether you are presenting your speech before 10 classmates or 100 business associates, your goal is to provide the audience with information that is relevant to their lives. In any presentation, your audience will ask, “What’s in it for me?” To answer this question, take your outline and condense your speech into two or three main points. Come up with examples that illustrate why these points are so important and eliminate everything that does not relate to your key concepts. 

As you are preparing your presentation, remember that public speaking is not about delivering a monologue. The purpose of any presentation is to create a dialogue between you and the audience. During your presentation, make eye contact with your audience. Smile and use your body language to convey your enthusiasm. Replace stiff phrasing with lively conversational language. Provide opportunities for audience interaction whenever possible by asking questions, requesting feedback, or planning group activities. 

Even if your topic is somewhat serious, do not be afraid to add humor to your presentation. A funny title, a play on words, or a humorous anecdote can add life to an otherwise stoic presentation. Audiences love to laugh. Research has proven that laughter increases productivity, enables better retention of new information, and helps groups of people form new relationships. However, it is always a good idea to avoid forms of humor that could be considered offensive. Sexist, racist, or vulgar jokes are never appropriate. 

People who dread public speaking often imagine that the audience will laugh at them. Previous embarrassing experiences with public speaking, a basic lack of self-confidence, and a general distrust in human nature have convinced them that audiences love to see speakers fail. However, this could not be farther from the truth. Since public speaking is one of the most common fears among American adults, most people will emphasize with the speaker and respect his or her efforts. Whether you are giving a report for your high school English class or preparing a presentation for a group of coworkers, remember that your audience wants you to succeed. Do not apologize for your performance, since the audience will typically overlook mispronunciations and other minor errors. 

Failing to relax before your presentation will contribute to a less than ideal performance. Take a few deep breaths and visualize yourself presenting your speech to an attentive, enthusiastic audience. To boost your self-confidence, imagine the audience applauding your efforts. Although it may seem like a good way to calm your nerves, it is never a good idea to consume alcohol or other mood-altering substances before your presentation. This strategy often has disastrous side effects, especially if your nervousness causes over consumption. 

Nearly all failed presentations can be partially attributed to the speaker’s inexperience. When it comes to public speaking, practice makes perfect. Many of today’s most respected speakers were once shy and inexperienced. Ask a trusted friend to critique your speech before the big day or practice your delivery in front of a mirror. Consider enrolling in your local Toastmasters group to polish your skills in a supportive environment. Toastmasters groups are available in cities across the world with meetings that are designed to accommodate nearly every schedule. 

10 Of The Most Common Mistakes Presenters Make 

Starting Out With The Wrong Assumption.
Namely, those successful presenters are born, not made. The plain truth proven repeatedly—is that presentation skills are acquired skills. Great presenters - like great communicators—didn't start out that way. They honed their skills over time, through training and practice. 

Letting The Facts Speak For Themselves.
A common trap presenters fall into is a disproportionate prejudice in favor of facts, data, raw information, over emotional appeal. It's a mistake - and a dangerous one, at that—to assume that once you've presented all the information you can on a given subject, your audience will understand, remember, and be persuaded by what you've told them. This overlooks your responsibility to your audience and to yourself, to selectively and strategically present what is most relevant and most likely to support your argument.

Failing To Prepare Properly.
Failing to prepare, as the saying goes, is preparing to fail. A cliché perhaps, but still  excellent  advice. Begin your preparation by being clear about your goals and purpose. What do you most want to accomplish? What response do you want from your audience? If your purpose is to persuade or motivate your listeners, you must first know what their attitudes and interests are, and what is likely to motivate them. (See our article You Talkin' to Me? in this issue.) Give extra thought to how you will open and close your presentation. Consider ways to grab your audience immediately, with a strong opener. And consider how you will end your presentation. In fact, once you've defined your objective, then build your presentation, step by step, making sure it leads to your final objective.

Failing to Rehearse Properly.
Rehearse your presentation—repeatedly. This gives you several advantages. It helps you to internalize your presentation, allowing you to speak from within, thus reducing your dependence on memorization. It also gives you command of your material. You'll be able to speak more spontaneously and with more conviction.

