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DTGE101 English Communication-I 

 

BLOCK 1. INTRODUCTORY SESSION  

 

OBJECTIVES 

• The primary objective of learning self-introduction is to effectively convey one's identity, 

background, and capabilities in a positive and succinct manner.  

• Mastering this skill enables individuals to establish favorable first impressions, foster 

professional and social connections. 

• It enhances communication proficiency, and navigate various settings with confidence.  

• It adds to the growth of personal branding, cultural competence, and active listening 

skills. 

• It aids in fostering continuous improvement for successful engagement in professional, 

academic, and social environments. 

STRUCTURE 

Introduction 

1.1 What Is Self-Introduction 

1.2 How to Craft an Effective Self Introduction 

1.3 Self Introduction for Students 

1.4 Understanding Self Introduction Through Examples 

1.5 Things to Avoid During Self-Introduction 

2.0 Communication: An Introduction  

2.1 Meaning of Communication 

2.2 Definition of Communication 

2.3 Objectives of Communication 

2.4 Scope of Communication 

2.5 Basic Elements Of Communication 

2.6 Features of Communication 

2.7 Principles of Communication: The 7 C's 

2.8 Types of Communication 

2.9 Levels of Communication 

2.10 Methods/Types of Communication 

2.11 Barriers to Communication 
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2.12 Overcoming Barriers To Communication 

3.0 Everyday Expressions 

3.1 What Are Everyday Expressions?  

3.2 Common English Phrases for Ever 

3.2 Common English Phrases for Everyday Use  

4.0 Commonly Used Verbs  

4.1 What Are Verbs? 

4.2 Commonly Used Verbs 

4.3 Summary  

4.4 Keywords 

4.5 Check Your Progress 

 

UNIT 1 SELF INTRODUCTION & ASSESSMENT 

 

A self-introduction is a brief presentation or verbal statement where an individual provides 

information about themselves to others. It typically includes details such as one's name, 

background, education, professional experience, interests, and perhaps some personal 

anecdotes or hobbies. The purpose of a self-introduction is to acquaint others with essential 

information about the individual, creating a foundation for communication and interaction. 

Self-introductions are common in various settings, including social gatherings, professional 

meetings, interviews, or when meeting new people for the first time. The content and style 

of a self-introduction may differ based on the context and the level of formality involved. 

 

1.1 WHAT IS SELF-INTRODUCTION? 

 

A self-introduction refers to presenting oneself to others, typically when meeting new people 

or in situations where a formal introduction is necessary. It involves sharing relevant 

information about oneself, such as name, background, interests, profession, and goals. Self-

introductions can vary in format and context from situation to situation, but they serve the 

simple goal of establishing initial rapport and facilitating communication between 

individuals. They are often used in social settings, professional environments, academic 

settings, networking events, job interviews, and other situations where individuals need to 

convey who they are to others. 
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1.2 HOW TO CRAFT AN EFFECTIVE SELF-INTRODUCTION 

Crafting an effective self-introduction requires careful consideration and preparation to ascertain 

that you leave a positive impression on your audience. Listed below are some important points to 

help you craft an impactful self-introduction: 

● Start with the Basics: Begin your self-introduction with fundamental information 

about yourself, such as your name, profession, and current position. Doing this 

will help set a foundation for your introduction and provide the context for further 

details. 

● Structure Your Content Well: Organize your self-introduction in a logical manner, 

starting with an engaging opening, followed by relevant details about your 

background, experiences, and interests, and concluding with a memorable closing 

statement. A well-structured introduction helps to put forward your message 

effectively. 

● Stay Calm and Composed: It's natural to feel nervous when introducing yourself, 

but try to maintain a calm and composed demeanor. Take deep breaths, speak 

slowly and clearly, and do your best to maintain eye contact with the people 

sitting in the audience. Confidence in your delivery will enhance your credibility 

and leave a positive impression. 

● Strike a Balance Between Personal and Professional: Incorporate both personal 

and professional aspects into your self-introduction to provide a comprehensive 

view of yourself. Share pertinent information related to your professional 

background, skills, and achievements, while also highlighting your interests, 

hobbies, and values. This balance will aid you in connecting with your audience 

on a more personal level. 

● Highlight Your Strengths and Accomplishments: Use your self-introduction as 

an opportunity to showcase your strengths, skills, and accomplishments. Highlight 

specific achievements or experiences that demonstrate your qualifications and 

capabilities. This not only builds credibility but also helps to distinguish you from 

others. 

● Be Authentic and Genuine: Above all, be authentic and genuine in your 
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self-introduction. Share information about yourself honestly and transparently, 

avoiding exaggeration or embellishment. Authenticity builds trust and rapport with 

your audience, fostering genuine connections. 

● Practice and Rehearse: Practice your self-introduction beforehand to ensure 

smooth delivery and confidence. Rehearse your introduction aloud, focusing on 

clarity, pacing, and tone. Ask for responses and comments from friends, family, 

peers or mentors to refine your delivery further. 

● Be Prepared to Answer Questions: Anticipate possible questions that may be 

asked based on your self-introduction and prepare thoughtful responses. Be ready to 

provide additional information or clarify any points as needed. Engaging in dialogue 

with your audience demonstrates your communication skills and readiness to 

interact. 

 

By following these steps and tailoring your self-introduction to the specific context 

and audience, you can craft an effective introduction that leaves a lasting impression 

and sets the stage for meaningful interactions. 

Activity 1 

● What is Self – Introduction? 

● What is the role of strengths & weaknesses in introducing oneself ? 

● Discuss any two key points to be considered while crafting Self- Introduction. 

     

1.3   SELF-INTRODUCTION FOR STUDENTS 

Self-Introduction is of paramount importance for students as it sets the stage for building 

meaningful connections and establishing a positive impression among peers, teachers, and 

professors. A well-crafted self-introduction not only reflects professionalism but also 

communicates the individual's aspirations and goals effectively. Here's how students can 

create a professional self-introduction: 

● Begin with a Polite Greeting: 

Address the audience respectfully, acknowledging the opportunity to introduce oneself. 

● Concise Personal Information: 
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Start by stating your name, educational institution, and field of study to provide context. 

● Brief Background Details: 

Share information related to your background, including your hometown and any significant 

transitions in residence, to offer insight into your experiences. 

● Professional and Academic Pursuits: 

Highlight your academic pursuits, emphasizing your current course of study and any notable 

achievements or interests within your field. 

● Passions and Interests: 

Discuss your interests and passions, showcasing aspects of your personality beyond academics. 

This could include hobbies, extracurricular activities, or volunteer work. 

● Career Aspirations and Goals: 

Articulate your short-term and long-term goals, demonstrating ambition and vision for the 

future. Mention how your current pursuits align with your career aspirations. 

● Acknowledgement and Appreciation: 

Express gratitude for the chance to introduce yourself and interact with the audience. Conclude 

with a polite thank-you message. 

● Professional Tone and Language: 

Maintain a professional tone throughout your introduction, using clear and concise language. 

Avoid slang or overly casual expressions. 

 

1.4 THINGS TO AVOID DURING SELF-INTRODUCTION 

 

• Avoid merely reiterating information from your CV and cover letter; instead, provide specific 

examples to convey authenticity. 

• Refrain from asking, "What would you like to know?" as it indicates a lack of preparedness on 

your part. 

• Steer clear of narrating life stories. If in case you wish to highlight a specific trait, just 

reference a relevant experience. 

• Keep your self-introduction brief and to the point.     

Activity 2 

● How should one begin Self- Introduction ? 

● Two points that must be avoided while introducing oneself. 

● What information should one give after greeting ?   
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1.5 UNDERSTANDING SELF INTRODUCTION THROUGH 

EXAMPLE: 

Good morning to everyone present here. 

I would like to thank you for giving me this opportunity to introduce myself. My name is 

(___________), and I am currently pursuing (_________Program) at 

(_________University/College) in [City, State]. I belong to [Hometown], I have always 

been fascinated by [Field of Study], which led me to pursue my academic journey in this 

area. 

In addition to my studies, I am actively involved in [Extracurricular Activity/Club], where I 

have developed leadership skills and collaborated with peers on various projects. Outside of 

academia, I enjoy [Hobbies or Interests], such as [Activity 1] and [Activity 2], which allow 

me to unwind and pursue my passions. 

Looking ahead, my short-term aim is to (________), while my long-term aspiration is to 

(________). I am dedicated to utilizing my education and experiences to create a meaningful 

and positive influence in (Field or Industry). 

My sincere appreciation for your time, and I look forward to connecting with each of you 

further. 

Best regards, [Your Name] 

1.6   KEYWORDS 

Education, Professional Background, Goals, Interests, Hobbies, Skills 

1.7 SUMMARY  

 

Mastering the art of delivering an effective self-introduction is crucial for several reasons. 

Firstly, it promotes clarity of identity, allowing individuals to gain a strong understanding of 

who they are. Additionally, the ability to introduce oneself is paramount for effective  
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communication, enabling confident expression of thoughts and ideas. A well-crafted self-

introduction also plays a pivotal role in building positive first impressions, fostering meaningful 

relationships in both personal and professional spheres. Furthermore, articulating one's 

background, skills, and interests boosts self-confidence, proving valuable in various social and 

professional scenarios. In the realm of business, concise self-introductions are essential for 

professional networking and creating connections. Job interviews often begin with a self-

introduction, setting a positive tone and increasing the likelihood of success. The process of self-

introduction contributes to personal growth and self-awareness through introspection. It aids in 

aligning personal and professional goals, ensuring actions resonate with values and aspirations. 

Moreover, understanding oneself facilitates better conflict resolution by effectively 

communicating needs, boundaries, and expectations. Ultimately, a robust self-introduction 

empowers individuals to navigate life's challenges with resilience, fostering a deeper 

understanding of their true selves and recognizing the unique strengths they bring to every 

situation. 

CHECK YOUR PROGRESS   

 

1. Can you tell me about yourself? 

2. What is your background and experience in [your field]? 

3. How did you become interested in [your profession/field]? 

4. What do you enjoy doing in your free time? 

5. Could you highlight some of your key skills and strengths? 

6. What motivates or inspires you? 

7. What are your short-term and long-term goals? 

8. How would you describe your personality? 

9. Can you share a significant achievement or project you've worked on? 

10. What sets you apart from others in your field? 

11. How do you handle challenges or setbacks? 

12. Is there anything else you'd like people to know about you? 
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UNIT 2 BASICS OF COMMUNICATION PROCESS 

 

The primary objectives of learning the foundation of communication are to equip individuals 

with the skills needed for effective and clear expression of ideas, thoughts, and information. 

By understanding the fundamentals of communication, one can increase their ability to 

convey messages accurately, listen actively, and  foster meaningful interactions and 

connections with others. This skill set is very important  in both personal and professional 

contexts, fostering better relationships, collaboration, and teamwork. Learning 

communication basics also cultivates self-confidence, as individuals become adept at 

expressing themselves and understanding others. Ultimately, acquiring these fundamental 

communication skills lays the foundation for successful and productive communication 

across various aspects of life. 

2.1 MEANING OF COMMUNICATION 

Communication encompasses various modes of expression, including words, sounds, signs, 

and behaviors, all aimed at exchanging information or conveying ideas to others. It 

encompasses verbal and non-verbal forms of expression, as well as technological means of 

transmitting information. 

2.2 DEFINITION OF COMMUNICATION 

According to Newman and Summer,“ Communication is defined as the process through 

which information is transmitted between individuals and/or organizations, resulting in 

mutual understanding and response. It involves the exchange of facts, ideas, opinions, or 

emotions between two or more parties.” 

2.3   OBJECTIVES OF COMMUNICATION 

The objectives of communication in business administration are multifaceted, including: 

● Facilitating the exchange of information. 

● Conveying messages accurately. 
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● Coordinating efforts within the organization. 

● Fostering good industrial relations. 

● Developing managerial skills. 

● Ensuring the effectiveness of policies. 

● Providing advice and receiving suggestions. 

● Persuading and motivating individuals. 

 

2.4   SCOPE OF COMMUNICATION 

The scope of communication in business administration encompasses various aspects, including: 

● Information sharing. 

● Providing feedback. 

● Influencing people. 

● Problem-solving. 

● Facilitating change. 

 

2.5 BASIC ELEMENTS OF COMMUNICATION 

 

● The communication process comprises five key componentsSender: Initiates the 

communication process by encoding the message and selecting appropriate words or 

images. 

● Message: The information or idea being conveyed by the sender, encoded into a 

format suitable for transmission. 

● Medium/Channel: The means through which the message is transmitted, such as 

oral, written, or non-verbal channels. 

● Receiver/Decoder/Listener: Receives and interprets the message, decoding it into 

meaningful information. 

● Feedback: The response or reaction provided by the receiver, completing the 

communication loop. 

 

2.6 FEATURES OF COMMUNICATION 

Communication exhibits several features that characterize its nature: 

● Universality: Communication is a universal phenomenon observed across all living 

creatures. 
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● Inevitability: Communication is always present and unavoidable, even in non-verbal 

forms. 

● Continuous Process: Communication is ongoing, incorporating various events and activities. 

● Two-way Traffic: Effective communication requires feedback to ensure mutual 

understanding. 

● Short-lived Process: While communication may be ongoing, each instance of 

communication is relatively short-lived. 

● Needs Proper Understanding: Effective communication relies on clear understanding 

between parties. 

● Dispels Misunderstandings: Clear communication helps clarify misunderstandings and 

fosters companionship among individuals. 

Activity 1 

● Explain Communication. 

● Why is communication called a two-way process ? 

● How does proper feedback take part in the communication process ? 

 

2.7 PRINCIPLES OF COMMUNICATION: THE 7 C'S 

The 7 C's framework outlines key principles for effective communication: 

● Completeness: Ensuring that the message contains all necessary information. 

● Conciseness: Conveying the message in a clear and concise manner to save time and 

maintain interest. 

● Consideration: Taking the audience's needs and perspective into account when crafting the 

message. 

● Concreteness: Using specific and vivid language to convey the message clearly. 

● Clarity: Ensuring the message is easily understood by avoiding ambiguity and confusion. 

● Courtesy: Communicating with respect and politeness towards the audience. 

● Correctness: Ensuring the accuracy of the message in terms of language, facts, and grammar. 

 

2.8 TYPES OF COMMUNICATION 
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● Communication can be broadly categorized  into two types- Verbal and Non-

Verbal Communication. 

● Verbal Communication: Uses spoken or written words to convey messages. 

● Non-verbal Communication: Communicates messages through a combination of 

body language, facial expressions and other non-verbal cues. 

2.9   LEVELS OF COMMUNICATION 

Communication occurs at various levels within organizations: 

● Intrapersonal Communication: Internal dialogue within an individual's mind. 

● Interpersonal Communication: Exchange of ideas or information   between individuals. 

● Extra personal Communication: Communication with non-human entities, such as 

animals or machines. 

● Organizational Communication: Communication within the organizational structure. 

● Mass Communication: Communication to a large audience through media channels. 

 

2.10   METHODS/ TYPES OF COMMUNICATION 

Communication methods vary based on direction, organizational structure, and mode of 

expression: 

● Formal Communication: Follows established channels within the organizational 

hierarchy. 

● Informal/Grapevine Communication: Spontaneous and unofficial communication 

channels. 

● Written, Oral, and Gesture Communication: Different modes of expression used to 

convey messages. 

Activity 2 

Explain the following briefly : 

Verbal Communication 

Non - Verbal Communication   

Explain Extra-personal Communication. 

Differentiate between Formal and Informal Communication. 



 

13 

 

2.11 BARRIERS TO COMMUNICATION: 

Communication serves as the lifeblood of any organization, yet numerous barriers can 

impede its effectiveness. These barriers include: 

● Physical Barriers: Such as noise, poor lighting, or vast distances, making it difficult for 

individuals to convey messages clearly and receive them accurately. 

● Organizational Barriers: Stemming from rigid structures, bureaucratic processes, or unclear 

policies that hinder the exchange of information among members of the firm or 

establishment. 

● Technological Barriers: Arising from outdated equipment, incompatible systems, or 

inadequate technical knowledge, which can disrupt communication channels and limit 

accessibility. 

● Cultural Barriers: Resulting from diverse cultural backgrounds, norms, and values, leading 

to misunderstandings or misinterpretations of messages across different cultural contexts. 

● Language Barriers: Caused by variations in language proficiency or understanding, making 

it challenging for people with different linguistic backgrounds to effectively communicate 

with one another. 

● Perceptual Barriers: Influenced by individual perceptions, biases, or preconceived notions, 

leading to selective attention or misinterpretation of information. 

● Interpersonal Barriers: Arising from personal conflicts, power dynamics, or emotional 

factors, which can inhibit open and honest communication between individuals or within 

teams. 

● Gender Barriers: Resulting from differences in communication styles, societal expectations, 

or gender stereotypes, leading to disparities in communication effectiveness between 

genders. 

● Emotional Barriers: Stemming from fear, insecurity, or lack of confidence, which may 

obstruct individuals from expressing themselves authentically or engaging in meaningful 

dialogue. 

Activity 3 

● What are barriers to communication? 

● Briefly explain physical barriers.  
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2.12 OVERCOMING BARRIERS TO COMMUNICATION: 

 

● Despite the presence of these barriers, individuals and organizations can employ various 

strategies to enhance communication effectiveness: 

● Active Listening: Active listening can be encouraged by providing opportunities for individuals 

to express their thoughts and concerns freely, and demonstrating empathy and understanding 

towards their perspectives. 

● Clear and Concise Messaging: Use clear and concise language, and avoid  jargon or technical 

terms that may be unfamiliar to many people. It should be ensured that messages are easy to 

comprehend. 

● Cultural Sensitivity: Foster cultural sensitivity and awareness by promoting inclusivity, 

respecting diverse perspectives, and adapting communication styles to accommodate the cultural 

backgrounds of the audience. 

● Training and Development:  Training and development opportunities should be provided to 

enhance communication skills, along with active listening, conflict resolution, and cross-cultural 

communication, to empower individuals to overcome communication barriers effectively. 

● Feedback Mechanisms: Feedback mechanisms, such as suggestion boxes, surveys, or regular 

meetings must be practiced, to solicit input from employees and stakeholders, and address any 

concerns or issues that may arise in the communication process. 

● Technological Integration: Invest in modern communication technologies and platforms that 

facilitate seamless communication and collaboration, and provide training and support to make 

sure that individuals are skilled in their use. 

● Promote Open Communication: Foster an organizational culture that values transparency, open 

dialogue, and constructive feedback, and encourage individuals to express their ideas, opinions, 

and concerns without fear of retribution or judgment. 

● Conflict Resolution: Develop strategies for resolving conflicts and addressing interpersonal 

barriers to communication, such as mediation, team-building exercises, or leadership coaching, to 

promote positive relationships and collaboration within the organization. 

● By addressing these barriers and implementing strategies to enhance communication 

effectiveness, organizations can create an environment conducive to collaboration, innovation, 

and success. Effective communication is not only essential to achieve establishment goals but to 

also help in fostering positive relationships and driving individual and collective growth. 
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KEYWORDS 

 

Sender, Receiver, Channel, Encoding, Decoding, Message, Barriers, Semantic, 

Physical, Psychological 

 

SUMMARY  

 

Communication: 

 Communication is the process of exchanging information, ideas, thoughts, and feelings 

between individuals or groups. Effective communication is crucial in personal, professional, 

and social interactions. 

Types of Communication: 

 Verbal Communication: This involves the use of spoken or written words to convey 

messages. It includes face-to-face conversations, phone calls, emails, letters, etc. 

 Nonverbal Communication: Nonverbal cues such as body language, facial expressions, 

gestures, posture, and tone of voice also play a significant role in conveying messages. 

 Visual Communication: Visual aids such as charts, graphs, diagrams, and images help in 

presenting information visually. 

 Written Communication: This includes any form of communication that is written or typed, 

such as reports, memos, letters, emails, and texts. 

 Interpersonal Communication: Direct communication between individuals, either face-to-

face or through technology-mediated channels. 

 Group Communication: Communication that occurs within a group setting, involving 

multiple individuals interacting with each other. 

Barriers to Communication: 

 Physical Barriers: These include noise, distance, poor lighting, and physical obstructions that 

hinder effective communication. 
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 Psychological Barriers: Personal factors such as prejudices, biases, emotions, and mental 

health issues can affect how messages are sent and received. 

 Semantic Barriers: Differences in language, jargon, and terminology can lead to 

misunderstandings. 

 Cultural Barriers: Variances in cultural norms, values, beliefs, and customs can create 

communication barriers, particularly in diverse environments. 

 Perceptual Barriers: Differences in how individuals perceive and interpret information 

can lead to miscommunication. 

 Technological Barriers: Issues related to the use of technology, such as connectivity 

problems, software glitches, or unfamiliarity with digital tools, can impede communication. 

Overcoming Communication Barriers: 

 Active Listening: Paying attention, showing empathy, and seeking clarification can help 

improve understanding and overcome misunderstandings. 

 Clarity and Conciseness: Using clear, simple language and avoiding jargon or ambiguous 

statements can enhance comprehension. 

 Feedback: Encouraging feedback and confirmation to ensure the message is understood 

correctly. 

 Adaptation: Being flexible and adjusting communication style, tone, and language to suit 

the audience's needs and preferences. 

 Awareness of Cultural Differences: Developing cultural sensitivity and adapting 

communication strategies to accommodate diverse cultural backgrounds. 

 Use of Visual Aids: Incorporating visual elements to supplement verbal communication 

can enhance clarity and retention of information. 

 Training and Education: Providing training programs to improve communication skills 

and raise awareness of potential barriers. 

 Building Trust and Rapport: Fostering open and honest communication environments 

where individuals feel comfortable expressing themselves. 

  
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 By recognizing and addressing these barriers, individuals and organizations can 

foster more effective communication, leading to better relationships, increased productivity, 

and improved outcomes. 

 

CHECK YOUR PROGRESS 

 

a. What is communication? 

b. Name three types of communication. 

c. What are some common barriers to effective communication? 

d. How do cultural differences contribute to communication barriers? 

e. What is active listening? 

f. Give an example of a physical barrier to communication. 

g. What role does feedback play in overcoming communication barriers? 

h. What is communication, and why is it important in personal and professional contexts? 

i. Can you explain the different types of communication and provide examples of each? 

j. What strategies can individuals use to improve active listening skills and enhance 

understanding in communication? 

 

UNIT 3   EVERYDAY EXPRESSIONS 

 

Everyday expressions refer to commonly used phrases, idioms, or linguistic patterns that 

people employ in their day-to-day communication. These expressions often encapsulate 

cultural norms, shared experiences, or practical wisdom, making them an essential part of 

the English language and interactions within social settings. They serve as convenient 

shortcuts to convey complex ideas, emotions, or situations in a succinct and relatable 

manner. Everyday expressions contribute to the richness of language by reflecting the shared 

understanding and context within a community or society. Additionally, they play a crucial 

role in fostering effective communication and building connections among individuals, as 

they provide a shared linguistic currency that facilitates mutual comprehension and 

expression. 

