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DEPARTMENT OF FRESHMAN ENGINEERING

Evaluation Pattern

The English Language Communication Skills Laboratory can be broadly classified into two:
)] Computer Assisted Language Lab

i) Interactive Communication Skills Lab

Internal Assessment: 25 Marks

1) Two Internals will be conducted for Lab assessment.

2) Students are advised to maintain a Record book to make a note of the activities done
in the lab. 5 marks will be awarded for the same.

3) Attendance will be taken regularly for the lab sessions for which 5 marks will be
awarded.

4) A written test for 10 marks will be conducted.

5) Students are evaluated for 5 marks for activity.

6) Total number of marks for Internal assessment is 25.

External Examination: 50 Marks

1) External assessment is based on a 3 hour examination process.

Evaluation Pattern

e Theory- 20 Marks
e Activity- 10 Marks
e Viva Voce- 20 Marks
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LIST OF EXERCISES

Introduction to Phonetics- Speech Sounds- VVowels and
Consonants

Ice Breaking Activity and JAM Session
Articles, Prepositions, Word Formation-Prefixes &
suffixes, Synonyms & Antonyms

Structure of Syllables- Past Tense Marker and Plural
Marker- Weak forms and Strong forms- Consonant

NlhiintAva

Situational Dialogues- Role Play- Expressions in various
situations- Self introduction and introducing others-
Greetings- Apologies- Requests- Social and Professional
Etiquette- Telephone Etiquette

Concord (Subject in agreement with Verb) and words
often misspelt- confused/misused.

Minimal Pairs- Word Accent and Stress Shifts- Listening
Comprehension.

Descriptions- Narrations- Giving directions and guidelines
Sequence of Tenses, Question Tags and One Word
Substitutes.

Intonation and Common Errors in Pronunciation.

Extempore- Public Speaking
Active and Passive VVoice, Common Errors in English,
Idioms and Phrases.

Neutralization of Mother Tongue Influence and
Conversation Practice.

Information Transfer- Oral Presentation Skills
Reading Comprehension and Job Application with Resume
Preparation.
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GENERAL INSTRUCTIONS

1) Students are instructed not to use pen drives during lab sessions.

2) Headphones should not be used for any other purpose except for listening to the
software.
Students are required to be careful while handling and operating the computers.
Students must bring their lab manuals to the lab without fail and get them signed
by the faculty-in charge.

5) Use of mobile phones during lab hours is strictly prohibited.

6) Should Wear Formal Dress only.

7) Should come to the lab in-time.

8) It is mandatory to enter your name in log-in register.

9) Should use the same system every time.

10) Students are not allowed into the lab without ID Cards.
11) All students should actively participate in the lab activities.

12)Students are evaluated based on their active participation and proper behavior.
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EXERCISE-I
CALL LAB

INTRODUCTION TO PHONETICS

. Objectives

To identify speech sounds of English and their classification.
To understand the concept of ‘neutralized accent and pronunciation’.
To know phonetic transcription and phonemic symbols of English.

. Content
Why Phonetics need to be taught to technocrats?

Firstly, with a large number of engineers and technologists going abroad, with a
heavy expatriation of software Engineers to different countries like U.S.A., Australia,
etc...there is a need for these professionals to use effective communication skills. It is said
that in the year 2002, 30,000 software engineers went to the U.S.A from the state of Andhra
Pradesh. During recent times, more number of students are going abroad for higher studies
with research prospects in fields like genetics, biotechnology, bio-informatics, etc. When
these students enter the classrooms abroad, the intelligibility between student and professor
should be given considerable importance.

Secondly, with the emerging trends of telephonic interviews for selecting Engineers
and professionals of different fields there is an emphasis on the verbal communication skills.
Telephonic interviews provide little scope for non-verbal communication. In such a scenario,
Spoken English plays a vital role for the success of these engineers and technologists.

Lastly, with multinational companies (MNCs) setting their eyes on India as a long-
term investment avenue, it is quite obvious that their major work force requirements have to
be met by the qualified Indian youth. Choosing to work for MNCs, where there is a higher
probability of interaction with people from different cultures and languages, one cannot
remain complacent with one’s minimal ability to use intelligible English. The job
opportunities outside one’s region force one to get out of the region; this in turn necessitates
the use of language in a manner intelligible to others (to those who do not belong to that
region).

Therefore it is important and imperative that the people involved in a social business
transaction are intelligible to each other. It is noted that a host of these factors mentioned
such as pronunciation, culture, and the context, come in the way of intelligibility. Thus,
speech intelligibility would prove to be a fascinating area of study.

Why should Phonetics be taught in Telangana and Andhra Pradesh?

In Andhra Pradesh, English is considered as the language of the elite and fluency in
English is considered as a sign of culture and status in life. This is also one of the important
parameters that makes the youth employable. Proper pronunciation of English words would
make them global. Hence, there is every need to teach phonetics in Andhra Pradesh.

Firstly, the sound system of Telugu is different from that of English. In English we
have 26 letters and these 26 letters produce 44 sounds. Whereas, Telugu has an equal number
of letters and sounds (56).
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Secondly, in English there is a mismatch between the spelling and the pronunciation.
For instance the spelling “ough” is pronounced in different ways, in words like “through”,
“thorough”, “cough”, etc. Whereas, in Telugu, we don’t have any difficulty in pronouncing
the words because we read what we write.

Thirdly, there are a few sounds in English that are absent in Telugu, example, the
sound ‘Z’ in zero is pronounced as /dz: r3u/. The sound /2/ in “bank™ is pronounced as /bja:
nk/.

Finally, unlike Telugu, we have many silent letters in English which are spelt, but not
pronounced. Example: subtle, psychology etc.

Phonetics: Phonetics is defined as ‘the scientific study of speech sounds.’ It is a branch of
linguistics that deals with pronunciation. Every language has a set of sounds produced with
the air that we breathe out. Different sounds are produced with different parts of the mouth.
The throat takes different positions and the air (breath) comes out through these positions.
Phonology is the study of sounds within a language system.

Organs of Speech: The organs that are involved in the production of speech sounds are
called “phonatory organs”.
A diagram showing the various speech organs or phonatory organs is displayed below:
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The various speech organs are described as follows:

Alveolar ridge: It is also referred to as the (alveolar process) the teeth ridge. This inferiorly
directed ridge of the maxilla houses the upper teeth.
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Soft palate: The soft palate is also referred to as the velum. This musculo-tendious structure
extends posterior from the hard palate and acts to modify the communication between the
oral cavity below and nasal cavity above.

Teeth: The teeth are embedded in the alveolar process of maxilla and mandible.

Lips: The lips from the orifice of the mouth comprise of muscle fibres from a number of
different facial muscles.

Oral cavity: The oral cavity is also referred to as the mouth. It is a resonating chamber
whose shape is modified by articulation to produce the various oral and nasal speech sounds.

Epiglottis: The epiglottis is a leaf shaped cartilaginous structure located behind the thyroid
bone and at the root of the tongue.

Vocal folds: Pair of vocal folds is located in the larynx, coursing from the thyroid cartilage
interiorly to the arytenoid cartilages. The vocal folds vibrate to create the sounds for vowels
& voiced consonants.

Pharynx: The pharynx is a resonating cavity or chamber lying above the hard & soft palate.

Mandible: It is also known as the lower jaw. The mandible houses the lower teeth. The
tongue and lower tip also reside on the mandible.

Hard palate: The hard palate forms the roof of the mouth along with the soft palate.

Tongue blade: It is the part of the tongue lying just above the upper alveolar ridge.

Tongue back: It is the part of the tongue lying below the soft palate.

Tongue tip: (apex):- It is the part of the tongue lying closest to the front teeth.

Mechanism of Sound production: When speech organs activate in a set pattern, the sounds
are produced depending on the articulation. The sounds in English language are divided into

2 types based on the position of vocal cords,
1. Voiced 2. Voiceless

The Mechanism of Production

Consonants: The consonants can be described based on their place of articulation, manner
of articulation and whether the sound is voiced or voiceless.

1. Manner of articulation: Manner of articulation refers to how the sound is produced and
the way the air stream is modified as it passes through the vocal folds.
It is of 6 types.
a. Plosives: It is a consonant characterized by complete obstruction of the outgoing air
stream by one of the articulators, a build of intra oral air pressure and a release.
b.Fricatives: It is a consonant produced by forcing the breath stream through a
construction formed by the articulators in the vocal folds.
c. Affricates: It is a consonant characterized by having both Plosive and fricative manners
of production.
d.Nasals: It refers to a consonant produced with a complete closure of the oral cavity
along with a lowered velum to allow air flow through the nasal cavity.
e. Lateral: It is a genetic label used to classify two approximate English consonants /r/
and /1/.
f. Semi Vowels: It is a consonant characterized by a continuous gliding motion of the
articulators into the following vowel also referred to as semi-level /j/ and /w/.
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2. Place of articulation: Place of articulation refers to which articulators are involved in the
production of a particular sound. These are divided into seven types.
a. Bi-labial:-It refers to a speech sound, produced by the contact of the upper and lower

lips.

b. Labio-dental: It is produced by the lower lip contacting the upper front teeth.

. Dental: It is produced by the tongue contacting the teeth.

. Alveolar: It refers to a consonant sound produced by the tongue contacting the upper
alveolar ridge.
Palato-alveolar: It is produced by the tongue contacting hard palate.

Velar: It refers to a consonant produced by the tongue contacting the velum.
Glottal: It is a place of articulation referring to a consonant that is produced by
completely or partially contacting the glottis.

Voice of articulation: Voicing refers to either vocal folds or their vibration during the
production of a consonant. It is of two types.
1) Voiced: A voiced sound is produced by the vibration of the abducted vocal folds in the

larynx.

2) Voiceless: Voiceless sounds are produced without vibration of vocal folds.

Three — term — labels

Plosives

Examples

Ip/

Voiceless — bilabial — plosive

Pet, spill

/bl

Voiced — bilabial — plosive

Bun, above

It/

Voiceless — alveolar — plosive

Talk, active

Voiced — alveolar — plosive

Day, adopt

K/

Voiceless — velar — plosive

Keeper, speaker

g/

Voiced — velar — plosive

Goal, begin

Fricatives

Examples

Ifl

Voiceless — labio — dental fricative

fit, before

Wi

Voiced — labio — dental fricative

Vow, avoid

16/

Voiceless — dental — fricative

Thought, atheist

18/

Voiced — dental — fricative

These, weather

/s/

Voiceless — alveolar — fricative

Set, post

1z/

Voiced — alveolar — fricative

Desert, reason

il

Voiceless — palato-alveolar fricative

Sheet, cash

13/

Voiced — palato — alveolar fricative

Provision, occasion
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n/

Voiceless — glottal — fricative

Hay, behind

Affricates

Examples

il

Voiceless — palato — alveolar affricate

Chop, latch

/d3/

Voiced — palato — alveolar - affricate

Jew, jar

Nasals

Examples

/m/

Voiced — bilabial — nasal

Man, calm

n/

Voiced — alveolar — nasal

Nose, banal

n/

Voiced — velar — nasal

Ring, singing

Semi-vowels

Examples

lil

vowel

Voiced — unrounded — palatal semi-

Yes, yesterday

fw/

Voiced — Rounded — labio — velar
semi — vowel

Wonder, widow

Lateral

Examples

n

Voiced — alveolar — lateral

Live, calm

Frictionless
continuant

Examples

Ir/

continuant

Voiced post —alveolar — frictionless —

Ground , great

Classification of Consonants

Place —

Manner {

Bilabial | Labio-

dental

Dental

Alveola
;

Post-
alveol
ar

Palato- | Palatal
alveol

ar

Glottal

Voiced- | v.l.
Voicele | vd
SS

v.l. vd

v.l. vd

vd

v.l. vd | vd

v.l.

Plosive

Affricate

Fricative

Nasal

Lateral

Frictionless
Continuant
or Glide
(Semi-
vowel)
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Vowels: Vowel is a sound produced when there is no obstruction to the air stream anywhere
in the phonatory organs. A vowel sound is produced without friction. There are twelve (12)
pure vowels and eight (8) diphthongs; total: twenty (20). Vowels are divided into two
categories based on the sound production. They are Monophthongs (pure vowels) and
Diphthongs (vowel glides).

Monophthongs: - Based on the part of the tongue raised and the extent to which the tongue
is raised towards the palate, it is of three types:-

a) Front: - A front vowel is produced when the tongue moves forward from its neutral
or rest position.

b) Central: - A central vowel is produced with the tongue in its neutral position.

c) Back: - Back vowels are produced by the backward shift of the tongue from its
neutral.
Monophthongs

Examples

Each, sea

In, pit

Egg. Fend
And, mat
Ask, flask

Off, lot

All, tall
Pull, sugar
Food, stool
Up, fun
Earth, yearn
Sofa, alike

Classification of tongue positions for vowels.
Front close unrounded

Front unrounded vowel between close and half-close
Front unrounded vowel between half-close and half-open
Front unrounded vowel just below the half-open position
Back open unrounded

fi:/
1
lel
[/
la:/
my
2]
u/
lu:/
IA/
13:/
8/

Back open unrounded

Back rounded vowel between half-close and half-open
Back rounded vowel between close and half-close

Back close rounded vowel

Central unrounded vowel between open and half-open
Central unrounded vowel between half-close and half-open
Central unrounded vowel between half-close and half-open

OO N O w N

Diphthongs: Diphthongs are two different vowels produced consecutively in the same
syllable moving articulation smoothly from their positions one after the other.

Diphthongs consist of sounds such as:

Sounds
ey

Examples
Ale, make

A glide from a front unrounded vowel just below half-close to a
centralized front unrounded vowel just above half-close.

A glide from a front — open unrounded vowel to a centralized from
unrounded vowel just above half-close.

A glide from a back rounded vowel between open and half-open to a
centralized front unrounded vowel just above the half-close position.

A glide from the back open unrounded position and moves in the
direction of RP. (u)

A glide from a central unrounded vowel between half-close and half-
open to a centralized back rounded vowel just above the half-close
position.

fat/ Ice, mike

=10 Oil, boy

/au/ About, mouth

/au/ No, old

naj

A glide from a centralized front unrounded vowel just above half-close
to a central unrounded vowel between half-close and half-open.

Serious,
period

[aEY]

A glide from the centralized back rounded vowel just above half-close
to a central unrounded vowel between half-close and half-open.

Poor, cure

/ea]

A glide from a front half-open unrounded vowel to a central unrounded
vowel between half-close and half-open.

Air, hair
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As you already know, phonetic symbols are a great help when it comes to learning to
pronounce English words correctly. Any time you open a dictionary, you can find the correct
pronunciation of words you do not know by looking at the phonetic pronunciation that follows
the word. Unfortunately, learning the phonetic alphabet is not always the easiest thing to do.

In English, as you know, many words can have the same pronunciation but are written
differently with different meanings. For example "to, two, and too" all have the phonetic
transcription /tu/. Sometimes, words can be written similarly but have different pronunciations
as in the "ough" combinations in the words like thought, though,
bough, and through. consonants

The IPA (International Phonetic Alphabet) chart is as | '*A Words
follows: /by bad, lab

Vowels M/ did, lady
IPA words 7
/aj  cup, luck

find, if
give, flag

/a:/  arm, father
M/ how, hello

/@[ cat, black

yes, yellow

K/ cat, back
fa/  away, cinema T

/e/  met, bed

leg, little

3:
/3:/  turn, learn /m/  man, lemon

M/ hit, sitting m/  no. ten

fil - see, heat m/  sing, finger
M/ hot, rock B/ pet, map

2/ call, four Kl red, try

v/ put, could /5] sun, miss
fu:/ Dblue, food she, crash
[/ five, eye ft/  tea, getting
/au/ now, out check, church

/e1/  say, eight B/ think, both

/8u/ go, home /8] this, mother

/1/  boy, join M/ voice, five
. t, wind

/ea/ where, air Wet, window
| zoo, lazy
fa/  near, here

. 3/  pleasure, vision
fua/ pure, tourist

M3/ just, large
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l. PRACTICE ACTIVITIES

1) Fill the spaces with appropriate consonant sounds and then read the words aloud.

Tap
Shut
Budge
Cross
Dose
Sell
Z00
Possible
Student

. Sure

. Rat

. Beat

. Busy

. Moss

. Town

. Soar

. Teak

. Money

. Thanks

. Yoke

CoNoA~WNE

I3

ii) Fill in the spaces with appropriate vowel sounds and then read the words aloud.

Food
Foot
Sheet
Seven
Mouse
Early
Trial
Fin
Dear
Poor
Apple
Zebra
Loud
Gate
Ago

1.
2.
3.
4.
S.
6.
7.
8.
9.

/f__d/
If__t/
1]t/
/s __vn/
Im__z/
[ 1
[tr 1/
If__ nl/
/d__r/
Ip_s [/
I _pll
lz_b__ |
1 dl/
[ g _t/
/g [
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Activity sheet
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Activity sheet

Institute of Aeronautical Engineering ELCS Lab manual 17




ICS LAB

ICE BREAKING ACTIVITY AND JAM SESSION
A. Objectives

To give a quick start and initiation.

To make students to start things on a pleasant note and think differently

To create interest among the students about a topic by exploring thoughts and ideas
To learn the use of body language and improve verbal message

To gain experience in extemporaneous speaking or a prepared oral presentation

To understand the use of articles and prepositions

To gain knowledge of word formation through usage of suffix, prefix, synonyms and
antonyms.

B. Content

Introduction: Ice Breakers are an effective way of starting an interaction session or team-
building event. They can be interactive and fun sessions, which run prior to the main event or
day’s activity. The activities can form a number of varieties including problem solving,
facilitation, communication, leadership, team building, sharing and trust and decision
making.

Ice breakers are particularly well suited for beginning a speech or starting a meeting.
As the name implies, they “break the ice,” help participants relax, and generally set the tone
for the presentation. They help to relax participants, and that makes them more receptive to
listening and contributing. An ice breaker can also serve to create a “team atmosphere” and
motivate participants to work with others in a cooperative manner.

Our Ice Breaker Activities are aimed at adding some energy and fun, allowing your
team to think and look differently at how they can work together. Knowing when to insert an
ice breaker requires sensitivity and creativity. This will provide a unique opportunity for your
team to develop new skills that can be critical for success in the workplace.

In order to make ice breakers to be effective, it must employ

e Content, appropriate to the group,
e Appropriately timed,
e Should occur at the beginning, and then at appropriate times during the program.

Lucky Penny: Each person takes a penny or other coin out of his/her pocket and looks at the
date. When it's his/her turn, s/he states the year that's on their coin and recalls something
spectacular that happened that year.

Categories - Have members of the group arrange themselves into groups by their favorite
dessert, sport, color, movie, car, etc. This is a good activity to get people up and moving and
to find out common likes. You can shift from one category to another. “Now group by
favorite vacation spot.”

Stereotype Chat: Place a paper on each person's back with a characteristic on it (Valley Girl,
Smart, Happy, Rich). Don't let them see what you are putting on them. Let the participants
wander around and talk to each other, treating each other as they might treat someone with
that characteristic. Afterward have everyone guess what characteristic they had and tell how
they felt (good way to start a discussion on stereotypes or a cultural program).
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True or False: Participants say three things about themselves - two true and one false. Other
participants guess what the lie is. The correct guesser goes next.

Know thyself: In this activity, the participants are asked to make a sincere attempt to
symbolize themselves in the form of a pictograph. For example: a flower for sensitiveness
and a stone for hardness.