Failing to Use Notes Properly.
Some very good presenters always use notes; others use notes only some of the time. The point is not whether you use notes, but how you use them. Use notes that require no more than a brief glance for comprehension—in effect, notes that amount to visual aids, limited to key words or ideas. Do not create a script that you will feel compelled to read (an audience downer!) at the expense of maintaining eye focus with your audience.

Overloading Visuals.
Presenters too often pack their visuals with as much data, statistics, charts and graphs as they can hold. And worse, this is often combined with flashy animations that accomplish little of real value. Why presenters do this is a mystery. The more material that's crammed onto a visual, the longer it takes your listeners to read and understand what you're trying to convey. Dense visuals distract your audience and thus have the opposite effect from what you intended. Instead, use at-a-glance visuals that reinforce your message, while allowing your listeners to stay focused on you. (For an in-depth look at how to create visuals for maximum results, read our article 

Selling Short The Importance of Non-Verbal Communication.
We communicate far more than we know through our body language—through our voice, eyes, gestures, posture and facial expressions. When you're presenting, strong, positive body language becomes an essential tool in helping you build credibility with your audience. Knowing how to use these skills goes far toward assuring your success. (To learn more about using body language to your advantage, 

Failing To Check Out The Room.
It's a mistake presenters commonly make. Knowing the room is always important, especially if you're presenting in an unfamiliar setting or to a large audience. You need to check out everything—the equipment you'll be using, lighting, even seating arrangements, and more. Don't expect a Good Samaritan to come to your rescue should anything fail to function properly.

Failing To Prepare for Q-&-A's.
It isn’t over till it's over, goes the old saw. And it isn’t over till you've successfully handled whatever questions may follow your presentation. Even if no formal Q-&-A period is on the agenda, prepare anyway. Think ahead to questions you may have prompted by your remarks. It's also a good idea to consider in advance questions that might come up that have nothing to do with your presentation. Your audience analysis, for example, may reveal concerns among your listeners that could lead to questions from them.

Hiding Behind The Lectern.
For the most part, the lectern serves as little more than a barrier between you and your audience. Presenters who are nervous about speaking often tend to use the lectern as a shield, as if they're trying to hide from their audience. There's no need to retreat from your audience if you've taken the necessary steps to prepare properly.
Conclusion 

Once the speech is over and you have calmed down, you should try to honestly evaluate your performance. Either alone, or with the help of a friend in the audience, decide what was the least successful aspect of your presentation and resolve to concentrate on that point in the next talk you give. If it is a problem associated with the preparation, then deal with it there; if it is a problem with your delivery, write yourself a reminder note and put it in front of you at the next talk. 

WRITING SKILLS
How to Write Right 

Writing is an essential skill upon which all engineers and managers rely. This article outlines simple design principles for engineering's predominate product: paper. 
" romance, thrills, burlesque, satire, bass ... most enjoyable". 

"Here is everything one expects from this author but thrice fold and three times as entertaining as anything he has written before". 

"A wonderful tissue of outrageous coincidences and correspondences, teasing elevations of suspense and delayed climaxes". 

(reviews of Small World by David Lodge) 
This has nothing to do with engineering writing. No engineering report will ever get such reviews. The most significant point about engineering writing is that it is totally different from the writing most people were taught - and if you do not recognize and understand this difference, then your engineering writing will always miss the mark. However, this article outlines a methodical approach to writing which will enable anyone to produce great works of engineering literature. 

Why Worry? 

Writing is the major means of communication within an organization; paper is thought to be the major product of professional engineers; some estimate that up to 30% of work-time is engaged in written communication. Thus it is absolutely vital for you as a Professional Engineer to actively develop the skill of writing; not only because of the time involved in writing, but also because your project's success may depend upon it. Indeed, since so much of the communication between you and more senior management occurs in writing, your whole career may depend upon its quality. 

Two Roles 

In an industrial context, writing has two major roles: 

· it clarifies - for both writer and reader 

· it conveys information 

It is this deliberate, dual aim which should form the focus for all your writing activity. 