 

3.1 WHAT ARE EVERYDAY EXPRESSIONS? 
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Everyday expressions are required for efficacious communication in various social, professional, 

and personal contexts. Mastering these expressions enables individuals to express themselves 

clearly, engage in conversations confidently, and build rapport with others. In this study material, 

we will explore common everyday expressions and their usage in different situations. 

● Greetings and Introductions: 

"Hello" / "Hi" - Used to greet someone in a casual or formal setting. 

"Nice to meet you" - A polite statement made when one meets someone for the first time. 

"How are you?" - A common way to inquire about someone's well-being. 

"What's up?" - A casual greeting used to ask about someone's current activities. 

● Expressing Gratitude: 

"Thank you, “/ “Thanks” - Used to show appreciation and acknowledge someone for something 

they have done. 

"You're welcome" - A polite response to someone thanking you. 

"I appreciate it" - A way to express gratitude for a specific action or favor. 

Apologizing and Excusing: 

"I'm sorry" - Used to apologize for a mistake or inconvenience caused to someone else. 

"Excuse me" - Used to politely interrupt someone or to get someone's attention. 

"Pardon me" - A formal way to apologize for an unintentional action or statement. 

● Asking for Information: 

"Could you please tell me...?" - Used to politely request information or clarification. 

"Do you know...?" - A way to inquire if someone has knowledge about a particular topic. 

"Can you help me with...?" - Used to ask for assistance or support with a task. 

Expressing Agreement and Disagreement: 

"I agree" / "That's true" - Used to express agreement with someone else's statement or opinion. 

"I disagree" / "That's not necessarily true" - Used to politely express disagreement or a different 

perspective. 

"I see your point, but..." - A diplomatic way to acknowledge someone's viewpoint while 

presenting an alternative perspective. 

● Making Requests and Offers: 

"Could you please...?" - A polite way to ask for a favour or make a request. 

"Would you like...?" - Used to offer something to someone or to get to know about their 

preferences. 

"Let me know if you require any help" - A friendly offer of assistance or support. 

Saying Goodbye: 
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"Goodbye" / "See you later" - Common ways to bid farewell to someone. 

"Take care" - A friendly way to express concern for someone's well-being as they leave. 

"Until next time" - Used to show that you will look forward to seeing or meeting someone 

again. 

Activity 1 

Multiple Choice: Which of the following expressions means "to spend money recklessly"? 

a) Break the ice 

b) Burn a hole in one's pocket 

c) Hit the hay 

d) Piece of cake 

 

True or False: "To let the cat out of the bag" means to reveal a secret unintentionally. 

 

Fill in the Blank: "She always sees the __________ side of things." 

a) Bright 

b) Dark 

c) Grey 

d) Dull 

 

Multiple Choice: What does the expression "It's raining cats and dogs" mean? 

a) It's raining heavily. 

b) It's a beautiful day. 

c) It's snowing. 

d) It's windy. 

 

Matching: Match the following idioms with their meanings: 

i) Hit the nail on the head 

ii) A piece of cake 

iii) Break the ice 

iv) Costs an arm and a leg 

v) Jump on the bandwagon 

 

A. Very easy 

B. To join a popular trend or activity 

C. To say or do something exactly right 

D. To become friendly in a social situation 

E. Very expensive 

 

3.2 COMMON ENGLISH PHRASES FOR EVERYDAY USE 

 

Some common Everyday Expressions, their meaning and usage: 

• Bite off more than one can chew: 

Meaning: To take on a task that is way too big or beyond one's capability. 
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Example: John bit off more than he could chew when he volunteered for three different 

projects at one time. 

• Cut it out: 

Meaning: To stop doing something, especially if it's annoying or inappropriate. 

Example: The teacher instructed the students to cut it out and focus on their assignments. 

• In ages: 

Meaning: For a very long time; an extended period. 

Example: I haven't seen her in ages, it feels like years since our last meeting. 

• Hit the hay: 

Meaning: To go to bed or go to sleep. 

Example: After a long day at work, I can't wait to hit the hay and get some rest. 

• Nick of the time: 

Meaning: Just in time; precisely when needed  

Example: The ambulance arrived in the nick of time to save the injured hiker. 

• Keep one's chin up: 

Meaning: To stay positive and optimistic in difficult situations. 

Example: Even during tough times, it's important to keep one's chin up and maintain a 

positive attitude to overcome obstacles. 

 

.• Know something like the back of your hand: 

Meaning: To be very familiar with something; to know it extremely well. 

Example: After years of working in the city, he knew the streets like the back of his hand. 

• Take it easy: 

Meaning: To relax; to not overexert oneself. 

Example: After a stressful week, Mary decided to take it easy and spend the weekend at 

home. 

• To be all ears: 

Meaning: To be fully attentive and eager to hear what someone has to say. 

Example: When the professor started talking about the upcoming project, the students 

were all ears. 

• To go back to Square One: 
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Meaning: To start over; to return to the starting point . 

Example: After the unexpected setback, the team decided to go back to Square One 

and reassess their strategy from the beginning. 

• To face the music: 

Meaning: To confront the consequences of one's actions. 

Example: After skipping class, Mark knew he had to face the music when he saw his 

disappointed parents. 

• To get your act together: 

Meaning: To organize oneself; to start behaving in a more responsible or effective 

way. 

Example: If you want to succeed in your new job, you need to get your act together 

and be more focused. 

• To go the extra mile: 

Meaning: To make a special effort or go beyond what is required. 

Example: Sarah always goes the extra mile to help her colleagues, even when it's not 

part of her job. 

• As easy as pie: 

Meaning: Very easy; requiring little effort. 

Example: Learning to ride a bike was as easy as pie for Tim; he picked it up in just 

one afternoon. 

• Bend over backwards: 

Meaning: To make a great effort; to go out of one's way to help someone. 

Example: The manager was willing to bend over backward to accommodate the 

needs of her team. 

• Broke: 

Meaning: Having no money; financially unable to meet one's obligations. 

Example: After the unexpected expenses, Jane found herself broke and unable to pay 

her bills. 

• To blow it: 

Meaning: To fail or make a mistake, especially at a crucial moment. 

Example: Jim had a chance to impress his boss during the presentation, but he blew . 
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it by forgetting key points. 

• Give someone a hand: 

Meaning: To help or assist someone. 

Example: Can you give me a hand with these heavy boxes? They're difficult to carry 

alone. 

• Fill in for someone: 

Meaning: To substitute for someone; to take their place temporarily. 

Example: While the regular receptionist was on vacation, Emily agreed to fill in for her at 

the front desk. 

• To get the ball rolling: 

Meaning: To start a process or activity; to initiate something. 

Example: The project manager suggested a brainstorming session to get the ball rolling 

on the new campaign. 

 

Activity 3 

● Explain in your own words “Everyday Expressions.” 

Give two examples of each: 

Greetings  

Apologizing  

Agreement  

Disagreement   

● Use the following in sentences of your own : 

To be back to square one --------------------------------------------------------------------- 

To face the music ----------------------------------------------------------------------------- 

Twenty-four seven --------------------------------------------------------------------------- 

Keep one’s chin up -------------------------------------------------------------------------- 

Fill in for someone --------------------------------------------------------------------- 

3.3 KEYWORDS 

 

Requests, Offers, Information, Formal, Verbal, Conversation, Gratitude 
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3.4 SUMMARY 

Everyday expressions are commonly used phrases or sayings that convey a specific meaning 

or sentiment. They often reflect cultural norms, experiences, and shared understandings. 

These expressions can range from greetings like "Good morning!" to idiomatic phrases such 

as "It's raining cats and dogs." They serve various purposes, including communication, 

social bonding, and conveying emotions. Understanding and using everyday expressions 

effectively can enhance interpersonal interactions and contribute to clearer communication. 

Mastering everyday expressions is important for effective communication and building 

strong interpersonal relationships. By incorporating these expressions into your daily 

interactions, you can navigate through social settings with confidence and clarity. Practice 

using these expressions in different contexts to enhance your communication skills and 

connect with others more effectively. 

 

CHECK YOUR PROGRESS 

 
• What does the phrase "break a leg" typically mean? a) To wish someone good luck b) To 

encourage someone to dance c) To ask someone to rest d) To request someone to stop 

moving 

• When someone says "hit the hay," what are they likely going to do? a) Go to sleep b) Play a 

sport c) Watch a movie d) Go for a walk 

• What does the expression "spill the beans" mean? a) To cook a meal b) To reveal a secret c) 

To clean up a mess d) To plant seeds in a garden 

• When someone "goes the extra mile," what are they doing? a) Traveling a long-distance b) 

Putting in additional effort or work c) Running a marathon d) Taking a break 

• If someone "hits the nail on the head," what are they doing? a) Missing the target b) Saying 

something irrelevant c) Making a correct or accurate statement d) Making a loud noise 

• What does it mean if someone says "barking up the wrong tree"? a) Trying to climb a tree b) 

Following the correct path c) Pursuing a mistaken or misguided course of action d) Walking 

a dog 

• If someone says "hold your horses," what are they asking you to do? a) Stop running b) 

Keep moving forward c) Be patient or wait d) Ride a horse 
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• What does the expression "caught red-handed" mean? a) Being embarrassed b) Being 

caught in the act of doing something wrong c) Holding something valuable d) Being covered in 

paint 

• When someone says "kick the bucket," what are they referring to? a) Taking a trip b) 

Starting a new project c) Dying d) Playing a game 

• What does the phrase "cut to the chase" mean? a) Make a long story shorter b) Go for a 

walk c) Go directly to the point d) Avoid confrontation 

 

UNIT 4   COMMONLY USED VERBS 

 

Commonly used verbs are words that are used to express actions, states, or occurrences. Below 

are some commonly used verbs: 

Be, Have, Do, Say, Get, Make, Go, Know, Take, See, Come, Think, Look, Want, Give, Use, 

Find, Tell, Ask, Work, Seem, Help, Play, Call, Try. 

These verbs are commonly used in everyday language and cover a vast range of actions and 

states. Be mindful of the fact that this is not an exhaustive list, and there exist many more verbs 

that are frequently used in different contexts. 

 

4.1 WHAT ARE VERBS? 

 

Verbs serve as the dynamic engine of language, propelling action and infusing vitality 

into communication. They play a crucial role in communication and are vital for 

expressing thoughts and ideas. Here are some commonly used verb : 

● Action Verbs: 

Example: run, eat, write, speak 

Importance: Action verbs describe physical or mental actions, bringing dynamism and 

vividness to sentences. They add life and movement to the narrative, helping readers or 

listeners to visualize and engage with the content. 

● Linking Verbs: 

Examples: “Is, Am, Was, Were, Are, Be, Been, Being” 
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Importance: Linking verbs connect the subject to the subject complement (noun, 

adjective, or pronoun) in a structured sentence and establishes a link between the 

two. They are crucial for describing states of being or conditions. 

● Helping Verbs (Auxiliary Verbs): 

Examples: “Can, Could, Shall, Should, Will, Would, May, Might, Must” 

Importance: Helping verbs work in coordination with the main verbs to express 

various shades of meaning, such as possibility, necessity, ability, or willingness. 

They contribute to the complexity of verb tenses and moods. 

● Modal Verbs: 

Examples: “Can, Could, Shall, Should, Will, Would, May, Might, Must” 

Importance: Modal verbs express the speaker's attitude towards the likelihood or 

necessity of an action. They add nuance to statements, making language more 

nuanced and expressive. 

● Transitive Verbs: 

Examples: “Eat, Read, Build” 

Importance: Transitive verbs require a direct object to complete their meaning. They 

provide clarity by indicating what or whom the action is affecting. 

● Intransitive Verbs: 

Example: “Sleep, Laugh, Arrive” 

Importance: Intransitive verbs do not require a direct object. They are essential for 

expressing actions without specifying a target, contributing to concise and efficient 

communication. 

● Phrasal Verbs: 

Example: “Look up, give in, Take off 

Importance: Phrasal verbs have a main verb and one or more than one participles 

(prepositions or adverbs). They often have idiomatic meanings, adding a layer of 

expressiveness and colloquialism to language. 

● Dynamic Verbs: 

Example: “dance, sing, swim” 

Importance: Dynamic verbs help in describing actions that take place over a period 

of time, bringing energy and movement to the narrative. 
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● Stative Verbs: 

Example: “love, hate, know, believe” 

Importance: Stative verbs express a state of being, belief, or possession. They help to put 

forward static conditions instead of dynamic actions. 

● Irregular Verbs: 

Example: “go, have, be” 

Importance: Irregular verbs do not follow regular conjugation patterns. Understanding 

their forms is essential for accurate and effective communication. 

Using various verbs appropriately enhances the richness and expressiveness of language, 

allowing for nuanced communication and conveying a vast range of meanings and 

emotions. Here are some commonly used verbs that express actions, states, or 

occurrences: 

● Action Verbs: 

Run walk talk eat write read jump dance sing play 

● State Verbs: 

Behave exist belong know like love hate prefer think 

● Helping Verbs (Auxiliary Verbs): 

am, is, are, have, has, was were had, do, does, 

● Modal Verbs: 

Can could may  might will would shall should must   

● Transitive Verbs 

● See   hear touch taste  smell feel watch observe notice recognize 

● Intransitive Verbs: 

Arrive go come  sleep sit stand laugh cry smile relax 

● Phrasal Verbs: 

break up call off  bring up look after turn on pick up   give up   set up  take off  put 

up with 

These are just a few examples, and many more verbs exist in the English language. The 

choice of verbs can greatly impact the style and tone of communication, so it's essential 

to choose the right verbs to convey the intended meaning. 

Activity 7 
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● Name all the Parts of Speech in English grammar. 

● Define Verbs. 

● State the different types of Verbs. 

● Explain Modal Verbs with the help of examples. 

● Stat two differences between Action Verbs & Auxiliary Verbs. 

● What role do Verbs play in the formation of a sentence? 

 

4.2 SOME MORE EXAMPLES OF COMMONLY USED VERBS 

Some commonly used verbs in communication along with their meanings: 

● Speak: To communicate verbally by expressing thoughts, ideas, or information using words.  

Example: "I will speak with the team about the new project." 

● Listen: To pay attention to and interpret sounds or spoken words to aid understanding and 

comprehension.  

Example: "It's important to listen carefully during meetings to grasp all the details." 

● Communicate: To convey information, thoughts, or feelings to someone else through 

various means such as speech, writing, or gestures.  

Example: "We need to communicate our expectations clearly to the new employees." 

● Ask: To inquire or request information from someone by posing a question.  

Example: "Don't hesitate to ask if you need clarification on any aspect of the project." 

● Answer: To respond to a question or statement by providing information, explanation, or 

solution. 

 Example: "She didn't answer my question about the budget allocation." 

● Understand: To comprehend or grasp the meaning, significance, or intent of something 

communicated.  

Example: "I want to make sure everyone understands the new protocol." 

● Explain: To make something clear or understandable by providing details, reasons, or 

context. 

 Example: "Could you please explain the process again? I am not sure that I understand." 

● Discuss: To talk about something with one or more people in order to exchange ideas, 

opinions, or information.  

Example: "Let's discuss the agenda items for tomorrow's meeting." 

● Convey: To communicate or express a message, feeling, or idea effectively to others.  
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Example: "She conveyed her gratitude for the support they provided during the difficult times." 

● Share: To give a portion of something or to make something known to others.  

Example: "I'd like to share my thoughts on the proposed changes to the project timeline." 

● Present: To communicate or showcase something in a formal or structured manner, often to 

inform or persuade others.  

Example: "He will present the findings of the market research at the conference." 

● Interact: To communicate or engage with others through conversation, collaboration, or mutual 

exchange.  

Example: "The workshop provides opportunities for participants to interact with industry 

experts." 

These verbs are fundamental to effective communication and are frequently used in everyday 

conversations, meetings, presentations, and various other forms of interpersonal interaction. 

Activity 8 

Give the meanings of the following and use them in sentences of your own : 

Share -------------------------------------------------------------------------------------- 

Ask ---------------------------------------------------------------------------------------- 

Learn -------------------------------------------------------------------------------------- 

Speak -------------------------------------------------------------------------------------- 

Interact ----------------------------------------------------------------------------- 

4.3   KEYWORDS 

Verbs, Helping verbs, Transitive, Intransitive, Action Words, Modals 

4.4   SUMMARY  
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In conclusion, the acquisition of commonly used verbs in English grammar is indispensable 

for comprehensive language proficiency. Beyond mere linguistic competence, this endeavor 

empowers individuals to communicate effectively, construct grammatically sound sentences, 

and express a myriad of actions and states with precision. The significance extends to 

enhancing writing skills through the injection of dynamism and variety into one's 

vocabulary. Additionally, a robust understanding of verbs fosters heightened comprehension 

in both written and spoken communication, facilitating nuanced interpretation of language. 

Mastery of verb usage also plays a pivotal role in conveying temporal nuances accurately. 

Ultimately, the pursuit of commonly used verbs is not merely a linguistic exercise but a 

foundational step towards achieving fluency, cultural insight, and adept communication in 

the English language. 

 

4.5 CHECK YOUR PROGRESS 

 

i. What is Self-Introduction? 

ii. What points should one avoid during a Self- Introduction? 

iii. What things should be considered while preparing for Self= Introduction? 

iv. Discuss the steps involved in preparing an effective Self-Introduction. 

v. Explain the meaning and definition of Communication in your own words. 

vi. Write a brief note on barriers of Communication and its solution. 

vii. What are the key barriers to effective Communication  

viii. Explain the Cs of Communication. 

ix. How can the barriers  of Communication be overcome? 

x. Define and provide examples of action verbs and state-of-being verbs. How do these two 

types of verbs contribute to sentence construction? 

xi. Explain the significance of using a diverse range of verbs in writing. How does the choice of 

verbs impact the overall tone and style of a piece of writing? 

xii. Explore the difference between transitive and intransitive verbs, and provide examples of 

each. Discuss how transitive verbs require a direct object to complete their meaning, while 

intransitive verbs do not. 

xiii. Discuss the significance of modal verbs in expressing possibility, necessity, and permission. 

Provide examples. 

xiv.  
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xv. In a professional setting, when would it be appropriate to use the expression "I appreciate 

it," and what outcome does this expression typically have on interpersonal interactions? Provide 

examples to support your answer. 

xvi. Pick any 10 Everyday ex 
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BLOCK – 2   FUNCTIONAL GRAMMAR 

OBJECTIVES  

• Familiarize yourself with and distinguish the eight components of language: nouns, 

pronouns, verbs, adjectives, adverbs, prepositions, conjunctions, and interjections. 

• Provide definitions for each linguistic element and elucidate its purpose within a 

sentence. 

• Showcase proficiency in employing each linguistic element accurately in crafting 

sentences. 

• Examine sentences to exemplify the positioning and function of each linguistic element 

within them. 

• Grasp the roles of each linguistic element in effective communication. 

• Acquire proficiency in employing words within their contextual framework, taking into 

account their grammatical functions. 

• Implement grammatical guidelines related to each linguistic element, including subject-

verb agreement, pronoun-antecedent agreement, and appropriate usage of modifiers. 
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• Enhance writing aptitude by utilizing a diverse range of linguistic elements to 

convey ideas proficiently. 

STRUCTURE 

1.0 Parts of Speech 

1.1 Verbs 

1.2   Tenses  

1.3   Modals 

1.4   Conjunctions 

1.5    Subject Verb Agreement 

1.6    Articles 

1.7    Spotting the Errors 

1.8    Summary 

1.9    Keywords 

110    Check Your Progress 

1.11    References 

 

UNIT 1   PARTS OF SPEECH 

Parts of Speech: 

The components of language, known as parts of speech, serve as the fundamental 

units that organize words according to their roles and applications within sentences. 

Proficiency in comprehending these components is essential for fostering clear 

communication and proficient writing. Let's explore each component further through 

straightforward explanations and illustrative examples. 

Noun: 

● Definition: A noun is described as a word that names a person, place, thing, or an 

idea. 

● Example: "dog," "cat," "table," "friendship." 

● Sentence: "The dog chased the cat." 

Pronoun: 

● Definition: A pronoun is a word used in place of a noun to avoid repetition. 
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● Example: "he," "she," "it," "they." 

● Sentence: "She loves to read books." 

Verb: 

● Definition: A verb expresses action, state, or occurrence. 

● Example: "run," "eat," "sleep," "learn." 

● Sentence: "She runs every morning." 

Adjective: 

● Definition: An adjective describes or modifies a noun or pronoun. 

● Example: "beautiful," "tall," "happy," "blue." 

● Sentence: "She has a beautiful garden." 

Adverb: 

● Definition: An adverb modifies a verb, adjective, or another adverb, indicating 

how, when, where, or to what extent. 

● Example: "quickly," "slowly," "very," "often." 

● Sentence: "He ran quickly to catch the bus." 

Preposition: 

● Definition: A preposition shows the relationship between a noun or pronoun and 

other words in a sentence. 

● Example: "in," "on," "at," "under." 

● Sentence: "The book is on the table." 

Conjunction: 

● Definition: A conjunction connects words, phrases, or clauses. 

● Example: "and," "but," "or," "because." 

● Sentence: "She wants to go, but she has to study." 

Interjection: 

● Definition: An interjection expresses strong emotion or surprise. 

● Example: "Wow!," "Ouch!," "Oh!," "Alas!" 

● Sentence: "Wow! That was an amazing performance!" 

Summary 
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Understanding these parts of speech helps in constructing meaningful sentences and 

expressing ideas clearly. By identifying and using them correctly, one can enhance 

their language skills and communicate effectively. 

Activity 1 

Identify the part of speech for each word in the following sentences. 

i. The sun is shining brightly in the sky. 

ii. Sarah enjoys reading books and writing poetry. 

iii. The cat quickly climbed the tall tree. 

iv. My friends and I are planning a picnic for the upcoming weekend. 

v. The little boy giggled with joy as he played with his new toy. 

vi. Heavy rain and strong winds caused significant damage to the old building. 

vii. The chef prepared a delicious meal with fresh ingredients. 

viii. The curious student asked many questions during the lecture. 

ix. Maria carefully examined the intricate painting on the museum wall. 

x. The ocean waves crashed against the rocky shore. 

SUMMARY 

 

• Nouns: Words that represent people, places, things, or ideas. 

• Pronouns: Words used in place of nouns to avoid repetition. 

• Verbs: Words that express action, occurrence, or state of being. 

• Adjectives: Words that modify or describe nouns or pronouns. 

• Adverbs: Words that modify or describe verbs, adjectives, or other adverbs. 

• Prepositions: Words that show the relationship between nouns or pronouns and other words 

in a sentence. 

• Conjunctions: Words that connect words, phrases, or clauses. 

• Interjections: Words used to express strong feelings or emotions, often as exclamations. 

KEYWORDS 

Naming Words, Action Words, Quality, Position, Mood, Sudden Expressions 

CHECK YOUR PROGRESS 

• Can you provide an example of a sentence where a noun is modified by an adjective? 

• How does a conjunction differ from a preposition in terms of its function in a sentence? 
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• Explain the role of pronouns in maintaining coherence and avoiding repetition in 

writing. 

• In what ways can adverbs modify verbs, adjectives, or other adverbs within a sentence? 

• What distinguishes interjections from other parts of speech, and can you give an 

example of an interjection used in a sentence? 