JAM session

Introduction: Just a minute or JAM is an impromptu speech test conducted with the time
limit of one minute. As a student and as a budding technocrat, you will be asked to speak on
the spur of the moment to make a presentation. Right from a classroom situation where the
instructor would like to know what we have understood, to viva voce in the practical
examinations, where your external examiner tests your domain knowledge, many situations
will demand you to make an impromptu speech.

While many of us do not like to speak before people, there are times when we are
asked to get up and say a few words about someone or a topic when we have not planned on
saying anything at all. We are more shocked than anyone else. Has this ever happened to
you? If and when this does happen to you, be prepared to rise to the challenge.

The following two steps can be best used to master the art of giving an effective JAM
session:

The first step is to go back to background knowledge and gather all the necessary ideas
related to the topic given to you. Once you gather all the necessary ideas organize them in a
sequential order either chronologically or thematically. Then express them with clarity and
cohesiveness.

Three important rules to be followed in JAM are:

e No deviation

e No repetition

e No hesitation

For an effective JAM session...

1. Beready to speak in any given situation

2. Utilize every opportunity as a suitable one to express yourself
3. Authorize your ideas and stick to the topic

4. Be creative and express new ideas

5. Follow sequential order

6. Be brief and to the point

7. Maintain good flow of sentences

8. Maintain good body language

9. Be cautious of time

1

0. Use positive and appropriate vocabulary.

Topics for Jam sessions

Bifurcation of states into smaller units
India’s money in Swiss Bank
Business ethics

Stitch in time saves nine

Money saved is money earned
Growing threat of global warming
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. Inflation

. Depression among teenagers

. Impact of FDI on India

0. Communication as a basic human need

7
8
9
1

e Use of Articles: Basically, an article is an adjective. Like adjectives, articles modify
nouns.
English has two articles:

1. Definite article
2. Indefinite article

‘The’ is used to refer to specific or particular nouns; a/an is used to modify non-specific or
non-particular nouns. We call ‘the’ the definite article and ‘a/ an’ the indefinite articles.

the = definite article
a/ an = indefinite article

For example, if | say, "Let's read the book," I mean a specific book. If 1 say, "Let's read a
book," I mean any book rather than a specific book.

Here's another way to explain it: “The’ is used to refer to a specific or particular
member of a group. For example, "I just saw the most popular movie of the year."” There are
many movies, but only one particular movie is the most popular. Therefore, we use the.

"Alan" is used to refer to a non-specific or non-particular member of the group. For
example, "l would like to go see a movie." Here, we're not talking about a specific movie.
We're talking about any movie. There are many movies, and | want to see any movie. | don't
have a specific one in mind.

Let's look at each kind of article a little more closely.

Indefinite Articles: ‘a’and ‘an’. "A" and "an" indicate that the noun modified is indefinite,
referring to any member of a group. For example:

"My daughter really wants a dog for Christmas."” This refers to any dog.
"Somebody call a policeman!” This refers to any policeman. We don't need a specific
policeman; we need any policeman who is available.

"When | was at the zoo, | saw an elephant!" Here, we're talking about a single, non-
specific thing, in this case an elephant.

Remember, using a or an depends on the sound that begins the next word. So,

a + singular noun beginning with a consonant: a boy; a car; a bike; a zoo; a dog

an + singular noun beginning with a vowel: an elephant; an egg; an apple; an idiot; an
orphan

a + singular noun beginning with a consonant sound: a user (sounds like 'yoo-zer,' i.e.
begins with a consonant 'y' sound, so 'a' is used); a university; a unicycle

an + nouns starting with silent "h™: an hour

a + nouns starting with a pronounced "h": a horse
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In some cases where "h" is pronounced, such as "historical,” you can use an.
However, a is more commonly used and preferred.

Eg: A historical event is worth recording.

Remember that these rules also apply when you use acronyms:
Introductory Composition at Purdue (ICaP) handles first-year writing at the University.
Therefore, an 1CaP memo generally discusses issues concerning English 106 instructors.

Another case where this rule applies is when acronyms start with consonant letters but
have vowel sounds:

An MSDS (material safety data sheet) was used to record the data. An SPCC plan (Spill
Prevention Control and Countermeasures plan) will help us prepare for the worst.

If the noun is modified by an adjective, the choice between a and an depends on the
initial sound of the adjective that immediately follows the article:

e abroken egg
e an unusual problem
e aEuropean country (sounds like 'yer-o-pi-an,' i.e. begins with consonant 'y' sound)

Remember, too, that in English, the indefinite articles are used to indicate membership in a
group:

e lam ateacher. (I am a member of a large group known as teachers.)

e Brianis an Irishman. (Brian is a member of the people known as Irish.)

o Seiko is a practicing Buddhist. (Seiko is a member of the group of people known as
Buddhists.)

Definite Article: “The”: The definite article is used before singular and plural nouns when the
noun is specific or particular. The signals that the noun is definite, that it refers to a particular member
of a group. For example:

"The dog that bit me ran away." Here, we're talking about a specific dog, the dog that bit me.

"I was happy to see the policeman who saved my cat!" Here, we're talking about a
particular policeman. Even if we don't know the policeman's name, it's still a particular
policeman because it is the one who saved the cat.

"I saw the elephant at the zoo." Here, we're talking about a specific noun. Probably there is
only one elephant at the zoo.

Countable and Uncountable Nouns: The can be used with non-count nouns, or the article
can be omitted entirely.
"I love to sail over the water” (some specific body of water) or "I love to sail over
water" (any water).
"He spilled the milk all over the floor" (some specific milk, perhaps the milk you
bought earlier that day) or "He spilled milk all over the floor" (any milk).

"Alan" can be used only with count nouns.

e "l need a bottle of water."”
"I need a new glass of milk."
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Most of the time, you can't say, "She wants a water," unless you're implying, say, a bottle of
water.

Geographical use of the: There are some specific rules for using ‘the’ with geographical nouns.
Do not use the before

Names of most countries/territories: Italy, Mexico, Bolivia; however, the Netherlands,
the Dominican Republic, the Philippines, the United States

Names of cities, towns, or states: Seoul, Manitoba, Miami

Names of streets: Washington Blvd., Main St.

names of lakes and bays: Lake Titicaca, Lake Erie except with a group of lakes like the
Great Lakes

Names of mountains: Mount Everest, Mount Fuji except with ranges of mountains like
the Andes or the Rockies or unusual names like the Matterhorn

Names of continents (Asia, Europe)

Names of islands (Easter Island, Maui, Key West) except with island chains like the
Aleutians, the Hebrides, or the Canary Islands

Do use the before

Names of rivers, oceans and seas: the Nile, the Pacific

Points on the globe: the Equator, the North Pole

Geographical areas: the Middle East, the West

Deserts, forests, gulfs, and peninsulas: the Sahara, the Persian Gulf, the Black
Forest, the Iberian Peninsula

Omission of Articles: Some common types of nouns that don't take an article are,

Names of languages and nationalities: Chinese, English, Spanish, Russian (unless you
are referring to the population of the nation: "The Spanish are known for their warm
hospitality.™)

Names of sports: volleyball, hockey, baseball

Names of academic subjects: mathematics, biology, history, computer science

Prepositions: Prepositions are short words (on, in, to) that usually stand in front of nouns
(sometimes also in front of gerund verbs).

Even advanced learners of English find prepositions difficult, as a 1:1 translation is
usually not possible. One preposition in your native language might have several translations
depending on the situation.

There are hardly any rules as to when to use which preposition. The only way to learn
prepositions is looking them up in a dictionary reading a lot in English (literature) and
learning useful phrases off by heart (study tips).
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The following table contains rules for some of the most frequently used prepositions in

English:

Prepositions — Time

Preposition

Usage

Example

days of the week

on Monday

months / seasons
time of day, year after a certain period
of time (when?)

in August / in winter
in the morning

in 2006

in an hour

for night
for weekend
a certain point of time (when?)

at night
at the weekend
at half past nine

since

from a certain point of time (past till
now)

since 1980

for

over a certain period of time (past till
now)

for 2 years

ago

a certain time in the past

2 years ago

before

earlier than a certain point of time

before 2004

to

telling the time

ten to six (5:50)

past

telling the time

ten past six (6:10)

to / till / until

marking the beginning and end of a
period of time

from Monday to/till Friday

till / until

in the sense of how long something is
going to last

He is on holiday until Friday.

by

in the sense of at the latest
up to a certain time

I will be back by 6 o’clock.
By 11 o'clock, I had read five pages.

Prepositions — Place (Position and Direction)

Preposition

Usage

Example

in

room, building, street, town, country
book, paper etc.

car, taxi

picture, world

in the Kitchen, in London
in the book

in the car, in a taxi

in the picture, in the world

meaning next to, by an object
for table
for events

place where you are to do something typical

(watch a film, study, work)

at the door, at the station

at the table

at a concert, at the party

at the cinema, at school, at
work

attached
for a place with a river
being on a surface

the picture on the wall
London lies on the Thames.
on the table
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Preposition

Usage

Example

for a certain side (left, right)
for a floor in a house

for public transport

for television, radio

on the left

on the first floor

on the bus, on a plane
on TV, on the radio

by, next to,
beside

left or right of somebody or something

Jane is standing by / next to /
beside the car.

under

on the ground, lower than (or covered by)
something else

the bag is under the table

below

lower than something else but above ground

the fish are below the
surface

covered by something else

meaning more than

getting to the other side (also across)
overcoming an obstacle

put a jacket over your shirt
over 16 years of age

walk over the bridge
climb over the wall

above

higher than something else, but not directly over
it

a path above the lake

across

getting to the other side (also over)
getting to the other side

walk across the bridge
swim across the lake

through

something with limits on top, bottom and the
sides

drive through the tunnel

to

movement to person or building

movement to a place or country
for bed

go to the cinema
go to London / Ireland
go to bed

into

enter a room / a building

go into the Kitchen/ the
house

towards

movement in the direction of something (but not
directly to it)

go 5 steps towards the house

onto

movement to the top of something

jump onto the table

from

in the sense of where from

a flower from the garden

Other important Prepositions

Preposition

Usage

Example

from

who gave it

a present from Jane

of

who/what does it belong to
what does it show

a page of the book
the picture of a palace

by

who made it

a book by Mark Twain

walking or riding on horseback
entering a public transport vehicle

on foot, on horseback
get on the bus

entering a car / Taxi

get in the car

leaving a public transport vehicle

get off the train
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Preposition | Usage Example
out of leaving a car / Taxi get out of the taxi

by rise or fall of something prices have risen by 10 percent
travelling (other than walking or horse riding) | by car, by bus

at for age she learned Russian at 45

about for topics, meaning what about we were talking about you

Prefixes & Suffixes

Prefixes: Prefixes are added to the beginning of a word to make a new word, ex- mistake.
Some common prefixes are 'mis’, 'dis', 're’, ‘for’, ‘anti’, 'ante’, 'sub’, 'un’ and 'in'. New words are
made by placing a prefix in front of a word. It is helpful to know the meanings of prefixes.
Prefix‘re’ means again, therefore reappear means to appear again.

Common prefix meanings

pre - before

mis - bad(ly)

sub - under

inter - between

semi - half

The following prefixes of 'im’, ir’, 'il', 'in" and 'un' can be added to the beginning of words to
make them into a negative.

Examples

im + possible = impossible

ir + responsible = irresponsible
il +legal = illegal

in + active = inactive

un + happy = unhappy

Suffixes: Letters added to the end of a main word are called suffixes. Common suffixes are:
‘ed’, 'ful’, 'ly’, 'ing’, 'able’, "ance’, 'ence’, 'ness'.

Example
harm + less = harmless

When 'full' is added to a word you drop the final 'l'. If you add 'ly' to any word ending with
‘ful' you keep the existing 'l'.

Example

hand + full = handful
rest + full = restful
restful + ly = restfully

Institute of Aeronautical Engineering ELCS Lab manual 25




PREFIX |MEANING

EXAMPLES

de- from, down, away reverse, opposite

decode, decrease

dis- not, opposite, reverse, away

disagree, disappear

out of, away from, lacking, former

exhale, explosion

not

illegal, illogical

not, without

impossible, improper

not, without

inaction, invisible

bad, wrong

mislead, misplace

not

nonfiction, nonsense

before

prefix, prehistory

for, forward, before

proactive, profess, program

again, back

react, reappear

against, not, opposite

undo, unequal, unusual

SUFFIX MEANING
-able able to, having the quality of
relating to
comparative
superlative
full of
forming an adjective
forming an adverb
denoting an action, a material, or a gerund
without, not affected by
forming an adjective
denoting a state or condition
full of, denoting a condition, or a diminutive

SYNONYMS & ANTONYMS

Synonym= Similar meaning for the word.
Antonym=0Opposite word

EXAMPLES
comfortable, portable
annual, comical
bigger, stronger
strongest, tiniest
beautiful, grateful
reversible, terrible
eerily, happily, lazily
acting, showing
friendless, tireless
clearly, hourly
kindness, wilderness
glory, messy, victory,

According to language expert W.B. Elley, "A rich vocabulary is a valuable asset and an
important attribute of success in any walk of life." In other words, your vocabulary plays a
large role in determining whether you will succeed in life or not. So it is crucial to begin
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building your vocabulary as early as possible, to ensure that you reach your full potential in
your career, relationships and life in general.

Word

synonym

Word

Antonym

Abandon

Leave, forsake

Accept

Reject

Forbid

Prohibit, disallow

Acquit

Charge

Crazy

Insane, mad

Scanty

Profuse

Assist

Help, support

Feeble

Strong

Ignorant

Unaware, childish

Brutal

Humane

Opulent

Rich, wealthy

Flexible

Rigid

lllegal

Unlawful, Hlicit

Absurd

Sensible

Generous

Liberal, kind

Skilful

Inexpert

Endorse

Approve, back

Annihilate

Restore

Flimsy

Trivial, ordinary

Pacify

Provoke

Candid

Frank, straightforward

Cheerful

Sluggish

Immature

Improper, unfit

Establish

Demolish

Laudable

Commendable

Cautious

Impulsive

Majestic

Dignified, imposing

Endanger

Defend

Devoid

Vacant, empty

Backward

Forward

Hamper

Block, disturb

Ability

Inability

Commence

Start, begin

Abridge

Enlarge

Jovial

Merry, hearty

Competent

Incompetent

Innate

Inherent, inborn

Abundance

Shortage

Infer

Conclude, deduce

Organize

disorganize
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Exercises

Fill in the blanks with correct article forms given below.
1. Swedish is a difficult language to learn.

A

An

The

No article

general's army attacked the city at night.

The

A

An

No article

| have idea! Let's go bowling.
No article

My parents gave me basketball on my birthday.
No article
A
The
An
dictionary is on the table.
A
The
An
No article

Fill in the blanks with correct prepositions.

. Mr. Martin is responsible recruitment

. You have to pay the tickets the day you order them.

. The car crashed a fence the other side of the road.
. Look the woman the picture. Who is she?

. The cow is tied a hook the tree.

Write prefix and suffixes for the following words.
Establish
. Organize
. Comfort
. Grace
Develop
Write synonyms and antonyms to the following words.
Follow
. Discipline
. Gentle
. Dispute
. Scarcity
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Activity Sheet
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EXERCISE I1
CALL LAB

STRUCTURE OF SYLLABLES

A. Objectives

To make students to identify the syllable division in a word
To enable students to understand the weak forms and strong forms and their use in
connected speech
To learn the grammatical usage of tenses in vocabulary and make students to identify
the correct pronunciation of words

e To make students identify the consonant clusters in given words

B. Content

Introduction: This chapter introduces you to syllable pattern and stress pattern in English.
English is a stress-timed language. To understand the stress pattern of this language, you need
to understand the concept of syllables.

A syllable is a group of one or more sounds with the vowel sound as its essential part.
Words are made up of syllables where each word can have any number of syllables. For
example, the word ‘new’ has one syllable whereas the word ‘new book’ has two syllables. To
tell you the secret, the number of vowels in a word determines the number of syllables it has.

We have monosyllabic words where there is only one syllable, disyllabic words where
there are two syllables each, tri-syllabic words where there are three syllables each, and also
words of more than three syllables each.

Words according to their syllable division:

S.No. | Monosyllabic Disyllabic words | Tri-syllabic words | Tetra-syllabic words
words

two pre.sent re.la.tive es.ta.blish.ment
plan per.mit wan.ted.ly lon.gi.tu.di.nal
set an.swer im.pre.ssion ma.chi.ne.ry
next eng.lish sub.sec.tion a.me.ri.ca

end to.day pa.ssen.ger re.mar.ka.ble
sing con.vent re.se.lect a.vai.la.ble

run per.fect pho.to.graph pho.to.gra.phy
text mon.soon ob.jec.tion e.lec.tri.ci.ty
back win.dow re.co.llect im.med.iate.ly
0 bird com.bine wed.nes.day con.ver.sa.tion

PO NOOOAIWIN|F

The past-tense marker: Past tense (Time marker) helps us to understand when things
have happened. Here are some examples of tense/time markers we use with the past tense:

Days of the week + on
Ex: I bought a new mobile on Monday.

Times of day, days, weeks, months, seasons and years + last
Ex: My friend Sunil got married last year.
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Other time markers we use with past events:

Yesterday

Ex: I went for shopping yesterday.

Today

Ex: | got up early today.

This morning:

Ex: The celebrity arrived from Delhi this morning.

This afternoon:

Ex: I fell asleep on my desk this afternoon.

At the weekend:

Ex: | went to a party at the weekend.

Ago:

Ex: A meeting was held two months ago on bifurcation of AP state.
Words that suggest the use of a specific verbal tense

Then:

Ex: Sam Pitroda was appointed as the Chief Technical Advisor by the then Prime Minister of
India, Mr. Rajiv Gandhi.

When:

Ex: There was a time when Hyderabad was totally free of traffic jams.
Once:

Ex: We conducted sports events only once during the last year.

In:

Ex: Our College was established in the year 2005.

| was post graduated in 2009 from the Osmania University.

At:

Ex: Students were asked to assemble at the seminar hall at 12 o clock.

Plural marker: When one thing is spoken about the noun used is singular. When more
than one thing is being spoken about the noun used is plural. You are aware that, to change a
singular noun into plural you must add —s or —es as a suffix to the noun. However, there are
many exceptions to this rule. Let us study them in detail.

We add the plural suffix —s to most of the words.
Singulars Plurals
Apple (‘epl) apples (‘eplz)
Book books

Chair chairs

Picture pictures

Page pages

Key keys
Computer computers

After sounds s /s/, z /z/, sh / /I, ch [t/ and j /d3/, we add the plural suffix -es /1z/

Box (/bvoks/) boxes (/boks -iz/)
Kiss Kisses (-iz)

Wish wishes (-iz)
Watch watches (-iz)
Buzz buzzes (-iz)
Garage garages (-iz)
Judge judges (-iz)
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We add the plural suffix —es to most words that end in o.
Tomato (to'ma:tov) Tomatoes (to'ma:tov)
Echo (‘ekov) Echoes (‘ekouz)

Embargo (1m'ba:gou) Embargoes (1m'ba:gouz)
Hero (‘h1orav) Heroes (‘h1orauz)

Optional os/oes
Buffalo (‘bafalovu) Buffalos/buffaloes (‘bafalouz)

Cargo (‘ka:goav) Cargos/cargoes (‘ka:gouz)
Zero ('z1orav) Zeros/zeroes ('z1orouz)
Mosquito (ma'skiztou) Mosquitos/es (ma'ski:touz)

We add the plural suffix -s to words of foreign origin (latin, greek, etc.)
Piano (pi'enav) Pianos (pi'enauz)

Portfolio (pa:t'fouliov) Portfolios (pa:t'fouliouz)

Radio ('rexdiov) Radio ('rexdiov)

Ghetto (‘getov) Ghetto (‘getov)

Memo (‘memou) Memo (‘memou)

Video (‘vidiov) Video (‘vidiov)

When a word ends in Y and there is a consonant before Y, we change the Y to i and add —es.