There are many uses for paper within an organization; some are inefficient - but the power of paper must not be ignored because of that. In relation to a project, documentation provides a means to clarify and explain on-going development, and to plan the next stages. Memoranda are a simple mechanism for suggestions, instructions, and general organisation. The minutes of a meeting form a permanent and definitive record. 

Writing is a central part of any design activity. Quality is improved since writing an explanation of the design, forces the designer to consider and explore it fully. For instance, the simple procedure of insisting upon written test-plans forces the designer to address the issue. Designs which work just "because they do" will fail later; designs whose operation is explained in writing may also fail, but the repair will be far quicker since the (documented) design is understood. 

If you are having trouble expressing an idea, write it down; you (and possibly others) will then understand it. It may take you a long time to explain something "off the cuff", but if you have explained it first to yourself by writing it down - the reader can study your logic not just once but repeatedly, and the information is efficiently conveyed. 

Forget the Past 

Professional writing has very little to do with the composition and literature learnt at school: the objectives are different, the audience has different needs, and the rewards in engineering can be far greater. As engineers, we write for very distinct and restricted purposes, which are best achieved through simplicity. 

English at school has two distinct foci: the analysis and appreciation of the great works of literature, and the display of knowledge. It is all a question of aim. A novel entertains. It forces the reader to want to know: what happens next. On the other hand, an engineering report is primarily designed to convey information. The engineer's job is helped if the report is interesting; but time is short and the sooner the meat of the document is reached, the better. The novel would start: "The dog grew ill from howling so ..."; the engineer's report would start (and probably end): "The butler killed Sir John with a twelve inch carving knife". 

In school we are taught to display knowledge. The more information and argument, the more marks. In industry, it is totally different. Here the wise engineer must extract only the significant information and support it with only the minimum-necessary argument. The expertise is used to filter the information and so to remove inessential noise. The engineer as expert provides the answers to problems, not an exposition of past and present knowledge: we use our knowledge to focus upon the important points. 

For the Future 

When you approach any document, follow this simple procedure: 

1. Establish the AIM 

2. Consider the READER 

3. Devise the STRUCTURE 

4. DRAFT the text 

5. EDIT and REVISE 

That is it. For the rest of this article, we will expand upon these points and explain some techniques to make the document effective and efficient - but these five stages (all of them) are what you need to remember. 

Aim 

You start with your aim. Every document must have a single aim - a specific, specified reason for being written. If you can not think of one, do something useful instead; if you can not decide what the document should achieve, it will not achieve it. 

Once you have established your aim, you must then decide what information is necessary in achieving that aim. The reader wants to find the outcome of your thoughts: apply your expertise to the available information, pick out the very-few facts which are relevant, and state them precisely and concisely. 

The Reader 

A document tells somebody something. As the writer, you have to decide what to tell and how best to tell it to the particular audience; you must consider the reader. 

There are three considerations: 

· What they already know affects what you can leave out. 

· What they need to know determines what you include. 

· Wha

t they want to know suggests the order and emphasis of your writing. 

For instance, in a products proposal, marketing will want to see the products differentiation and niche in the market place; finance will be interested in projected development costs, profit margins and risk analysis; and R&D will want the technical details of the design. To be most effective, you may need to produce three different reports for the three different audiences. 

The key point, however, is that writing is about conveying information - conveying; that means it has to get there. Your writing must be right for the reader, or it will lost on its journey; you must focus upon enabling the reader's access to the information. 

Structure 

Writing is very powerful - and for this reason, it can be exploited in engineering. The power comes from its potential as an efficient and effective means of communication; the power is derived from order and clarity. Structure is used to present the information so that it is more accessible to the reader. 

In all comes down to the problem of the short attention span. You have to provide the information in small manageable chunks, and to use the structure of the document to maintain the context. As engineers, this is easy since we are used to performing hierarchical decomposition of designs - and the same procedure can be applied to writing a document. 