1.2 VERBS 

Definition: A verb expresses action, state, or occurrence. 

Example: "run," "eat," "sleep," "learn." 

Sentence: "She runs every morning." 

Kinds of Verbs: 

• Action Verbs: - Definition: Action verbs express physical or mental actions performed 

by the subject. - Example: "jump," "read," "think," "dance." 

• Linking Verbs: - Definition: Linking verbs connect the subject of a sentence to a 

subject complement, which renames or describes the subject. - Example: "is," "are," "was," 

"were," "appear," "seem." 

• Helping Verbs (Auxiliary Verbs): - Definition: Helping verbs assist the main verb in 

expressing the tense, mood, or voice of a sentence. - Example: "am," "is," "are," "has," "have," 

"do," "does," "will," "would," "can," "could." 

• Examples in Sentences: 

She runs every morning in the park. (Action verb) b. The flowers are beautiful. (Linking verb) c. 

He has finished his homework. (Helping verb) d. They were playing soccer in the field. (Helping 

verb) e. I am reading an interesting book. (Helping verb) 

• Modal Verbs: Definition: Modal verbs are a special category of auxiliary verbs that 

express the attitude, ability, permission, obligation, or possibility of the main verb in a sentence. 

They add nuances to the meaning of the main verb. 

Examples: "can," "could," "may," "might," "must," "shall," "should," "will," "would." 

• Auxiliary Verbs: Definition: Auxiliary verbs, also known as helping verbs, assist the 

main verb in expressing tense, mood, voice, or emphasis in a sentence. They work together with 

the main verb to form verb phrases. 

Examples: "be," "have," "do," "will," "shall," "can," "could," "may," "might," "must," 

"should," "would." 
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Verbs are words that describe actions, occurrences, or states of being in a sentence. They 

convey what the subject of the sentence is doing or experiencing. Verbs can be categorized 

into different types based on their functions, such as action verbs (e.g., run, eat), linking 

verbs (e.g., is, seem), and helping verbs (e.g., can, will). They can also have different tenses 

(past, present, future) and forms (infinitive, gerund, participle) to indicate when an action 

happens or its ongoing nature. Overall, verbs play a crucial role in constructing meaningful 

sentences and expressing actions or states in language. 

 

1.3 TENSES 

Tense is a crucial aspect of grammar that plays a significant role in indicating the 

time frame in which an action or state occurs. By understanding tense, individuals 

can effectively communicate the timing of events in speech and writing. 

• Present Tense: 

The Present Tense is used to describe actions that are happening now or habitual 

actions that occur regularly. 

Examples: 

A. I walk to school every day. 

B. She reads books in her free time. 

C. They play basketball every weekend. 

D. The sun rises in the east. 

E. The train arrives at 9 o'clock. 

Rules for Present Tense: 

Use the base form of the verb for singular subjects (I, you, he, she, it) and plural 

subjects (we, you, they). 

Add "-s" or "-es" to the base form of the verb for third-person singular subjects (he, 

she, it). 

Use present tense to describe facts, habits, routines, and general truths. 

• Past Tense: 

We use the Past Tense to specify actions or events that have already occurred or 

finished in the past. 

Examples: 
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A. He finished his homework yesterday. 

B. They visited Paris last summer. 

C. She danced at the party last night. 

D. We watched a movie together. 

E. The restaurant closed at 10 PM. 

Rules for Past Tense: 

Regular verbs form the past tense by adding "-ed" to the base form of the verb. 

Irregular verbs have unique past tense forms that do not follow regular patterns. 

Use past tense to describe completed actions, events, or states that occurred in the past. 

• Future Tense: 

The future tense is used to express actions or events that will happen in the future. 

Examples: 

A. I will study abroad next year. 

B. They are going to buy a new car. 

C. She will visit her grandparents next weekend. 

D. We shall meet again soon. 

E. The concert starts at 8 PM tomorrow. 

Rules for Future Tense: 

Use "will" or "shall" followed by the base form of the verb to form the simple future 

tense. 

Use "going to" followed by the base form of the verb to indicate intentions or plans for 

the future. 

Use future tense to talk about future actions, events, or states. 

• Perfect Tenses: 

The perfect tenses indicate actions that are completed or have a connection to another 

point in time. 

Examples: 

A. She has lived here for ten years. 

B. They had already left when I arrived. 

C. He has finished his work. 

D. They have eaten dinner. 
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E. I have visited that place before. 

 

Rules for Perfect Tenses: 

Use "have" or "has" (present perfect) or "had" (past perfect) followed by the past 

participle form of the verb to form perfect tenses. 

Present perfect tense is used to specify actions that started before, in the past, and 

still exist in the present day or have just been completed. 

Past perfect tense is used to specify an activity that occurred before another past 

action or point in time. 

 

Tenses in grammar indicate the time at which an action occurs or the state of being. The 

three primary tenses are past, present, and future. Each tense can be further divided into 

simple, continuous (progressive), perfect, and perfect continuous forms, allowing for 

nuanced expression of time and continuity of actions. 

 Past Tense: Describes actions or states that have already happened. 

 Present Tense: Describes actions or states that are currently happening or are generally true. 

 Future Tense: Describes actions or states that will happen in the future. 

The continuous aspect indicates ongoing actions, while the perfect aspect indicates actions 

that are completed or have relevance to a certain point in time. The combination of tense and 

aspect allows for precise communication about the timing and duration of actions or events. 

SUMMARY 

Tenses in grammar indicate the time at which an action or state of being occurs. There are 

three primary tenses: past, present, and future. Each tense can be further subdivided into 

simple, continuous (progressive), perfect, and perfect continuous forms. 

1. Past Tense: Used to describe actions or states that have already happened. 

 Simple Past: Describes completed actions in the past. 

 Past Continuous: Describes ongoing actions in the past. 

 Past Perfect: Describes actions completed before another past action. 

 Past Perfect Continuous: Describes actions that were ongoing and completed before another 

past action. 
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2. Present Tense: Used to describe actions or states that are currently happening or are 

generally true. 

 Simple Present: Describes habitual actions or general truths. 

 Present Continuous: Describes actions happening at the moment of speaking. 

 Present Perfect: Describes actions completed at an unspecified time before now. 

 Present Perfect Continuous: Describes actions that started in the past and 

continue into the present. 

3. Future Tense: Used to describe actions or states that will happen at a later time. 

 Simple Future: Describes actions that will occur in the future. 

 Future Continuous: Describes ongoing actions that will happen at a specific time 

in the future. 

 Future Perfect: Describes actions that will be completed by a certain time in the 

future. 

 Future Perfect Continuous: Describes ongoing actions that will continue up to a 

certain point in the future. 

Understanding tenses is crucial for constructing grammatically correct sentences and conveying 

the timeline of events accurately. 

KEYWORDS 

 

Time, Actions, Time Reference, Conditions, Continuing, Happened, Identify 

 

CHECK YOUR PROGRESS 

 

a. Identify the Tense: In the sentence "She danced at the party last night," what tense is used 

to describe the action of dancing? 

b. Form the Present Continuous: Change the verb "play" into the present continuous tense in 

the sentence "They basketball every weekend." 
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c. Complete the Sentence with the Correct Past Tense: "By the time I arrived at the 

station, the train _______." (choose the correct past tense form of the verb "leave"). 

d. Identify the Future Perfect Continuous: Which of the following sentences uses the future 

perfect continuous tense? a) "I will have finished my homework by 9 PM." b) "She will be 

studying for her exam all day tomorrow." c) "They will have been traveling for six hours by 

the time they reach their destination." 

e. Correct the Tense Shift: "She was reading a book when the phone rang. She is answering it 

now." Rewrite the second sentence to maintain tense consistency. 

f. Choose the Correct Tense for Unreal Conditionals: "If I _______ (have) enough money, I 

would buy a car." (choose the correct tense of the verb "have"). 

g. Form the Present Perfect Continuous: Change the verb "work" into the present perfect 

continuous tense in the sentence "He hard all day." 

h. Identify the Correct Tense in a Complex Sentence: In the sentence "When they arrive, we 

will have already left," which tense is used in the dependent clause? 

1. 4 MODALS 

Modal verbs are known as the auxiliary verbs that add nuances to the explanation of 

the main verb. They express various ideas such as possibility, necessity, ability, or 

obligation, allowing for more precise communication. 

• Can/Could: 

Definition: Indicates ability, possibility, or permission. 

Examples:  

A. She can speak French fluently. 

B. Could you help me, please? 

C. They could arrive late due to traffic. 

D. We can play baseball tomorrow if the temperature is apt. 

E. I could swim when I used to be younger. 

Rules: 

"Can" is generally used for present ability or possibility. 

"Could" is the Past Tense form of "Can" and may also be used to express politeness or make 

requests. 
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• May/Might: 

Definition: Indicates possibility or permission. 

Examples: 

A. It may rain later, so bring an umbrella. 

B. May I borrow your pen? 

C. He might be coming to the party tonight. 

D. They may have forgotten about the meeting. 

E. She might be interested in joining the club. 

Rules: 

"May" is mostly used to express possibility or permission in the present day or future. 

"Might" is used as  the past tense form of "may" and it comes in use to express less 

certainty or probability. 

• Must: 

Definition: Indicates necessity or obligation. 

Examples: 

A. You must finish your homework before you can go out. 

B. She must be at the airport by now. 

C. He must follow the rules of the game. 

D. We must respect each other's opinions. 

E. They must attend the business meeting tomorrow. 

Rules: 

"Must" is used to indicate a strong obligation or necessity. 

• Shall/Should: 

Definition: Indicates advice, suggestion, or obligation. 

Examples: 

A. You should exercise regularly for better health. 

B. Shall we go for a walk in the park? 

C. He should apologize for his behavior. 

D. We shall not tolerate any form of discrimination. 

E. She should study more for the upcoming exam. 

Rules: 
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"Should'' is used to give advice, make suggestions, or indicate obligation. "Shall'' is 

used to make suggestions or offers, especially in formal contexts. 

Understanding and mastering modal verbs allows writers to convey various shades 

of meaning and intention in their writing, enhancing clarity and precision in 

communication. 

• Will/Would: 

Definition: Indicates future actions, willingness, or actions that have been habitual. 

Examples: 

A. He will visit his parents next weekend. 

B. Would you like some coffee? 

C. If it rains, the match will be canceled. 

D. She would always help her friends when they were in need. 

E. I will call you when I arrive. 

Rules: 

"Will" is used to express future actions or willingness. 

"Would" is the past tense form of "will" and is used to indicate past habits, 

preferences, or polite requests. 

• Ought to: 

Definition: Indicates moral obligation, duty, or advisability. 

Examples: 

A. You ought to apologize for your mistake. 

B. We ought to help those in need. 

C. He ought to be more considerate of others. 

D. She ought to study harder for the exam. 

E. They ought to arrive on time for the meeting. 

Rules: 

"Ought to" is used to express moral obligations, duties, or advisability. 

• Need to: 

Definition: Indicates necessity or obligation. 

Examples: 

A. You need to finish your assignments before the deadline. 
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B. We need to buy groceries for the week. 

C. He needs to improve his communication skills. 

D. She need not worry about the outcome. 

E. They need to address the issue immediately. 

Rules: 

"Need to" is used to express necessity or obligation. 

• Have to: 

Definition: Indicates necessity, obligation, or compulsion. 

Examples: 

A. I have to attend the meeting tomorrow. 

B. You have to follow the rules of the organization. 

C. She has to finish her project by Friday. 

D. We have to submit our reports by the end of the week. 

E. They have to take responsibility for their actions. 

Rules: 

"Have to" is used to express necessity, obligation, or compulsion. It is often used in 

situations where there is an external requirement or rule. 

 

Modal verbs, also known as modals, are a type of auxiliary verb used to express attitudes, 

abilities, necessity, obligation, possibility, or permission in a sentence. They modify the meaning 

of the main verb that follows them. Common modal verbs include "can," "could," "may," 

"might," "must," "shall," "should," "will," and "would." 

Modal verbs typically don't change form to indicate tense, and they're often used to convey 

degrees of certainty or possibility. For example: 

 "She can speak Spanish fluently." (Ability) 

 "You should apologize for your mistake." (Obligation/advice) 

 "He might be late due to traffic." (Possibility) 

 "They must finish the project by tomorrow." (Necessity) 

Modal verbs can also be used to make requests, offers, or suggestions, adding nuance and 

politeness to the language. They play a vital role in expressing attitudes and conveying subtle 

meanings in sentences. 
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Understanding the nuances of modal verbs enhances the flexibility and precision of 

language, allowing speakers and writers to convey a wide range of meanings and 

intentions effectively. 

Activity 2 

Below is a worksheet that covers various verb tenses and modals. Fill in the blanks 

with the correct form of the verb or modal to complete each sentence. 

i. Part 1: Simple Present Tense 

She always ________________ (to read) a book before bedtime. 

They ________________ (to play) tennis every weekend. 

My sister ________________ (to cook) dinner for the family tonight. 

ii. Part 2: Present Continuous Tense 

Right now, I ________________ (to study) for my exams. 

The children ________________ (to play) in the garden at the moment. 

We ________________ (to have) a meeting later this afternoon. 

iii. Part 3: Simple Past Tense 

Last summer, we ________________ (to travel) to Europe. 

He ________________ (to finish) his project before the deadline. 

She ________________ (to watch) a great movie yesterday. 

iv. Part 4: Past Continuous Tense 

While I ________________ (to work) on my computer, the power went out. 

They ________________ (to have) dinner when the guests arrived. 

The students ________________ (to study) all night for the exam. 

v. Part 5: Future Simple Tense 

Tomorrow, I ________________ (to meet) my friend for lunch. 

The train ________________ (to arrive) at 3:00 PM. 

By next year, we  ________________ (to complete) the construction project. 

vi. Part 6: Modals 

You ________________ (should/shouldn't) eat too much junk food. 

We ________________ (must/mustn't) submit the report by Friday. 

She ________________ (can/can't) speak three languages fluently. 

vii. Part 7: Mixed Tenses and Modals 
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By the time you arrive, we ________________ (to finish) the preparations. 

If it rains tomorrow, we ________________ (stay) indoors. 

You ________________ (ought to/ought not to) apologize for your mistake. 

 

SUMMARY 

 

• Modals are a unique category of auxiliary verbs in English that express various shades of 

meaning such as ability, permission, obligation, necessity, and possibility. Here's a summary of 

important rules regarding modals: 

• No Inflection: Modals do not change form to indicate tense or number. They remain the same 

regardless of the subject or tense of the sentence. 

• Negation: The negative form of a modal is created by adding "not" after the modal verb. 

• Question Formation: In questions, modals are usually placed before the subject. 

• Modal + Base Form: Modals are always followed by the base form of the main verb (infinitive 

without "to"). 

• Ability and Permission: "Can" and "could" are used to express ability and permission 

respectively. 

• Obligation and Necessity: "Must" expresses strong obligation or necessity, while "should" and 

"ought to" indicate recommendation or advice. 

• Possibility and Probability: "May," "might," and "could" are used to express possibility or 

probability. 

• Will and Would: "Will" is used for future predictions, spontaneous decisions, or promises, while 

"would" is used for hypothetical situations or polite requests. 

• Shall: "Shall" is primarily used in formal or legal contexts, to make suggestions, or to express 

future actions with "I" or "we." 

• Modal Auxiliaries: Modals can also function as auxiliary verbs to help form various tenses and 

aspects, such as "can" in the present perfect ("She can have finished the work") or "will" in the 

future continuous ("They will be working tomorrow"). 
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KEYWORDS 

Action, Mood, Verbs, Subject, Probability, Possibility, Determination, Permission 

CHECK YOUR PROGRESS 

 

a. Practice questions on modals: 

b. Ability: Complete the sentence with the appropriate modal: "She _______ speak French 

fluently." 

c. Possibility: Choose the correct modal to express possibility in the sentence: "It _______ rain 

later, so you should take an umbrella." 

d. Permission: Fill in the blank with the correct modal to ask for permission: "_______ I 

borrow your pen for a moment?" 

e. Obligation: Which modal expresses obligation in the sentence: "You _______ finish your 

homework before you go out to play." 

f. Prediction: Complete the sentence with the appropriate modal to express prediction: "He 

_______ win the race. He's been training hard." 

g. Ability in the Past: Fill in the blank with the correct modal to express ability in the past: 

"When I was younger, I _______ run very fast." 

h. Suggestion: Choose the correct modal to make a polite suggestion: "You _______ try the 

new restaurant downtown. It's quite good." 

i. Request: Fill in the blank with the appropriate modal to make a polite request: "_______ you 

please pass the salt?" 

j. Necessity: Complete the sentence with the correct modal to express necessity: "You 

_______ attend the meeting tomorrow." 

k. Prohibition: Which modal expresses prohibition in the sentence: "You _______ not enter 

this area without proper authorization." 

l.  
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1.5   CONJUNCTIONS 

Definition: A conjunction connects words, phrases, or clauses. 

Example: "and," "but," "or," "because." 

Sentence: "She wants to go, but she has to study." 

● Coordinating Conjunctions: 

Definition: Coordinating conjunctions connect words, phrases, or independent 

clauses of equal grammatical importance. 

Example: 

A. She likes to read and write. 

B. He is tall but skinny. 

C. Would you like tea or coffee? 

D. I wanted to go out so I asked for permission. 

E. The weather was cold yet we decided to go for a walk. 

Rules: 

Common coordinating conjunctions include "and," "but," "or," "so," and "yet." 

Coordinating conjunctions join elements of equal importance, such as two 

independent clauses or two nouns. 

● Subordinating Conjunctions: 

Definition: Subordinating conjunctions connect a dependent clause to an 

independent clause, creating complex sentences. 

Examples: 

A. Although it was raining, they went for a picnic. 

B. She sings beautifully when she is happy. 

C. We will go out if it stops raining. 

D. Since she passed the exam, she is celebrating with her friends. 

E. They will leave before you arrive. 

Rules: 

Subordinating conjunctions are used to introduce dependent clauses that cannot 

function alone as complete sentences. 

Commonly used subordinating conjunctions include "although," "because," "if," 

"since," "when," and "while." 
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● Correlative Conjunctions: 

Definition: Correlative conjunctions can be defined as pairs of conjunctions that 

function together to connect words or sets of words with equal grammatical weight. 

Examples: 

A. Both my sister and my brother love to read. 

B. Either you or I will have to clean the room. 

C. Neither the cat nor the dog is allowed on the bed. 

D. Not only did she finish her homework, but also she helped her friend. 

Rules: 

Correlative conjunctions can always be seen in pairs and join similar elements in a 

sentence. 

Commonly used correlative conjunctions include "both...and," "either...or," 

"neither...nor," and "not only...but also." 

Understanding the various types of conjunctions and their function in sentences is 

crucial for constructing coherent and well-structured writing. Conjunctions help 

writers create complex sentences, convey relationships between ideas, and improve 

the flow of their writing. 

ACTIVITY 3 

• Identify the existing conjunctions in the following sentences. 

• Tom and Jerry are best friends. 

• The movie was not only entertaining but also thought-provoking. 

• I want to go to the beach, yet I have a lot of work to finish. 

• She is neither a good singer nor a skilled dancer. 

• You can either have pizza or pasta for dinner. 

 

SUMMARY 

Conjunctions are words or phrases used to connect words, phrases, or clauses in a sentence. 

They serve to establish relationships between different parts of a sentence, enhancing its 

coherence and clarity. 

There are three main types of conjunctions: 
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1. Coordinating Conjunctions: These connect words, phrases, or clauses of equal 

grammatical rank. Common coordinating conjunctions include "and," "but," "or," "nor," "for," 

"so," and "yet." 

 Example: "She likes coffee, but he prefers tea." 

2. Subordinating Conjunctions: These connect an independent clause with a dependent clause, 

establishing a relationship of dependence or subordination. They indicate time, cause, condition, 

concession, or purpose. Examples include "because," "although," "while," "if," "since," and 

"when." 

 Example: "He studied hard because he wanted to pass the exam." 

3. Correlative Conjunctions: These are pairs of conjunctions that work together to join words, 

phrases, or clauses. Common correlative conjunctions include "either...or," "neither...nor," 

"both...and," "not only...but also," and "whether...or." 

 Example: "You can either study now or go out with your friends later." 

Conjunctions play a crucial role in structuring sentences, forming complex sentences, and 

conveying relationships between ideas or elements within a sentence. 

 

KEYWORDS 

 

Joining Words, Coordinating, And, But, Or, Nor, Either, Neither, Phrases 

 

CHECK YOUR PROGRESS 

 

a. Coordinating Conjunctions: What are the seven coordinating conjunctions? 

b. Subordinating Conjunctions: Provide three examples of subordinating conjunctions and explain 

their function. 

c. Correlative Conjunctions: How do correlative conjunctions differ from other types of 

conjunctions, and give an example? 

d. Conjunction Types: Differentiate between coordinating, subordinating, and correlative 

conjunctions, providing an example for each. 

e. Conjunction Placement: Where are coordinating conjunctions typically placed in a sentence, and 

why? 

f. Conjunction Rules: Explain the rule for using a comma before a coordinating conjunction. 
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g. Complex Sentences: Create a complex sentence using a subordinating conjunction 

to join an independent clause and a dependent clause. 

h. Compound Sentences: Form a compound sentence using a coordinating conjunction 

to connect two independent clauses. 

i. Conjunctions in Lists: How are coordinating conjunctions used in lists, and provide 

an example sentence. 

j. Conjunctions in Cause and Effect: Give an example sentence using a subordinating 

conjunction to show a cause-and-effect relationship between clauses. 

 

1.6   SUBJECT VERB AGREEMENT 

Subject-verb agreement is a fundamental grammatical rule that ensures 

harmony between the existing subject and verb in a sentence. When 

writing or speaking, it is essential to ensure that the verb agrees with the 

subject in the matter of number (singular or plural). 

Rules  

• Singular subjects take singular verbs, and plural subjects are supposed to 

take plural verbs. 

Example: The cat is sleeping. (singular subject) 

Example: The cats are sleeping. (plural subject) 

Exceptions: 

• Collective nouns may take singular or plural verbs depending on context. 

Example: The team is winning. (singular verb) 

Example: The team are arguing. (plural verb) 

• Indefinite pronouns may take singular or sometimes even plural verbs 

based on their meaning. 

Example: Each of the employees is responsible for completing their reports. 

(singular verb) 

Example: Some apples are rotten. (plural verb) 

More Examples: 
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• The sun shines brightly in the sky. (singular subject) 

• The stars twinkle at night. (plural subject) 

• Every student in this section has a textbook. (singular subject) 

• All the students in this section of grade 12 have textbooks. (plural subject) 

• Each of the psychology books on the shelf belongs to me. (singular subject) 

• Both of my sisters are talented musicians. (plural subject) 

• Singular vs. Plural Subjects: 

• Singular subjects refer to one individual, thing, or concept. 

• Plural subjects refer to more than one individual, thing, or concept. 

• It is crucial to recognize the subject correctly to ensure agreement with the verb. 

• Importance of Subject-Verb Agreement: 

• Maintaining subject-verb agreement improves the clarity and coherence of sentences. 