Baby ('be1bi) Babies (‘be1biz)
Fry (frar) Fries (fra1z)
Supply (so'plar) Supplies (sa'pla1z)

Exceptions

Employ (1m'plo1) Employs (1m'plo1z)
Destroy (d1'stro1) Destroys (d1'stra1z)
Monkey (‘'manki) Monkeys (‘mAnkiz)
Tray (trer) Trays (tre1z)

When a word ends in -F or -fe, we change the F to v and add -es.
Leaf (li:f) Leaves (lizvz)

Half (ha:f) Halves (ha:vz/ haevz)

Life (lazf) Lives (latvz)

Knife (narf) Knife (na1vz)

Shelf (felf) Shelves (Jelvz)

Exceptions

CIliff (klzf) Cliffs (klzfs)
Roof (ru:f) Roofs (ru:fs)
Belief (b1'li:f) Beliefs (b1'li:fs)
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Chief (tfi:f) Chiefs (tfi:fs)

Nouns ending in —ful take only an —s to form plurals.
Spoonful Spoonfuls
Glassful Glassfuls
Plateful Platefuls
Armful Armfuls

Numerals and abbreviations take —s after them to form plurals.
It happened in 1980s.
The local MPs are very helpful.

Certain words change their vowels when turned into plural.
Foot Feet

Tooth Teeth

Man Men

Nouns ending in —is in the singular change to —es in the plural.
Basis Bases

Synopsis Synopses

Analysis Analyses

Diagnosis Diagnoses

Thesis Theses

Nouns ending in —us drop it and add —i.

Stimulus Stimuli
Alumnus Alumni
Syllabus Syllabi

Weak forms and strong forms

Introduction: This brings us to another important feature of English rhythm, i.e., the use of
weak forms. As we have already said, content or lexical words tend to be stressed and
structural or functional words are generally not stressed in connected speech. It is these
structural or functional words which have a strong form and a weak form. When these words
are not stressed the weak form is used. For example, the word and is pronounced /&nd/ in
isolation, but in connected speech it is reduced to /and/ fan/ or M/, People often say butter

and jam and bread and butter as
/ ‘batar an «dzaem/

/ ‘bred n <bata/
and not with the strong form /&nd/. The use of weak forms is an essential part of English
speech and you must learn to use the weak forms of structural words if your want to acquire
the rhythm of English speech.

The following is a list of some structural words which have weak forms in connected
speech:

Articles Strong form Weak form Examples

a e/ 8l /@ 93]/ (aqgirl)
an [een/ fan/ [an a&p] [ (an apple)
[Biz] / 8i/ before a vowel /8i nrnd3/ (the orange)
/8a/ before a (&a pen/ (the pen)
Consonant
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Auxiliary verbs (no weak form in the final position)

am

will
would

must

Conjunctions
and

[em/

fa:]

jam/
/mj

/8l

fkan/

fkn/

/daz/

fhad

fad/, d/

fhaz/

ez}, [z], 5]
fhav/ v/ j/

21, 51

a1/
/waz/

[vi8/

n
fad/, [/

/mast/ mas/

/anl:l/, fan/ n/

Pz/

Jdan/

Jaat/

jbat

[aim kamn/(I’'m coming)

/vna kamn/

(We’re coming)
/kan a1 gau/ (Can | go?)

/vt daz it wont/
(What does he want?)
Jwizd finiJt/

(We’d finished)
/haz i: gon/

(Has he gone?)
/hav del gon/
(Have they gone?)
Jav fini[t/

(I’ve finished)

/i:z kamny/

(She’s coming)

fits remmn/ (It’s raining)
/vt [a] ar du:/
(What shall I do?)
/ar wiz ri:din/

(1 was reading)

/via ju rizding/
(Were you reading?)
/oel wa pleun/
(They were playing)
/ar| gau/ (1’1 go)
/li:d b1 dea/

(She’d be there)

/al mas gau nau/

(I must go now)

[fa:dar an mada/

(Father and mother)

/trai 8z ha:d az ju: kaen/

(Try as hard as you can)
/beta dan ju:/

(Better than you)

/a1 sed dat a1 waz iz

(I said that | was busy)
/bat aim bizi/

(But I’'m busy)
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Prepositions
at Jat/ /luk at dem/

(Look at them)
[fa/ &5z fa ju:/
(This is for you)
[fram/ /ai kam fram de|i/
(1 come from Delhi)
[av/ /a kap av ti:/
(A cup of tea)
Jtu/ /giv 1t tu a:Ba/

(Before a vowel) (Give it to author)
[ta/ /a1t ta m/
(Before a consonant) (give it to me)
Pronouns
You /ju/1 lia/ /vim daunt ju kam/
(Why don’t you come?)
[/ /aiv i a buk/
(Give me a book)
he it fiy fizf py /hiz not we|/
(He’s not well)
she My /wen iz i kamn/
(When is she coming?)
him fhim/ i/ / let im du: 1t/
(Let him do it)
her fha:/ fha/ [3:] [a/ / let a du:it/
(Let her do it)
them J/dem/ Bam/ [dm/ fam/ /m/ ja:sk dam ta [iiv/
(Ask them to leave)

Consonant cluster: A consonant cluster (sometimes known as a consonant blend) is a
group of consonants that appear together in a word without any vowels between them. When
reading clusters, each letter within the cluster is pronounced individually.

In English consonants are found to be clustered in word initial, medial and word final
positions. The consonant clusters/ sequence belonging to a single syllable are known as intra
syllabic clusters whereas the consonant clusters belonging to two different syllables in a
single word are known as inter-syllabic clusters. Thus, in linguistics, a consonant cluster also
known as consonant blend is a group of consonants which have no intervening vowels in
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between them. The maximum possibility of consonant cluster is three consonants in the
beginning and four in final position.

Some examples

Tray — /tr/ are clustered in word initially in a single syllable. Thus it is intra syllabic cluster.
Doctor-/kt/ are clustered word medially in two different syllable. Thus it is a inter syllabic
cluster

Apt-/pt/ are clustered word finally but in a single syllable.

Word Initial Clusters

If consonants are sequenced word initially, the cluster is known as word initial cluster.
a) CC cluster: It also has two subtypes. They are:

*One of /p, t, k, b,d, g, m,n, 1 a,f v, h, I/ +oneof/l, r, w, j/ as for example: play, prey,
cry, dry, view, etc.

/sl +one of Ip, t, k, f, m, n, I, w, j/. As for example, speak, sky, stick, snail, swim, skim,
Shrine, snakes, sticks, sphere, stair, skeet, slope, snow, etc.

b) CCC Cluster: In the word initial position three consonants occur together. The structure of
this cluster is the following:

/sl + one of /p, t, k/ + one of /I, r, w, j/ as for example,

Splash, Spring, Strong, Stupid, Screen, Square, Spurious, Screw, Skewer,

Word Final Clusters
The sequence of consonants in the final position of a word is called word final position
consonant cluster. The following types of word final consonant clusters can be found:

a) — CC Cluster: As for example, Slept, taps, caps, depth, jobs, robbed, books, looks, bags,
watched, draft, craft, graphs, etc.

b) -- CCC cluster: As for example, Pushed, gasp, ask, test, rest, camp, ramp, warmth,
terms, rent, dent, bench, pens, gulp, bulb, film, gold, sold, told, solve, etc.

c) — CCCC Cluster: As for example, Milked, tempt, arranged, whilst, jumps, months,
acts, amongst, texts, sixths, prompts, etc.

Word Medial Clusters

The cluster of consonants in the middle position of the word is called word middle consonant
cluster. There are two types of word medial consonant clusters. They are:

a) Intra-syllabic consonant cluster: The sequence of consonants in the word medial position
which belong to the same syllable is called intra-syllabic cluster. As for example, camping,
reply, windy, extra, etc.

b) Inter-syllabic cluster: If the consonant belonging to different syllables occurs together,
the cluster formed is called inter-syllabic cluster. As for example,

movement /vm/,

description /skr/

import /mp/

blackboard /kb/

extra /kstr/

Institute of Aeronautical Engineering ELCS Lab manual 37




Some more examples of consonant clusters
a) Nasal + stop — camp, bend, stamp, etc.

b) Nasal + fricative — length, warmth, terms, kings, etc.
c) Stop + stop — packed, begged, kept, tract, etc.

d) Stop + nasal — written, bitten, certain, etc.

e) Stop + lateral — middle, cattle, bottle, huddle, etc.

f) Nasal + affricate — change, bench, lunch, etc.

g) Fricative + stop — best, test, ask, draft, etc.

h) Lateral + fricative — health, wealth, solve, etc.

Vowel Sequences: Like consonant clusters, if two or more vowels occurring next to each
other in a single syllable with no intervening consonant, then it is called a vowel sequence. So
the combination of more than one vowel forms a vowel sequence. Sometimes, two pure
vowels are grouped together but sometimes a diphthong is sequenced with another pure
vowel. It should be noted that like pure vowel, a diphthong is also monosyllabic. Let’s see
some examples:

Vowel+sequence
sawing, being, doing, react, bluish, beyond

Diphthong+ Sequences

fai/ + /of

Buyer, flyer, quite, iron, hire, tyre
fau/ + /af

Bower, coward, flower, tower, ours, vowel
lei/+/a/

Player, betrayal, grayer

fou/+/a/

Grower, follower, thrower
/oi/+/a/

Employer, royal

Other Sequences across the words: In connected speech or across words, many other vowel
sequences can be found as,

| am/ai+ei/

Go out/ou+ au/

My own/ai+au/

Gray eyed/ei+ai/

Many such possibilities are found in connected speech.

Exercise

Identify the number of syllables in the following words and mark the accent.
1) English, 2) Examination, 3) Engineering, 4) Future, 5) Computer 6) Laboratory

Underline the tense markers in the following sentences.

1. When did you meet your wife?

2. My grandfather had lived in a small village in Italy when he was a child
3. The bank robber took the gun, threw it in the bushes and drove away

4. 1 ate the cake yesterday
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Write the plural forms for the following words.
1) Pencil, 2) Entry, 3) Half, 4) Marriage, 4) Stimulus, 5) Buffalo

Identify the weak forms in the following sentences and give their strong forms also.

. Give it to me!

. They were there in the corner, didn’t you see them?

. They can walk to school tomorrow, they’re old enough.
. They have been playing for two hours.

. Amithab Bachan

Identify the number of consonant clusters in the following words and write them the
space provided below.

1) Technique, 2) Cluster, 3) Instruct, 4) Scoundrel, 5) Squirrel

Activity sheet
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ICS LAB

SITUATIONAL DIALOGUES/ ROLE PLAY

A. Objectives

To make student familiar with the different roles he/she plays in day-to-day life
To develop confidence among students to speak in public
To develop the communication skills in formal and informal situations
To make students to identify the wrongly spelt words and to learn correct spelling and
usage
e Todevelop inter and intra personal communication skills of students
e To enable the students to make telephone conversations effectively

B. Content

Introduction: To learn a language we have various methods and approaches. The teacher
implements learner-centric methods for better learning. “Learning by practice” is mostly
preferred in the process of effective learning. A student learns through self-experiences when
the teacher provides an opportunity to learn by getting their mistakes corrected in a given
environment. Role play is one such method that creates a platform to improve the students’
speaking skills, non-verbal communication and contextual usage of language and makes them
understand how to face real life situations.

What is a Role-play?
Role-play is an activity where one would be given a role to play. Role play is any

speaking activity where you either put yourself into somebody else shoes or you may stay in
your own shoes but put yourself into an imaginary situation. In these speaking activities, the
student can assume the role of any one such as managers, chef, officers etc. and experience
the joy of learning by involving in the character chosen by him. While playing the role of
someone else, the student reflects either himself or the character. By being involved in the
character the student has to think in a broader way, correct his attitude and find facts and
responsibilities that are required for an ideal personality.

Role-play allows a student to prepare thoroughly for real life situation and paves a
way to think through the language at the initial stage. Later the student becomes confident in
framing structures/sentences grammatically correct and tries to get into the role.

Students learn best if objectives are clearly told. Students develop and practice new
language and behavioral skills by being involved in the roles given. They should be given
freedom to choose their own partners who he/she would feel comfortable with and are
essential for meaningful communication to take place. Students are asked to discuss on the
topic and choose their roles to frame dialogues. Each pair will be given 15 min to act out the
dialogue using expressions, gestures and posture. Students involve themselves in the roles
and understand the process of real life communication. At the end of the activity a student
would judge himself on the basis of teacher, peer group & through self evaluation.

Greetings
Hi, how are you?
Hello! What a surprise!
Hello! It’s nice meeting you again
How are things with you?
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e Wish I could have stayed longer, but | must run
e Good bye, see you again.

Enquiring/making request for help/seeking directions

Excuse me, could you help me please?

Is there a medical store close by?

Could I ask a favour of you?

I’m sorry to trouble you, but I need your help
Certainly, I shall be glad to help.

Thanks a lot/you very much

You’re most welcome

Complaining

e | regret to bring to your notice that some of the items supplied by you are of poor
quality.
I’m sorry to say this, but you are playing a loud music.
I have a complaint to make.
My new washing machine is not working.
I’d like to have the piece replaced.

Offering suggestions, to advise or to persuade

Stop using polythene bags immediately.

| suggest you repeat these expressions twice each.

Let’s repeat these expressions for practice.

You should repeat these expressions in order to perfect them.

Could I persuade to repeat the expressions as many times as possible?

Congratulate on an achievement, express sympathy and offer condolences

Congratulations!

You really deserve this honor.

Well done! Keep it up!

I’m sorry about what happened.

I’ve no doubt that you will do much better next time.
I just got the sad news.

It’s a great loss indeed.

Remember that we are all with you.

Extend invitations and accept or decline them
Accepting

There’s some good news.

I’ve completed my Ph.D.

I’m hosting a party this weekend.

I’11 be happy if you can join me along with your family.
Thank you for the invitation.

We’ll certainly make it.
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Declining

Thanks for your invitation.

I’m sorry; I may not be able to honor your invitation.
It’s disappointing that you won’t be joining us.

We all miss you.

Make apologies and respond to apologies

I must apologize for.....

I’m terribly sorry about.....

Please accept my sincere apologies.

It’s quite all right.

No need to feel sorry about it. These things do happen.

Introduce yourself....

Good morning/hello! /hi! my name is/ I'm
I’ve just joined

I’m from

I work for

I am the new

Introducing others...

Good morning all. I would like to introduce
Hello everybody, here is Mr. / Mrs

It’s my pleasure to introduce our today’s guest
| feel delighted to introduce Mr. / Mrs

It’s a great honor for me to introduce

I’m happy to introduce my friend.....

I’m proud of introduce my friend

Asking for people’s opinions and giving opinions to others

I’m convinced
I think.... /I believe..... /I feel .....
As far as I’'m concerned
What is your opinion about
What are your views on/about
Are you in favour of
DO’S
Understand and analyze the situation.
Identify your role and act accordingly.
Frame your sentences, questions and answers properly.
Be as natural as possible. Be yourself.
Check the posture and move a little.
Use your hands to express your point.
Maintain very good eye contact with the other person.

Make sure of shortened forms of words like ‘shan’t’, don’t etc., which are vital for
spoken form of language.

NN E
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9. Understand the question before answering.
10. Check your voice modulation, stress, intonation and speed.

DON’TS

1. Bein a hurry to say something.

2. Keep yourself detached from the given role.

3. Speak unchecked.

4. Puton an accent or look animated.

5. Plant yourself to a particular point, bend or move excessively.
6. Use your hands excessively.

7. Avoid eye contact; roll your eyes/stare continuously.

8. Read out the written form of communication.

9. Answer in urgency.

10. Be too fast/slow or shout unnecessarily.

ROLE PLAY-1.

A customer comes to a bank to apply for a bank loan and approaches the manager.
(Conversation between the Customer & the Manager)

Customer: Good Morning Sir.
Manager: A very good morning. Tell me how can I help you?

Customer: Sir, 1 would like to apply for a loan of 2 lakh Rupees.
Manager: Yeah sure, please fill this form. Do you have the required documents?

Customer: Yes, here they are. | brought all the documents you need.
Manager: We would verify these documents. If everything goes well, your loan will be
sanctioned in a week’s time.

Customer: Thank you Sir. Have a nice day!
Manager: A good day to you too!

Conclusion

Role-play improves speaking & listening skills. Students develop non-verbal
communication techniques. They learn to use appropriate language in real life
communication. By providing an opportunity for the students to create and participate in role-
plays, the instructors can gain knowledge of each student while the students can benefit
through increased interaction with the material and with each other. Role-play also motivates
the quiet students to learn by themselves in a more forthright way. Students benefit from
explicit feedback that focuses on the learning objectives that leads to learning experience.

Activity Topics
1. Riya requests her neighbour, Tina, to teach her how to bake a cake.

2. Bhargav is suffering from cold and flu. He goes to Dr. Bhatia for medication. Dr. Bhatia
examines Bhargav and prescribes the medication.

3. Suman works in an organization. She decides to open an account in a Bank, to save her
earnings. She meets the Manager of City Bank and enquires how to open an account and
deposit the amount.
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4. Swetha is new to the college. She wants Computer Graphics and Accountancy books from
the Library. You guide Swetha to find these books. Direct her to move to the racks to get
these books.

5. Raghu goes to the Manager with a request for a day’s leave.

Social and professional etiquette: Social etiquette can be defined as the mannerisms
and behavior to be observed in a society. There are certain common etiquettes to be observed
on any occasion.

1. Dress appropriately according to the occasion/event.

2. Greet in a polite manner.

3. Speak in a clear and understandable manner.

4. Do not make loud noise through laughter or speech etc.

5. Involve yourself in a friendly discussion with the people around you.
6. Do not interrupt while others are speaking.

7. Observe the dining table etiquettes strictly.

8. Maintain appropriate body language.

9. Thank the person/institution for hosting the occasion or the event.
10. Thank the people for inviting/accepting the invitation.

Telephone etiquettes

Do not let the telephone ring for the long time.

Understand that he might be not in a position to receive your call.

Before starting the conversation, greet the other person with an appropriate greeting.
Be polite while introducing yourself and while taking/giving information.

Do not use unparliamentary or objectionable language.

Thank the caller while closing the conversation.

Even while rejecting any favour or help, be polite in your language.

Attend the call without long pauses.

Finish the call and take leave formally.

Subject-verb Concord: Agreement of the subject with verb is called concord. The
subject of a sentence is a noun, pronoun, group of nouns or a group of words acting as a
noun. It may be a singular or plural. If the subject is a pronoun, it may be first, second or third
person.

The verb in a sentence must always agree with the subject in number and person. If
the subject is singular, the verb must be singular. If it is plural, the verb must be plural. In
case of a pronoun, being the subject, the verb must be in the same person as the pronoun.
Examples:

e She has three daughters
Here, she being singular and third person, has could agree with she.
e They are collecting donations for the poor.
Here, they being plural and third person, are agrees with subject they.