While still considering the aim and the reader, the document is broken down into distinct sections which can be written (and read) separately. These sections are then each further decomposed into subsections (and sub-subsections) until you arrive at simple, small units of information - which are expressed as a paragraph, or a diagram. 

Every paragraph in your document should justify itself; it should serve a purpose, or be removed. A paragraph should convey a single idea. There should be a statement of that key idea and (possibly) some of the following: 

· a development of the idea 

· an explanation or analogy 

· an illustration 

· support with evidence 

· contextual links to reinforce the structure 

As engineers, though, you are allowed to avoid words entirely in places; diagrams are often much better than written text. Whole reports can be written with them almost exclusively and you should always consider using one in preference to a paragraph. Not only do diagrams convey some information more effectively, but often they assist in the analysis and interpretation of the data. For instance, a pie chart gives a quicker comparison than a list of numbers; a simple bar chart is far more intelligible than the numbers it represents. The only problem with diagrams is the writer often places less effort in their design than their information-content merits - and so some is lost or obscure. They must be given due care: add informative labels and titles, highlight any key entries, remove unnecessary information. 

Draft, Revise and Edit 

When you have decided what to say, to whom you are saying it, and how to structure it; say it - and then check it for clarity and effectiveness. The time spent doing this will be far less than the time wasted by other people struggling with the document otherwise. 

The following are a few points to consider as you wield the red pen over your newly created opus. 

Layout

The main difference between written and verbal communication is that the reader can choose and re-read the various sections, whereas the listener receives information in the sequence determined by the speaker. Layout should be used to make the structure plain, and so more effective: it acts as a guide to the reader. 

Suppose you have three main points to make; do not hide them within simple text - make them obvious. Make it so that the reader's eye jumps straight to them on the page. For instance, the key to effective layout is to use: 

· informative titles 

· white space 

· variety 

Another way to make a point obvious is to use a different font. 

Style

People in business do not have the time to marvel at your florid turn off phrase or incessant illiteration. They want to know what the document is about and (possibly) what it says; there is no real interest in style, except for ease of access. 

In some articles a summary can be obtained by reading the first sentence of each paragraph. The remainder of each paragraph is simply an expansion upon, or explanation of, the initial sentence. In other writing, the topic is given first in a summary form, and then successively repeated with greater detail each time. This is the pyramid structure favoured by newspapers. 

A really short and simple document is bound to be read. This has lead to the "memo culture" in which every communication is condensed to one side of A4. Longer documents need to justify themselves to their readers' attention. 

The Beginning

Let us imagine the reader. Let us call her Ms X. 

Ms X has a lot to do today: she has a meeting tomorrow morning with the regional VP, a call to make to the German design office, several letters to dictate concerning safety regulations, and this months process-data has failed to reach her. She is busy and distracted. You have possibly 20 seconds for your document to justify itself to her. If by then it has not explained itself and convinced her that she needs to read it - Ms X will tackle something else. If Ms X is a good manager, she will insist on a rewrite; if not, the document may never be read. action). 

Thus the beginning of your document is crucial. It must be obvious to the reader at once what the document is about, and why it should be read. You need to catch the readers attention but with greater subtlety than this article; few engineering reports can begin with the word sex. 

Unlike a novel, the engineering document must not contain "teasing elevations of suspense". Take your "aim", and either state it or achieve it by the end of the first paragraph. 

For instance, if you have been evaluating a new software package for possible purchase then your reports might begin: "Having evaluated the McBlair Design Suite, I recommend that ...". 

Punctuation

Punctuation is used to clarify meaning and to highlight structure. It can also remove ambiguity: a cross section of customers can be rendered less frightening simply by adding a hyphen (a cross-section of customers). 

Engineers tend not to punctuate - which deprives us of this simple tool. Despite what some remember from school, punctuation has simple rules which lead to elegance and easy interpretation. If you want a summary of punctuation, try The Concise Oxford Dictionary (1990); and if you want a full treatise, complete with worked examples (of varying degrees of skill), read You Have A Point There by Eric Partridge. 

For now, let us look at two uses of two punctuation marks. If you do not habitually use these already, add them to your repertoire by deliberately looking for opportunities in your next piece of writing. 