• Proper agreement between the subject and verb helps convey the intended meaning 

accurately. 

• Errors in subject-verb agreement can confuse readers and undermine the credibility of the 

writer. 

 

Understanding and applying the rules of subject-verb agreement is essential for 

producing grammatically correct and effective communication. Writers and speakers of 

the English language should pay attention to the relationship between the existing subject 

and verb to ensure clarity and coherence in their language use. 

• Compound Subjects: 

• When a sentence has two or sometimes more than two subjects joined by "and," the 

existing verb is usually plural. 

Example: Tom and Jerry are best friends. 

Example: Apples and oranges taste delicious. 

• Compound Subjects with "or" or "nor": 

When the compound subject present in the sentence is joined by "or" or "nor," the verb 

agrees with the subject nearest to it. 

Example: Neither Jack nor Jerry wants to go. 

Example: Either the students or the teacher is responsible for the mess. 
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• Indefinite Pronouns: 

Indefinite pronouns such as "everyone," "anyone," "someone," "nobody," "each," 

"everybody," etc., are usually singular and take singular verbs. 

Example: Everyone is invited to the party. 

Example: Somebody has left their umbrella here. 

• Collective Nouns: 

Nouns that are known to be “collective”, representing a group of individuals or 

things, can either take singular or plural verbs depending on the context. 

Example: The jury is deliberating. (considered as a single unit) 

Example: The jury are divided in their opinions. (individual members acting 

separately) 

• Titles of Works, Organizations, etc.: 

When referring to titles of works, organizations, or teams, the verb agrees with the 

collective noun's singular or plural nature. 

Example: "The Lord of the Rings" is a famous book series. 

Example: "The Avengers" are assembling for their next mission. 

• Quantifiers and Expressions of Quantity: 

Expressions of quantity such as "a lot," "a majority of," "most of," "some of," etc., 

take their cues from the object of the existing preposition in the sentence following 

the verb. 

Example: A lot of students are attending the seminar. 

Example: Most of the cake has been eaten. 

• Relative Clauses: 

In relative clauses, the verb agrees with the antecedent of the relative pronoun. 

Example: The man who wears glasses is my uncle. (singular antecedent) 

Example: The people who wear glasses are my cousins. (plural antecedent) 

 

Understanding these additional rules of subject-verb agreement helps writers and 

speakers navigate various grammatical structures and ensure coherence and accuracy 

in their communication. Paying attention to these nuances enhances the clarity and 

effectiveness of written and spoken language. 
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• Plural Indefinite Pronouns: 

Some of the indefinite pronouns are always plural and require plural verbs. 

Example: Both are excited to start their new jobs. 

Example: Many have voiced their concerns about the project. 

• Singular Indefinite Pronouns: 

Some of the indefinite pronouns are always singular and require singular verbs. 

Example: Each has its own unique characteristics. 

Example: Every individual is entitled to their opinion. 

• Collective Nouns (Singular Verb): 

Collective nouns can sometimes take singular verbs when the emphasis is on the group 

acting as a single entity. 

Example: The committee has made its decision. 

Example: The flock moves together in unison. 

• Collective Nouns (Plural Verb): 

Collective nouns can also take plural verbs when the emphasis is on the individual 

members of the group. 

Example: The committee have submitted their reports. 

Example: The jury deliberate for hours before reaching a verdict. 

• Agreement with "The Number of" and "A Number of": 

"The number of" and "A number of" take singular and plural verbs, respectively. 

Example: The number of students has increased this semester. 

Example: A number of students are attending the lecture. 

• Agreement with Fractions and Percentages: 

Fractions and percentages take singular or plural verbs based on the noun they refer to. 

Example: One-third of the cake has been eaten. 

Example: Thirty percent of the students are studying abroad. 

• Agreement with Titles: 

Titles of books, movies, songs, etc., take singular verbs. 

Example: "The Great Gatsby" is a classic novel. 

Example: "Bohemian Rhapsody" remains a popular song. 

• Agreement with Sports Teams: 
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Sports teams are considered singular entities and take singular verbs. 

Example: The team wins the championship. 

Example: The club has signed a new player. 

• Agreement with Dates and Time: 

Singular verbs are used when referring to specific dates or times. 

Example: Today is Monday. 

Example: Five o'clock is the meeting time. 

These examples demonstrate various scenarios where subject-verb agreement is 

applied in English grammar. By understanding and applying these rules, writers and 

speakers can ensure grammatical correctness and clarity in their communication. 

 

Subject-verb agreement is a grammatical rule that states that the subject and verb in a 

sentence must agree in number. In other words, if the subject is singular, the verb must be 

singular, and if the subject is plural, the verb must be plural. 

For example: 

 "The cat is sleeping." (singular subject "cat" matches singular verb "is") 

 "The cats are sleeping." (plural subject "cats" matches plural verb "are") 

Subject-verb agreement can become more complex in sentences with compound subjects, 

collective nouns, indefinite pronouns, and phrases or clauses between the subject and verb. 

However, maintaining agreement between the subject and verb is essential for clear and 

grammatically correct communication. 

 

Activity 4 

 

Fill in the blanks in the activity below with the correct verb form based on the subject. 

i. The group of students __________ (is/are) going on a field trip. 

ii. Neither the teacher nor the students __________ (was/were) aware of the surprise. 

iii. Each of the books on the shelf __________ (belong/belongs) to me. 

iv. The committee __________ (have/has) not reached a decision yet. 

v. The pack of wolves __________ (is/are) howling in the distance. 

vi. Neither the cat nor the dogs __________ (is/are) allowed on the couch. 

vii. Ten dollars __________ (seem/seems) like a fair price for the ticket. 

viii. The team, along with their coach, __________ (practice/practices) every day. 
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ix. The news about the accident __________ (shock/shocks) everyone. 

x. Neither the keys nor the wallet __________ (was/were) found. 

 

SUMMARY 

Subject-verb agreement ensures that the verb in a sentence matches the number of the subject. 

Singular subjects require singular verbs, and plural subjects require plural verbs. Compound 

subjects joined by "and" take plural verbs, while compound subjects joined by "or" or "nor" agree 

with the subject closest to the verb. Indefinite pronouns can be singular or plural, depending on 

their meaning. Collective nouns can be singular or plural based on whether they act as a single 

unit or as individuals. Singular indefinite pronouns always take singular verbs. Verbs in relative 

clauses agree with the subject, not the relative pronoun. Special cases like inverted word order or 

phrases introduced by "there" or "here" should be considered. Intervening words between subject 

and verb should not confuse agreement. Following these rules ensures grammatically correct and 

clear sentences. 

KEYWORDS 

Subject, Verb, Agreement, Singular, Plural, Compound Subject, Collective Noun 

CHECK YOUR PROGRESS 

• Which sentence demonstrates correct subject-verb agreement? 

o A) The team are going to practice tomorrow. 

o B) The team is going to practice tomorrow. 

• Select the sentence with the correct subject-verb agreement: 

o A) There's many reasons why she can't come. 

o B) There are many reasons why she can't come. 

• Identify the sentence with the correct subject-verb agreement: 

o A) Both of my sisters is attending the conference. 

o B) Both of my sisters are attending the conference. 

• Choose the sentence that has correct subject-verb agreement: 

o A) The book on the table is mine. 
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o B) The book on the table are mine. 

• Which sentence shows correct subject-verb agreement? 

o A) Each of the students have a different opinion. 

o B) Each of the students has a different opinion. 

• Select the option that demonstrates correct subject-verb agreement: 

o A) Every dog and cat need to be fed. 

o B) Every dog and cat needs to be fed. 

• Identify the sentence with the correct subject-verb agreement: 

o A) There's some fruits in the basket. 

o B) There are some fruits in the basket. 

• Choose the sentence with the correct subject-verb agreement: 

o A) Neither of the boys are coming to the party. 

o B) Neither of the boys is coming to the party. 

• Which sentence has correct subject-verb agreement? 

o A) The news are always sensationalized. 

o B) The news is always sensationalized. 

• Select the sentence with the correct subject-verb agreement: 

o A) His pants is too tight. 

o B) His pants are too tight. 
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1.7 ARTICLES 

 

Articles are small words (a, an, the) used before nouns to provide information 

about the specificity or non-specificity of the noun. Understanding how to use 

articles correctly is crucial for conveying precise meaning in English sentences. 

● Definite Article (The): 

Definition: "The" is the definite article used before specific nouns that the reader 

or listener already knows about. 

Examples: 

Please pass the book. 

I saw the cat in the garden. 

Have you visited the Eiffel Tower? 

The sun rises in the east. 

She is reading the newspaper. 

● Indefinite Articles (A/An): 

Definition: "A" and "an" are indefinite articles used before nonspecific nouns or to 

introduce any kind of noun for the first time. 

Examples: 

I need a pen to write with. 

She wants to adopt a dog. 

An apple fell from an apple tree. 

He is a doctor. 

She brought a puppy home yesterday. 

Rules for Using Articles: 

• Use "a" before the words that start with a consonant sound. 

Example: A car, a house, a university. 

• Use "an" before such words that begin with a vowel sound. 

Example: An apple, an hour, an umbrella. 

• Use "the" when referring to a specific noun that both the speaker and listener 

know. 

Example: The book you lent me was fantastic. 
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• Omit articles when referring to things in general or uncountable 

nouns. 

Example: I love to eat fruit. (not the fruit) 

• Use "a" or "an" to introduce any kind of noun for the first time. 

Example: She bought a new dress yesterday. 

• Zero Article: 

Some nouns do not require an article, known as zero article usage. 

Example: I go to school every day. (not the school) 

Example: He enjoys playing soccer. (not the soccer) 

• Specific Uses of "The": 

Use "the" with superlative adjectives to pinpoint to a specific member of a group. 

Example: She is the tallest girl in the class. 

• Use "the" to refer to unique things or well-known landmarks. 

Example: I visited the Taj Mahal last summer. 

 

Understanding how to use articles correctly is essential for creating grammatically 

correct and coherent sentences. Practicing the proper use of articles will enhance 

clarity and precision in communication, allowing for effective expression of ideas in 

writing and speech. 

Specific Uses of "A/An": 

• Use "a" or "an" to introduce a singular countable noun for the first time. 

Example: She saw a movie yesterday. 

• Use "a" or "an" to refer to a non-specific member of a group. 

Example: I want to buy a new laptop. 

Articles with Singular and Plural Nouns: 

• Use "the" with both singular and plural nouns when referring to specific or 

particular items. 

Example: The books on the shelf are mine. 

Example: The book I borrowed is interesting. 

• Use "a" or "an" with singular nouns to refer to one item. 

Example: She found a book in the library. 
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Omit articles when referring to plural countable nouns in a general sense. 

Example: I love to read books. (not the books) 

Articles with Abstract Nouns: 

• Use "the" with abstract nouns when they are specified or brought to the knowledge of the 

reader. 

Example: He talked about the significance of education. 

• Omit articles when referring to abstract nouns in a universal sense. 

• Example: Honesty is the best policy. (not the honesty) 

The usage of articles with Proper Nouns: 

Generally, articles are not used with proper nouns unless they are a part of a title or the 

context requires it. 

Example: She visited Paris. (not the Paris) 

Example: She visited the Eiffel Tower. 

Articles with Adjectives Used as Nouns: 

• Use "the" before adjectives used as nouns to acknowledge a specific group of people or 

things. 

Example: The rich are getting richer. 

• Omit articles when adjectives used as nouns refer to a general group. 

Example: The poor need assistance. 

Articles with Meals and Days of the Week: 

• Use "the" when referring to specific meals or days of the week. 

Example: We have dinner at the table. 

Example: She goes to the gym on the weekends. 

Articles in Expressions: 

• Some expressions require specific article usage. 

Example: In the morning, I like to go for a walk. 

Example: On the other hand, I prefer tea over coffee. 

Articles are a type of determiner used to introduce and specify nouns in a sentence. There 

are three articles in English: "a," "an," and "the." 

 Indefinite Articles: "A" and "an" are indefinite articles. They are used to refer to 

non-specific or generic nouns. 

 "A" is used before words that begin with a consonant sound: "a dog," "a car." 
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 "An" is used before words that begin with a vowel sound: "an apple," "an hour." 

 Definite Article: "The" is the definite article. It is used to refer to specific or 

particular nouns. 

 "The" is used before specific or previously mentioned nouns: "the dog," "the car." 

 It can also be used to refer to unique objects or concepts: "the sun," "the president." 

Articles help provide context and clarity in sentences by indicating whether the noun is 

general or specific. Mastering the use of articles is crucial for proper English grammar and 

effective communication. 

Understanding and applying these rules and guidelines for using articles correctly 

will improve the clarity and precision of your writing and speech. By mastering 

article usage, you can effectively convey your intended meaning and create well-

structured sentences. 

Activity 5 

Fill in the blanks of the activity below with the appropriate articles (a, an, the) or 

leave the space blank if no article is needed. 

i.I saw __________ interesting movie last night. 

ii.She wants to be __________ astronaut when she grows up. 

iii.Can you pass me __________ salt, please? 

iv.My sister is __________ excellent cook. 

v.They live in __________ old house near the river. 

vi.I need __________ umbrella; it's raining outside. 

vii.He has __________ cat and __________ dog as pets. 

viii.I found __________ beautiful flower in the garden. 

ix.She is __________ artist who paints with passion. 

x.We visited __________ museum in Paris during our vacation. 

 

SUMMARY 

 

Articles are small words that come before nouns. In English, there are two main types of 

articles: definite (the) and indefinite (a/an). 

1. Definite Article ("the"): 
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 "The" is used when referring to specific nouns that are known to both the speaker and the 

listener or that have been previously mentioned. 

 It is used before singular and plural nouns, as well as before both countable and uncountable 

nouns. 

 "The" can also be used to refer to specific members of a group or class, unique objects, or 

singular objects in a particular context. 

2. Indefinite Articles ("a" and "an"): 

 "A" and "an" are used when referring to any one item or thing of a general type. 

 "A" is used before words that begin with a consonant sound. 

 "An" is used before words that begin with a vowel sound. 

 These articles are used with singular countable nouns only. 

Understanding when and how to use articles correctly is important for constructing grammatically 

correct sentences in English and for conveying precise meaning in writing and speech. 

KEYWORDS 

Definite Article, Indefinite Article, Singular, Plural, Countable Noun, Uncountable Noun, 

Article Omission, Noun Phrase 

CHECK YOUR PROGRESS 

• What are the two main types of articles in English grammar? 

• Explain the difference between definite and indefinite articles. 

• When do we use the indefinite article "a" versus "an"? Provide examples. 

• What are some situations where the definite article "the" is used? 

• Explain the concept of zero article in English grammar and provide examples. 

• What is the rule for using articles with singular countable nouns versus plural countable nouns? 

• When do we use articles with uncountable nouns? Give examples. 

• Describe a situation where an article might be omitted in English sentences. 
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1.8 SPOTTING ERRORS 

Spotting errors involves identifying and correcting grammatical mistakes in 

sentences. This skill is crucial for improving writing clarity and accuracy. By 

understanding common errors, writers can enhance their language proficiency and 

produce high-quality written communication. 

Subject-Verb Agreement Errors: 

• Errors occur when the existing subject and verb are not in agreement in terms of 

number (singular/plural). 

Example: The team is playing well. (correct) 

Example: The team are playing well. (incorrect) 

Incorrect Use of Articles: 

• Errors occur when articles (a, an, the) are used incorrectly or omitted. 

Example: She is a teacher. (correct) 

Example: She is teacher. (incorrect) 

Misplaced or Dangling Modifiers: 

• Errors occur when modifiers are incorrectly placed or do not clearly modify the 

intended word or phrase. 

Example: Running quickly, the ball was caught by the outfielder. (incorrect) 

Example: Running quickly, the outfielder caught the ball. (correct) 

Pronoun-Antecedent Agreement Errors: 

• Errors occur when pronouns are not in agreement in terms of number or gender with 

their antecedents. 

Example: Each student should do their homework. (incorrect) 

Example: Each student should do her or his homework. (correct) 

Run On Sentences and Comma Splices: 

• Errors occur when two independent clauses in a sentence are incorrectly joined 

without appropriate punctuation. 

Example: She loves to read books she reads every day. (run-on) 

Example: She loves to read books, she reads every day. (comma splice) 



 

62 

 

Incorrect Verb Forms: 

• Errors occur when incorrect verb forms are used, such as using the base form 

instead of the past tense. 

Example: She go to the store yesterday. (incorrect) 

Example: She went to the store yesterday. (correct) 

Faulty Parallelism: 

• Errors occur when elements in a series are not grammatically parallel. 

Example: She likes swimming, hiking, and to ride a bike. (incorrect) 

Example: She likes swimming, hiking, and riding a bike. (correct) 

Confusion Between Homophones: 

• Errors occur when words that sound alike but have different meanings or spellings 

are used incorrectly. 

Example: They are leaving their house. (correct) 

Example: They are leaving their house. (incorrect) 

Lack of Agreement Between Pronouns and Their Antecedents: 

• Errors occur when pronouns do not agree in person or number with their 

antecedents. 

Example: Sarah told Maya that she had won the prize. (ambiguous) 

Example: Sarah told Maya that she had won the prize herself. (clear) 

Confusion Between "Its" and "It's": 

• Errors occur when "its" (possessive) and "it's" (contraction for "it is") are used 

interchangeably. 

Example: Its a beautiful day outside. (incorrect) 

Example: It's a beautiful day outside. (correct) 

 

Spotting errors requires careful attention to detail and a good understanding of 

grammar rules. By practicing error detection and correction, writers can improve 

their writing skills and produce more polished and effective written 

communication. 
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Confusion Between "Your" and "You're": 

• Errors occur when "your" (possessive) and "you're" (contraction for "you 

are") are used incorrectly. 

Example: Your going to love this movie. (incorrect) 

Example: You're going to love this movie. (correct) 

Confusion Between "Their," "There," and "They're": 

• Errors occur when "their" (possessive), "there" (location), and "they're" 

(contraction for "they are") are used interchangeably. 

Example: Their going to the park later. (incorrect) 

Example: I left my keys over there. (correct) 

Example: They're excited about the party. (correct) 

Confusion Between "Whose" and "Who's": 

• Errors occur when "whose" (possessive) and "who's" (contraction for "who 

is") are used incorrectly. 

Example: Who’s coming to the party tonight? (incorrect) 

Example: Who's coming to the party tonight? (correct) 

Misuse of Apostrophes: 

• Errors occur when apostrophes are used incorrectly, such as in plural nouns 

or possessive pronouns. 

Example: The dogs are playing in the yard. (incorrect) 

Example: The dogs are playing in the yard. (correct) 

Example: Its important to proofread your work. (incorrect) 

Example: It's important to proofread your work. (correct) 

Confusion Between "Effect" and "Affect": 

• Errors occur when "effect" (noun, result) and "affect" (verb, influence) are 

used incorrectly. 

Example: The weather had a positive affect on our mood. (incorrect) 

Example: The weather had a positive effect on our mood. (correct) 

Confusion Between "Accept" and "Except": 

• Errors occur when "accept" (verb, receive) and "except" (preposition, 

excluding) are used interchangeably. 
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Example: I will take anything except that. (incorrect) 

Example: I will take anything accept that. (incorrect) 

Example: I will take anything except for that. (correct) 

Confusion Between "Then" and "Than": 

• Errors occur when "then" (adverb, at that time) and "than" (conjunction, used in 

comparisons) are used incorrectly. 

Example: I would rather go shopping then to the movies. (incorrect) 

Example: I would rather go shopping than to the movies. (correct) 

 

Spotting errors and understanding the correct usage of words and grammar rules are 

essential skills for effective communication. By identifying and correcting common 

errors, writers can enhance the clarity and coherence of their writing, ensuring that their 

message is conveyed accurately to the reader. 

Confusion Between "Farther" and "Further": 

• Errors occur when "farther" (used to refer to physical distance) and "further" (used to 

indicate additional extent or degree) are used incorrectly. 

Example: We need to walk further to reach the destination. (incorrect) 

Example: We need to walk farther to reach the destination. (correct) 

Misuse of Prepositions: 

• Errors occur when prepositions are used incorrectly, resulting in awkward or unclear 

sentences. 

Example: She is afraid with spiders. (incorrect) 

Example: She is afraid of spiders. (correct) 

Example: I am interested on learning French. (incorrect) 

Example: I am interested in learning French. (correct) 

Confusion Between "Lose" and "Loose": 

• Errors occur when "lose" (verb, to be unable to find or retain) and "loose" (adjective, not 

tight) are used incorrectly. 

Example: Don't loose your keys. (incorrect) 

Example: Don't lose your keys. (correct) 

Incorrect Use of Double Negatives: 
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• Errors occur when double negatives are used, resulting in a positive meaning. 

Example: I don't want no trouble. (incorrect) 

Example: I don't want any trouble. (correct) 

Incorrect Use of Irregular Verbs: 

• Errors occur when irregular verbs are conjugated incorrectly. 

Example: He had brought his lunch to work yesterday. (incorrect) 

Example: He had brought his lunch to work yesterday. (correct) 

Confusion Between "Who" and "Whom": 

• Errors occur when "who" (subject pronoun) and "whom" (object pronoun) 

are used incorrectly. 

Example: To who did you give the book? (incorrect) 

Example: To whom did you give the book? (correct) 

Incorrect Use of Comparative and Superlative Forms: 

• Errors occur when comparative and superlative forms of adjectives and 

adverbs are used incorrectly. 

Example: She is the most tallest girl in the class. (incorrect) 

Example: She is the tallest girl in the class. (correct) 

KEYWORDS 

Errors, Verbs, Subject Verb Agreement, Tenses, Grammar, Articles, Punctuation 

SUMMARY 

Spotting errors involves identifying grammatical, punctuation, or usage mistakes in written 

sentences or passages. This skill is commonly assessed in language proficiency tests and is 

essential for effective writing and communication. To spot errors accurately, one must have 

a solid understanding of grammar rules, punctuation conventions, and proper language 

usage. Common types of errors include subject-verb agreement, verb tense consistency, 

misuse of pronouns, incorrect word choice, punctuation errors, and sentence structure 

problems. Developing the ability to spot errors requires practice, attention to detail, and 

familiarity with the conventions of standard written English. 
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Spotting errors and correcting them requires careful attention to detail and a solid 

understanding of grammar rules and usage. By practicing error detection and correction, 

writers can improve the quality and effectiveness of their writing, leading to clearer 

communication with their audience. 

Activity 6 

Read each sentence and identify the error, if any. Choose the letter corresponding to the 

part of the sentence that contains the error (A, B, C, or D). 

i. The dog, along with its puppies, (A) are sleeping peacefully (B) in the backyard (C) 

since morning (D). 

ii. Every one of the students (A) have completed (B) their assignments (C) on time (D). 

iii. Neither the teacher nor the students (A) was aware (B) of the upcoming (C) surprise test 

(D). 

iv. The company is planning (A) to open new branches (B) in both London and (C) Paris by 

next year (D). 

v. Sarah, along with her friends, (A) are going (B) to the theater (C) this evening (D). 

vi. The book that I borrowed (A) from the library (B) are very interesting (C) and 

informative (D). 

vii. The committee (A) meets (B) every Monday (C) to discuss important matters (D). 

viii. Each of the students (A) were given (B) a certificate (C) for their achievements (D). 

ix. My sister, as well as her friends, (A) were present (B) at the party (C) last night (D). 

x. The news about the accident (A) shock (B) everyone who (C) heard about it (D). 