Rules for subject-verb concord

1. As a rule in the case of personal pronouns the third person singular, he/she/it take
singular verbs in all the tenses.
2. They which is the third person plural takes, a plural verb in all the tenses.
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The second person You takes a plural verb in all the tenses, even when it is singular.
The first person plural We takes a plural verb in all the tenses.
The first person singular | takes a singular verb with am, am going, was but takes a
plural verb when saying 1 go or I have gone.
. Where the sentence begins with There, the verb must agree with the real subject that
follows it.
Ex: There are three girls in the car.
There is lots sugar in the tin.
Nouns denoting food, clothing, furniture and stationary are singular and hence take a
singular verb.
Ex: Is stationery available here?
Has the food come?
. Whenever we say, ‘a pair of......” we give it a singular verb.
Ex: A pair of scissors is necessary for craft work.
. When used for quantity ‘a lot of.....", ‘plenty of..." take a singular verb. When used for
number, both these take a plural verb.
Ex: NEWS is always in the singular.
. If there are two subjects in a sentence the verb will be plural.
Ex: Anitha and Rekha are going to the cinema.
11. But if the two subjects are generally bracketed as one, the verb will be single.
EX: Bread and jam “makes’ a tasty snack.
12. If the subject and the verb are separated by a group of words, the verb must agree with
the subject.
EX: The girl, with several books in her hand, ‘is’ my daughter.
13. When the name of a country, a book or a film is denoted in a plural noun it still takes a
singular verb.
Ex: The United States is a powerful country.
14. People and Cattle are always in the plural.
Ex: People are getting tired of empty promises.
15. When a plural number is used for weight, distance and amounts of money as a single
figure or quantity takes a singular verb.
Ex: Two thousand rupees is a large amount.

Words often misused/misspelt or confused: Some words sound so similar, it's easy
to confuse or misuse them when writing. Computer spell check won't catch these mistakes!
Use this list as a reference whenever you're unsure about which word fits in the context.

Affect / effect

Effect is usually a noun that means a result or the power to produce a result: “The
sound of the falling rain had a calming effect, nearly putting me to sleep.” Affect is
usually a verb that means to have an influence on: “His loud humming was affecting
my ability to concentrate.” Note that effect can also be a verb meaning to bring about
or execute: “The speaker's somber tone effected a dampening in the general mood of
the audience.”

All right / alright

Although alright is widely used, it is considered nonstandard English. As the
American Heritage Dictionary notes, it's not “all right to use alright.”
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All together / altogether

All together is applied to people or things that are being treated as a group. “We put
the pots and pans all together on the shelf.” All together is the form that must be used
if the sentence can be reworded so that all and together are separated by other words:
“We put all the pots and pans together on the shelf.” Altogether is used to mean
entirely: “I am altogether pleased to be receiving this award.”

Allusion / illusion

Allusion is a noun that means an indirect reference: “The speech made allusions to the
final report.” lllusion is a noun that means a misconception: “The policy is designed
to give an illusion of reform.”

Alternately / alternatively

Alternately is an adverb that means in turn; one after the other: “We alternately spun
the wheel in the game.” Alternatively is an adverb that means on the other hand; one
or the other: “You can choose a large bookcase or, alternatively, you can buy two
small ones.”

Beside / besides

Beside is a preposition that means next to: “Stand here beside me.” Besides is an
adverb that means also: “Besides, I need to tell you about the new products my
company offers.”

Capital / capitol

The city or town that is the seat of government is called the capital; the building in
which the legislative assembly meets is the capitol. The term capital can also refer to
an accumulation of wealth or to a capital letter.

Cite / site

Cite is a verb that means to quote as an authority or example: “I cited several eminent
scholars in my study of water resources.” It also means to recognize formally: “The
public official was cited for service to the city.” It can also mean to summon before a
court of law: “Last year the company was cited for pollution violations.” Site is a
noun meaning location: “They chose a new site for the factory just outside town.”

Complement / compliment

Complement is a noun or verb that means something that completes or makes up a
whole: “The red sweater is a perfect complement to the outfit.” Compliment is a noun
or verb that means an expression of praise or admiration: “I received compliments
about my new outfit.”

Connote / denote

Connote is a verb that means to imply or suggest: “The word ‘espionage’ connotes
mystery and intrigue.” Denote is a verb that means to indicate or refer to specifically:
“The symbol for ‘pi’ denotes the number 3.14159.”

Convince / persuade

Strictly speaking, one convinces a person that something is true but persuades a
person to do something. “Pointing out that I was overworked, my friends persuaded
[not convinced] me to take a vacation. Now that I'm relaxing on the beach with my
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book, I am convinced [not persuaded] that they were right.” Following this rule,
convince should not be used with an infinitive.

Council / councilor / counsel / counselor

A councilor is a member of a council, which is an assembly called together for
discussion or deliberation. A counselor is one who gives counsel, which is advice or
guidance. More specifically, a counselor can be an attorney or a supervisor at camp.

Discreet / discrete

Discreet is an adjective that means prudent, circumspect, or modest: “Her discreet
handling of the touchy situation put him at ease.” Discrete is an adjective that means
separate or individually distinct: “Each company in the conglomerate operates as a
discrete entity.”

Disinterested / uninterested

Disinterested is an adjective that means unbiased or impartial: “We appealed to the
disinterested mediator to facilitate the negotiations.” Uninterested is an adjective that
means not interested or indifferent: “They seemed uninterested in our offer.”

Elicit /illicit
Elicit is a verb that means to draw out. Illicit is an adjective meaning unlawful. “No

matter how hard | tried to elicit a few scandalous stories from her, she kept all
knowledge of illicit goings-on discreetly to herself. ”

Emigrant / immigrant
Emigrant is a noun that means one who leaves one's native country to settle in

another: “The emigrants spent four weeks aboard ship before landing in Los
Angeles.” Immigrant is a noun that means one who enters and settles in a new
country: “Most of the immigrants easily found jobs.” One emigrates from a place; one
immigrates to another.

Farther / further

Farther is an adjective and adverb that means to or at a more distant point: “We drove
50 miles today; tomorrow, we will travel 100 miles farther.” Further is an adjective
and adverb that means to or at a greater extent or degree: “We won't be able to
suggest a solution until we are further along in our evaluation of the problem.” It can
also mean in addition or moreover: “They stated further that they would not change
the policy.”

Few / less

Few is an adjective that means small in number. It is used with countable objects:
“This department has few employees.” Less is an adjective that means small in
amount or degree. It is used with objects of indivisible mass: “Which jar holds less
water?”

Figuratively / literally

Figuratively is an adverb that means metaphorically or symbolically: “Happening
upon the shadowy figure, they figuratively jumped out of their shoes.” Literally is an
adverb that means actually: “I'm not exaggerating when I say I literally fell off my
chair.” It also means according to the exact meaning of the words: “I translated the
Latin passage literally.”
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Flammable / inflammable

These two words are actually synonyms, both meaning easily set on fire. The highly
flammable (inflammable) fuel was stored safely in a specially built tank. Use
nonflammable to mean not flammable.

Foreword / forward

Foreword is a noun that means an introductory note or preface: “In my foreword I
explained my reasons for writing the book.” Forward is an adjective or adverb that
means toward the front: “I sat in the forward section of the bus.” “Please step forward
when your name is called.” Forward is also a verb that means to send on: “Forward
the letter to the customer's new address.”

Historic / historical

In general usage, historic refers to what is important in history, while historical
applies more broadly to whatever existed in the past whether it was important or not:
“a historic summit meeting between the prime ministers;” “historical buildings torn
down in the redevelopment.”

i.e./e.g.

The abbreviation e.g. means for example (from Latin exempli gratia): “Her talents

were legion and varied (e.g., deep sea diving, speed reading, bridge, and tango

dancing).” The abbreviation i.e. means that is or in other words (from Latin id est):

“The joy of my existence (i.e., my stamp collection) imbues my life with meaning.”
It’s / its

It's is a contraction for it is, whereas its is the possessive form of it: “It's a shame that

we cannot talk about its size.”

Lend / loan

Although some people feel loan should only be used as a noun, lend and loan are both
acceptable as verbs in Standard English: “Can you lend (loan) me a dollar?” However,
only lend should be used in figurative senses: “Will you lend me a hand?”

lightening / lightning

Lightening is a verb that means to illuminate; lightning is a noun referring to the
electrical charges the cause flashes of light during storms: “The lightning struck,
lightening the sky.”

Passed / past

Passed is the past tense and past participle of pass. Past refers to time gone by; it is
also a preposition meaning beyond. “In the past decade, I passed over countless
opportunities; I was determined not to let them get past me again.”

Penultimate

Meaning “next to last,” penultimate is often mistakenly used to mean “the very last,”
or the ultimate: “The perfectionist was crestfallen when he was awarded the
penultimate prize; the grand prize went to another.”

Precede / proceed

The verb precede means to come before. Proceed means to move forward. “He
preceded me into the room; once | caught up with him I proceeded to tell him off.”
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Principal / principle

Principal is a noun that means a person who holds a high position or plays an
important role: “The school principal has 20 years of teaching experience.” Principal
is also an adjective that means chief or leading: “The necessity of moving to another
city was the principal reason I turned down the job offer.” Principle is a noun that
means a rule or standard: “They refused to compromise their principles.”

Stationary / stationery

Stationary is an adjective that means fixed or unmoving: “They maneuvered around
the stationary barrier in the road.” Stationery is a noun that means writing materials:
“We printed the letters on company stationery.”

Their / there / they're

Their is the possessive form of they; there refers to place; and they're is the
contraction of they are. “They're going there because their mother insisted they
become proficient in Serbo-Croatian.”

Who’s / whose

Who's is the contraction of who is. Whose is the possessive form of who. “Who's
going to figure out whose job it is to clean the stables?”

Your /you're

Your is the possessive form of you; you're is the contraction you are. “If you're
planning on swimming, then be sure to bring your life vest and flippers.”

Exercises

Prepare a role play between an education minister and a journalist about encouragement
for technical education.

. Write a telephone conversation between Class Teacher and a parent inquiring about
performance of his daughter in B.Tech.

Choose the correct verb form which fits in the sentence.

Some members of the teachers’ union (want, wants) to go on strike.

In the background (was, were) a big yellow sun.
Jane’s raincoat, with all the rips and tears, (provide, provides) little protection.
There (is, are) a lot of trees on our block.
Where (is, are) my keys?
One of the books (has, have) been missing.
None of my friends (was, were) there.
4. Fill in the blanks with the right options given below.
e Justin was for the big exam when he discovered it had been cancelled.
A) All ready B) Already
o Did you drive the cemetery on your way home?
A) Passed B) Past
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o The contestant said she wished for world

A) Peace B) Piece
e [Ifthe is nice, we’ll go to the park.
B) Weather B) Whether

6. Each of the following sentences includes one or more words that are misused.
Replace these misused words with the correct ones.

There are less problems then we had expected with the affects of the new process.

The counsel advised the committee to resolve the issue between themselves.

She complemented the researcher for his creditable description of how the defect
occurred.

The performance review process insures that employees are treated equitably.

If your understanding of the policy is different than mine, we must work out this
conflict among us.
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EXERCISE-III
CALL LAB

MINIMAL PAIRS

A. Objectives

To learn accent variations with reference to short and long vowels and consonants
To improve students’ identification and pronunciation techniques

To make students localize the minute differences in the pronunciation

To make the students understand the stress patterns of English

Recognizing rhythm in connected speech

Learning to develop voice quality

B. Content

Introduction: In phonology, minimal pairs are words that differ only by one phoneme, or
the smallest part sound that makes a difference in the meaning between words. That one little
vowel, consonant, or couple of consonants/vowels can make all the difference to a new
English speaker that is trying to communicate in English.

It is important that students first recognize the differences in the phonemes between
minimal pairs before they can produce them accurately.

As an example for English vowels, the pair "let" + "lit" can be used to demonstrate

that the phones [e] (in let) and [1] (in lit) do in fact represent distinct phonemes /e/ and /1/. An
example for English consonants is the minimal pair of "pat" + "bat". The following table
shows other pairs demonstrating the existence of various distinct phonemes in English. All
the possible minimal pairs for any language may be set out in the same way.

word 1 word 2 IPA 1/ IPA 2 note
pin  bin  /pn/ |/bin/

rot lot Irot/  /lot/
thigh thy /6ai/ |[dail

initial consonant

zeal  seal /zitl/ |/sitl/

bin bean /bzn/ /biin/
pen pan Ipen/ | Ipeen/
hat had /heet/ | /haed/ |final consonant

vowel

The above concept can be best understood by looking at the following list of examples.
Vowel Sounds

/1] and /i:/ (sit and seat)
/el and /1/ (desk and disk)
/el and /el/ (wet and wait)
/&l and /A/ (bat and but)
fau/and /2:/ (so and saw)
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/2 and /e/ (bad and bed)
[ a:/ and /3:/ (fast and first)

Consonant Sounds

/bl and /v/ (berry and very)
/b/ and /p/ (buy and pie)

/n/ and M/ (thin and thing)
/I/ and /r/ (alive and arrive)
/tI/ and /t/ (catch and cat)
/s/ and /I/ (see and she)

[f/ and /v/ (fan and van)

/f/ and /h/ (fat and hat)

/s/ and /B/ (sing and thing)
/fl and M/ (free and three)
fd/ and /d3/ (bad and badge)
/d3/ and /z/ (page and pays)
8/ and /2/ (with and whizz)

Initial consonant sounds

/f/ and /p/ (fast and past)
/k/ and /@/ (came and game)
/t/ and /d/ (two and do)

Final consonant sounds

/k/ and /a/ (back and bag)
/m/and /n/ (mime and mine)

/t/ and /d/ (hat and had)

Word accent and stress shifts

In English a syllable can be analyzed in terms of its segments which are also called
speech sounds. A syllable is a group of one or more sounds with the vowel sound as its
essential part. Words are made of syllables where each word can have any number of
syllables. We have monosyllabic words where there is only one syllable, disyllabic words
where there are two syllables each, tri-syllabic words where there are three syllables each,
and also words more than three syllables each.

Read the following words according to their syllable division

Monosyllabic words | Disyllabic words Tri-syllabic words | Tetra-syllabic
words

‘hat ‘stu-dy ‘ci-vi-lize Pho-to-‘gra-phic
‘run ‘to-day ‘re-co-llect a-‘me-ri-ca
‘phone a-‘llow De-‘ve-lop E-lec-‘tri-ci-ty
‘back ‘win-dow ‘re-la-tive Re-mar-‘ka-ble
‘cat ‘ex-pert ‘At-mos-phere ‘ma-chi-ne-ry
‘end ‘con-vent ‘re-se-llect a-‘vai-la-ble
‘boys ‘le-tter Lin-‘guis-tics Im-med-‘iate-ly
‘two ‘an-swer ‘Wan-ted-ly ‘lon-gi-tu-di-nal
‘heat ‘So-Iry ‘epi-so-de ‘Tan-ta-li-zing
‘set ‘per-fect ‘ob-jec-tion Le-xi-‘co-gra-pher

%)
o

PO INO O WIN
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Here are a few rules of word stress. These will help you to identify stressed syllable in
words.

1. Words with weak prefixes

Words with weak prefixes are accented on the root.
I a'rise, a'lone, a'loud, a'mount, a'bove, a'bout,
il. be'low, be'come, be'fall, be'tween

2. Words of two syllables

Words of two syllables ending in —ate,--ise/ize;-ct is stressed on the last syllable.
-ate: Nar'rate, Mi 'grate, De'bate, Lo'cate, Vi'brate

-ise: Chas'tise, Com'prise

-ize: Cap'size, Bap'tize

-ct: At'tract, Con'nect, De'pict, In'fect

3. Words ending in —ion — ie, -ical —ically, - ially, - ian, - ious, - cous

Words ending in —ion have the stress on the penultimate (i.e.., the last but one) syllable.

-ion: Appli‘cation, Civili'zation, Compo'sition, Conver'sation, Exami'nation Qualifi'cation,
Intro'duction, Con'gestion, Indi‘gestion

Words ending in —ic/ical/-ically,-ial/-ially,-ian have the stress on the syllable preceding the
suffix.

-ic: Apolo'getic, e'lectric, sympa'thetic, patri‘otic, scien'tific

-ical: Apolo'getical

-icilly: Apolo'getically

-ial: Me'morial, Of'ficial, Presi‘dential, In'dustrial

-ially: Of'ficially, 'Specially, Es'sentailly, Super ‘fically

-ian: Vic'torian, Elec'trician, Mu'sician, Poli'tician

Words ending in —ious, -eous have the stress on the penultimate (i.e., the last but one)
syllable.

-ious: 'Anxious, In'dustrious, In‘jurious, La'borious, Re'bellious, Vic'torious

-eous: 'Piteous, Cou'rageous, ‘Gorgeous, 'Hideous, 'Righteous, Advan'tageous

4. Words ending in —ate, -ise, /-ize,-fy-ity,-cracy,-crat,-graph,-graphy,-meter-logy,

Words of more than two syllables ending in — ate, -ise/ize,-ify are stressed on the ante-
penultimate syllable (i.e., third from the end)

-ate: 'Complicate, 'Separate, 'Educate, 'Cultivate

-ise, -ize: 'Colonise, 'Enterprise, 'Brutalize

-ify: "Justify, 'Classify, 'Beautify, 'Gratify, 'Modify

Words ending in —ity have the stress on the ante-penultimate syllable (ie, third, from the end)
-ity: A'bility, Elec'tricity, Pos'sibility, Ac'tivity, E'quality

5. Words ending in —crazy —crat have the stress on the ante-penultimate syllable (i.e., third,
from the end)

-crazy: Au'tocracy, De'mocracy, Tech'nocracy, bu'reaucracy

-crat: 'Autocrat, '‘Democrat, 'Plutocrat

6. Words ending in —graph, - graphy,-meter,-logy have the stress on the ante penultimate
syllable (ie, third from the end)

-graph: "autograph, ‘paragraph, ‘photograph
-graphy: pho'tography, spec'trography, bi‘ography
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-meter: ther'mometer, lac'tometer, di'ameter
-logy: psy'chology, bi'ology, zo'ology

Exercises
Write minimal pair word for the following.

Example: Cat-Cut
a) Heart-
b) Bad-
c) Good-
d) Sheer-
e) Mat-

Mark the accent for the following words

Pronunciation
Photography
Examination
Text
Democracy
Direct (V)
Product (N)
Terror
Entrepreneur
Above
Alone
Experience
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ICS LAB

DESCRIPTIONS, NARRATIONS, GIVING DIRECTIONS AND
GUIDELINES

Describing Objects/ Situations/ People

A. Objectives

To develop oral communication skills.

To become fluent in thought and speech

To enable students to describe with ease the physical attributes of a person, place or an
event.

To enable the students with good use of tenses

To make students familiar with the use of appropriate terminology in place of long
sentences

To develop the skill of using question tags

B. Content

Describing objects is one way of communicating information. By and large,
descriptions can range from general to specific, from qualitative to quantitative descriptions.
To be able to describe things properly, a good observation would have to be made and that
observation would have to be translated to communicable language. Communicating as a
process skill can be done in different ways.

Descriptions could either be qualitative or gquantitative. Both convey meanings but one is
more precise than the other especially if comparison is involved.