The two most common uses of the Colon are: 

1) To introduce a list which explains, or provides the information promised in, the previous clause. 

A manager needs two planning tools: prescience and a prayer. 
2) To separate main clauses where the second is a step forward from the first: statement to example, statement to explanation, cause to effect, introduction to main point. 

To err is human: we use computers. 
The two most common uses of the Semicolon are: 

1) to unite sentences that are closely associated, complementary or parallel: 

Writing is a skill; one must practise to improve a skill. 
Engineers engineer; accountants account for the cost. 

2) to act as a stronger comma, either for emphasis or to establish a hierarchy 

The report was a masterpiece; of deception and false promises. 
The teams were Tom, Dick and Harry; and Mandy, Martha and Mary. 

Spelling 

For some, spelling is a constant problem. In the last analysis, incorrect speling distracts the reader and detracts from the authority of the author. Computer spell-checking programmes provide great assistance, especially when supported by a good dictionary. Chronic spellers should always maintain a (preferably alphabetical) list of corrected errors, and try to learn new rules (and exceptions!). For instance (in British English) advice-advise, device-devise, licence-license, practice-practise each follow the same pattern: the -ice is a noun, the -ise is a verb. 

Simple Errors

For important documents, there is nothing better than a good, old-fashioned proof-read. As an example, the following comes from a national advertising campaign/quiz run by a famous maker of Champagne: 

Question 3: Which Country has one the Triple Crown the most times? 
Won understands the error, but is not impressed by the quality of that company's product. 

Sentence Length

Avoid long sentences. We tend to associate "unit of information" with "a sentence". Consequently when reading, we process the information when we reach the full stop. If the sentence is too long, we lose the information either because of our limited attention span or because the information was poorly decomposed to start with and might, perhaps, have been broken up into smaller, or possibly better punctuated, sentences which would better have kept the attention of the reader and, by doing so, have reinforced the original message with greater clarity and simplicity. 

Word Length

It is inappropriate to utilize verbose and bombastic terminology when a suitable alternative would be to: keep it simple. Often the long, complex word will not be understood. Further, if the reader is distracted by the word itself, then less attention is paid to the meaning or to the information you wished to convey. 

Jargon

I believe that a digital human-computer-interface data-entry mechanism should be called a keyboard; I don't know why, but I do. 

Wordiness

When one is trying hard to write an impressive document, it is easy to slip into grandiose formulae: words and phrases which sound significant but which convey nothing but noise. 

You must exterminate. So: "for the reason that" becomes "because"; "with regards to" becomes "about"; "in view of the fact that" becomes "since"; "within a comparatively short period of time" becomes "soon". 

Often you can make a sentence sound more like spoken English simply be changing the word order and adjusting the verb. So: "if the department experiences any difficulties in the near future regarding attendance of meetings" becomes "if staff cannnot attend the next few meetings". As a final check, read your document aloud; if it sounds stilted, change it. 

Conclusion

Writing is a complex tool, you need to train yourself in its use or a large proportion of your activity will be grossly inefficient. You must reflect upon your writing lest it reflects badly upon you. 

If you want one message to take from this article, take this: the writing of a professional engineer should be clear, complete and concise. If your document satisfies these three criteria, then it deserves to be read. 

VOCABULARY

Word:        accept.

Synonym:  admit.

Antonym:  refuse.

Usage:        Hari accepted his truth.

Word:
Above. 

Synonym:
on the top.

Antonym:
below.

Usage:         her performance is good above all activites.
Word:          Barbarous.

Synonym:
 savage.

Antonym:
 civilized.

Usage:
  he came from a barbarous family.
Word: 
barren.

Synonym:
sterile.

Antonym:    fertile.

Usage:          most of the time they indulge in barren.
Word:        base.

Synonym:  bad.

Antonym:
noble.

Usage: 
the base of a pillar.
Word:         benevolent.

Synonym:   charitable.

Antonym:
mailevolence.

Usage:   
her benevolent gesture inspire.
Word:         bright.
Synonym:   shinning.