 

1.9 SUMMARY 

 

• Parts of speech are the essential building blocks of language, categorizing words based 

on their functions and roles within sentences. There are eight primary parts of speech: 

• Noun: Represents a person, place, thing, or idea. Nouns function as the subject or object 

in a sentence. 

• Pronoun: Replaces a noun, avoiding repetition. Common pronouns include he, she, it, 

they, and we. 
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• Verb: Expresses an action, occurrence, or state of being. Verbs are crucial for 

constructing sentences and conveying meaning. 

• Adjective: Describes or modifies nouns, providing additional information 

about their characteristics. Adjectives enhance the specificity of nouns. 

• Adverb: Modifies verbs, adjectives, or other adverbs, offering details about 

how, when, where, or to what extent an action occurs. 

• Preposition: Links nouns or pronouns to other words in a sentence, indicating 

relationships in time, space, or direction. Common prepositions include on, under, 

between, and beside. 

• Conjunction: Connects words, phrases, or clauses within a sentence. 

Conjunctions include coordinating conjunctions (and, but, or) and subordinating 

conjunctions (because, although). 

• Interjection: Expresses strong emotion or sudden exclamations. Interjections, 

such as wow, oh, or alas, stand alone or appear at the beginning of a sentence. 

• Understanding the roles of these parts of speech is crucial for constructing 

grammatically correct and meaningful sentences. They collectively contribute to the 

structure, clarity, and coherence of language expression. 

•  

1.10 KEYWORDS 

 

Transitive, Intransitive, Probability, Agreement, Permission, Coordinating, 

Correlative, Modifiers, Definite, Indefinite, Reference 

 

1.11 CHECK YOUR PROGRESS 

 

• Write a short narrative about a memorable day in your life. Ensure that you 

use a variety of verbs to vividly convey the actions and experiences of that day. 

• Discuss a hypothetical scenario in which you have the power to change one 

law. Use modals to express the possibility, necessity, or permission related to the 

proposed change. 
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• Describe a recent vacation or trip you took. Use a mix of past, present, and 

future tenses to provide a comprehensive and engaging account of your experiences, 

plans, and reflections. 

• Choose a current event from the news and write a brief article discussing its 

significance. Pay attention to the appropriate use of definite and indefinite articles to 

convey information clearly and accurately. 

• Create a dialogue between two characters who have differing opinions on a 

controversial topic. Use conjunctions to connect their arguments, contrasting ideas, 

and supporting evidence. Ensure that the dialogue flows logically and coherently. 
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BLOCK 3   WRITING SKILLS                                          

OBJECTIVES 

• The primary aim is to clearly convey the applicant's qualifications, skills, and 

experiences, creating a compelling case for suitability. 

• The secondary goal involves presenting the application in a polished manner with 

meticulous attention to formatting, grammar, and overall presentation.  

• Writing a formal letter conveys information clearly and concisely. Whether it's a 

business proposal, a job application, or a complaint letter, the language should be 

precise, and the message to be conveyed should be easily understandable.  

• Another key goal is the maintenance of a professional tone and adhere to proper 

etiquette, dealing with professional or official matters.  

• Email writing facilitates quick and efficient communication and is used for time-

sensitive matters. They should be concise, specifying the essential points and 

ensuring that recipients can quickly grasp the main message. 

• Emails are a common tool for professional collaboration and networking. 
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This involves conveying information and building rapport through a friendly or 

professional tone depending on the context.  

STRUCTURE 

1.1 Introduction 

1.2 Formal Letter Writing 

       1.2.1  Introduction 

       1.2.2  Components of Formal Letter 

       1.2.3  Types of Formal Letters 

       1.2.4  Tips for Effective Writing 

       1.2.5  Examples 

       1.2.6 Activity  

2.0 Application Writing 

       2.1            Introduction 

       3.0 Components of Application 

       3.1  Types of Applications 

       3.2  Tips for Effective Writing 

       3.3. Examples 

4.0 Email Writing 

       4.1  Introduction 

      4.2 Components of an Email 

       4.3              Tips for Effective Email Writing 

       4.4        Examples 

       4.5  Activity  

5.0 Note Taking and Note Making 

       5.1  Introduction  

       5.2  Understanding the Difference 

       5.3  Benefits of Effective Note Taking And Note Making 

       5.4  Techniques for Effective Note Taking 

       5.5  Techniques for Effective Note Making 

      5.6  Strategies for Note Taking And Note Making 
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      5.7  Common Pitfalls to Avoid 

      5.8  Practical Applications 

      5.9  Activity 4 

6.0 Essay Writing 

      .6.1  Introduction 

      6.2  Understanding the Use of Essays 

      6.3  Structure of An Essay 

      6.4  Key Techniques for Effective Essay Writing 

      6.5  Types of Essays 

      6.6  Examples 

      6.7  Activity 5 

7.0 Summary 

8.0 Check Your Progress 

      

   Introduction 

Possessing sufficient knowledge and abilities to articulate thoughts and 

ideas through written words is the essence of writing skills. Effective 

writing enables communicators to convey their message clearly to a 

significantly broader audience compared to other communication 

mediums such as face-to-face or telephone conversations. 

UNIT 1 FORMAL LETTER WRITING 

1.2.1 Introduction 

Formal letter writing is important because it helps the process of communication 

in a professional and structured manner. Whether you are applying for a job, 

sending a business proposal, or reaching out to an organization, formal letters 

allow you to convey your thoughts clearly and respectfully. These letters have a 

specific pattern and formality. They are professional in nature, and simply address 

the issues concerned. Any type of business letter or letter to authorities comes 

under this category. 
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1.2.2 Components of a Formal Letter 

● Header: Include your contact information (name, address, phone number, email) and 

the date at the top of the letter. 

● Recipient's Details: Provide the recipient's name, title, organisation, and address 

below the date. 

● Salutation: Begin the letter with a formal greeting, such as "Dear Mr./Ms. [Last 

Name]" or “To Whom It May Concern”. 

● 1Introduction: Introduce yourself briefly if necessary and clearly state the purpose 

of your letter. 

● Body: Provide relevant details, supporting information, or arguments in the body 

paragraphs. Organise your points logically and concisely. 

● Conclusion: Conclude the letter politely, expressing gratitude, summarising key 

points, or suggesting further action if applicable. 

● Closing: Use a formal closing, such as “Sincerely”, followed by your name and 

signature. 

1.2.3 Types of Formal Letters 

● Job Application Letter: A letter expressing interest in a job opening, highlighting 

qualifications, and requesting consideration for the position. 

● Complaint Letter: A letter addressing a grievance or dissatisfaction, outlining the 

issue, and seeking resolution or redress. 

● Inquiry Letter: A letter requesting information, clarification, or assistance on a 

particular matter. 

● Cover Letter: A letter accompanying a resume or application, providing additional 

context, and emphasizing qualifications and suitability for a job. 

1.2.4 Tips for Effective Writing 

● Clarity and Conciseness: Be clear and concise in your communication, avoiding 

ambiguity or unnecessary details. 

● Professional Tone: Maintain a professional and respectful tone throughout the letter, 

regardless of the subject matter. 

● Grammar and Spelling: Pay attention to grammar, punctuation, and spelling errors, 

as they can detract from the credibility of your letter. 
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● Customization: Tailor your letter to the specific recipient and context, 

demonstrating attention to detail and sincerity. 

● Proofreading: Proofread your letter carefully before sending to ensure accuracy 

and coherence. 

1.2.5   Examples 

Letter 1: Formal Complaint Letter to Customer Service 

[Your Name] [Your Address] [City, State, Zip Code] [Your Email Address] [Your 

Phone Number] [Date] 

[Customer Service Manager's Name] [Company Name] [Company Address] [City, 

State, Zip Code] 

Dear [Customer Service Manager's Name], 

I am writing to express my dissatisfaction with the recent experience I had with your 

company's customer service department. On [date of incident], I contacted your 

customer service hotline regarding [briefly describe the issue or complaint]. 

Unfortunately, my interaction with your customer service representative was 

unsatisfactory. Despite explaining my issue in detail, I received little assistance and was 

met with a dismissive attitude. This lack of professionalism and empathy left me feeling 

frustrated and disappointed. 

As a loyal customer of [Company Name] for [mention duration of your patronage], I 

have always valued the quality of your products/services. However, this negative 

experience has tarnished my perception of your brand and has led me to reconsider my 

future interactions with your company. 

I urge you to address this issue promptly and implement measures to improve the quality 

of customer service provided by your team. I believe that addressing customer concerns 

promptly and courteously is essential for maintaining customer satisfaction and loyalty. 
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I appreciate your attention to this matter and look forward to a resolution. 

Sincerely,  

[Your Name] 

Letter 2: Inquiry Letter for Admission Requirements 

[Your Name] [Your Address] [City, State, Zip Code] [Your Email Address] [Your 

Phone Number] [Date] 

[Admissions Office] [University/College Name] [University Address] [City, State, 

Zip Code] 

Dear Admissions Office, 

I hope this letter finds you well. I am writing to inquire about the admission 

requirements for the [mention specific program or degree] at [University/College 

Name]. As a prospective student, I am eager to learn more about the application 

process and the criteria for acceptance into the program. 

Could you please provide information regarding the following: 

i. Application deadlines for the upcoming academic year 

ii. Required documents and supporting materials 

iii. Admission criteria and prerequisites 

iv. Any additional steps or requirements for international students, if applicable 

I am particularly interested in [mentioning specific aspects of the program or faculty] 

and believe that [University/College Name] would provide an excellent environment 

for me to pursue my academic and career goals. 

Thank you for considering my inquiry. I look forward to receiving the necessary 

information to proceed with my application. 
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Sincerely, [Your Name] 

Activity 1 

Answer the following questions: 

● What is a formal letter? 

● How many types of formal letters are there? 

● Explain ‘Salutation’ as a component of formal letters. 

● What is meant by ‘proofreading’? 

● Why do we need to maintain a ‘professional tone’ in formal letters? 

KEYWORDS 

Salutation, Body, Request, Enquiry, Complimentary Close, Signature Block, Complaint, 

Adjustment, Subject 

SUMMARY 

Formal letters are written communications used for professional or official purposes. They 

adhere to a standardized format and tone, often including the sender's address, the date, the 

recipient's address, a salutation, the body of the letter, a closing, and the sender's signature. 

Types of formal letters include: 

1. Business Letters: Used for professional correspondence between organizations or individuals 

within a business context. They may include letters of inquiry, orders, complaints, or job 

applications. 

2. Official Letters: Written for official purposes such as government correspondence, legal 

matters, or communication with institutions like universities or banks. 

3. Job Application Letters (Cover Letters): Specifically crafted to accompany a resume when 

applying for a job, highlighting qualifications and expressing interest in a position. 

4. Complaint Letters: Written to address a grievance or express dissatisfaction with a product, 

service, or situation in a formal manner. 

5. Invitation Letters: Used to formally invite individuals or groups to events, meetings, or 

functions. 
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6. Resignation Letters: Formally notify an employer of one's decision to resign from a 

job, often expressing gratitude and providing necessary details regarding the resignation. 

7. Reference Letters: Written by a person (typically a former employer, teacher, or 

colleague) to provide a recommendation or endorsement for an individual applying for a job, 

admission to an academic program, or other opportunities. 

These types of formal letters serve different purposes but all require adherence to 

professional standards in language, formatting, and tone. 

 

CHECK YOUR PROGRESS 

 

a. Imagine you're a sales manager for a software company selling a new 

productivity tool. Write a sales letter targeting small businesses, highlighting the 

benefits of your software and offering a special discount for early adopters. 

b. You're a marketing executive for a fashion brand launching a new line of 

clothing. Write a sales letter to retailers persuading them to stock your products in 

their stores, emphasizing the unique features and competitive pricing of your 

clothing line. 

c. You're a procurement officer for a manufacturing company looking to 

purchase industrial machinery. Write an enquiry letter to a supplier requesting 

information about their range of machinery, including specifications, pricing, and 

delivery terms. 

d. Suppose you're planning a corporate event and need catering services. Write 

an enquiry letter to a catering company asking about their menu options, pricing 

packages, and availability for your event date. 

e. You recently purchased a defective product from an online retailer and are 

dissatisfied with the quality. Write a complaint letter to the retailer, detailing the 

issue with the product, expressing your disappointment, and requesting a refund or 

replacement. 

f. You stayed at a hotel and experienced poor customer service during your 

stay. Write a complaint letter to the hotel management, outlining the specific 

instances of unsatisfactory service, and suggesting ways they can improve their 

customer experience. 

UNIT 2 APPLICATION WRITING 

                                                                                                                                       

3.3.1 Introduction 
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A formal letter addressed to a person in authority, requesting permission or something 

specific, is commonly known as an application letter. The act of composing such a 

formal letter is termed application writing or application letter writing. Applications can 

be crafted for various purposes such as requesting leave, seeking an extension for a 

project deadline, expressing interest in a position, and more. 

2.1 Components of an Application 

Same as discussed above in ‘Formal Letter Writing’ 

2.2 Types of Applications 

● Job Application: This application is a formal request you make to a company or 

organization to be considered for a job opening. It typically includes your resume, cover 

letter and additional documents like a portfolio or references. This application allows 

you to provide information about your qualifications, skills and experiences relevant to 

the job. 

● Academic Application: This application is a formal request you make to an educational 

institution such as a college or university, to be considered for admission or a specific 

program. It typically includes your academic transcripts, letters of recommendation, 

personal statement and sometimes standardized test scores. The application allows you 

to showcase your academic achievements, extracurricular activities, and your passion for 

the field of study you are applying to. 

● Personal Application: It refers to a document where you share information about 

yourself, your experiences and your goals. Personal applications can also refer to 

applications for scholarships, grants or other communities where you present yourself 

and your qualifications.  

2.3 Tips for Effective Writing 

● Understand the Purpose: Are you writing an “application for leave” or a “job 

application letter”? Tailor your content accordingly. 

● Follow the Right Format: Stick to the recommended “application letter format” to 

ensure professionalism. 
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● Address the Right Person: Always ensure you’re addressing the appropriate 

individual, like a principal, teacher, or hiring manager. A personal touch goes a long 

way. 

● Stay on Point: If your letter is about “how to write an application for 

school,” keep the content focused on your intent to join the school. 

● Highlight Key Qualifications: Discuss the skills or experiences making you 

the ideal candidate for what you’re applying for. 

● Be Authentic: Genuine intent and honesty shine brighter than exaggerated 

claims. 

● Proofread: Before you finalize your “how to write application in English” 

effort, ensure there are no errors. A polished letter always leaves a better impression. 

● Stay Positive: Even if it’s a request or a plea, maintain a positive and hopeful 

tone throughout. 

● Close Strongly: As discussed earlier, end your application on a positive note, 

leaving a lasting impression. 

2.4 Examples 

Application 1: Job Application for Marketing Assistant Position 

[Your Name] [Your Address] [City, State, Zip Code] [Your Email Address] [Your 

Phone Number] [Date] 

[Hiring Manager's Name] [Company Name] [Company Address] [City, State, Zip 

Code] 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Marketing Assistant position advertised on 

[where you found the job listing]. With a Bachelor's degree in Marketing and two 

years of experience in digital marketing roles, I am confident in my ability to 

contribute effectively to your team at [Company Name]. 
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During my tenure at [Previous Company], I honed my skills in creating content, 

managing social media, and data analysis, achieving measurable results in driving 

website traffic and increasing brand awareness. I am adept at utilizing marketing tools 

including Google Analytics, Hoot suite, and Adobe Creative Suite for developing and 

executing strategic marketing campaigns. 

I am particularly drawn to [Company Name] due to its innovative approach to marketing 

and its commitment to delivering exceptional experiences to customers. I am eager to 

leverage my skills and passion for marketing to support your team's objectives and 

contribute to the continued success of [Company Name]. 

Thank you for considering my application. I look forward to the opportunity to discuss 

how my background, skills, and enthusiasm align with the needs of your team. Please 

find my resume attached for your review. 

Sincerely, [Your Name] 

Application 2: Scholarship Application for Academic Excellence 

[Your Name] [Your Address] [City, State, Zip Code] [Your Email Address] [Your Phone 

Number] [Date] 

[Scholarship Committee] [Scholarship Organization/Institution] [Address] [City, State, 

Zip Code] 

Dear Members of the Scholarship Committee, 

I am writing to apply for the Academic Excellence Scholarship offered by [Scholarship 

Organization/Institution]. As a diligent and dedicated student with a strong academic 

record, I am excited about the opportunity to further my education and pursue my 

academic goals. 
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Throughout my high school career, I have consistently maintained a GPA above 

[mention specific GPA threshold if applicable], demonstrating my commitment to 

academic excellence. In addition to my strong academic performance, I have actively 

participated in extracurricular activities such as [mention relevant activities or 

achievements], where I have developed leadership skills and contributed to the 

school community. 

Receiving the Academic Excellence Scholarship would alleviate financial burdens 

and enable me to focus wholeheartedly on my studies. With this scholarship, I aim to 

pursue a degree in [mention your intended field of study] and pursue my passion for 

[mention your academic interests or career aspirations]. 

Thank you for considering my application. I am grateful for the opportunity to be 

considered for this prestigious scholarship, and I am eager to contribute to the 

academic community at [Scholarship Organization/Institution]. 

Sincerely, [Your Name] 

Activity 2 

Answer the following questions: 

● What is an application? 

● How many types of applications are there? 

● Discuss the components of an application? 

● How does ‘authenticity’ play a crucial role in application writing? 

● A ‘scholarship application’ is which type of application?  

KEYWORDS 

Information, Achievements, Interests, Experience, Sender’s Information, Closing, 

References, Signature, Subject 
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SUMMARY 

Application letters are formal written communications submitted when applying for a job, 

admission to an educational program, or other opportunities. They serve to introduce the 

applicant and express their interest and qualifications for the position or program. Types of 

application letters include: 

1. Job Application Letters (Cover Letters): Submitted alongside a resume when applying for a 

job. They highlight the applicant's skills, experiences, and suitability for the position, as well as 

their enthusiasm for the opportunity. 

2. College or University Admission Letters: Written by prospective students applying for 

admission to colleges or universities. They typically include information about the applicant's 

academic achievements, extracurricular activities, and personal goals. 

3. Scholarship Application Letters: Submitted when applying for scholarships to fund academic 

studies. They outline the applicant's academic achievements, financial need, and reasons for 

seeking the scholarship. 

4. Internship Application Letters: Similar to job application letters but specifically tailored for 

internship positions. They highlight the applicant's relevant skills, experiences, and motivations 

for pursuing the internship opportunity. 

5. Grant Application Letters: Used when applying for grants to fund research, projects, or 

initiatives. They provide details about the proposed project or initiative, its objectives, and the 

expected outcomes. 

These types of application letters are crucial for effectively communicating the applicant's 

qualifications, motivations, and suitability for the opportunity sought. They should be well-

written, persuasive, and tailored to the specific requirements of the position or program. 

 

CHECK YOUR PROGRESS 

         

1. What is the purpose of my application? 

2. What qualifications and experiences do I possess that make me a strong candidate? 

3. How can I tailor my application to the needs and requirements of the organization or 

institution? 
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4. What unique contributions can I offer? 

5. How can I effectively communicate my enthusiasm and interest in the 

opportunity? 

 

 

UNIT 3 EMAIL WRITING 

3.1 Introduction 

Through this chapter, we will learn the art of effective email communication, which 

is of importance in both personal and professional contexts. Whether you're 

corresponding with colleagues, clients, or friends, mastering the skill of email 

writing can enhance your communication skills. Emails serve various purposes 

including sharing information, requesting assistance or clarification, making 

inquiries, confirming arrangements, expressing gratitude or appreciation and so on. 

3.2 Key Components of an Email 

● Subject Line: The subject line should be clear and concise, summarizing the 

purpose or content of the email. A well-crafted subject line helps recipients 

understand the importance of the email and encourages them to open it promptly. 

● Greeting: Begin your email with an appropriate greeting, addressing the 

recipient by name if possible. Use "Dear [Recipient's Name]" for formal emails and 

"Hi [Recipient's Name]" for informal ones. 

● Introduction: In the opening paragraph, briefly introduce yourself or provide 

context for the email if necessary. Clearly state the purpose of your email to guide 

the recipient's understanding. 

● Body: The body of the email contains the main content or message. Organise 

your thoughts logically and concisely, using paragraphs to separate different points 

or topics. Provide relevant details, supporting information, or requests as needed. 
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● Closing: Conclude your email with a polite closing statement, such as "Thank 

you," "Best regards," or "Sincerely," followed by your name. If appropriate, include a call 

to action or next steps for the recipient. 

● Signature: Include your full name and any relevant contact information (e.g., phone 

number, job title, company) in your email signature. This provides recipients with 

additional ways to reach you or follow up on the email if needed. 

3.3 Tips for Effective Email Writing 

● Be Clear and Concise: Get to the point quickly and avoid unnecessary details or lengthy 

explanations. Use clear and simple language to ensure your message is easily understood. 

● Use Proper Formatting: Organize your email with paragraphs, bullet points, or 

numbered lists to improve readability. Use bold or italic font sparingly to emphasize 

important points. 

● Be Professional: Maintain a professional tone and demeanor in your email 

correspondence, even in informal settings. Avoid using slang, emoticons, or informal 

language that may be inappropriate. 

● Proofread Before Sending: Always proofread your email carefully before sending to 

check for spelling, grammar, or formatting errors. A well-written and error-free email 

reflects positively on your professionalism and attention to detail. 

● Consider the Recipient: Tailor your email to the recipient's preferences, communication 

style, and relationship with you. Adapt your tone and level of formality accordingly, 

whether you're writing to a colleague, client, or friend. 

3.4 Examples 

Email 1: Professional Email to Request Information 

Subject: Inquiry Regarding [Topic] 

Dear [Recipient's Name], 

I hope this email finds you in great health. My name is [Your Name], and I am writing to 

inquire about [specific information or topic]. I came across your contact information 

[mention where you found their contact information] and thought you might be able to 

provide some insight. 
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I am currently [briefly explain your background or reason for the inquiry]. I am 

particularly interested in [specific aspects of the topic] and would appreciate any 

information or resources you could share on this subject. 

If possible, I would also be interested in scheduling a brief phone call or meeting to 

discuss this matter further. Please let me know if you are available and willing to 

accommodate. 

Thank you in advance for your time and assistance. I eagerly await your response. 

Best regards, [Your Name] [Your Contact Information] 

Email 2: Follow-Up Email After a Business Meeting 

Subject: Follow-Up on Our Meeting 

Dear [Recipient's Name], 

I hope this email finds you in great health. I wanted to take a moment to thank you 

for taking the time to meet with me earlier this week to discuss [briefly summarize 

the purpose or topic of the meeting]. 

Our conversation was insightful, and I appreciate the opportunity to learn more 

about [specific points discussed during the meeting]. I believe there is great potential 

for collaboration between our organizations, and I am excited about the possibilities 

moving forward. 