If you are describing anything to a person who is physically in front of you, you can
rely on non-verbal communication in addition verbal communication. But in a telephonic
conversation or writing you have to depend on verbal communication alone. And in video
conference, you have to depend on body language such as hand movements, eye contact,
posture and facial expression along with the verbal part of communication.

In case of an object you need to know what the object is, what is it useful for, what its
physical and technical features are and what its unique features are. While describing a
person, his nativity, achievements, personality and physical appearance are important. In the
same way while describing a process, one should mention what the process is, what it is
conducted for, what are the necessary equipment, steps involved and the results at every stage
that are essential to take up the task. And for describing a situation, details about what
happened, who were the persons involved, how it happened and what was the situation at that
point of time need to be mentioned.

For describing anything studying and understanding is very important. Collect
information related to the topic which you can use as supplement material. Then organize all
your ideas based on a proper thematic or chronological order. While organizing your ideas,
the following features should be kept in mind.

B.1. Important Features

Brevity: You should not use lengthy sentences and verbose vocabulary to describe anything.
Limit your words and use one word substitutes, idioms and phrases which directly
communicate a lengthy expression. Do not let your audience drown in the ocean of
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description. Do limit yourself to important and direct points that allow the reader or listener
to imagine and understand clearly. One word substitution, simple language and direct
sentences would lend brevity.

Clarity: Writer can get clarity of thought only with complete knowledge on the topic. Once
he/she is clear in his/her mind, clarity in description can be achieved through direct and
complete description of each stage that is well linked with the previous stages as well as the
stages that follow.

Factual Correctness: Experiment project or process should be done by yourself so that you
are aware of complete facts and figures of it. You ought to have thorough knowledge on the
result of each stage, so that you are giving factual information at every step. Don’t depend on
your imagination while describing anything as this might mislead the audience. Your
precision in expressing factual information will allow your audience to understand the topic
better.

B.2. Describing a process

(1) Face-to-Face: A process is a series of actions or operations done to achieve the end result.
Thus, it requires systematic, logical, and factual data along with the skill of narration. You
are expected to narrate a process in technical language that facilitates your listener not only to
comprehend the process of an experiment or a process but also help him repeat the same
with confidence.

Student must have complete knowledge about the entire process. You should organize the
entire process in a systematic manner. So, be careful with this and always highlight or repeat
the important steps or points. Prepare a caution list as part of process description and give it

to your audience at an appropriate time, either at the beginning, at the concerned step or at the
end.

You can adopt first person, second person or third person narration while writing the
description of a process, but whichever you select, stick to it and practice. If you forget any
important information, or want to give a specific caution you can add it as a note at the end of
the complete description. Writing a process has got its own advantage and disadvantage:
Advantage: You can write, edit and re-edit the information many times until you are satisfied
with your work. You can also take expert opinion if you think it can help you in any way.
Disadvantage: You cannot demonstrate anything physically and you cannot depend on non-
verbal communication aids. You have to express everything through words, yet be brief.

(i) Non-Verbal Communication: If you are describing a process through video conference
or in front of a listener, you can rely a lot on non-verbal communication. Arrange everything
earlier so that you are not running here and there, and, thus, creating a confusing, panic-
ridden atmosphere. Ensure complete and clear visibility to the audience while demonstrating
any process. Maintain eye contact with the audience as this gives you a good hold on the
listener. You need to concentrate on the demonstration and the audience simultaneously and
this needs practice.

B.3. Describing a Situation

Describing a situation requires good understanding of the situation. For this, you should study
and analyze the situation before-hand.
1. Gather information regarding the people associated with it and their relation to the
incident.
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Collect the information about the date and time of the situation.
Do a comprehensive survey of the facts and arrange them in order.

. Then gather information regarding the result or the outcome of the situation.

. Arrange all these facts in an order and present them using the same techniques which
you would use to describe a process.

B.4. Describing a person

You should gather as much information as you can about a person before describing
him/her. The information like nativity, identity, achievements, ideological association and
personality is needed. For example, if you set out to describe Vivekananda, you cannot do it
without mentioning his ideology, morality, contribution and personality. If you are describing
Badal Sarkar, you cannot complete it without mentioning his contribution to theatre, the
awards he won and his popularity. For describing a known person, his family and nativity are
important but for an unknown person whom you have seen in a train, bus or at the mall, you
have to depend on his physical appearance alone. If you can show any kind of
diagrammatical representation to the audience, it’s a welcome change. Otherwise, you should
use to your word power to describe a person. Following an order, being clear, brief and direct
would help the audience identify the person quickly and accurately.

B.5. Describing an Object

It is almost the same as describing a person.
1- Identify the object, its uses, its physical appearance, and its unique features.
2- Try to gather some information regarding its history and contemporary plans.
3- Demonstrate the object to your audience and clearly describe each part separately.
4- Though it is an object, logically connecting one aspect with another is very important
for the audience to understand it effectively.

Use proper language

Understand the medium through which you are describing something.

Use the necessary sentence linkers.

Give clarity.

Arrangement of facts should be in sequence.

Take care of non-verbal communication in face-to-face, video conference or TV
programme.

The focus on voice quality and clarity is a must on a telephone medium.

Be crisp and to the point.

Give accurate and updated information.

Don’ts

Use the same techniques for all media to describe something.

Use round about language.

Write complicated sentences.

Use ambiguous language.

Jumble ideas.

Show inappropriate body language.

Be in hurry to finish the matter without allowing the listener to understand it totally.
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8- Use long and ambiguous expressions.
9- Indulge in imaginative, emotional and impressionistic statements.

Vocabulary
Adjectives Used to Describe a Person

Tall Short Curly hair Long hair | Sharp nose | Middle-aged | Smart clothes

Fat Thin Short hair Wavy hair | Blunt nose | Teenage Tidy clothes

Fair Dark White hair Broom Well-built | In 40s Casual clothes
hair
Dull Pale Dark- eyed | Blue- eyed | Young In 50s Messy clothes

Faint slim Bright- eyed | Cat -eyed | Elderly Bald Bespectacled

Adjectives Used to Describe Physical Features of an Object

Curved Square Conical angular Cubed

Long Straight Rounded Jagged Flat
Rectangular Circular Small Tiny Oval-shaped
Big Spherical Irregular Sloped Tall

Verbs Related to Cookery, Food, etc.

Add Allow to set Bake Beat Balance Chill
Cook Defrost Fry Fold Garnish Grasp
Cover Heat loosen Melt Move Put
Remove Rest Sand Sprinkle Steady Thicken

Adverbs Used to Show the Position

In front of At the end of | At the edge Beneath Below
Outer & inner | Proximity Parallel Above Nearest
circle
Diagonally placed | Behind Vertical Vicinity Horizontal
At the corner Near Away Up Down

Verbs Used to Describe Events/Situations

Arrive Attack Arrest Begin Bend Reek
Burn Burst Change Complete Continue Crack
Crowd Decrease Design Double Dry Empty
End Finish Grow Hold Improve Increase
Jump Kill Line Make Open Reject
shrink Start Stick Stretch Take Tear

Verbs Related to Science and Technology

Attract Activate Blow Bounce Break Connect
Combine Code Condense Cool Charge Develop
Discharge Display Emit Elevate Express Expand
Extend Fill Fit Fluctuate Glide Incorporate
Ignite Induce Interrupt Innovate Indicate Install
Instruct Intensity Locate Make Maintain Precipitate
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Rotate Record Reduce Register Receive Recognize
Result Repel Scan Swing Service Trace
Transmit Transport travel Use Vaporize Operate

For Addition and Listing

Next So that Such that And then Neither-nor Either-or
Finally Also Again And Add Prefer to
Both Whether Because The more Therefore Over the time
For As Beside Moreover Since then Furthermore

For Contrasting and Comparison

In contrast Nevertheless | Even then | Likewise Resemble Unless
On the other hand | Like Similarly | Only Still However
In the same way So-as Just-as The same as | Though Although
In accordance with | Instead Yet But Contraryto | Then

For Time Relations

At that time At last At length As soon as Before After
Meanwhile after | A short time From-to For Until Till
During that time | Afterwards Since By From To

For Generalization and Conclusion

To summarize Otherwise Moreover Generally As arule

In short On the whole Therefore Hence Accordingly
As a thumb rule In conclusion Allin all In all On the whole
As a matter of fact | In brief Thus As a result To sum up

In a nutshell In word To conclude Altogether So

Some Illustrations

Describing a Process: Indian Chinese Noodles ingredients:

Noodles — 160z pkt (approx 500 gm), cooked per pkg instructions (al dente)
Sesame Oil — 1 Thsp

Oil — 2 Thsp

Garlic — 1 Tbsp, minced

Ginger — 1 Thsp, minced

Onion — 1 small, sliced

Carrot — 1 large, cut into matchsticks

Cabbage — 1.5 cups packed, shredded

Bell Pepper — 1/2 large, cut into strips

Baby Corn — 8, cut

Egg — 1 (optional)

Black Pepper — 1/2 tsp or to taste

Soy Sauce — 2 Thsp or to taste

White Vinegar — 1 Thsp

Hosin Sauce or any Chinese Sauce — to taste

Red Chilli Sauce (Sambal) — to taste

Green Onions — 2 stalks, cut diagonally — for garnishing
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Method

1. Cook noodles per package instructions (usually 3-4 minutes), drain, and rinse with cold
water and toss with 1 Thsp Sesame Oil. Keep aside.

Heat 2 Thsp Oil in a large wok style pan on HIGH heat.

Add Ginger and Garlic and cook for 30 seconds.

Add Onions and cook for 30 seconds.

Add Carrots and allow them to soften just a little.

Add Cabbage, Bell Pepper and Baby Corn. Toss well and cook for 1 minute.

Push veggies to one side of wok and break an egg in the pan.

Scramble the egg until cooked and mix together with the veggies.

. Add Black Pepper and mix.

0. Toss Noodles once before adding them to the pan.

1. Add White Vinegar, Soy Sauce, Hoisin Sauce and Red Chili Sauce. Mix well to coat all
noodles.

12. Taste and adjust any of the sauces.

13. Garnish with Green Onions and serve hot.

RRO0oOo~NOOThWN

Describing an Object

Example-1

Touch screen is a video display screen that receives an input from the finger touch.
The screen is covered with a plastic layer. There are invisible beams of infrared light behind
the screen. The user enters data by touching icons or menus on the screen. Most touch screen
computers use sensors to detect touch of a finger. Touch screen is commonly used in ATMs,

multinational companies etc.

Example-2

A trackball can be used as an alternative to a mouse. This device has buttons similar
to those on a mouse. It has a large rotating ball on the top. The body of the track ball is not
moved. The ball is rolled with fingers. The position of the cursor on the screen is controlled
by rotating the ball.

An advantage of the trackball is that it takes less space to move than mouse. Trackball
is often included in laptop computers. It can also be used as a separate input device along
with standard desktop computers.

Describing People
Example

Vanita: Hi mam! | am Vanita. | have recently joined in this college, could I know about our
staff?

Kavya: Ofcourse, the first cabin is for the HOD Dr. J. Animesh. He is a tall, slim, black-
eyed, Curly haired and a well natured person.

Vanita: And the next cabin?

Kavya: It’s Surana Sir’s. He is an elderly man, good natured and the senior most of all.
Vanita: Who is in the third cabin?

Kavya: It’s Subhashini mam. She is a friendly lady with a fair complexion. Three more
ladies are in that cabin MS. Lavanya a calm lady, MS. Madavi the youngest one in the
department and MS. Sahithi the thin lady.

Vanita: Thank you for the information. | have a class now. I will talk to you later.
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Describing a Situation

Example

My colleague was a sensitive person. She would keep a watch on who was saying
what to her, and build it up into something entirely different. This became very difficult for
everyone around her that finally a group of us decided to tell her to change her ways,or else,
leave.

She decided to leave, as she felt too hurt to cope with what had been said.
Although | do enjoy the sensitive side of life, | thank God everyday that I am not an
excessively sensitive person.

Exercises

Write a few short descriptive paragraphs describing the city transport, your College, your
friends, the place where you live, the market area etc.

Describing Objects

1. Refrigerator

2. Oven

3. A Telephone
4. Washing Machine
5. Wrist watch

6. A Rupee Coin
7

8

9

1

. Cell phone
Lap top

. Printer

0. Pen drive

Describing Places

1. Goa

2. Describe your college
3. Agra

4. Amritsar (Golden temple)
5. Ladakh
6. Your state
7. Kulu

8. Manali

9. Ooty

10. Araku Valley

Describing People

Your Principal
Mother Teresa
Nelson Mandela
Michael Jackson
Indira Gandhi
Sachin Tendulkar
Rabindranath Tagore
Amarthya Sen
Mahatma Gandhi

CoNoaR~LNE
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10. Subash Chandra Bose

Describing Events/Situations

Annual day of your college/school

A football match

Bike Racing

1% day in Engineering

Unforgettable day/moment

Day of your inter result

Describe how you spent your last birthday
Describe how you spent summer vacation
A Chess tournament

1.
2.
3.
4.
5.
6.
7.
8.
9.

Sequence of tenses

Tense (noun): a form of a verb used to indicate the time, and sometimes the continuation or
completion of an action in relation to the time of speaking.

Simple Forms

Present Tense: Present tense expresses an unchanging, repeated, or reoccurring action or
situation that exists only now. It can also represent Universal truth.

Example Meaning

Unchanging

The mountains are tall and white. .
action

Every year, the school council Recurring
elects new members. action

Pb is the chemical symbol for

Universal truth
lead.

Past Tense: Past tense expresses an action or situation that was started and finished in the
past. Most past tense verbs end in -ed. The irregular verbs have special past tense forms
which must be memorized.

Example Form

Regular -ed

W.W.II ended in 1945.
_— past

Ernest Hemmingway wrote "The |Irregular
Old Man and the Sea." form

Future Tense: Future tense expresses an action or situation that will occur in the future. This
tense is formed by using will/shall with the simple form of the verb.

The speaker of the House will finish her term in May of 1998.

The future tense can also be expressed by using am, is, or are with going to.
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The surgeon is going to perform the first bypass in Minnesota.

We can also use the present tense form with an adverb or adverbial phrase to show future
time.

The president speaks tomorrow. (Tomorrow is a future time adverb.)

Progressive Forms

Present Progressive Tense: Present progressive tense describes an ongoing action that is
happening at the same time the statement is written. This tense is formed by using am/is/are
with the verb form ending in -ing.

The sociologist is examining the effects that racial discrimination has on society.

Past Progressive Tense: Past progressive tense describes a past action which was happening
when another action occurred. This tense is formed by using was/were with the verb form
ending in -ing.

The explorer was explaining the lastest discovery in Egypt when protests began on the
streets.

Future Progressive Tense: Future progressive tense describes an ongoing or continuous
action that will take place in the future. This tense is formed by using will be or shall be with
the verb form ending in -ing.

Dr. Jones will be presenting ongoing research on sexist language next week.

Perfect Forms

Present Perfect Tense: Present perfect tense describes an action that happened at an
indefinite time in the past or that began in the past and continues in the present.This tense is
formed by using has/have with the past participle of the verb. Most past participles end in -
ed. Irregular verbs have special past participles that must be memorized.

Example Meaning

The researchers have traveled
countries in order to collect more significant
data.

Women have voted in presidential elections |Continues in the
since 1921. present

to  many At an indefinite

time

Past Perfect Tense: Past perfect tense describes an action that took place in the past before
another past action. This tense is formed by using had with the past participle of the verb.

By the time the troops arrived, the war had ended.

Future Perfect Tense: Future perfect tense describes an action that will occur in the future
before some other action. This tense is formed by using will have with the past participle of
the verb.

By the time the troops arrive, the combat group will have spent several weeks waiting.
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Perfect Progressive Forms

Present Perfect Progressive: Present perfect progressive tense describes an action that
began in the past, continues in the present, and may continue into the future. This tense is
formed by using has/have been and the present participle of the verb (the verb form ending
in -ing).
The CEO has been considering a transfer to the state of Texas where profits would be
larger.

Past Perfect Progressive: Past perfect progressive tense describes a past, ongoing action that
was completed before some other past action. This tense is formed by using had been and the
present perfect of the verb (the verb form ending in -ing).

Before the budget cuts, the students had been participating in many extracurricular
activities.

Future Perfect Progressive: Future perfect progressive tense describes a future, ongoing
action that will occur before some specified future time. This tense is formed by using will
have been and the present participle of the verb (the verb form ending in -ing).

Question Tags

A question tag is phrase that is added at the end of a statement in order to turn it into a
question or check that the statement is correct.
The following rules are used while framing question tags.

. After negative statements we use the ordinary interrogative.
Ex: They did not come yesterday, did they?
. After affirmative statement we use the negative interrogative.
Ex: They came yesterday, didn’t they?
The corresponding pronoun is used for the subject.
EX: The children are playing, aren’t they?
The ‘do’ form is used when the statement is in simple present or simple past tense.
Ex: Chinna speaks English fluently, doesn’t he?
We use “can you or could you™ after a request with an imperative.
Ex: Give me an example, could you?
The tag “will you” is used after imperatives starting with “don’t”.
EX: Don’t make noise, will you?
The tag “shall we” is used after suggestions starting with “Let’s”.
EX: Let’s have a cup of coffee, shall we?

One Word Substitutes

“One word substitutes” as the phrase indicates itself are the words that replace group of
words or a full sentence effectively, without changing the original meaning of the sentence or
phrases. Like the word “Autobiography” can be used in place of the sentence “The life story
of a man written by himself”. It is important to write precisely and speak in a single word. In
English language there are lots of single words for a group of words that can be used
effectively to make the writing to the point that too without losing the meaning of the context.

1. A speech by an actor at the end of a play = epilogue
2. A name opted by a writer = Pseudonym

3. Of unknown authorship = anonymous

4. Taking one’s own life = suicide
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. A person concerned with practical results = pragmatist
. A political leader who tries to stir up people = Demagogue
. Animals living on land and in water = Amphibians
. A person with long experience = veteran
. Atonement for one’s sins = repentance
. /A man of odd habits = Eccentric
. A person who derives pleasure by inflicting pain on others = Sadist
. A general pardon of political offender = Amnesty
. A person who is made to bear the blame due to others = Scapegoat
. A person who pays much attention to his clothes and appearance = Dandy
. A person hard to please = Fastidious
. A person who considers himself superior to others in culture and intellect = Highbrow
. A wishful longing for something one has known in the past = Nostalgia
. The art of cutting trees and bushes in to ornamental shapes = Topiary
. An associate in an office or institution = Colleague
. A person who believes in God = Theist
. A person who does not believe in God = Atheist
. Witty, Clever, Retort = Repartee
. A child who stays away from school without any good reason = Truant
. One who compiles a dictionary = Lexicographer
. One who does not care for literature and art = Philistine
. One who totally abstains from alcoholic drinks = Teetotaler
. A house for storing grains = granary
. A person who is neither intelligent nor dull(average) = Mediocre
. A person who dances to the tune of his wife = Henpecked
. Branch of medicine which deals with the problems of the old = Geriatrics
. Careful in performing duties = Punctilious
. A person who gives written testimony for use in a law court = deponent
. Equal in rank, merit or quality = Peer
. Indifference to pleasure or pain = Stoicism
. Using of new words = Coinage
. Fruit garden = Orchard
. Person who gives himself up to luxury and sexual pleasures = voluptuary
. One who is likable = Amiable
. One copies the writing of others = Plagiarist (Plagiarism)
. Journey to a holy place = Pilgrimage
. Worship of idols = Idolatry
. One who ruins statues of gods = Iconoclast
. One who is honorably discharged from service = Emeritus
. A place of ideal peace and happiness = Elysium
. Printed notice of Somebody’s death = Obituary
. A story in verse = Ballad
. One knowing everything = Omniscient
. One who is present everywhere = Omnipresent
. One who is all powerful = Omnipotent
. One who invents new things = Inventor/scientist
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Exercises

Put the verbs into the correct tense

. Look! Sara (go) to the movies.
. The handbag (be) very beautiful.
. When he (wake up) , his mother (already /prepare)
By the time the doctor (arrive) at the house the patient (die)
. Last week, Mary and Paul (go) to the cinema.
. While one group (prepare) dinner the others (collect) wood for the
campfire.
7. The car (break) down and we (have) to walk home.
8. Tomorrow I think I (start) my new project.
9. My friend (certainly/get) a good mark.
10. (you / ever / see) a whale?