Antonym:
dim.
Usage:        her face is bright.
Word:         broad.
Synonym:    wide.

Antonym:
narrow.
Usage:
the valley is too broad.
Word:         blissful.
Synonym:   happy.
Antonym:
unhappy.
Usage:
I am very blissful.
Word:         believe.
Synonym:    trust.
Antonym:
discredit
Usage:    
believe in god, he will save u.
Word:       charity.  
Synonym:   grace.  

Antonym:
malice.
Usage:
have some charity on poor people.
Word:         care.
Synonym:    regard. 

Antonym:
neglect
Usage:
I will take care of my pet.
Word:         calm.
Synonym:   quit.

Antonym:
stormy.
Usage:
one should be calm in library.
Word:             Awful. 

Synonym:       Dreadful.

Antonym:       Good.

Usage:
    hunting is the awful experience.

Word:
   Ancient.

Synonym:
   old.

Antonym:
   Modern.

Usage:
   history is about ancients only.

Word:
   allow.

Synonym:
   permit.

Antonym:
   forbid.

Usage:
   the judge admitted the writ petition.

Word:
 aggravate.

Synonym:
 annoy.

Antonym:
 better.

Usage: 
 her dress is looking too worse.

Word:
adversity.

Synonym:
distress.

Antonym:
prosperity.

Usage:
adversity is the touch stone of character.

Word: 
advance.

Synonym:   boost.

Antonym:   retire.

Usage:         bank makes advance to artisans.

Word: 
admit.

Synonym:
declare.

Antonym:
accept.

Usage: 
the clerk admitted the candidate.
Word:
accuse.

Synonym:   scold.

Antonym:   defend.

Usage:         Sam accused his friends.

Word:         accident.

Synonym:
mishap.

Antonym:
planned.

Usage:         my friend met with an accident.
Word:         common.
Synonym:   usual. 

Antonym:   strange.
Usage:
price spiral common ground.
Word:          dim.
Synonym:    dark. 

Antonym:
 bright.
Usage:
 ram studied in dim light.
Word:         bottom.
Synonym:   down.  


Antonym:
top.
Usage:         main points are mentioned at the bottom. 
Word:         attract.
Synonym:    to draw attention. 

Antonym:
repel.
Usage:
the performance was attractive.
Word:         accuracy.
Synonym:   exactness.  

Antonym:
approximate.
Usage:
she hits the ball with great accuracy.
Word:         absent.
Synonym:    disappear. 

Antonym:
present.
Usage:
he is absent.
Word:         exit.
Synonym:    let out. 

Antonym:
entrance.
Usage:
an exit board is kept out.
Word:         explicit.
Synonym:    explained fully. 

Antonym:
implicit.
Usage:
every body is appreciated his explicit statement.
Word:         expand.
Synonym:    enlarge. 

Antonym:
contract.
Usage:
expansion of liquid takes place in sunlight.
Word:         external.
Synonym:    outside. 

Antonym:
internal.
Usage:
external exams are coming near.
Word:          flexible.
Synonym:    that can bend easily. 

Antonym:
 shift.
Usage:
 these appliances are made of flexible materials.
Word:         folly.
Synonym:   foolishness. 

Antonym:
wisdom.
Usage:
he is folly to preach morals who don’t need it,
Word:         handsome.
Synonym:    good looking. 

Antonym:
ugly.
Usage:         use fair and handsome cream. 
Word:           hate.
Synonym:     regret.

Antonym:
  love.
Usage:           I hate your parents.
Word:         hard.
Synonym:    difficult. 