As we discussed, I will [mention any action items or next steps agreed upon during 

the meeting]. Please let me know if there is anything else you need from my end or if 

you have any questions. 

I look forward to our continued dialogue and the possibility of working together in 

the future. Thank you again for your time and consideration. 
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Best regards, [Your Name] [Your Contact Information] 

Summary 

Email writing involves composing electronic messages to convey information, communicate with 

others, or conduct business. Here are some common types of email writing and tips for effective 

email communication: 

Types of Email Writing: 

1. Formal Emails: Used for professional or official communication, such as contacting clients, 

colleagues, or superiors. 

2. Informal Emails: Written for personal communication with friends, family, or acquaintances. 

3. Business Emails: Specifically tailored for business-related communication within or between 

organizations. 

4. Networking Emails: Sent to establish or maintain professional relationships with contacts in 

one's industry or field. 

5. Marketing Emails: Used for promotional purposes to advertise products, services, or events to a 

target audience. 

6. Customer Service Emails: Addressing customer inquiries, complaints, or feedback. 

7. Job Application Emails: Used to apply for job openings by sending a resume, cover letter, and 

any additional documents requested by the employer. 

8. Thank-You Emails: Sent to express gratitude or appreciation to someone for their help, support, 

or participation. 

Tips for Effective Email Communication: 

1. Use a Clear and Descriptive Subject Line: Clearly indicate the purpose or topic of the email to 

help recipients prioritize and understand its content. 

2. Keep it Concise: Be brief and to the point, focusing on the most important information to avoid 

overwhelming recipients with lengthy emails. 

3. Maintain Professionalism: Use professional language and tone, even in informal emails, to 

convey professionalism and respect. 

4. Proofread Before Sending: Check for spelling, grammar, and formatting errors to ensure clarity 

and professionalism. 

5. Be Mindful of Tone: Consider the tone of your email and how it might be interpreted by the 

recipient, aiming for a balance between friendliness and formality. 

6. Address Recipients Appropriately: Use the recipient's name and appropriate salutation based on 

your relationship with them. 
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7. Include Relevant Details and Context: Provide all necessary information and 

context to help recipients understand the purpose and significance of the email. 

8. Use Formatting to Enhance Readability: Use bullet points, numbered lists, and 

paragraphs to organize information and make the email easier to read. 

9. Be Responsive: Respond promptly to emails, especially in professional settings, to 

demonstrate professionalism and respect for others' time. 

10. Consider Confidentiality and Security: Be cautious when sharing sensitive 

information via email and use encryption or secure methods when necessary. 

By following these tips and adapting your writing style to the specific type and purpose of 

the email, you can communicate effectively and professionally via email. 

Activity 3 

Answer the following questions: 

• What is an email? 

• What do you mean by ‘subject line’ of an email? 

• Discuss ‘signature’ as a component of email writing. 

• What does ‘consider the recipient’ refer to?  

• Give two tips for effective email writing. 

SUMMARY 

Email writing is a crucial skill in today's digital age, serving as a primary form of 
communication in both personal and professional contexts. Effective email writing 

involves clarity, brevity, and professionalism. A well-written email should have a 

clear subject line that summarizes the purpose of the email, followed by a concise 

and focused message body. It's important to use proper grammar, punctuation, and 

spelling to convey professionalism and credibility. Additionally, emails should be 

tailored to the audience and purpose, whether it's requesting information, providing 

updates, or expressing gratitude. Finally, emails should always end with a polite 

closing, such as "Sincerely" or "Best regards," and include relevant contact 

information if necessary. By following these guidelines, individuals can craft emails 

that are clear, respectful, and impactful. 

KEYWORDS 
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Subject Line, Clarity, Brevity, Professionalism, Tone, Grammar, Audience, Attachments, 

Call to Action 

CHECK YOUR PROGRESS 

1. You are coordinating a team project and need to provide instructions and 

deadlines to team members. Draft an email outlining the project details, including 

tasks, timelines, and expectations for collaboration. 

2. You recently attended a conference and met a potential business partner. Write a 

follow-up email expressing appreciation for the meeting, summarizing key points 

discussed, and proposing next steps for further collaboration. 

3. You are a manager addressing a performance issue with an employee. Draft an 

email providing constructive feedback on the employee's performance, outlining 

areas for improvement, and offering support for development. 

4. You are organizing a charity event and need to recruit volunteers. Write an email 

to your colleagues or community members inviting them to volunteer for the 

event, outlining roles and responsibilities, and providing details on how they can 

sign up. 

5. You received an email from a dissatisfied customer expressing concerns about a 

product or service. Draft a response email acknowledging the customer's 

feedback, apologizing for any inconvenience caused, and proposing solutions or 

next steps to address their issue. 

UNIT 4 NOTE TAKING AND NOTE MAKING  

4.1 Introduction 

In this chapter, we will explore the importance of effective note-taking and note-making 

techniques. Whether you're a student, professional, or lifelong learner, mastering these 

skills is essential for retaining information, organizing thoughts, and enhancing 

productivity. Some examples of note taking and note making include taking notes during 

a lecture or presentation, summarizing a chapter from a textbook or article, creating study 

notes for an exam or presentation and so on. 
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4.2 Understanding the Difference 

● Note-Taking involves capturing key points, ideas, or information from lectures, 

meetings, readings, or other sources. It focuses on recording essential details for 

reference or study purposes. 

● Note-Making, on the other hand, goes beyond mere transcription. It involves 

synthesizing, summarizing, and organizing information in a meaningful way to 

facilitate understanding and retention. 

4.3 Benefits of Effective Note Taking and Note Making 

● Enhanced Learning: Actively engaging with the material through note-taking and 

note-making improves comprehension and retention of information. 

● Organization: Structured notes help organize thoughts and ideas, making it easier to 

review and reference information later. 

● Critical Thinking: Analyzing and synthesizing information while taking notes 

fosters critical thinking skills and promotes deeper understanding. 

● Efficiency: Well-organized notes save time by providing speedy access to 

information when needed. 

4.4 Techniques for Effective Note Taking 

● Use Abbreviations and Symbols: Develop a system of abbreviations and symbols 

to speed up note-taking and save space. 

● Active Listening: Pay attention to key points, main ideas, and supporting details 

during lectures or meetings. 

● Organize Information: Use headings, bullet points, or numbering to structure your 

notes and highlight important concepts. 

● Review and Revise: Regularly review and revise your notes to reinforce learning and 

fill in any gaps. 

4.5 Techniques for Effective Note Making 

● Summarize: Condense lengthy passages or discussions into concise summaries, 

focusing on main ideas and key points. 
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● Paraphrase: Rewrite information in your own words to aid understanding and 

retention. 

● Visual Aids: Use diagrams, charts, or mind maps to represent relationships 

between concepts and enhance comprehension. 

● Interconnect Ideas: Identify connections between different pieces of information 

and integrate them into your notes for a holistic understanding. 

4.6 Strategies for Effective Note Taking and Note Making 

● Active Participation: Engage actively in discussions, asking questions, and 

contributing ideas. Active participation not only helps in understanding the material 

better but also provides additional context for your notes. 

● Capture Main Ideas: Focus on capturing the main ideas and key points rather 

than trying to transcribe everything verbatim. This allows you to prioritize essential 

information and avoid overwhelming yourself with unnecessary details. 

● Use Technology Wisely: Leverage technology tools such as note-taking apps, 

digital voice recorders, or tablet styluses to enhance your note-taking experience. 

Experiment with different tools to find what works best for you. 

● Color Coding: Assign different colors to various topics, themes, or categories in 

your notes. Color coding can help you visually organize information and quickly identify 

relevant sections during review. 

4.7   Common Pitfalls to Avoid 

● Over-Reliance on Transcription: Avoid the temptation to transcribe information 

word-for-word without understanding its significance. Focus on capturing the essence of 

the material rather than trying to record every detail. 

● Lack of Organization: Disorganized notes can be overwhelming and difficult to 

navigate. Establish a clear structure and organization system for your notes to facilitate 

easy access and review. 

● Passive Learning: Passive note-taking, where you simply copy down information 

without engaging critically, limits the effectiveness of your notes. Actively analyze, 

summarize, and synthesize information to promote deeper understanding. 
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4.8   Practical Applications 

● Academic Settings: Use effective note-taking and note-making techniques to 

enhance your learning experience in lectures, seminars, and study sessions. Create 

comprehensive study guides and revision materials for the preparations of exams and 

assessments. 

● Professional Settings: Apply adeptness in note making and note taking in meetings, 

conferences, and training sessions to capture important insights, action items, and 

decisions. Organize your notes for easy reference and follow-up. 

● Personal Development: Use note-taking and note-making as tools for personal 

growth and self-reflection. Record thoughts, ideas, and reflections in a journal or 

digital notebook to track your progress and insights over time. 

KEYWORDS 

Summarizing, Paraphrasing, Bullet Points: Outlining, Highlighting/Underlining, Mind 

Mapping, Cornell Method, Annotation, Abbreviation, Organization, Active 

Listening,Reviewing/Revising, Digital Tools, Concept Mapping 

 

SUMMARY 

 

Note taking is the process of recording information from lectures, meetings, readings, or 

other sources for the purpose of retaining and recalling important points later. Note making, 

on the other hand, involves synthesizing and organizing those notes into a more coherent 

and personalized format that facilitates understanding and retention. 

Here are some tips for effective note taking and note making: 

1. Stay organized: Use headings, bullet points, or numbering to structure your notes. This 

helps to organize information hierarchically and makes it easier to review later. 

2. Active listening/reading: Engage actively with the material by listening carefully during 

lectures or reading attentively. Summarize key points in your own words rather than 

transcribing verbatim. 

3. Use abbreviations/symbols: Develop a system of abbreviations and symbols to speed up 

your note-taking process. This can help you capture information more efficiently. 

4. Visual aids: Incorporate diagrams, charts, or mind maps into your notes to represent 
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complex concepts visually. Visual aids can enhance understanding and memory retention. 

5. Review and revise: Regularly review and revise your notes to reinforce learning and fill 

in any gaps in your understanding. Condense or reorganize your notes as needed to improve 

clarity and coherence. 

6. Stay focused: Minimize distractions during note-taking sessions to maintain focus and 

concentration. Find a quiet environment free from interruptions. 

7. Practice summarization: Practice summarizing key points in your own words rather 

than recording every detail. Summarization helps to distill information to its essence and 

promotes deeper understanding. 

By incorporating these tips into your note-taking and note-making process, you can enhance your 

learning, retention, and understanding of the material. 

 

CHECK YOUR PROGRESS 

 

1. Explain the difference between note-taking and note-making, and why both are important 

in the learning process. 

2. Describe three different methods or strategies for organizing notes effectively, and 

provide an example of when each method might be most useful. 

3. How can the Cornell Method of note-taking be helpful for students? Describe its key 

components and how they contribute to effective learning. 

4. Discuss the role of technology in modern note-taking practices. What are some 

advantages and disadvantages of digital note-taking compared to traditional pen-and-paper 

methods? 

5. Imagine you are attending a lecture on a complex topic. Outline a systematic approach to 

taking notes during the lecture, including how you would capture key points, examples, and any 

questions or areas for further research. 
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Block  5   ESSAY WRITING  

5.1 Introduction 

In this chapter, we will delve into the fundamentals of essay writing, exploring the 

structure, techniques, and strategies for crafting compelling and well-organized 

essays. Whether you're a student, professional, or aspiring writer, mastering the art 

of essay writing is essential for effectively communicating ideas, analyzing concepts, 

and presenting arguments persuasively. 

5.2   Understanding the Purpose of Essays 

Essays serve various purposes, including: 

● Expressing Ideas: Essays allow writers to express their thoughts, opinions, and 

perspectives on a particular topic or issue. 

● Analyzing Concepts: Essays provide a platform for analyzing and exploring 

complex concepts, theories, or texts in depth. 

● Presenting Arguments: Essays enable writers to present arguments, claims, or 

hypotheses supported by evidence and reasoning. 

5.3   Structure of an Essay 

● Introduction: The introduction provides an overview of the topic and presents the 

thesis statement, which outlines the main argument or purpose of the essay. 

● Body Paragraphs: The body paragraphs develop and support the thesis statement by 

presenting evidence, examples, and analysis. Each paragraph focuses on a specific 

point or aspect of the topic. 

● Conclusion: The conclusion summarizes the main points discussed in the essay and 

reinforces the thesis statement. It may also offer insights, implications, or 

suggestions for further research or consideration. 

Activity 5 
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1. What are the key components of an essay's structure? 

2. How does the introduction section of an essay typically differ from the body paragraphs? 

3. What role does the thesis statement play in shaping the structure of an essay? 

4. In what ways do topic sentences contribute to the coherence of an essay's structure? 

5. How does the conclusion of an essay serve to reinforce its overall structure and main 

argument? 

5.4   Key Strategies for Effective Essay Writing 

● Planning and Preparation: Before writing, take time to brainstorm ideas, gather 

relevant information, and outline your essay structure. Planning helps ensure coherence 

and clarity in your writing. 

● Clear Language: Use clear language to convey your ideas effectively. Avoid 

unnecessary jargon, complex sentences, or vague and irrelevant terms that may confuse 

the reader. 

● Thesis Development: Craft a strong and focused thesis that clearly puts forward 

the main argument or position of your essay. The thesis statement guides the reader and 

provides a roadmap for the essay's content. 

● Evidence and Analysis: Support your arguments with relevant evidence, 

examples, and analysis from credible sources. Use logical reasoning and critical thinking 

to evaluate and interpret the evidence effectively. 

● Structural Cohesion: Ensure coherence and cohesion in your essay by organizing 

your ideas logically and transitioning smoothly between paragraphs and sections. Use 

topic sentences and transitions to guide the reader through your argument. 

5.5   Types of Essays 

● Expository Essays: Expository essays aim to explain, describe, or inform the 

reader about a particular topic or subject. They present factual information and analysis 

without expressing personal opinions. 

● Persuasive Essays: Persuasive essays aim to convince the reader to adopt a 

particular viewpoint or take a specific action. They present arguments supported by 

evidence and appeal to the reader's emotions and logic. 
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● Argumentative Essays: Argumentative essays present arguments or claims 

supported by evidence and analysis. They require the writer to take a position on a 

controversial issue and defend it with reasoned arguments. 

5.6   Examples 

Essay 1: Expository Essay on Climate Change 

Climate change is currently one of the most pressing issues facing humanity today, 

with far-reaching implications for the environment, economy, and society at large. In 

this essay, we will explore the causes, consequences, and potential solutions to this 

global phenomenon. 

The primary cause of climate change is the increase in greenhouse gas emissions, 

primarily carbon dioxide, methane, and nitrous oxide, resulting from human 

activities such as burning fossil fuels, deforestation, and industrial processes. These 

gasses trap heat in the Earth's atmosphere, leading to a rise in global temperatures 

and disruptions to weather patterns. 

The consequences of climate change are manifold and profound. Rising 

temperatures contribute to the melting of polar ice caps and glaciers, leading to sea-

level rise and coastal flooding. Changes in precipitation patterns result in more 

frequent and severe droughts, wildfires, and extreme weather events such as 

hurricanes and heat waves. Additionally, climate change threatens biodiversity, food 

security, and human health, exacerbating existing social and economic inequalities. 

Addressing climate change requires a multi-faceted approach that encompasses 

mitigation, adaptation, and international cooperation. Mitigation efforts aim to 

reduce greenhouse gas emissions through transitioning to renewable energy sources, 

improving energy efficiency, and implementing carbon pricing mechanisms. 

Adaptation measures involve building resilient infrastructure, protecting natural 

ecosystems, and developing early warning systems to mitigate the impacts of climate 

change. 
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Furthermore, international cooperation is essential for addressing climate change 

effectively. The Paris Agreement, adopted in 2015 by nearly 200 countries, represents a 

significant step towards collective action on climate change, with countries committing to 

limiting global warming to well below 2 degrees Celsius above pre-industrial levels. 

In conclusion, climate change is a complex and urgent challenge that requires concerted 

efforts at the global, national, and local levels. By understanding its causes, 

consequences, and potential solutions, we can work towards a sustainable and resilient 

future for generations to come. 

Essay 2: Persuasive Essay on the Significance of Recycling 

The process of recycling is a simple yet powerful way to protect the environment, 

conserve natural resources, and reduce pollution. In this essay, we will examine the 

significance of recycling and why individuals, communities, and governments should 

prioritize recycling efforts. 

First and foremost, recycling helps conserve valuable natural resources by reducing the 

requirement for the extraction of raw materials and their production. By recycling 

materials such as paper, plastic, glass, and metal, we can preserve forests, reduce energy 

consumption, and minimize environmental degradation associated with resource 

extraction. 

Moreover, recycling helps reduce waste and alleviate pressure on landfills and 

incinerators. By diverting recyclable materials from the waste stream, we can extend the 

lifespan of landfills, reduce greenhouse gas emissions, and mitigate the environmental 

and health risks associated with waste disposal. 

Additionally, recycling plays a crucial role in combating pollution and protecting 

ecosystems. Improper disposal of waste, particularly plastic, poses a significant threat to 

marine life, wildlife, and human health. By recycling plastics and other materials, we can 

prevent pollution of oceans, rivers, and landfills, and minimize the ecological footprint of 

human activities. 
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Furthermore, recycling promotes economic growth and job creation by fostering the 

development of a circular economy. Recycling industries generate revenue, create 

employment opportunities, and stimulate innovation in waste management 

technologies and processes. Moreover, recycling reduces the need for costly waste 

disposal and cleanup efforts, resulting in cost savings for governments, businesses, 

and taxpayers. 

In conclusion, recycling is a fundamental component of sustainable living and 

environmental stewardship. By recycling our waste, we can conserve resources, 

reduce pollution, and promote economic prosperity for present and future 

generations. It is imperative that individuals, communities, and governments 

priorities recycling efforts and work together to build a more sustainable and 

resilient world. 

Activity 6 

Answer the following questions: 

● What is an essay? 

● Write down the structure of an essay. 

● Discuss some strategies for effective essay writing. 

● What do you mean by an ‘argumentative essay’? 

● An essay on ‘Climate Change’ is which type of essay? 

6.0 KEYWORDS 

Thesis Statement, Introduction, Body Paragraphs, Topic Sentence, Evidence, 

Analysis, Transition, Conclusion 

7.0 SUMMARY 
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Writing stands as a foundational skill imparted in educational institutions, beginning with 

the introduction of alphabets and numbers in the English language. Progressing through 

stages like sentence formation, grammar, and vocabulary, acquiring writing skills is 

imperative for every student. This form of communication proves essential not only for 

educational purposes but also for professional endeavors. The mastery of English writing 

skills during school years holds lasting benefits for students globally, serving as an 

efficient job skill applicable across diverse fields. Regardless of one's chosen profession, 

the ability to express thoughts through writing is a requisite. Writing skills play a pivotal 

role in self-assessment, academic achievements, career decision-making, and the 

articulation of ideas. 

 

8.0 CHECK YOUR PROGRESS 

 

Attempt the following questions: 

● Write a formal letter to a company expressing your interest in a job opening and 

explaining why you're a good fit for the position. 

● Write a leave application to the Principal of your school seeking leave to attend your 

cousin’s wedding ceremony. 

● Write an email to the Director of your college and enquire about the Annual Cultural 

programmer. 

● Take any topic out of your English textbook and make notes. 

● Write an essay on ‘The Emergence of Artificial Intelligence’. 
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BLOCCK 4    SPEAKING SKILLS 

 

 

OBJECTIVES 

 

The key objectives of learning speaking skills are: 

● Develop the skills to articulate thoughts, ideas and theories clearly and coherently. 

● Express opinions, thoughts and information with precision and accuracy. 

● Enhance the overall effectiveness of communication by mastering speaking skills. 

● Boost confidence in speaking situations, whether in public speaking, presentations, 

or informal conversations. 

● Enrich vocabulary to express ideas more precisely and fluently. 

● Learn to adapt communication style based on the audience and context. 

● Master the art of delivering informative presentations. 

● Enhance non-verbal communication skills, including body language along with 

common gestures. 

STRUCTURE 

1.1 Introduction 

1.2 Intonation and Voice Dynamics 

                 1.2.1 Introduction 

                 1.2.2 Key Concepts 

                 1.2.3 Practical Tips 

                 1.2.4 Conclusion 

                 1.2.5 Common Pitfalls to Avoid 

                 1.2.6 Practical Application Exercises 

2.0 The Art of Public Speaking 

                 2.1 Introduction 

                2.2 Key Concepts 
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                2.3 Practical Tips 
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                2.6 Practical Application Exercises 
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  5.0 Keywords y 
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 INTRODUCTION 

 

Effective speaking skills are a cornerstone of successful communication, 

encompassing a range of abilities that contribute to clear, engaging, and impactful 

interactions. Adept speakers prioritize regular practice, expanding their vocabulary 

to articulate ideas precisely, and actively listening to refine their understanding of 

nuanced communication. Pronunciation and enunciation are honed through 

conscious effort, while the strategic use of pauses adds depth and emphasis. Non-

verbal cues including body language and facial expressions are integral to conveying 

messages authentically. Tailoring communication styles to diverse audiences ensures 

relevance, and seeking constructive feedback from peers and mentors fosters 

continual improvement. Engaging with public speaking groups and studying 

accomplished speakers provide valuable insights and techniques, ultimately 

cultivating speaking skills that resonate and leave a lasting impression. 

 

UNIT 1 INTONATION AND VOICE DYNAMICS 

Through this chapter, we will learn about the fascinating world of intonation and 

voice dynamics, exploring how these elements shape our verbal communication and 

influence the way we convey meaning. 

1.2.1 Introduction: Intonation and voice dynamics are fundamental aspects of 

spoken language that add richness, nuance, and emotion to our communication. 

Intonation refers to the rise and fall of pitch in speech, while voice dynamics 

encompass variations in volume, pace, and emphasis. Together, these elements 

contribute to the melody, rhythm, and expression of our voices, allowing us to 

convey a wide range of emotions, attitudes, and intentions in our verbal exchanges 

with others. 

1.2.2   Key Concepts: 

 

● Pitch Variation: Pitch is known as the highness or lowness of a sound. In speech, 

variations in pitch play a significant role in conveying emotions, attitudes, and 

grammatical information. Rising pitch can indicate questions or uncertainty, while  
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● falling pitch can convey statements or assertions. Pitch also helps differentiate 

between different types of sentences, such as declarative, interrogative, imperative, and 

exclamatory. 

● Volume Control : Volume refers to the loudness or softness of a sound. 

Variations in volume allow us to command attention, express enthusiasm, or convey 

intimacy in our communication. Speaking loudly can signal urgency or importance, while 

speaking softly can help to create a sense of intimacy or confidentiality. Effective volume 

control is important for engaging listeners and maintaining their interest and attention. 

● Pace Adjustment: Pace refers to the speed or tempo of speech. Adjusting the pace 

of speech can help convey mood, tone, and emphasis. Speaking quickly can indicate 

excitement, urgency, or nervousness, while speaking slowly can convey seriousness, 

deliberation, or emphasis. By varying the pace of speech, speakers can capture the 

listener's interest, emphasize key points, and create dramatic tension or suspense. 