Complete the sentences with the correct question tags.

1. Mr Sudhakar is an English Teacher, isn’t he?

2. The car isn't in the garage, ?
3. You are not Jagan, ?

4. She went to the library yesterday,

5. The trip is not so expensive, :
6. Mr. Pritham has been to Delhi recently,

7

8

9.

1

He can't speak English fluently,
Kamal Hansan is a dedicated actor,
You did not read the lesson,

0. It has been raining here,
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EXERCISE-IV
CALL LAB
INTONATION & COMMON ERRORS IN PRONUNCIATION

Intonation

A. Objectives

To enable student to speak with correct intonation and pronunciation
To make them identify the intention of speaker based on the intonation
To enable the students to familiarize themselves with the use of tone.
To avoid the common errors in pronunciation and intonation

B. Content

Introduction: In English, there are different tones that the English speakers use, and the ones
you must know are described here.

In previous chapters we dealt with the word stress in English language. In this
chapter, we will learn the intonation of English words and sentences. Intonation in English
cannot be compared with the intonation in any other language, and you need to learn the
tones and the logic behind them continuously as you are a foreign learner.

Pitch
The pitch of the voice is determined by the frequency of the vibration of the vocal

cords, i.e., the numbers of times they open and close in a second. The patterns of variation of
pitch of the voice (i.e., the fall or the rise) constitute the intonation of a language. If you say,
“Put it down!” with a falling tone, the pitch of your voice will move from a high level to a
low level. It can be illustrated thus:

Putit D

@)
W
N !

If you say the same sentence with a rising tone, the pitch of your voice will move from low
to high, as shown below:

N !
W
@)
D
Put it

Types of intonation: Based on the variations and purposes of interaction between people, the
intonation can be divided into five types. They are:

1. Falling intonation (the glide-down)
2. Rising intonation (the glide-up)

3. Falling-Rising intonation

4. Rising-Falling intonation
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5. Neutral (level) intonation

1. Falling intonation (1)

The falling tone is sometimes referred as the glide-down. It consists of a fall in the pitch of
the voice from a high level to a low level. It is marked with ()

The falling tone is normally used in,

I.  Ordinary statements made without any implications.
a. | 'liked it ‘very much.
b. It was 'quite good.

ii.  Questions beginning with a question — word, such as what, how, where, why, etc.
When said in a neutral way.

a. '‘Who were you talking to?
b. 'What’s the matter?
ii.  Commands
'‘Go and 'open the window
. ‘Take it away.

Exclamations
'splendid!

‘How extra ordinary!

Question tags: When the speaker expects the listener to agree with him,
It’s pleasant today, isn’t it?
It was a 'good film, wasn’t it?

Rhetorical questions
'Isn’t that kind of her?
'Wasn’t that a difficult exam?

2. Rising intonation (* )

The rising tone is sometimes referred to as the glide —up. It consists of a rise in pitch of
the voice from a low level to a high level. It is marked (f). It is normally used in,

a. Incomplete statements
a. It‘s 'seven o clock. (And she hasn’t got up as yet)
b. I’ll 'buy you a dress. (If I go there)

b. Polarity type questions which demand a yes/no answer.
a. 'Are they coming?
b. 'Will you do it?

c. Non-polarity (wh-type) questions when said in a warm/friendly way.
a. 'How’s your daughter?
b. '"What’s the matter?

d. Polite requests.
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a. ‘Go and 'open the window
b. 'Take it away

e. Alternative questions.
a. Do you like tea, coffee, or coke?
b. 'Shall we drive or go by train?

f. Enumeration.
One, two, three, four, five.

g. Greetings, parties, apologies, encouragement.
a. Hello!
b. 'Good bye
c. I’'m so sorry

3. Falling-Rising intonation: (v )

This combines the effects of the fall with any of the meaningful attitudes associated with
the rise. Very often there is an implied meaning associated with it, wherein the speaker
implies something without necessarily putting it in two words. Something is left unsaid. The
unexpressed implication usually begins with a ‘but’. It consists of a fall from a high pitch to a
low pitch and then a rise towards the middle of the voice. This tone can be used either on one
syllable or different syllables of a word or sentence.

For example, during a match-making process, if a boy is asked if he liked the girl he had seen
and if he says...
“She is beautiful...
It can be illustrated like this,
1. That was
n

y of them.

If the fall is on one syllable and the rise begins on a later syllable, it is referred to as a divided
fall-rise.

Sentence three is an example of this:

1. The fall rise can be marked in two ways. If the tone is used on one syllabus it is marked
()
Eg: \/seventy
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2. If the tone is used on different syllabus of a word it is marked (> )
Eg. Seventy

If the fall-rise is used on two different words in a sentence, it is marked as in the
following
Eg: ‘That was Vnice.

. The fall-rising tone is normally used for special implications not verbally expressed. For
example if you say,

She’s Vbeautiful
You imply something — Perhaps that she is beautiful, but not intelligent.
Consider the following examples in which the falling — rising tune is used to convey special
implication, eg:

a. Iam Vwaiting. (so do hurry up)

b. I haven’t much appetiVte. (but I’ll join you to be polite)

C. The houses are nVice. (but perhaps the people are not)

4. Rising-Falling intonation (™)

This shows special interest, sometimes with a bit of suspicion, irony, sarcasm, humour or
surprise. Here are few examples.
Eg:

Raj: Anil, our tail ender, has hit a centuray.

Anil: ~Did he!

When genuinely impressed by something, this tone is used.
Eg:
She is a “marvelous teacher
Sometimes the same tone can be used to convey sarcasm too.
Eg:
What a ~fantastic lecture. Neither did she know what she was teaching, nor did we.

Anyway, rising-falling tone is not considered to be an important tone, as it is rarely used
and as such it is not necessary to acquire this tone and teach it.

Neutral (level) intonation (—)

Level tones belong to the rising tones in the meaning they convey. The most
commonly used level tone is the mid level.

If the tones correspond to the sentence types as discussed in the previous pages. We
call it neutral tone. If there is any variation, we call it marked. For example, commands
take a falling tone. It is neutral. But if a rising tone is used, it is marked.

Eg:
\Sit down and do as | say (neutral)

ASit down and do as | say (marked)
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Common errors in pronunciation

Introduction: Proper English pronunciation can be a big problem for some ESL learners and
more difficult for some students than for others. A student’s native language determines, for
the most part, the degree of difficulty and the types of difficulties students will have. ESL
students whose native language is not English have a much harder time than those whose
native language is English, Spanish, Portuguese or French. But despite the differences
between countries, there are certain mistakes that are the most common among ESL students
all over the world. Here, we will see not only the problems in pronunciation, but also how to
overcome them.

Don't say: acrossed | Do say: across
Comment: It is easy to confuse "across" with "crossed" but better to keep them separate.

Don't say: Old-timer's disease | Do say: Alzheimer’s disease
Comment: While it is a disease of old-timers, it is named for the German neurologist, Dr.
Alois Alzheimer.

Don't say: Antartic | Do say: Antarctic
Comment: Just think of an arc of ants (an ant arc) and that should help you keep the [c] in
the pronunciation of this word.

Don't say: athelete, atheletic | Do say: athlete, athletic
Comment: Two syllables are enough for "athlete."

Don't say: bob wire | Do say: barbed wire
Comment: No, this word wasn't named for anyone named "Bob;" it should be "barbed wire,"
although the suffix -ed, meaning "having," is fading away in the U.S.

Don't say: a blessing in the skies | Do say: a blessing in disguise
Comment: This phrase is no blessing if it comes from the skies. (Pronounce it correctly and
help maintain the disguise.)

Don't say: cannidate | Do say: candidate
Comment: You aren't being clever to drop the [d] in this word. Remember, it is the same as
"candy date.” (This should help guys remember how to prepare for dates, too.)

Don't say: close | Do say: clothes
Comment: The [th] is a very soft sound likely to be overlooked. Show your linguistic
sensitivity and always pronounce it.

Don't say: coronet | Do say: cornet
Comment: Playing a crown (coronet) will make you about as popular as wearing a trumpet
(cornet) on your head; reason enough to keep these two words straight.

Don't say: diptheria | Do say: diphtheria
Comment: The "ph" in this word is pronounced [f], not [p].

Don't say: doggy dog world | Do say: dog eat dog world
Comment: The world is even worse than you think if you think it merely a "doggy-dog
world.” Sorry to be the bearer of such bad news.
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Don't say: drownd | Do say: drown
Comment: You add the [d] only to the past tense and past participle.

Don't say: elec'toral | Do say: e'lectoral
Comment: The accent is on the second, not the third, syllable and there is no [i] in it; not
"electorial.” (By the way, the same applies to "mayoral™ and "pastoral.")

Don't say: excape | Do say: escape
Comment: The good news is, if you say "excape," you've mastered the prefix ex- because its
meaning does fit this word. The bad news is, you don't use this prefix on "escape.”

Don't say: excetera | Do say: et cetera
Comment: Latin for "and" (et) "the rest" (cetera) are actually two words that probably should
be written separately.

Don't say: fedral | Do say: federal
Comment: Syncopation of an unaccented vowel is fairly common in rapid speech but in
careful speech it should be avoided.

Don't say: fisical | Do say: fiscal
Comment: In fact, we don't seem to like any consonants together. Here is another word, like
athlete and film that is often forced to swallow an unwanted vowel.

Don't say: foilage | Do say: foliage
Comment: Here is another case of metathesis, place-switching of sounds. Remember, the [i]
comes after the [I], as in related "folio."

Don't say: forte | Do say: fort

Comment: The word is spelled "forte" but the [e] is pronounced only when speaking of
music, as a "forte passage.” The words for a strong point and a stronghold are pronounced the
same: [fort].

Don't say: heighth | Do say: height

Comment: The analogy with "width" misleads many of us in the pronunciation of this word.
‘erb herb Does, "My friend Herb grows 'erbs,” sound right to you? This is a U.S. oddity
generated by the melting pot (mixed dialects). Initial [h] is always pronounced outside
America and should be in all dialects of English.

Don't say: hi-archy | Do say: hierarchy
Comment: Remember, hierarchies go higher than you might think. This one is pronounced
"higher archy" and not "high archy."

Don't say: in parenthesis | Do say: in parentheses
Comment: No one can enclose an expression in one parenthesis; at least two parentheses are
required.

Don't say: irregardless | Do say: regardless

Comment: "-Less" already says "without" so there is no need to repeat the same sentiment
with "ir-." idn't isn't Again, the struggle of [s] before [n].

Don't say: jewlery | Do say: jewelry
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Comment: The root of this word is "jewel" and that doesn't change for either "jeweler" or
"jewelry." The British add a syllable: "jewellery"

Don't say: lambast | Do say: lambaste

Comment: Better to lambaste the lamb than to baste him remember, the words rhyme. "Bast"
has nothing to do with it.

Don't say: libel | Do say: liable
Comment: You are liable for the damages if you are successfully sued for libel. But don't
confuse these discrete words.

Don't say: long lived | Do say: long-lived

Comment: This compound is not derived from "to live longly" (you can't say that) but from
"having a long life" and should be pronounced accordingly. The plural stem, live(s), is always
used: "short-lived," "many-lived," "triple-lived."

Don't say: miniture | Do say: miniature
Comment: Here is another word frequently syncopated. Don't leave out the third syllable,

[a].

Don't say: mute | Do say: moot
Comment: The definition of "moot™ is moot (open to debate) but not the pronunciation:
[mut] and not [myut].

Don't say: mis‘chievous | Do say: mischievous

Comment: It would be mischievous of me not to point out the frequent misplacement of the
accent on this word. Remember, it is accented the same as mischief. Look out for the order of
the [i] and [e] in the spelling, too and don't add another [i] in the ending (not mischievious).

Don't say: off ten | Do say: often

Comment: The [t] was silent in the pronunciation of the word "often™ until circa 19th century
English when more people became able to write and spell. Today the [t] is widely
pronounced in England, the British Isles, Australia and in some regions of the U.S. Most U.S.
dictionaries show both pronunciations, frequently showing the unspoken [t] as the most
preferred.

Don't say: ordinance | Do say: ordnance
Comment: You may have to use ordnance to enforce an ordinance but you should not
pronounce the words the same.

Don't say: parlament | Do say: parliament
Comment: Although some dictionaries have given up on it, there should be a [y] after [I]:
[pahr-lyé-mént]

Don't say: pottable | Do say: potable
Comment: The adjective meaning "drinkable” rhymes with "floatable" and is not to be
confused with the one that means "capable of being potted."

Don't say: perscription | Do say: prescription
Comment: Same as above. It is possible that we simply confuse "pre-" and "per-" since both
are legitimate prefixes.
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Don't say: prespire | Do say: perspire

Comment: "Per-" has become such a regular mispronunciation of "pre-," many people now
correct themselves where they don't need to.

Don't say: pronounciation | Do say: pronunciation

Comment: Just as "misspelling” is among the most commonly misspelled words,
"pronunciation” is among the most commonly mispronounced words. Fitting, no?

Don't say: prostrate | Do say: prostate
Comment: Though a pain in the prostate may leave a man prostrate, the gland contains no

[r].

Don't say: Realator | Do say: Realtot
Comment: As you avoid the extra vowel in "masonry,” remember to do the same for
"realtor,” the guy who sells what the mason creates.

Don't say: silicone | Do say: silicon
Comment: Silicon is the material they make computer chips from but implants are made of
silicone.

Don't say: snuck | Do say: sneaked
Comment: | doubt we will get "snuck™ out of the language any time soon but here is a
reminder that it really isn't a word.

Don't say: suit | Do say: suite
Comment: If you don't wear it (a suit [sut]), then it is a suite [sweet], as in a living room
suite or a suite of rooms.

Don't say: supremist | Do say: supremacist
Comment: This word is derived from "supremacy,” not "supreme.” A supremist would be
someone who considers himself supreme. You know there is no one like that.

Exercises

Identify and mark the tone in the following statements.
1. Come here. (Command)
2. Could you open the window, please?
3. How dare you to enter into my room without my permission?
4. |am going.
5. Did you remember to buy the milk?
6. Where did you buy that?
7. Thisis our college.

8. Did you attend the classes yesterday?

9. Switch off all the fans and lights.

10. It is a wonderful weather today. Isn’t it?
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ICS LAB
EXTEMPORE PUBLIC SPEAKING

A. Objectives

To develop confidence among students to speak in public

To learn the use of body language and improve verbal message

To gain experience in extemporaneous speaking or a prepared oral presentation

To learn the use of body language and improve verbal message

To enable students to know the effectiveness of direct speech and voice patterns

To enhance students’ language skills by using idioms and phrases

To make them understand the errors and how to overcome the same in connected speech

B. Content

Introduction: Extempore is a stage performance which is carried out without preparation of
any kind. This term is mostly used while referring to speech and poetry discussions. The
other commonly used names for extempore speeches are impromptu speaking, improvised
speaking and extemporaneous speaking.

Speaking without any preparation of any kind in front of a huge audience can give creeps to
anyone. There are many times when we are expected to speak out of our knowledge and
without prior preparations. Here are some tips to help you given an extempore speech without
any hurdles.

1. Focus on one point: Talking in general is an easy task, but becomes tough when you

have to talk about a particular topic. Any topic on which you need to talk about would
have certain main areas. Understand that you will not be able to cover all the points in a
speech, therefore concentrate on a single point and take it forward.

Limit your speech to your knowledge: Many people tend to talk a little more without
having any prior information. Talking for the sake of talking does not yield any results. It
is always important that you talk as far as you know correctly about the topic and nothing
more.

Do not memorize: Memorizing information only leads to it being stiff and less
conversational. Memorizing will also result you in forgetting a point and getting stuck in
a particular place, which can be avoided by impromptu speaking.

Focus on opening and closing statements: The opening and closing statements decide
on how the audience welcome your speech. Making an impact which can keep them
glued to your speech with your opening statement and remembering your speech by the
closing statement is important.

Impromptu speech is better developed by constant practice. Confidence is the key to help
you develop this method of communication to a large audience.

Extempore / Group Discussion is one of the processes in shortlisting the candidates in the
B-schools.
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Topics for practice

* Before criticising anyone, put yourself into their shoes
* Population explosion

* Flyovers

* Indian tourism

* Tough conditions don’t last, tough men do

* Is it possible to implement ‘one child’ policy?
* Foreign channels are a threat to our culture

* Kashmir issue — can it be solved

* Privatization of universities

* Advantages of vegetarianism

* What are the winning ways of success

* Mobile tech: boon on bane

* Positive attitude

* Does fashion influence Indian culture?

* Pride & prejudice spoil relationship

* China, the next world power

*IT jobs on the rise

* Parents are demanding on their children

* Globalization

* Should India pursue dialogue with Pakistan?
* Real learning takes place through experience

Active and Passive voice

Of all the effects created by writers, none is more important or elusive than that
quality called "voice." Good writers, it is said time and again, want to "find" their voice. And
they want that voice to be "authentic,” a word from the same root as "author" and
"authority.” But what is voice, and how does the writer tune it?

Active voice: The active voice means the person who performs the action is the subject of the
verb. The active voice is used to indicate that the grammatical subject of the verb is
performing the action or causing the happening denoted by the verb.

Passive voice: The passive voice means the verb forms which are used when the subject
refers to someone or something that does not perform the action but is affected by the action
of the verb. The passive voice is used to indicate that the grammatical subject of the verb is
the recipient (not the doer) of the action denoted by the verb.

Definition

English has two voices: active and passive. The active voice is used when the action is done
by the subject: The dog ate my homework.

The passive voice (BE + V+-ed/-en/-t) is used when the action of the sentence is not being
done by the subject: My homework was eaten by the dog.

The passive is formed with any time frame of the verb TO BE + the PAST PARTICIPLE.
The passive voice is often used:

o to describe artistic, scientific and literary endeavors:
The Mona Lisa was painted by Leonardo Da Vinci.
Research is now being done on a cure for this disease.
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« to explain directions and procedures:

The game of Monopoly can be played by two to four players.

« to describe legal and governmental matters and to avoid placing direct blame:

Reports on several new gun laws were being discussed. When active sentences have verbs
with direct objects (are transitive), they can become passive:

She is reserving a table. A table is being reserved.

My stereo has been stolen
by a thief.

Errors using the passive voice often occur when students do not |Correct:
edit for subject-verb agreement, omit the verb TO BE, or use the \Legends have been passed
incorrect form of the past participle. down.

The lecture will be
Incorrect: delivered by a famous
Legends has been passed down. professor tomorrow.
The lecture delivered by a famous professor tomorrow. The missing man was last
The missing man was last seeing at a park. seen at a park.