Antonym:
easy.
Usage:         it is very hard question.
Word:         hot.
Synonym:    high temperature
.
Antonym:
cool.
Usage:         coffee is to hot.
Word:         humane   
Synonym:   kind 

Antonym:
cruel
Usage:         we are touched by their humane approach
Word:         hurry
Synonym:   quickly 

Antonym:
late
Usage:         hurry up it’s time to go to college
Word:          Idle  
Synonym:    lazy

Antonym:    busy

Usage:           kiran is idle in doing his work  


Word:          Imagination 
Synonym:    not real 

Antonym:    reality

Usage:          a great poet is one who has abundant imagination

Word:         imperfect
Synonym:   incomplete  

Antonym:   perfect

Usage:         the painter lefts the figure imperfect

Word:          oral
Synonym:    spoken 

Antonym:    written

Usage:          today is oral test

Word:          opposition
Synonym:    opposite 

Antonym:    support

Usage:          there is an opposition against monopolotics trend

Word:         open 
Synonym:   uncovered 

Antonym:
shut
Usage:         please open the door

Word:         peace
Synonym:   rest 

Antonym:
war
Usage:         my mother blessed me to go in peace

Word:          relative
Synonym:    comparative 

Antonym:
 absolute
Usage:          maths is very easy when related to physics

Word:           memory.
Synonym:     remember.

Antonym:
  oblivion.
Usage:            this tournament is arranged in memory of  a great      cricketer.

Word:       early.  
Synonym:    first. 

Antonym:
 late.
Usage:
 I wake up early in the morning.
Word:         few.
Synonym:   small in numbers.  

Antonym:
many.
Usage:
I got very few marks in English.
Word:         failure.
Synonym:   lack of success.  

Antonym:
success.
Usage:     
failure is the stepping stone for success.
Word:         eldest.
Synonym:   born earlier. 

Antonym:
younger.
Usage:
ram is the eldest person in his family.
Word:         friendly.
Synonym:   characteristic of   

Antonym:
hostile.
Usage:         ram and Sam are good friends.
Word:         frequent.
Synonym:   happening often. 

Antonym:
rare.
Usage:
sagar used to visit his friend home frequently. 
Word:         finite.
Synonym:   limited.  

Antonym:
infinite.
Usage:
cement factories are finite.
Word:         foreign.
Synonym:   other country.   

Antonym:
native.
Usage:
he served in foreign countries for 10 years.
Word:          fortune.
Synonym:    luck. 

Antonym:
 unfortunate.
Usage:          I’m very fortune to have sarita  mam in Elcs lab. 
Word:         gather.
Synonym:    accumulate. 

Antonym:
scatter.
Usage:         I gathered some flowers from home. 
Word:         lead.
Synonym:   show the way. 

Antonym:
follow.
Usage:         lead bad boys in right path.

Word:         individual.
Synonym:   single. 


Antonym:
group.
Usage:         each individual person is responsible for their own.

Word:         return.
Synonym:   comeback. 

Antonym:
depart.
Usage:         he returned from hyd. 

Word:          fresh.  
Synonym:    new.

Antonym:
 old.
Usage:          I eat fresh vegetables.

Word:         lawful.
Synonym:   legal.  

Antonym:
lawless.
Usage:         he is lawful person.

Word:         stout.
Synonym:   fat and hefty.

Antonym:   lean.

Usage :        the boy standing near me is very stout. 

Word:         similar.
Synonym:   same.
Antonym:   different.
Usage:         they have similar problems.
Word:         honor.
Synonym:   respect.
Antonym:   shame.
Usage:         chief guest is honored by us.

Word:         precious.
Synonym:   valuable
Antonym:   cheap.
Usage:         diamond is very precious.

Word:          progress.
Synonym:    growth.
Antonym:    regress.
Usage:          there is a lot of progress.

Word:         submit.
Synonym:   surrender.
Antonym:   resist.
Usage:         he submitted the record.

Word:         tall .

Synonym:   high.
Antonym:   short.
Usage:  
ram is taller than raj.

Word:         master.
Synonym:   owner.
Antonym:
servant.

Usage: 
the master ordered is servant to bring pen.
Word:         junior.  
Synonym:   younger.
Antonym: 
senior.

Usage: 
uday is my junior.

         GENERAL TASK
                           From the lab classes I had got a compare command over skills that are used for personality development like communication skills, reading skills, writing skills & presentation skills. From presentation skills I have lost my stage fear too.

First I was unable to face the people, but now after the classes’ project work & other activities I am able to face the people & I had improved my language a lot.
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