● Emphasis and Stress : Emphasis refers to the highlighting or accentuation of 

certain words or phrases in speech. Stress refers to the relative prominence or importance 

assigned to syllables within words. By placing emphasis on specific words or syllables, 

speakers can draw attention to important information, clarify meaning, and convey 

emotions or attitudes. Effective use of emphasis and stress enhances clarity, emphasis, 

and overall communication effectiveness. 

1.2.3 Practical Tips: 

 

● Practice Reading Aloud : Reading aloud allows you to become more aware of 

your intonation and voice dynamics. Choose a passage of text and experiment with 

varying your pitch, volume, and pace to convey different emotions or attitudes. 

● Record Yourself Speaking: Recording yourself speaking and listening back can 

help you identify areas for improvement in your voice modulation. Pay attention to your 

pitch, volume, pace, and emphasis, and strive to achieve a balanced and expressive 

speaking style. 

● Listen to Others: Pay attention to the intonation and voice dynamics of others in 

conversation, speeches, or presentations. Observe how they use pitch, volume, pace, and 

emphasis to convey meaning, engage listeners, and express themselves effectively. 
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1.2.4 Conclusion:  

Intonation and voice dynamics are powerful tools for enhancing verbal 

communication and conveying meaning effectively. By mastering these elements, 

we can become more expressive, engaging, and persuasive communicators, 

enriching our interactions with others and fostering deeper connections in both 

personal as well as professional contexts. 

1.2.5 Common Pitfalls to Avoid: 

While mastering intonation and voice dynamics can greatly enhance communication, 

there are some common pitfalls to be aware of: 

● Monotony: Speaking with a monotonous tone or volume can make your speech 

sound dull and uninteresting. Avoid speaking in a flat, unvarying manner by 

incorporating pitch, volume, and pace variations to keep your audience engaged. 

● Overemphasis: While emphasis and stress can be effective for highlighting 

important points, overemphasizing every word or phrase can sound unnatural and 

distracting. Use emphasis judiciously to enhance meaning and clarity without 

overwhelming your listeners. 

● Inconsistency: Inconsistent use of intonation and voice dynamics can confuse 

listeners and undermine the coherence of your message. Strive for consistency in 

your speaking style, maintaining a balanced and expressive tone throughout your 

communication. 

● Lack of Awareness : Many people speak without being consciously aware of their 

intonation and voice dynamics. Developing self-awareness and actively monitoring 

your speech patterns can be useful in identifying areas for improvement and refine 

your communication skills over time. 

1.2.6   Practical Application Exercises: 

● Pitch Practice: Choose a sentence and practice saying it with different intonation 

patterns, such as rising, falling, or flat. Notice how the meaning and emphasis of the 

sentence change with each intonation pattern. 
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● Volume Variation: Record yourself speaking a passage of text and experiment 

with varying your volume. Try speaking loudly, softly, and at a moderate volume to see 

how it affects the overall impression and impact of your speech. 

● Pace Adjustment: Practice delivering a short speech at different speaking rates, 

ranging from fast to slow. Notice how the pace of speech influences listener 

comprehension, engagement, and overall effectiveness. 

● Emphasis Exercise: Take a passage of text and highlight key words or phrases 

that you want to emphasize. Practice reading the passage aloud, focusing on emphasizing 

the highlighted words to convey meaning and emphasis effectively. 

By regularly practicing and refining your intonation and voice dynamics, you can become 

more expressive, engaging, and persuasive as a communicator, enriching your 

interactions with others and achieving greater success in both personal and professional 

endeavors. 

Activity 1 

● How does varying your pitch contribute to effective communication? 

● What role does vocal emphasis play in conveying the importance of specific 

points in a speech? 

● Can you share an example of a situation where adjusting your tone positively 

influenced the message you were conveying? 

● How does pacing and rhythm in speech impact audience engagement? 

● In what ways can vocal variety enhance the overall delivery and reception of a 

message during public speaking? 

KEYWORDS 

Pitch, Stress, Tone, Inflection, Rhythm, Volume, Pause 

SUMMARY 

Intonation and voice dynamics encompass the varied ways in which 

speakers manipulate pitch, stress, rhythm, and other elements of their voice 

to convey meaning, emotion, and emphasis in spoken communication. Pitch  
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variations can change the tone or mood of a sentence, while stress and 

emphasis highlight important words or ideas. Rhythm contributes to the 

flow and musicality of speech, and pauses can be used strategically for 

emphasis or to allow for comprehension. Vocal projection ensures that 

speakers are heard clearly, especially in public speaking contexts. 

Together, these elements create a dynamic and engaging communication 

style that enhances understanding and impact. 

 

CHECK YOUR PROGRESS 

How does varying pitch and intonation affect the meaning of a sentence? Provide examples 

to illustrate your answer. 

 

Discuss the importance of stress and emphasis in spoken communication. How can changing 

stress patterns alter the interpretation of a sentence? 

 

What role does rhythm play in conveying meaning and engaging listeners in spoken 

language? Provide examples of how rhythm can enhance communication. 

 

How can speakers effectively use pauses in their speech to convey meaning or emphasize 

certain points? Provide examples of when pauses might be particularly effective. 

 

Explain the concept of vocal projection and its significance in public speaking or 

presentations. What techniques can speakers employ to ensure their message is heard clearly 

by the audience? 

 

UNIT 2   THE ART OF PUBLIC SPEAKING 

In this part, we will learn the principles, techniques, and strategies for perfecting the 

art of public speaking. Whether you're delivering a formal presentation, participating 

in a meeting, or engaging in a social gathering, effective public speaking skills are 

essential for conveying your message confidently and persuasively. 

4.3.1 Introduction: 

Public speaking is the act of delivering a speech or presentation to an audience with  
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the purpose of informing, persuading, or entertaining. While public speaking can be 

intimidating for many people, mastering this skill is invaluable for success in various 

personal, academic, and professional contexts. 

2.1 Key Concepts:           

● Audience Analysis: Understanding your audience is crucial for tailoring your message 

effectively. Consider the demographics, interests, knowledge level, and expectations of 

your audience when preparing your speech. 

● Structure and Organization: A well-structured speech follows a clear and logical 

sequence, with an introduction, body, and conclusion. The introduction sets the stage 

and captures the audience's attention, the body presents the main points and supporting 

evidence, and the conclusion summarizes the key takeaways and reinforces the main 

message. 

● Delivery Techniques: Effective delivery involves engaging the audience through eye 

contact, gestures, facial expressions, and vocal variety. Maintain good posture, speak 

clearly and confidently, and vary your tone and pace to keep the audience engaged. 

● Managing Nervousness: It's natural to feel nervous before speaking in public, but 

managing nervousness is key to delivering a successful speech. Practice relaxation 

techniques, such as deep breathing or visualization, and focus on your message and the 

audience rather than your nerves. 

2.2   Practical Tips: 

● Practice, Practice, Practice: Rehearse your speech multiple times to familiarize 

yourself with the content and delivery. Practice in front of a mirror, record yourself 

speaking, or rehearse with a friend or family member to receive feedback. 

● Know Your Material: Thoroughly research your topic and become an expert on the 

subject matter. Confidence comes from knowledge, so the more you know about your 

topic, the more confident you'll feel when delivering your speech. 

● Engage the Audience: Connect with your audience by making eye contact, asking 

questions, and inviting participation. Tailor your message to resonate with their interests, 

concerns, and experiences to keep them engaged and attentive. 
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2.3   Application Exercises: 

● Prepare and Deliver a Speech: Choose a topic of interest and prepare a speech 

following the principles of audience analysis, structure, delivery techniques, and 

managing nervousness. Practice delivering your speech in front of a small audience 

or record yourself speaking for self-assessment. 

● Watch and Analyze Speeches: Watch recorded speeches or presentations by skilled 

speakers and analyze their techniques, delivery, and audience engagement. Take note 

of what works well and how you can incorporate similar strategies into your own 

speeches. 

● Join a Public Speaking Group: Consider joining a public speaking club or group, 

such as Toastmasters International, to practice your speaking skills in a supportive 

and constructive environment. Participate in speaking opportunities and receive 

feedback from experienced speakers to make  improvements to your performance. 

By perfecting the art of public speaking, you can effectively communicate your 

ideas, influence opinions, and become a confident and persuasive communicator in 

any situation. 

2.4   Common Pitfalls to Avoid: 

While public speaking can be a rewarding experience, there are common pitfalls to 

be aware of that can detract from the effectiveness of your speech: 

● Lack of Preparation: Failing to adequately prepare for your speech can lead to 

disorganization, confusion, and lack of confidence. Take the time to research your 

topic, outline your key points, and practice your delivery to ensure a polished and 

professional presentation. 

● Poor Body Language: Nonverbal cues including posture, gestures, and facial 

expressions can significantly impact how the message you send is received. Avoid 

distracting or negative body language, such as slouching, fidgeting, or avoiding eye 

contact, and strive to project confidence and authority through your demeanor. 

● Overwhelming the Audience: Providing too much information or using complex 

language can overwhelm your audience and diminish their understanding and  
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● engagement. Keep your message clear, concise, and focused on the key points, 

and use language that is accessible and appropriate for your audience. 

● Lack of Audience Engagement: Failing to actively engage your audience can 

result in disinterest, boredom, and distraction. Involve your audience by asking questions, 

soliciting feedback, or including interesting and interactive elements into your speech to 

keep them invested in your message. 

2.5   Practical Application Exercises: 

● Impromptu Speaking Practice: Practice impromptu speaking by choosing a 

random topic or question and delivering a short, improvised speech on the spot. Focus on 

organizing your thoughts quickly and delivering a coherent and compelling message 

under pressure. 

● Feedback and Evaluation: Seek feedback from peers, mentors, or instructors on 

public speaking performances of yours. Ask for constructive criticism and specific 

suggestions for improvement, and use this feedback to refine your skills and enhance 

your future speeches. 

● Real-world Speaking Opportunities: Look for opportunities to practice and 

perfect your public speaking abilities in real-world settings, such as meetings, workshops, 

or community events. Volunteer to give presentations or lead discussions, and use these 

experiences to build confidence and proficiency in public speaking. 

By recognizing and avoiding common pitfalls, and actively practicing public speaking 

skills, you can be a more confident, persuasive, and effective communicator, capable of 

engaging and inspiring audiences in any situation. 

Activity 2 

● What key elements do you believe are essential for delivering an impactful and 

memorable speech? 

● How do you manage nervousness or stage fright before speaking in public? 

● Can you share a personal experience where effective public speaking made a 

significant difference? 

● What strategies do you use to engage and connect with your audience during a 

speech? 
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● In your opinion, what's the importance of non-verbal communication in 

public speaking? 

KEYWORDS 

Preparation, Confidence, Audience, Delivery, Engagement, Authenticity, Adaptability, 

Organization 

 

SUMMARY 

"The Art of Public Speaking" by Dale Carnegie and Joseph B. Esenwein is a classic guide 

on effective public speaking. Here are its main points: 

1. Preparation: Know your topic thoroughly. Research and gather relevant information, 

organize your thoughts logically, and anticipate possible questions or objections. 

2. Audience Analysis: Understand your audience's interests, needs, and expectations to tailor 

your message effectively. Adapt your language, examples, and delivery style to resonate 

with them. 

3. Confidence: Build confidence through preparation and practice. Visualize success, control 

nervousness through relaxation techniques, and maintain a positive mindset. 

4. Delivery: Pay attention to your voice, gestures, and body language. Speak clearly, vary your 

tone and pace, make eye contact, and use gestures to emphasize key points. 

5. Engagement: Capture your audience's attention from the start with a compelling opening, 

maintain their interest with relevant content, and end with a memorable conclusion. 

6. Organization: Structure your speech with a clear introduction, body, and conclusion. Use 

transitions to smoothly connect ideas and guide your audience through your message. 

7. Authenticity: Be yourself and speak sincerely. Connect with your audience on a personal 

level, share personal anecdotes or experiences, and convey passion and enthusiasm for your 

topic. 

  



 

108 

 

 

8. Adaptability: Be flexible and responsive to unexpected situations or audience reactions. 

Adjust your approach as needed to maintain engagement and achieve your communication goals. 

By mastering these principles, speakers can effectively convey their message, engage their 

audience, and inspire action or change. 

CHECK YOUR PROGRESS  

1. What are the key elements of effective preparation for a public speaking engagement? 

2. How can understanding the audience help improve the effectiveness of a speech? 

3. What techniques can speakers use to build confidence before delivering a speech? 

4. Describe the importance of voice modulation and body language in public speaking. 

5. How can speakers effectively engage their audience throughout a speech? 

6. Discuss the significance of structuring a speech with a clear introduction, body, and 

conclusion. 

7. Why is authenticity important in public speaking, and how can speakers convey 

authenticity? 

8. Provide examples of how speakers can adapt their communication style to different 

audience demographics or settings. 

9. How can speakers handle unexpected challenges or interruptions during a speech? 

10. Explain the role of rehearsal and practice in mastering the art of public speaking. 

 

UNIT 3    COMMON CONVERSATIONS 

In this we will learn the art of engaging in everyday conversations, discussing techniques 

for effective communication in various social and professional contexts. Whether you're 

chatting with friends, networking at a business event, or interacting with colleagues, 

perfecting the art of conversation is important for building relationships, conveying ideas, 

and fostering meaningful connections. 

3.1   Introduction: 
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Conversations are the foundation of human interaction, providing opportunities for 

connection, collaboration, and understanding. Effective communication in everyday 

conversations involves not only speaking clearly and articulately but also listening 

actively and empathetically, fostering mutual respect and understanding between 

participants. 

3.2 Key Concepts: 

● The Art of Active Listening: The art of active listening involves fully concentrating 

on what is being said, understanding the message, and responding thoughtfully. 

Practice active listening by maintaining eye contact, nodding in acknowledgment, 

and asking questions to demonstrate your interest and understanding. 

● Empathy and Understanding: Empathy refers to the ability to understand and 

acknowledge the feelings of others. Cultivate empathy by putting yourself in the 

other person's shoes, acknowledging their perspective, and responding with 

compassion and understanding. 

● Assertiveness: Assertive communication involves expressing thoughts, feelings, and 

needs clearly and respectfully, while also respecting the rights and boundaries of 

others. Practice assertiveness by using "I" statements, stating your opinions or 

preferences directly, and maintaining a confident yet courteous demeanor. 

● Conflict Resolution: Conflict is a natural part of human interaction, but effective 

communication can help resolve conflicts constructively and maintain positive 

relationships. Use active listening, empathy, and assertiveness to address everyday 

conflicts openly and collaboratively, seeking solutions and compromises that are 

mutually acceptable. 

3.3   Practical Tips: 

• Be Present: Make sure to focus all your attention on the conversation and avoid 

distractions, such as checking your phone or multitasking. Show genuine interest in 

the other person's words and experiences by actively engaging in the conversation. 
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• Practice Empathy: Put yourself in the other person's shoes and try to understand 

their perspective, feelings, and needs. Respond with empathy and compassion, 

acknowledging their emotions and validating their experiences. 

• Communicate Assertively: Express yourself clearly and confidently, using 

assertive language and body language to convey your thoughts, feelings, and needs. 

Respect the rights and boundaries of others while also asserting your own. 

3.4    Application Exercises: 

● Active Listening Practice: Engage in a conversation with a friend or colleague 

and practice active listening techniques, such as maintaining eye contact, nodding in 

acknowledgment, and paraphrasing or summarizing their words to demonstrate 

understanding. 

● Empathy Building: Reflect on a recent conversation or interaction and consider 

the other person's perspective, feelings, and needs. Write down your thoughts and 

feelings about the situation, focusing on empathy and understanding. 

● Assertive Communication: Identify a situation where you need to assert yourself 

or express your opinions or preferences assertively. Practice using "I" statements and 

assertive language to communicate your thoughts and feelings effectively while also 

respecting the other person's perspective. 

By honing your skills in active listening, empathy, assertiveness, and conflict resolution, 

you can become a more effective and empathetic communicator, capable of navigating 

everyday conversations with confidence, clarity, and compassion. 

3.5    Common Pitfalls to Avoid: 

While engaging in everyday conversations, it's necessary to be mindful of common 

pitfalls that can adversely affect effective communication: 

● Interrupting: Interrupting the speaker can disrupt the flow of conversation and 

convey disrespect or lack of interest. Practice patience and wait for the speaker to finish 

before responding or asking questions. 

● Over-talking: Dominating the conversation or talking excessively can alienate 

others and prevent meaningful dialogue. Practice active listening and give others a 

chance to contribute their thoughts and ideas. 
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● Lack of Empathy: Failing to empathize with others' perspectives or emotions 

can lead to misunderstandings and strained relationships. Practice empathy by 

actively listening, acknowledging others' feelings, and responding with compassion 

and understanding. 

● Avoiding Conflict: Avoiding conflict or disagreement altogether can lead to 

unresolved issues and resentment. Instead, address conflicts openly and respectfully, 

seeking mutually acceptable solutions and compromises. 

3.6    Practical Application Exercises: 

● Conflict Resolution Role-play: Role-play a conflict scenario with a friend or 

colleague and practice using active listening, empathy, and assertiveness to address 

the conflict constructively. Focus on finding mutually acceptable solutions and 

maintaining respect for each other's perspectives. 

● Networking Event Practice: Attend a networking event or social gathering 

and engage in conversations with new acquaintances. Practice active listening, ask 

open-ended questions to encourage dialogue, and share your own thoughts and 

experiences in a clear and engaging manner. 

● Reflective Journaling: Keep a reflective journal to record your thoughts and 

feelings about everyday conversations and interactions. Reflect on your 

communication strengths and areas for improvement, and set goals for enhancing 

your communication skills. 

By avoiding common pitfalls and actively practicing effective communication 

techniques, you can become a more skilled and confident conversationalist, capable 

of building rapport, fostering connections, and navigating social and professional 

interactions with ease. 

Activity  3 

● What's the most interesting thing you've learned recently? 

● How do you usually spend your weekends for relaxation? 

● Can you share a favorite book or movie recommendation and why you 

enjoyed it? 
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● What's a skill or hobby you've always wanted to learn but haven't had the chance 

to yet? 

● If you could have dinner with any historical figure, who would it be and why? 

KEYWORDS 

Greetings, hello, hi, Sorry, Apology, Wishes, Empathy 

SUMMARY 

Common conversation types include small talk, casual conversations, professional conversations, 

conflict resolution, negotiations, interviews, and difficult conversations. Tips for engaging in 

these conversations effectively include: 

1. Small Talk: Ask open-ended questions and show genuine interest. 

2. Casual Conversations: Maintain a friendly tone and avoid controversial topics. 

3. Professional Conversations: Be concise, respectful, and attentive. 

4. Conflict Resolution: Stay calm, focus on the issue, and seek mutually beneficial solutions. 

5. Negotiations: Be prepared, flexible, and explore various options. 

6. Interviews: Research, practice, and showcase your skills confidently. 

7. Difficult Conversations: Choose an appropriate time, be empathetic, and seek resolution without 

blame. 

Overall, practicing empathy, respect, and active listening is crucial in all types of conversations to 

foster meaningful connections and positive outcomes. 

1. What are some tips for engaging in small talk effectively? 

2. How can you maintain a friendly tone in casual conversations? 

3. What are some key elements of professional communication? 

4. How would you approach conflict resolution in a conversation? 

5. What strategies can you employ during negotiations to reach a mutually beneficial outcome? 

6. What steps would you take to prepare for a job interview? 
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7. How can you navigate difficult conversations with sensitivity and respect? 

8. What are some common topics for small talk in social settings? 

9. What are the main differences between casual and professional conversations? 

10. Why is active listening important in all types of conversation? 

 

UNIT  4    EXTEMPORE 

In this chapter, we will explore the art of extempore speaking, also known as 

impromptu speaking. Extempore speaking involves delivering a speech or 

presentation without prior preparation or planning, requiring quick thinking, 

creativity, and confidence. Whether you're called upon to speak spontaneously in a 

meeting, interview, or social setting, mastering the art of extempore speaking is 

essential for communicating effectively and engaging your audience on the spot. 

4.1   Introduction: 

Extempore speaking is a valuable skill that allows individuals to express their 

thoughts and ideas confidently and persuasively in impromptu situations. While 

speaking off the cuff may seem daunting, with practice and preparation, anyone can 

become a proficient extempore speaker. 

4.2   Key Concepts: 

● Structure and Organization: Even in extempore speaking, it's important to 

structure your speech coherently with a clear introduction, body, and conclusion. 

Start by briefly introducing your topic or main idea, present supporting points or 

arguments in the body, and conclude with a summary or final thoughts. 

● Thinking on Your Feet: Extempore speaking requires thinking quickly and 

creatively to respond to unexpected prompts or questions. Practice brainstorming 

and organizing your thoughts quickly, and trust in your ability to come up with 

coherent and compelling responses on the spot. 
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● Confidence and Presence: Confidence is the most crucial aspect of successful 

extempore speaking. Maintain good posture and make eye contact with your audience. It 

is important to speak with conviction and authority to command attention and 

credibility. 

● Flexibility and Adaptability: Be prepared to adapt your message to fit the 

context and audience. Stay flexible and open-minded, and be open to adjust your 

approach or content based on the situation or feedback you receive from the audience. 

4.3   Practical Tips: 

● Practice Spontaneous Speaking: Practice speaking spontaneously by doing 

impromptu speaking exercises or participating in extempore speaking competitions. 

Challenge yourself to respond to random prompts or questions quickly and effectively. 

● Develop a Repertoire: Develop a repertoire including go-to anecdotes, examples, 

and stories that you can use to support your points in such speeches. Having a bank of 

relevant and engaging content at your disposal will help you respond confidently in 

impromptu situations. 

● Embrace the Element of Surprise: Embrace the element of surprise and view 

extempore speaking as an opportunity for growth and learning rather than a daunting 

challenge. Approach each impromptu speaking opportunity with curiosity, enthusiasm, 

and a willingness to learn from the experience. 

 

4.4 Application Exercises: 

● Spontaneous Speaking Practice: Set a timer for one minute and practice 

delivering a short extemporaneous speech on a random topic. Focus on organizing your 

thoughts quickly and delivering a coherent and compelling message within the time 

limit. 

● Real-world Impromptu Speaking: Look for opportunities to practice extempore 

speaking in real-world settings, such as meetings, interviews, or social gatherings. 

Volunteer to respond to questions or contribute your thoughts spontaneously, and use 

these experiences to build confidence and proficiency in impromptu speaking. 
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● Feedback and Reflection: Seek feedback from peers, mentors, or colleagues 

on your extempore speaking performance. Reflect on your strengths and areas for 

improvement, and set goals for further developing your extempore speaking skills 

based on their input. 

● By mastering the art of extempore speaking, you can become a more confident, 

persuasive, and effective communicator, capable of delivering compelling speeches 

and presentations in any situation, regardless of preparation time or prior planning. 

4.5 Common Pitfalls to Avoid: 

Despite the benefits of extempore speaking, there are some common pitfalls to be 

careful of: 

● Rambling: Without proper preparation, extempore speakers may veer off-topic or 

ramble aimlessly, losing the audience's interest and detracting from the effectiveness 

of their message. Practice concise and focused communication to maintain clarity 

and engagement. 