A thief stole my stereo.

Common errors in English

English writing is an art which requires a lot of writing practices. It demands correct
grammar, spellings and uses of appropriate words to communicate the feelings and thoughts
as well as other information. Mostly peoples use correct grammar and spelling but several
times they make some errors which are mostly done by other peoples also. We can define
these errors as common grammatical errors or common writing errors in English. These
should be avoided in writing to write an impressive content or language. These are as
follows:

Use of main verb and helping verb: This is most common error after error of coma which
can be seen anywhere and everywhere. Often helping verb does not support the used main
verb which changes the meaning of sentence and creates confusion. Sometimes peoples do
not use the correct form of main verb which also changes the meaning of language and
misguides to the reader or hearer. We can also take passive sentences as examples of
mismatching of main verb and helping verb where use of wrong form of main verb and
helping verb interprets the false statement.

Mismatch of subject and helping verb: This is another error related to the use of verb
which occurred several times. Generally it happens when either subject is singular and verb is
plural or subject is plural and verb is singular. Although it does not interpret wrong meaning
but generates confusion about the subject and verb.

Use of pronoun: Pronoun error is also an error which has been done by maximum peoples
especially in the number of nouns likewise singular pronoun should be used for singular noun
and plural pronoun should be used for plural noun.

Use of comma or separation/conjunction word: Comma is an important character of
languages which can change the meaning of a sentence, if it is not used at right place.
Comma is used to differentiate two interrelated sentences without breaking them into two
sentences. It is used in several forms as comma, semi-colon, colon and replacing with the
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suitable word, transitional word or conjunction such as and, but, for, yet, however, moreover,
nevertheless, instead, rather than, otherwise, therefore, also, as well as, either, or, after,
before, although, unless, as, if, because, when, while, until and so on.

Use of Apostrophe: Apostrophe is used to show ownership or possession of something.
Sometimes it is also used to indicate the helping verb as example it is may be written as it’s.

Use of wrong words: It happens due to lack of knowledge of dictionary. Often the students
do not know that which word should be used and they write other word which does not
justify the sentences and their thought. It can be sort out after having a sound knowledge of
words and their interpretational uses. Here are some examples for wrong word usage:

Wrong: I have visited Niagara Falls last weekend.
Right: I visited Niagara Falls last weekend.

Wrong: The woman which works here is from Japan.
Right: The woman who works here is from Japan.
Wrong: She’s married with a dentist.

Right: She’s married to a dentist.

Wrong: She was boring in the class.

Right: She was bored in the class.

Wrong: | must to call him immediately.

Right: I must call him immediately.

Wrong: Every students like the teacher.

Right: Every student likes the teacher.

Wrong: Although it was raining, but we had the picnic.
Right: Although it was raining, we had the picnic.
Wrong: I’ve been here since three months.

Right: I’ve been here for three months.

Wrong: You speak English good.

Right: You speak English well.

Wrong: I didn’t meet nobody.

Right: I didn’t meet anybody.

Idioms and Phrases: Idiom is an expression whose meaning is different from the
meaning of individual words. It can either be one word or a group of words which when used
together have a different meaning from the literal meaning of its component words. Usually
idioms are special to one language and cannot be translated word for word.

Phrase is a group of words that are used together in a fixed expression. Phrasal verb is
a combination of words that is used like a verb and consists of an adverb and adverb or
preposition.

Examples: 'Take off', 'do away with'
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Here is the list of some idiomatic expressions.

\Idiom HDefinition/TransIation \
"At the drop of a hat” |Without any hesitation; instantly. |
"Burn the midnight|To work late into the night, alluding to the time before electric
oil” lighting.

"Beat around the|[To treat a topic, but omit its main points, often intentionally or to
bush” delay or avoid talking about something difficult or unpleasant.

"Pull somebody’s leg” \To tease or to joke by telling a lie.

"Bite off more than one
can chew”

"Get bent out of
shape”

"Cut the mustard” | To succeed; to come up to expectations.
"Screw the pooch” HTo screw up; to fail in dramatic and ignominious fashion.
"Bust one's chops” HTo say things intended to harass.

"Let the cat out of the
bag”

“Cut the cheese” [To pass gas, fart, break wind

"Hit the road” [To leave.

"Have a blast” [To have a good time or to enjoy oneself.
"Hit the sack” [To go to bed.

To further a loss with mockery or indignity; to worsen an
unfavorable situation.

"Thumb one's nose” \To express scorn or to disregard.

To escape a situation of responsibility, obligation, or (less frequently)
danger.

"Bite the bullet” [To endure a painful or unpleasant situation that is unavoidable.
“Cold shoulder” |[To display aloofness and disdain.
"Call it a day” [To declare the end of a task.

"Trip the light
fantastic”

"Put the cat among the
pigeons”

"Chew the fat” [To chat idly or generally waste time talking.
"Shoot the breeze” HTo chat idly or generally waste time talking.
"Clam up” HTo become silent; to stop talking, to shut up.

"Take the biscuit
(UK)”

"Take the cake (US)” ||To be especially good or outstanding.
"Split the whistle” | To arrive just on time.
"By the seat of one's|[To achieve through instinct or do something without advance|

To take on more responsibility than you can manage.

To take offense; to get worked up, aggravated, or annoyed

To reveal a secret.

"Add insult to injury”

"Off the hook”

To dance

To create a disturbance and cause trouble.

To be particularly bad, objectionable, or egregious.
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ldiom

|Definition/Translation

lpants”

|preparation.

"You can that

again”

say

That is very true; expression of wholehearted agreement

"Have eyes in the back
of one's head”

Someone can perceive things and events that are outside of their field
of vision.

“‘Cat nap”

[Short sleep.

"Spill the beans”

|Reveal someone's secret.

"Basket case”

HOne made powerless or ineffective, as by nerves, panic, or stress.

"Right as rain"

Needed, appropriate, essential, or hoped-for and has come to mean
perfect, well, absolutely right.

"By the skin of one's
teeth”

Narrowly; barely. Usually used in regard to a narrow escape from a
disaster.

"From scratch / to
make from scratch”

Make from original ingredients; start from the beginning with no
prior preparation

"Drop a dime”

IMake a telephone call; to be an informant.

"Barking up the wrong
tree”

Looking in the wrong place.

"All ears”

HListening intently; fully focused or awaiting an explanation.

"Fit as a fiddle”

In good physical health.

"Under the weather”

|Feel sick or poorly

"Kick the bucket”

| Euphemism for dying or death.

"Sleep with the fishes”

Euphemism for dying or death.

"Don't have a cow”

|Don't overreact.

"Off one's rocker"

"Off one's trolley" or

Crazy, demented, out of one's mind, in a confused or befuddled state
of mind, senile.

"From Ato Z”

|Covering a complete range; comprehensively.

"All thumbs”

[Clumsy, awkward.

"Through thick and
thin”

Both good and bad times.

"A dime a dozen”

Anything that is common, inexpensive, and easy to get or available
anywhere.

"Chink in one's armor”

An area of vulnerability

"For a song”

|Almost free. Very cheap.

"A bitter pill”

|IA situation or information that is unpleasant but must be accepted.

"Break a leg”

|A saying from the theatre that means "good luck."

"Achilles' heel”

HA metaphor for a fatal weakness in spite of overall strength.

"Couch potato”

IA lazy person.

"Piece of cake”

A job, task or other activity that is pleasant — or, by extension, easy
or simple.

"Ace in the hole”

IA hidden or secret strength or unrevealed advantage.
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Exercises

Give an extemporaneous speech on the following topics
e Is knowledge more important than wisdom?

If you could meet a world leader, who would it be and why?
If you could change one event in history, what would it be and why?
What word best describes your personality and why?
How would your life be different if you had been born the opposite gender?
What would you do with one million dollars?
With whom in your family are you attached most?

Identify the voice used in following and change to active/passive voice.
e They often music. (listen to)
Chandu Mathematics. (teach)
Lots of houses by the earthquake last month. (destroy)
The bus driver before week. (hurt)
You dolphins here before two weeks. (see)
They a song yesterday at 5.00. (sing)
Henry Ford the assembly line in 1976. (invent )
She an e-mail at the moment. (read)
We our homework last Sunday. (do)

Choose the appropriate word to complete the meaning of the idiom.
All the promises these politicians make are just in the sky.
The small amount of money donated is just a drop in the compared to the large
sum of money needed.
| had to face the all by myself although I was not the only responsible for the
problem.
He has been successful in his life. He went from to riches.
He spends his time drinking and watching TV. He's no to man or beast.
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EXERCISE: V

CALL LAB

NEUTRALIZATION OF MOTHER TONGUE INFLUENCE AND
CONVERSATION PRACTICE

A. Objectives

To develop the students pronunciation skills

To make students understand the influence of mother tongue on English pronunciation
To get them familiar with the correct ways of pronunciation

To develop the knowledge of accent neutralization.

To prepare the students to overcome the problems of mother tongue influence

B. Content

Introduction: The basic criteria of communication or accent are that one should understand
what the other person is saying and vice versa. Communication is a crucial part of
globalization. This globalization has created revolution in entrepreneurship and outsourcing.
The need for speaking in a neutral accent has been growing today because the customers and
the clients have to interact in a universal language in a globally acceptable style and accent.
Initially people focused only on the American accent as Americans were the clients for many
projects handled by different developing nations. Today many countries including developing
nations like India outsource their projects for the sake of cost, quality and resources.

People other than the ones in the USA do not understand the American accent. This

communication barrier is solved after the arrival of the accent neutralization concept.

Steps to overcome mother tongue influence

1. Get familiar with the sounds of English, and learn about the International Phonetic
Alphabet: The IPA was created by A. C. Gimson and is essentially composed of the
symbols used in the majority of dictionaries for foreign students. It has 20 vowel sounds —
plus glides- and 24 consonants. Although they don’t exhaust all of the genuine English
sounds a natural may utilize, they represent a comprehensible structure from which to
commence to notice the difference amid fundamental pairs of sounds, those that are
commonly incorrectly pronounced by foreign speakers, regardless of their mother tongue.
For example: “day” and “they”, or “bark” and “back”. Once you become acquainted with
the sounds, it will be priceless instrument to see weak points and make them stronger.

Practice translates into perfect: Once you get acquainted with the English phonemes -
this is how sounds are known, phonemes-, you need to train, not merely your accent, but
your ear. Study how to listen. Try to face the English language as often as possible. A
good idea is to remove subtitles from movies. Study how to make out sounds, teach your
ear to identify those critical pairs we mentioned above. Keep speaking with the
implementations from the new learning. Speak to everyone who would understand the
language.

Enjoy singing: This is your occasion. Get the lyrics of your favorite songs and, let
yourself go. Keep in mind to constantly be conscious of your accent and the sounds you
release. Think in that language using those sounds.

4. Finally avoid rolling back to the earlier habits.
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Exercise
1. Read the following conversation with correct accent and intonation

Student: Sir, I am unable to understand this question. Please explain it to me again.
Teacher: | think | have explained this chapter twice. Where were you that time?

Student: | was absent that time.

Teacher: Why were you absent? Do not you know this is very important time of studies?
Student: Sir there was something important.

Teacher: These days nothing is more important than studies. Be regular.

Students: Yes sir. | will be regular now. Please explain this chapter to me again.
Teacher: If | explain it again then | would be unable to complete your course. The whole
class will have to suffer because of you.

Student: Please sir. | need your help.

Teacher: O.K. then do one thing, come to my house. | will explain you there.

Student: Thank you sir. Will you take any fee for it?

Teacher: No, | will not take any fee.

Student: Thank you sir.

Activity sheet
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ICS LAB
INFORMATION TRANSFER & ORAL PRESENTATION

A. Objectives

To understand what graphics convey

To learn the various examples of graphics

To know the use of visuals in seminars, conferences, etc

To provide better leadership opportunities

To learn how to organize a presentation to lure the audience.

To make students familiar with the content development for oral presentations
To gain experience in oral presentation

B. Content

Introduction (Information Transfer): Graphics that can be included to put information or
data in continues writing. They facilitate in showing comparisons and trends over a period of
time. Diagrams show the development of something through different stages of progress. And
finally the students learn the pictorial representation of various steps involved in solving a
problem.

TOOLS

Tables: A simple form of graphic representation is a table, in which data are arranged in
horizontal rows and vertical columns that carry labels to identify what they represent.

Uses of a table: A table is both a mode of visual communication and also a means of
arranging data. The use of tables is pervasive throughout all communication, research and
data analysis. Tables appear in print media, handwritten notes, computer software,
architectural ornamentation, traffic signs and many other places. A table consists of an
ordered arrangement of rows and columns.

One such example is as follows. The table below contains information about the production
of essential supplies in from 1993 to 1998.

Production in India 1993-94 | 1994-95 1995-96 1996-97 1997-98

Rice 57.06 48.98 59.01 60.8 62.22

Wheat 35.76 32.21 50.89 75.43 80.79

Sugarcane 25.11 24.10 28.08 29.31 30.08

Tea 15.88 20.11 25.77 30.80 48.92

Coffee 12.00 10.86 18.25 23.62 | 40.77
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Bar charts

A bar chart or bar graph is a chart with rectangular bars with lengths proportional to
the values that they represent. The bars can also be plotted horizontally. It is very useful if
you are trying to record certain information whether it is continuous or not continuous data.

European Parliament Elections

199 200

1 1 . 1 1
FES EFf EQO ELDR E

ELL PP LUEN  Other

Group

The above bar-chart lists the number of seats allocated to each party group in European
elections in 1999 and 2004.

Pie-chart

A pie chart (or a circle graph) is a circular chart divided into sectors, illustrating
proportion. In a pie chart, the arc length of each sector (and consequently its central angle and
area), is proportional to the quantity it represents. Together, the sectors create a full disk. It is
named for its resemblance to a pie which has been sliced.

Australia
Other

C anad

Pie chart of populations of English native speakers
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Line graphs

A line graph is a picture designed to express words. This is especially true when two
or more sets of numbers are related in some way and how they vary in relation to one
another.

Robberies 2009

=
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Number of Robberies
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This graph shows the robberies took place in the year 2009 in Hyderabad.

Flow chart

A flowchart is a common type of diagram that represents an algorithm or process,
showing the steps as boxes of various kinds, and their order by connecting these with arrows.
This diagrammatic representation can give a step-by-step solution to a given problem. Data is
represented in these boxes, and arrows connecting them represent flow / direction of flow of
data. Flowcharts are used in analyzing, designing, documenting or managing a process or
program in various fields.

Uses of flow charts

Flowcharts are helpful in understanding a complicated process. This is especially true
if you have to make decisions and do different steps depending on those decisions. By
looking at a flowchart you can visually follow different paths through the chart. For each step
on a flowchart you can ask yourself "Is this step necessary? Can it be improved?"
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E_amp doesn't wnrh]

Lam .
pluggedpin? [ Plug in lamp

Bulb
burned out? = Replace bulb
Buy new lamp

A simple flowchart representing a process for dealing with a non-functioning lamp

Maps and plans
A map is a visual representation of an area—a symbolic depiction highlighting

relationships between elements of that space such as objects, regions, and themes. They show
outlines and boundaries, names or codes of areas within them and feature such as roads,

coastlines, rivers, buildings and rooms.
The map below represents the roadways and the other map represents the distance between

cities.

old Bornbay Haighway Gachibowly

Village
Restaurent

Jubileahile CheackPost Road

Madhapur
Police Stafion

Hiteeh eity
Railway Station

Pictogram

A pictogram or a pictograph is an ideogram that conveys it’s meaning through its
pictorial resemblance to a physical object. They strive to communicate as clearly as possible
by removing details and focusing on the simplicity of the likeness between a physical object
and how they are most easily recognized.
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This makes pictograms incredibly potent at delivering clear messages as long as the
receiver understands the simplified representation. Pictograms form part of our daily lives
through their use in medication, transport, computers, etc. They support interactive non-
verbal communication.

J/Z’éaﬁl

Oral Presentation
Content

Introduction: Presentation is the process of presenting the content of a topic to an audience.
When the presentation is made by oral means it can be termed as an oral presentation. The
purpose of using the oral presentation technique is to eliminate, or reduce, the need for
written material, where information can be conveyed in a more meaningful and efficient way
through verbal means. In today’s competitive world, oral presentations help in sharing your
knowledge and views with others and also to bring something important to others notice.

There are two main types of oral presentations. They are,
e Extempore (pronounced ex-tem-pore)
e Prepared oral presentation

Impromptu or Extemporaneous Speaking

While many of us do not like to speak before people, there are times when we are
asked to get up and say a few words about someone or a topic when we have not planned on
saying anything at all. We are more shocked than anyone else. Has this ever happened to
you? If and when this does happen to you, be prepared to rise to the challenge.

Tips for an Effective Presentation:

e Decide quickly on what your message would be: Keep in mind the fact that you have not
been asked to give a speech but to make some impromptu remarks. Hopefully they have
asked you early enough so you can at least jot down a few notes before you speak. If not,
pick ONE message or comment and focus on that one main idea. Many times, other ideas
may come to you after you start speaking. If this happens, go with the flow and trust your
instincts.

¢ Do not try and memorize what you want to say: Trying to memorize will only make you
more nervous and you will find yourself thinking more about the words and not about the
message.

e Start off strong and with confidence: If you at least plan your opening statement, this will
get you started on the right foot. After all, just like with any formal speech, getting started is
the most difficult part. Plan what your first sentence will be. You may even write this opening
line down on your note card and glance at it one more time just before you begin speaking. If
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you know you have three points or ideas to say, just start off simple by saying, “I would just
like to talk about 3 points”. The first point is .... The second point is ....and so on.

Decide on your transitions from one point to the other - After you have decided on your
opening remark or line, come up with a simple transition statement that takes you to your
main point. If you have more than one point to make, you can use a natural transition such as,
“My second point is... or my next point is...” etc. Just list on your note card or napkin, if you
have to, the main points or ideas. Do not write out the exact words, but just the points you
want to mention.

e Maintain eye contact with the audience: This is easier to do if you do not write down all
kinds of stuff to read out. Look at your next idea or thought and maintain eye contact with
your audience and speak from your heart. Focus on communicating to your audience and not
speaking to the crowd.

e Occasionally throw in an off-the-cuff remark: If you want your style to be flexible and
seem impromptu, trust your instinct and add a few words which just pop into your head. Keep
it conversational and think of the audience as a group of friends.

e Finally, have a good conclusion: Gracefully just state... “And the last point I would like
to make is....”. Once you have made your last point, you can then turn back to the person
who asked you to speak in the first place.

With a little practice, this process will feel more natural to you. Anticipating that you may be
asked to say a few words should force you to at least think about what you might say if you
are asked. Then if you are asked, you are better prepared because you have already
anticipated being asked.

Prepared Oral Presentation

In a prepared oral presentation, you know the topic which you are going to present,
you can prepare your presentation before hand as you would know already about your
audience. This presentation usually spans 10-30 minutes (though the duration of presentation
entirely depends on the purpose of the presentation), followed by discussion, clarification and
questions

Barriers for Effective presentation: Some of the barriers to effective presentation are,

A. Fear: When a person stands before a huge gathering of people, who are eager to listen to
him, it is obvious that he becomes nervous. This nervousness plays a positive role as long
as it makes the speaker more attentive, but once it takes a toll over him, it spoils the entire
presentation.