● Lack of Structure: Extempore speakers may struggle to organize their thoughts 

coherently on the spot, leading to a disjointed or confusing presentation. Practice 

outlining key points or structuring your response in advance to ensure a clear and 

logical flow of ideas. 

● Nervousness: Speaking spontaneously in the presence of an audience can be nerve-

wracking, leading to nervousness or anxiety that may hinder performance. Practice 

relaxation techniques, such as deep breathing or visualization, to calm nerves and 

maintain composure under pressure. 

● Over-reliance on Filler Words: Without prepared content to rely on, extempore 

speakers may resort to filler words or phrases, such as "um," "uh," or "like," to fill 

pauses or buy time. Practice speaking fluently and confidently, and strive to 

minimize the use of filler words through conscious effort and practice. 
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4.6 Practical Application Exercises: 

● Impromptu Speech Challenges: Challenge yourself to deliver impromptu speeches on a 

variety of topics, ranging from personal anecdotes to current events. Set a timer for a 

brief time limit (e.g., one to two minutes) and practice delivering concise and focused 

speeches on the spot. 

● Mock Q&A Sessions: Engage in mock question-and-answer sessions with friends, family 

members, or colleagues. Take turns asking and answering spontaneous questions, and 

practice thinking on your feet to respond effectively and persuasively. 

● Public Speaking Workshops: Attend public speaking workshops or classes that focus on 

extempore speaking and impromptu communication skills. Participate in speaking 

exercises, receive feedback from instructors and peers, and apply constructive criticism to 

improve your extempore speaking abilities. 

By actively practicing extempore speaking and addressing common pitfalls, you can 

become a more confident, articulate, and persuasive communicator, capable of delivering 

compelling speeches and presentations in any situation, even without prior preparation. 

Activity 4 

● What role does technology play in shaping modern society? 

● How can individuals contribute to environmental sustainability in their daily lives? 

● Discuss the significance of effective communication skills in today's world. 

● What are the benefits and challenges of globalization? 

● How can creativity and innovation drive economic growth and development? 

KEY WORDS 

 

Intonation, Pitch, Self – reliance, Tone, Fluency, Vocabulary 

 

5.0   SUMMARY 
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Speaking skills encompass the ability to effectively communicate ideas, thoughts, 

and information verbally. Proficient speaking involves clear articulation, proper 

pronunciation, and a confident and engaging delivery. Effective communicators 

convey their message coherently and adapt their tone, pace, and language to suit 

their audience and context. Strong speaking skills involve active listening, allowing 

individuals to respond thoughtfully and contribute meaningfully to conversations. 

Moreover, effective speakers employ nonverbal cues like body language and facial 

expressions to enhance their message and establish a connection with their audience. 

Overall, honing speaking skills is crucial for effective interpersonal communication, 

public speaking, and professional success. 

 

6.0   CHECK YOUR PROGRESS 

● How does mastering intonation and voice dynamics contribute to the effectiveness of 

public speaking? 

● What specific techniques can be employed to captivate an audience through the 

modulation of pitch, tone, and volume? 

● What are some effective strategies for overcoming nervousness and building 

confidence when delivering a public speech? 

● How can a speaker effectively tailor their message to resonate with diverse 

audiences, considering cultural differences and varying levels of familiarity with the 

topic? 

● What are some key principles for maintaining active listening during a conversation, 

and how does it contribute to effective communication? 

● In what ways can individuals navigate and manage disagreements or conflicts within 

a conversation while maintaining a respectful and constructive dialogue? 

● In what ways can individuals improve their ability to think on their feet and deliver 

compelling extemporaneous speeches, and what role does preparation play in 

achieving success in impromptu speaking? 
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● Discuss the importance of clarity and structure in extemporaneous speaking, and  

●  

● provide tips on how speakers can organize their thoughts effectively when faced 

with spontaneous topics. 
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BLOCK 5   READING SKILLS 
 

OBJECTIVES 

Here are some objectives to develop reading skills: 

 Learn and understand new words from context. 

 Practice active reading techniques, such as summarizing paragraphs or sections. 

 Develop the ability to identify main ideas and supporting details. 

 Engage in timed reading exercises to gradually increase reading speed. 

 Analyses and evaluate the author’s arguments, claims, and evidence. 

 Learn to take effective notes while reading, highlighting key points and relevant 

details. 

 Read a variety of genres, including fiction, non-fiction, poetry, and academic 

texts. 

 Ask questions while reading to encourage active engagement with the text. 

STRUCTURE 

1.0. Reading And Understanding G- Introduction 

       .1.1. Key Concepts 
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       .1.2. Practical Tips 

       1.3. Application Exercises  

       1.4. Common Pitfalls To Avoid 

2.0. Reading Comprehension Introduction: 

        2.1. Key Concepts 

        2.2. Practical Tips 

        2.3. Application Exercises  

        2.4. Common Pitfalls To Avoid  

3.0. Solving Para Jumbles-  Introduction: 

      3.1. Key Concepts 

      3.2. Practical Tips 

      3.3.  Application Exercises  

      .3.4. Common Pitfalls To Avoid 

4.0 Summary 

5.0 Check Your Progress 

 

UNIT 1 READING AND UNDERSTANDING: INTRODUCTION  

Reading is a foundational skill that underpins learning, communication, and personal 

development. In this chapter, we will delve into the intricacies of reading and 

understanding, exploring various strategies and techniques to enhance 

comprehension and engagement with written texts. 

1.1 KEY CONCEPTS 

 

 Active Reading: Active reading involves approaching a text with an engaged 

mindset, actively seeking to understand, interpret, and critically analyze its content. 

Instead of passively scanning words on a page, active readers interact with the text 

by asking questions, making connections, and synthesizing information. 

 Vocabulary Development: A robust vocabulary is essential for comprehending 

written texts effectively. Readers can expand their vocabulary by encountering new  



 

120 

 

 words in context, using dictionaries or online resources, and engaging in 

vocabulary-building activities such as word games or flashcards. 

 Understanding Text Structure: Texts are structured in specific ways to convey 

information coherently and effectively. Recognizing common text structures, such as 

narrative, expository, descriptive, or argumentative, helps readers navigate through the 

material and extract meaning more efficiently. 

 Critical Thinking Skills : Critical thinking is the ability to analyze, evaluate, and 

interpret information objectively and logically. Readers can develop critical thinking 

skills by questioning assumptions, identifying biases, and evaluating evidence, enabling 

them to engage with written texts critically and discerningly. 

1.2   PRACTICAL TIPS 

 

 Preview Before Reading : Skim through the text to get an overview of its 

content, headings, and structure before diving into detailed reading. 

 Take Notes : Jot down key points, questions, or observations while reading to aid 

comprehension and retention of information. 

 Engage with the Text : Interact with the text by highlighting important passages, 

annotating margins, or jotting down thoughts and reactions. 

 Discuss and Reflect: Share insights, interpretations, or questions about the text 

with others to gain different perspectives and deepen understanding. 

 
1.3   APPLICATION EXERCISE 

 

 Active Reading Practice: Choose a text of interest and actively engage with it by 

asking questions, making predictions, and summarizing key points as you read. 

 Vocabulary Expansion: Learn five new words from a text you're reading and use 

them in sentences to reinforce understanding and retention. 

 Text Structure Analysis: Identify the text structure (e.g., cause and effect, 

compare and contrast) of an article or passage you've read and summarize how it 

contributes to the overall message. 

 Critical Thinking Reflection: Reflect on a controversial topic or issue presented 

in a text and analyze different perspectives, biases, and evidence presented. 

By mastering the art of reading and understanding, readers can unlock a world of 

knowledge, insights, and perspectives contained within written texts, empowering them 

to engage with ideas, communicate effectively, and navigate through the complexities of 

the written word with confidence and clarity. 
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1.4. COMMON PITFALLS TO AVOID 

Despite the importance of reading and understanding, there are common pitfalls that 

readers may encounter: 

 Passive Reading: Reading passively without actively engaging with the text can 

lead to superficial understanding and retention. Avoid simply skimming through the 

material and make a conscious effort to interact with and reflect on the content. 

 Limited Vocabulary: A limited vocabulary can hinder comprehension and limit the 

depth of understanding of written texts. Take proactive steps to expand your 

vocabulary by learning new words and their meanings in context. 

 Ignoring Text Structure: Neglecting to consider the structure of a text can make it 

challenging to grasp its main ideas and supporting details. Pay attention to headings, 

subheadings, and other structural cues to guide your reading and comprehension. 

 Lack of Critical Thinking: Failing to apply critical thinking skills when reading 

can result in accepting information uncritically and overlooking biases or 

inconsistencies. Practice questioning assumptions, evaluating evidence, and 

analysing arguments to deepen your understanding of the text. 

Activity 1 

 What role does active listening play in reading? 

 Explain critcal thinking. 

 State any 2 practical tips of reading. 

 Define passive listening with two examples. 

 Limited vocabulary proves a challenge to reading and understanding. Discuss. 

 

KEYWORDS 

Context, Main Idea, Inference, Summary, Detail, Sequence, Comparison, 

Conclusion 

SUMMARY 

A Reading and understanding are vital abilities in navigating written communication across 

various domains. Here's a concise summary of tips for improvement and common pitfalls to 

avoid: 

• Tips for Improvement: 
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• Engage actively with the text, asking questions and making connections. 

• Preview the text to gain an overview before delving in. 

• Set a clear purpose for reading to maintain focus and motivation. 

• Continuously expand your vocabulary by learning unfamiliar words in context. 

• Utilize context clues to infer the meanings of unfamiliar terms. 

• Take active notes while reading to aid comprehension and retention. 

• Practice summarizing passages to ensure understanding of main ideas. 

• Read widely across genres to broaden understanding and exposure to different writing 

styles. 

• Common Pitfalls to Avoid: 

• Passive reading without active engagement leads to poor comprehension. 

• Ignoring the context of a passage can lead to misinterpretation. 

• Skipping pre-reading steps like previewing can result in aimless reading. 

• Overlooking unfamiliar vocabulary hinders understanding and vocabulary growth. 

• Lack of critical thinking leads to accepting information without evaluation. 

• Passive note-taking without processing information hampers comprehension. 

• Skipping summarization results in fragmented understanding of the text. 

• Limited reading scope restricts exposure to new ideas and perspectives. 

• By applying these tips and avoiding pitfalls, you can enhance your reading and 

understanding skills, becoming a proficient and critical reader. 

 

CHECK YOUR PROGRESS 

• What strategies do you use to actively engage with a text and enhance 

comprehension? 

• How do you determine the main idea of a passage, and why is it 

important in understanding the text? 

• Can you provide an example of how context clues help you 

understand the meaning of unfamiliar words or phrases in a text? 

• Describe a time when summarizing a passage helped you grasp its   
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• main points effectively. 

• What are some common pitfalls to avoid when reading, and how do you 

overcome them to improve understanding? 

 

UNIT 2   READING COMPREHENSION - INTRODUCTION 

Reading comprehension is the ability to understand, interpret, and analyze written 

texts accurately and effectively. In this chapter, we will delve deeper into the skills 

and strategies necessary to enhance reading comprehension, enabling readers to 

extract meaning from a wide range of texts with clarity and confidence. 

2.1.  KEY CONCEPTS 

 

• Main Idea Identification: The main idea of a text is the central message or theme 

that the author intends to convey. Readers can identify the main idea by locating the 

thesis statement, topic sentences, or recurring themes throughout the text. 

• Supporting Details: Supporting details provide evidence, examples, and 

explanations that bolster the main idea of a text. Readers can identify supporting 

details by looking for specific examples, statistics, or quotations that expand upon or 

illustrate the main idea. 

• Inference and Interpretation: Inference involves drawing logical conclusions 

based on evidence or information presented in the text. Readers can make inferences 

by connecting information, identifying patterns, and applying prior knowledge to 

interpret the meaning of the text. 

• Summarization: Summarizing a text involves condensing its main ideas and 

supporting details into a concise and coherent summary. Readers can practice 

summarization by identifying the main points, eliminating irrelevant information, 

and articulating the essence of the text in their own words. 

2.2    PRACTICAL TIPS  

• Active Engagement: Actively engage with the text by asking questions, making 

predictions, and reflecting on the content as you read. 
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• Highlighting and Note-taking: Highlight key passages and take notes to aid 

comprehension and retention of important information. 

• Questioning: Ask yourself questions about the text, such as "What is the main 

idea?" or "How are the supporting details related to the main idea?" 

• Rereading and Reviewing: Reread difficult passages and review key points to 

reinforce understanding and clarify any areas of confusion. 

2.3   APPLICATION EXERCISE 

 Main Idea Identification: Choose a passage from a text and identify the main 

idea and supporting details. Write a summary of the passage, highlighting the main points 

and key arguments. 

 Inference Practice: Read a short story or article and make inferences about the 

characters' motivations, the author's intentions, or the underlying themes of the text. 

 Summarization Exercise: Summarize a chapter from a book or a section of an 

article in your own words, focusing on capturing the main ideas and supporting details 

concisely and accurately. 

 Discussion and Analysis: Discuss a text with a friend or classmate, sharing your 

interpretations, insights, and questions. Compare your understanding of the text and 

brainstorm different perspectives and interpretations. 

By honing their reading comprehension skills through active engagement, critical 

thinking, and practice, readers can unlock the deeper meanings and insights contained 

within written texts, empowering them to become more discerning, insightful, and 

knowledgeable consumers of information. 

2.4.  COMMON PITFALLS TO AVOID 

Despite the importance of reading comprehension, readers might come across some 

common challenges: 

 Superficial Reading: Reading too quickly or without full engagement can lead to 

a superficial comprehension of the text. Avoid skimming over important details and take 

the time to read and digest the material thoroughly. 

 Over-reliance on Memorization: Memorizing information without truly 

understanding its meaning can hinder comprehension and critical thinking. Focus on 

understanding concepts and ideas rather than simply memorizing facts or details. 



 

125 

 

 Ignoring Context: Failing to consider the context in which a text was 

written can lead to misinterpretation or misunderstanding. Pay attention to the 

historical, cultural, and social context of the text to gain a deeper understanding of its 

meaning. 

 Lack of Active Engagement: Passive reading, where the reader simply 

absorbs information without actively engaging with the text, can limit 

comprehension and retention. Practice active reading strategies, such as asking 

questions, making connections, and reflecting on the material, to enhance 

comprehension and engagement. 

Activity 2  

 Please read the passage carefully and answer the questions based on the 

information provided. 

KEYWORDS 

Context, Main Idea, Inference, Detail, Summary, Sequence, Compare, Contrast 

SUMMARY 

Reading comprehension is the ability to understand and interpret written text effectively. To 

improve reading comprehension, consider these tips: 

1. Preview: Skim the text before reading to get an overview of the content. 

2. Activate Prior Knowledge: Relate the text to what you already know to enhance 

understanding. 

3. Set a Purpose: Determine why you are reading the text to stay focused and 

engaged. 

4. Read Actively: Highlight key points, make notes, and ask questions while reading. 

5. Monitor Understanding: Pause periodically to check if you comprehend the 

material. 

6. Use Context Clues: Infer the meanings of unfamiliar words from surrounding text. 
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7. Identify Main Ideas: Determine the central themes or arguments of the passage. 

8. Summarize: Condense the main points of the text in your own words to reinforce 

understanding. 

9. Visualize: Create mental images to aid comprehension, especially with descriptive passages. 

10. Practice: Regular reading and practice with diverse texts will strengthen comprehension skills 

over time. 

By incorporating these strategies into your reading routine, you can enhance your ability to 

comprehend and retain information from written material. 

CHECK YOUR PROGRESS 

Here's a simple reading comprehension worksheet: 

Title: The Secret Garden 

Passage: In a secluded corner of the countryside, hidden behind high walls and overgrown with 

ivy, lay a forgotten garden. Mary, a lonely girl who had just moved into the nearby mansion, 

stumbled upon this hidden gem. With the help of her newfound friends, Dickon and Colin, Mary 

transformed the neglected garden into a vibrant sanctuary. As the garden blossomed, so did the 

spirits of its caretakers. 

Questions: 

1. What was hidden behind high walls and overgrown with ivy? 

2. Who discovered the secret garden? 

3. How did Mary transform the neglected garden? 

4. Name two friends who helped Mary with the garden. 

5. What happened to the spirits of the caretakers as the garden blossomed? 

 

 Block 3   SOLVING PARAJUMBLES 
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Para jumbles, also known as sentence rearrangement or sentence jumbling, present a 

unique challenge in reading comprehension. In this chapter, we will explore 

strategies and techniques for effectively solving para jumbles, enabling readers to 

unravel the puzzle of disordered sentences and reconstruct them into coherent 

paragraphs. 

3.1 KEY CONCEPTS 

 

 Identifying Topic Sentences: Topic sentences introduce the main idea or theme of a 

paragraph. By identifying the topic sentence in a set of para jumbles, readers can 

establish the overarching theme and structure of the paragraph. 

 Recognizing Transitional Phrases: Transitional phrases, such as "however," "on 

the other hand," or "in contrast," provide clues about the relationship between 

sentences in a paragraph. Recognizing these phrases helps readers determine the 

logical sequence of sentences and arrange them accordingly. 

 Maintaining Coherence and Cohesion: Coherence and cohesion are essential for 

creating a well-organized and cohesive paragraph. Readers must ensure that the 

sentences flow logically and smoothly from one to the next, maintaining coherence 

and cohesion throughout the paragraph. 

 Eliminating Redundancy: Redundancy occurs when multiple sentences convey the 

same idea or information unnecessarily. Readers should identify and remove 

repetitive or redundant sentences to streamline the paragraph and improve clarity 

and conciseness. 

 

3.2   PRACTICAL TIPS  

 

 Read Carefully: Read each sentence carefully and try to understand its meaning and 

relationship to other sentences in the paragraph. 

 Look for Clues: Pay attention to clues such as topic sentences, transitional phrases, 

and repeated keywords that indicate the logical sequence of sentences. 

 Use Process of Elimination: If unsure about the order of sentences, use the process 

of elimination to rule out incorrect options and narrow down the possibilities.Check 

for Coherence: Once the sentences are rearranged, review the paragraph to ensure 

that it flows logically and maintains coherence and cohesion. 

3.3 APPLICATION EXERCISE 

 Practice Sets: Solve practice sets of para jumbles regularly to familiarize yourself 

with different sentence structures and patterns. 

 Group Activities: Engage in group activities where you and your peers can 

collaborate to solve para jumbles together, discussing different approaches and 

perspectives. 
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 Online Resources: Utilize online resources and tools that offer para jumble 

exercises and practice tests to sharpen your skills. 

 Self-Assessment: After solving para jumbles, assess your performance and 

identify areas that require improvement. Analyze any mistakes or difficulties encountered 

and work on strengthening those areas. 

By mastering the art of solving para jumbles, readers can enhance their reading 

comprehension skills, sharpen their logical thinking abilities, and become more adept at 

deciphering complex textual arrangements with confidence and accuracy. 

3.4   COMMON PITFALLS TO AVOID 

Despite the strategies outlined above, solving para jumbles can still pose challenges. Here 

are some typical mistakes to avoid: 

 Misinterpreting Topic Sentences: Misidentifying the topic sentence can lead to 

confusion about the overarching theme of the paragraph. Be sure to carefully analyze 

each sentence and consider how it relates to the main idea before making a decision. 

 Ignoring Contextual Cues: Failing to consider contextual cues such as 

keywords, pronouns, or tense can result in incorrect sequencing of sentences. Pay close 

attention to these cues to determine the logical flow of the paragraph. 

 Overlooking Transitional Phrases: Transitional phrases provide valuable clues 

about the relationship between sentences. Neglecting to recognize these phrases can make 

it difficult to establish a coherent sequence of ideas. 

 Rushing Through the Process: Solving para jumbles requires careful attention to 

detail and logical reasoning. Rushing through the process can lead to careless mistakes 

and incorrect conclusions. Take your time and approach each question methodically. 

Activity 3 

Worksheet: Para jumbles  

Directions: Arrange the sentences given below in the correct order to form a coherent 

paragraph. Write the corresponding letter (A, B, C, D, or E) for each sentence in the 

spaces provided., 

Paragraph: The Significant Impact of Technology on Society 
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 ______ Technological advancements have undoubtedly made 

communication faster and more efficient than ever before. 

 ______ Furthermore, the increasing reliance on technology has raised 

concerns about privacy and security issues. 

 ______ This has not only transformed the way we communicate but has also 

significantly altered the dynamics of various industries. 

 ______ However, as society becomes more digitally connected, the gap 

among those who have access to technology and those who do not, widens, 

increasing existing inequalities. 

 ______ Apart from communication, technology has revolutionized fields 

such as healthcare, education, and business, leading to improved efficiency and 

accessibility. 

Questions: 

Arrange the sentences to form a logical and coherent paragraph. Write the 

corresponding letters in the spaces provided. 

 ______ Technological advancements have undoubtedly made 

communication faster and more efficient than ever before. 

 ______ Furthermore, the increasing reliance on technology has raised 

concerns about privacy and security issues. 

 ______ This has not only transformed the way we communicate but has also 

significantly altered the dynamics of various industries. 

 ______ However, as society becomes more digitally connected, the gap 

among those who have access to technology and those who do not widens, 

increasing existing inequalities. 

 ______ Apart from communication, technology has revolutionized fields 

such as healthcare, education, and business, leading to improved efficiency and 

accessibility. 

 Explain the impact of technology on communication according to the 

paragraph. 

 What concerns are raised about technology in society? 

 How has technology affected industries according to the passage? 
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 Discuss the potential downside mentioned in the paragraph related to 

society's increasing digital connection. 

 

4.0   KEY WORDS 

 

Comprehension, Active, Passive, Decoding, Evaluating 

 

 

5.0   SUMMARY 

 

Reading skills encompass a multifaceted set of abilities that collectively enable 

individuals to engage with written content effectively. Proficient readers demonstrate a 

command of vocabulary, allowing them to decipher and comprehend texts across various 

genres and subjects. Fluent decoding skills, coupled with comprehension strategies, 

contribute to a reader's ability to extract meaning from written materials. Critical reading 

skills are integral, as they involve analyzing, evaluating, and interpreting information, 

identifying main ideas, and discerning supporting details. Accomplished readers are adept 

at making inferences, drawing connections between different parts of a text, and 

understanding the author's purpose and perspective. Beyond decoding and 

comprehension, reading skills also include the capacity for information retention and the 

ability to apply knowledge gained from texts in diverse contexts. Developing robust 

reading skills is foundational for academic achievement, fostering a lifelong love for 

learning, and empowering individuals to navigate and make sense of the wealth of written 

information encountered in various aspects of life. 

 

6.0   CHECK YOUR PROGRESS 

 

 

 What are the fundamental principles of  reading and  comprehending a text? 

 What are the common mistakes one should avoid while reading? 

 What are key points of reading comprehension? 

 Discuss the practical tips one should follow to solve a reading comprehension passage. 

 What are Para jumbles? What strategies can we use to solve them easily and correctly? 
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