. Lack of preparation: It is always advisable that the speaker plans everything in advance.
It includes preparation related to the topic, keeping a small paper handy and jotting down
ideas is better than relying on one’s memory. Preparation also includes preparing oneself
for unpredictable problems with the sound system, visual clips, slides & projector. If the
speaker fails to prepare for this, his presentation might be a failure, due to power cut or
some technical problems. Lack of preparation would make the presentation less
impressive.

. Unable to control one’s ideas: Some speakers beat around the bush and never come to
the main idea. They give elaborate examples, explain for a long time. They get stuck up
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with a trivial point/thing. Some speakers fail to present their ideas in a sequence.
Deviation from the main topic plays a negative role in the outcome of a speech.

How to make a good presentation?

In order to make a successful presentation, you should keep in mind the following aspects:

1. Conquering stage fear: To conquer stage fright, know the facts about it.

Some amount of stage fright is helpful.

Many professional speakers never completely lost all their stage fright.

One of the main reasons for stage fright is that one is not accustomed to speaking in
public.

Some symptoms like, mental blocks, trembling arms, excessive sweating, lack of
fluency are usual among beginners.

To gain confidence, watch successful presentations of other speakers.

Thorough preparation would help you conquer stage fright.

Simple warm up exercise, rotating your arms and moving your facial muscles would
help you speak with natural ease.

Including carbohydrates in the meal which you take before the presentation and taking
banana or chocolates would help you.

Before beginning your presentation, take three deep breaths of air.

Encouraging oneself by statements such as, “I can make a successful presentation” and
“I am confident of myself” will help.

2. The audience: The most important thing for a presentation is your audience. Consider
their age group and find out whether they all are from the same group or with varied
backgrounds...

Always know the needs of your audience before planning for anything.

Ask yourself, how your presentation will help them and what you want them to know by the
end of your presentation.

3. Content of your presentation: Your content should not be too difficult for the audience to
understand. If the content is too long, it should be shortened according to the time allotted.
Some examples and instructions should be present to support your argument and make the
audience understand better. While preparing the content, remember to highlight the key
points which will support your argument.

4. Structure of your presentation: Generally, a presentation starts with an introduction,
followed by the body of the speech and ends with a conclusion. In the introduction, you “tell
them what you are going to tell them”.

In the body, you “tell them”. In the conclusion, you “tell them what you told them”.
You may use some anecdotes or questions to raise interest among your audience. Then state
the goal of your presentation and tell them briefly the main issues you will discuss in your
presentation.

The introduction should end with a reiteration of your main point. The body should
develop each point previewed in the introduction. You may present your ideas in a
chronological sequence, or a simple topical sequence. You should announce each point as
you come to it, so that your audience knows when you have completed one point and begun
another.
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The conclusion of the presentation should help the audience understand the
significance of your talk and remember the main points. It should not be too long and should
leave the audience with a positive feeling about you and your ideas.

The Delivery: Some of the main areas you should concentrate are:-

Quality of your voice: Voice quality involves your attention to volume, speed, fluency,
clarity of your voice and your pronunciation. Adjust your tone volume to the size of the
room. Use a microphone or collar mike if necessary. Make sure that the people at the back
can hear you. Speak at a rate that your audience can understand. Never make a hasty
presentation, just because you have too much material to present in less time. Time your
presentation. Use pauses to allow the audience digest an important point. Make sure that you
are pronouncing difficult words correctly.

Rapport with your audience: Look into the eyes of your audience while presenting. In
between have a glance at all of them. Avoid looking at any one too long. Do not ever try to
address the ceiling or the walls of the room. If you do not make a sincere eye contact with
your audience, they may think you are not confident about what you are presenting.

Questions in between will make the audience listen actively. One of the secrets to
make a good presentation is to involve the audience.

Pay attention to your body language: Your body language should not send negative signals
to your audience. Be confident and make sure your confidence is expressed in your smile and
movements. Stand straight and do not be stagnant at one place. Keep moving around, (not
excessively). Avoid unnecessary movement of hands. Always dress in formals.

Use visual aids effectively: Visual aids play a vital role in presentations. Human beings are
capable of remembering something they visualized, better than something they heard. The
quality and number of visual aids should enhance, not distract the audience from your
message. Always remember the value of pictures, graphs, symbols and objectives.

While preparing the transparencies, for your OHP, use a plain font of substantial size (18
point or more). If you use colours, do not use more than three colours. Ask yourself whether
the audience can quickly & easily grasp what they see or will they spend time reading and not
listening?

Make sure you know how to operate the equipment. Practice it ahead of time. Have
backup cords, bulbs, adapters etc. prepare for the worst (all gadgets depend upon electricity
and failure of power supply should not fail your presentation).

Make sure you know the lighting requirements for your equipment, where the switches are
and what settings are needed.

Some don’ts while using visual aids:

1. Avoid using a diagram prepared for a technical report in your presentation. It will be too
detailed and difficult to read.

2. Slides and OHPs should contain the minimum information necessary. To do otherwise
risks making the slide illegible or divert your audience’s attention so that they spend time
reading the slide rather than listening to you. One of the clever things to do is to write
down the salient points which you want the audience to know and remember, so that you
need not repeatedly say them.

. Avoid pointing at the transparency with a pen during the presentation — it is messy and
the audience will be fascinated by your shaking hand.
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4. Do not block your audience’s vision.

Prepared oral presentations are always advantageous and can be presented
successfully if you take enough care. On the other hand, extempore presentation is something
which you will have to make without any prior preparation or practice. The problem many
people face with this kind of presentation is nervousness. A successful extempore oral
presentation can be made only if one is confident of one self. Try to gather your thoughts as
quickly as possible. Arrange them in an order quickly and start speaking.

You will probably have a number of opportunities to make oral presentations at your
college. These can take place in informal situations and sometimes they may be assessed.
You will start with short, informal presentations and gradually build up. Look at each
presentation positively as an opportunity to enhance your technique and confidence.

As the saying goes, “Practice makes a man prefect”. You will find that you will
develop a great deal with practice. You will benefit a lot later by presenting now, as
presentation skills are becoming an essential part of work-life.

Reading Comprehension

Reading comprehension refers to the ability to understand the information presented
in written form.

Purpose of reading: The purpose of reading is to connect the ideas on the page to what you
already know.

Reading rates: Your reading rate will vary depending upon the reading material. For
example, an exciting novel is quicker read than a text in biology or history. Text books also
vary in, how well they are written and as a consequence some are more difficult or boring to
read. In order to increase our speed you must take in more words with each eye-fixation. In
order to increase our speed the following points must be focused upon:

Try to avoid focusing on every word, but rather look at groups of two or three words.

Update your vocabulary with new words, so that you do not get struck up when you read them
again.

Develop the reading habit at least to half-an-hour a day.

Spend a few minutes a day reading at a faster rate than your comfortable rate.

If you have poor concentration while reading, practice reading for only 5-10 minutes at a time
and gradually increase it.

Reasons for poor comprehension: The main reasons for poor reading comprehension are
e Inability to understand a word and a sentence.
¢ Inability to understand how sentences relate to one another.
e Inability to understand how the information fits together in a meaningful way.

Improving comprehension skills

Read a variety of materials other than text books.

Try to read an entire section or a chapter for easy understanding.

Underline unknown or unfamiliar words.

After reading, recall maximum information possible and note down the important points.
Consider how interesting the subject matter is and how much you already know about the
subject. This will help you in self analysis.
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Improved reading comprehension skills can positively impact many facets of students’
academic performance, leading to improved class participation and more accurate and
complete notes.

The following techniques are usually applied for improving comprehension skills.

Skimming and Scanning: Before start in to read a text in detail, take a moment to preview
the text. Read quickly without pausing for the details. This is called skimming. After having
skimmed the text, we can study in more detailed looking for the information that you are
interested in. This is known as scanning.

It is very difficult to remember the complete contents of long texts. Hence, it’s advisable to
make notes of essential information in the text. This results in a short outline of the text
containing all its important aspects.

Extensive Reading: Extensive reading is used to obtain a general understanding of a subject
and includes reading longer texts for pleasure, as well as business books. Use extensive
reading skills to improve your general knowledge of business procedures. Do not worry if
you understand each word.

Examples:

1. The latest marketing strategy book
2. A novel you read before going to bed
3. Magazine articles that interest you

Intensive Reading: Intensive reading is used on shorted texts in order to extract specific
information it includes very close accurate reading for detail. Use intensive reading skills to
grasp the details of a specific situation. In this case, it is important that you understand each
word, number of fact.
\
Examples:

1. A book keeping report

2. Aninsurance claim

Inferences

Author’s view points: In reading a textbook inferences or assumptions are made about the
position of the author like, is the author neutral or he or she has an opinion? The author often
shows his or her opinion either by adding certain phrases or by adding a value to a word. The
author can add words like, luckily or unfortunately to show approval or displeasure.
Likewise, we can also add words like surprise, regret, or other emotions.

Eg: Surprisingly, to shock, unexpectedly, regrettably, pity, to be disappointed etc.

The author can also reveal his view point by adding value to a word.

For example: huge or gigantic for something big or impressive. Tiny or microscopic to
indicate something small or unimpressive.

Readers’ view point: Even readers who have a wide and flexible vocabulary will encounter
words whose meaning they do not know. You may often come across a not too familiar word
whose meaning you were able to guess accurately. This is possible if you understand the
relationships between words in meaning and form by following the steps mentioned below:

1. Determine the word class, i.e., a verb, a noun and adjective, an adverb etc.

2. Determine its function in the sentence, i.e., how it is related to other words in the sentence.

3. Analyze the contextual clues, i.e., the context in which we find this word positive or negative.

Institute of Aeronautical Engineering ELCS Lab manual 105




Is there any relation between this word and a word that is familiar to you? For example: the
word ‘aging’ in the population is aging rapidly. We recognize the word age in aging and hence
can easily derive its meaning.

5. Try and derive the eventual meaning of the word.

Job application with Resume preparation

A job application is a letter to persuade the prospective employers to go through the
attached resume and motivate them to contact the applicant for an interview. Through this
letter the applicants promise to offer their best services to the employer. A job application
should always have two essential parts. 1) Cover Letter and 2) Resume. Each one of them
plays a vital role in the job searching process.

1. Cover Letter: A cover letter must,
e Gain attention of the employer about the qualifications. (introductory paragraph)
o Carry conviction with the help of the past performance and testimonials. (main body)
o Motivate the prospective employer to grant you an interview. (concluding paragraph)

In introductory paragraph, state why you are applying and how you came to know
about the job opening and which job you are applying for. (Like: through advertisements,
personal contacts, etc). Summarize your best credentials. Remember to stand out from the
other applicants by avoiding the routine beginnings such as ‘in response to your
advertisement’. Try to appear to be innovative in your style of presentation.

In the main text, academic and professional skills are highlighted. Impress up on the
employer how the institution or the company stands to benefit from the skills, rather than
talking about how the job will make you happy. Give specific details of achievements like
rewards, awards and prizes etc.

The purpose of the concluding paragraph is to request the prospective employer to give
a chance for an interview. Never demand it. Try to sound natural and appreciative. Express
your willingness politely to come and meet the concerned personnel at their office at their
convenient time.

2. Resume: Resume or Curriculum Vitae are part of the job application letter. They are technical
as well as marketing documents which reflect our past and present performance to the prospective
employer to assess the future potential of the applicant. In fact, the prospective employer
frames his impression from the resume. The resume may not get a job directly but it can put the
applicant on the short list of the candidates to be considered. So, if a resume effective, the doors
of possible employment are opened.

How should a resume be?

A resume should reflect the professional image one want to create. It should be:

e Neat and error free without whitener or hand corrections.
e Legible and clear.
e Printed on good quality A4 size paper.

A resume should never exceed two pages in length. Employers are often unimpressed
with lengthy resumes. A long resume may prompt early disqualification in the initial
selection process only. While resumes can be organized in more than one way, they will
almost contain the same basic information. Remember that the purpose of resumes is to get
an interview call only.
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Types of resumes: Basically, the resumes are three types.
1) Chronological, 2) Functional and 3) Hybrid (Combination of these two).

Chronological Resume: The chronological resume emphasizes on education and work
experience, and is most effective when such experience clearly relates to the job sought by the
applicant. Within the categories, ‘education’, ‘work experience’ and ‘related experience’ list
entries in reverse order, beginning with the most recent experience. Under each position highlight
the responsibilities, accomplishments by emphasizing how they would be beneficial to the
employer. If you are a recent graduate, list your educational aspects first. The chronological
approach is the most commonly preferred resume by most of the employers.

Functional Resume: The functional resume emphasizes on individual fields of competence and
skills hence used by applicants who are just entering the job market or who have a little
continuous carrier related experience. In a nutshell, it demonstrates the applicants’ ability to
handle the position they are applying for.

3) Hybrid (Combination) Resume: This includes the best features of the chronological and
functional resumes. However, this type is not popular or not commonly used as it tends to be very
lengthy and turns out to be repetitious in nature.

Whatever format is chosen, a good resume must possess the following basic qualities.

o They should focus on the employers’ needs.
e They should be concise and honest.

Guidelines for preparing an effective Resume:

Be clear with the job description of the post you are applying for.
Format and style must be computer friendly.
Use simple, lucid and clear language.
Avoid punctuation as much as possible.
Avoid spelling and grammar mistakes.
Use action verbs.
Use a standard font style and size.
Avoid vertical and horizontal lines and boxes.
Use white space to demarcate various headings.
. Left align the entire document, avoid columns and use at least one inch margin on all the
sides.

1.
2.
3.
4.
S.
6.
7.
8.
9.

[N
o
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A sample Covering Letter for a software engineer job

The General Manger HRD
Wipro Ltd.

Hi-tech city
Hyderabad-21.

Sir,
Sub: Application for the position of Software engineer.

This is under reference to your recruitment notification in the ‘Times of India’, dated 14
August, 2013. | am an M.Tech graduate from JNTU Hyderabad with an aggregate percentage
of 96. | wish to build up my carrier as a software engineer in a reputed and well established
organization. I am here with forwarding my resume for the kind perusal.

With the knowledge and experience | have gained through my academics and project works, |
am quite confident of reaching the expectations of my superiors and the objectives of the
organization at large. | have a flair for updating my knowledge related to the area of my work
and also improve my soft skills.
I look forward for a favourable response from your end in the near future.
Thanking you.
Yours faithfully

XXX

Date:
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The following tabulation will give you precise comparison different types of resumes.
Use it to decide which is best for you.

Chronological Resume

Functional Resume

Combination Resume

Overview

Lists your work history in
reverse order, starting
with your current or most
recent job and working
backwards.

Focuses on skills and
strengths important to
employers. Omits specific
dates, names, and places.
De-emphasizes a spotty
work history.

Blends the flexibility and
strength of the other two
types of resumes.

Advantage

Easy to write.
Emphasizes steady
employment record.
Employers like to see job
titles, level of
responsibility, and dates
of your work history.

De-emphasizes a spotty
work history. Allows you to
highlight specific strengths
and transferable skills that
might not be obvious when
outlined in purely
chronological order.

Shows off a strong
employment record with
upward mobility. Show
how the skills you have
used in the past apply to
the job you are seeking.
Emphasizes transferable
skills.

Disadvantage

Calls attention to
employment gaps. Skills
can be difficult to spot
unless they are listed in
the most recent job.

No detailed work history.
Content may appear to lack
depth. Disliked by many
employers. It makes them
think you may be trying to
hide your age, employment
gaps, lack of relevant
experience, lack of career
progression, or
underemployment.

\Work history is often on
the second page, and
employer may not read that
far.

Best used

To emphasize past career
growth and development
in the same career. Or
when the name of a
former employer may be
significant to prospective
employer.

To emphasize transferable
skills you have used in
volunteer work paid work,
or coursework. Use this or
a combination resume if
you are a new graduate,
have limited work
experience, are changing
careers or doing freelance
work, or you do not want to
call attention to your age.

To show off your skills
developed throughout your
work history instead of the
specific positions you have
held. Use when you are
making a career change
and names of former
employers may not be
obvious to prospective
employer.

Don't use if

There are gaps in your
work history, when
calling attention to your
age could be a problem,
you have changed jobs
often, or you are entering
the job market for first
time or after a long

absence.

'You want to emphasize
growth or development or
if your duties and
responsibilities in recent
jobs were limited.

Your experience is limited,
or there are wide gaps in
your work history.
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Resume: The purpose of Resume is to get an interview call. It should present a biographical
sketch, which is objective oriented, easily accessible and detailed.

1. Appearance and Elements: A Resume should be perfect; there should not be any
grammatical or spelling mistakes. It should reflect the professional image you want to
create. It should be neat and error free with no white out or hand corrections. It should be
legible avoid croudings. It should be printed on good quality paper of A4 size. It should
be reproduced clearly on a high quality printer. Resume should never exceed two pages in
length. Lengthy resumes are unimpressive and hard to read

Personal Information

a. Who you are?
b. Where you can be reached?
c. Name

Home Address

Phone Number

E-mail ID

This information enables the employer to reach you easily.
Note: Keep your job search away from your current employment.

3. Career/ Professional Objectives
It is optional if you decide to state your objective make it effective and specific.

4. Educational/Academic Background: Employers are usually interested in learning
about your academic training, degrees earned, major and minor fields of study, courses done,

practical experience gained. Begin with most recent education and work backward. Mention
your grade point average if impressive. Note any honors earned. List the awards achieved for
any accomplishments.

5. Work experience/ Professional Skills

o What kind of work you have performed?
o List your jobs in chronological order i.e. last job first

o Include any part time/ summer internships/ projects done, even if unrelated to your
career objectives.

o Your ability to get and hold a job is very important.

o Name and location of the organization where you have worked/ Job title/designation/
duration of your work/ brief summary of your work.

o No need to use complete sentences. Phrases will do

o Use concrete language. Include Technical terminology to describe the work you
perform.

6. Activities and Acihevements/ Special interests and aptitudes: These abilities make you
a more valuable employee.
Community Service
Voluntary activities
Languages known
Special equipment you can operate
Relevant hobbies
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Group your activities such as College activities, community or social services, seminars and
workshops.

Nature of awards

e Activity for which you received the award- Date, Month and year.
e Authority from whom you have received.

Memberships- if any,
References- “Available on request”
e Choose the best reference

e Choose high status people only
e Do get permission before hand form the people you list as references
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A sample Resume

Name: Contact no:
Address for communication: Email:

Objective

To get into an exemplary organization, where | can prove my mettle towards
accomplishing the organizational goals and objectives, by rendering my skills and talent in
the process, learning from my experience in the organization.

Work Experience: (in reverse chronological order)

Educational Qualifications: [Academics (in reverse chronological order)]

Projects under taken:
Technical skills:

Key Strengths:
Personal Profile:
Name:

Father’s name:
Gender:

Date of birth:
Nationality/religion:
Marital status:
Languages known:
Extra Curricular Activities:

Other Accomplishments:

Thank you.

Declaration:

| do here by affirm that all the information in this document is accurate and true to the best of
my knowledge.
(Name and signature of the applicant)

Date:
Place:
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Exercises

1. Convert this paragraph into a Table and Bar chart

The table provides a fairly rosy picture of production between 1993 and 1998. There
is a gradual overall growth despite a fall in 94-95 except in tea, which went up by 5 million
tons. In the next three years rice and sugarcane showed only a marginal increase: coffee
production went up by 7.25 12.61 and 30.78 million tons respectively, tea by 5.77, 10.80 and
28.91 million tons and wheat by 18.89, 35.21 and 58.58 million tons.

2. Draw a pie-chart

Even people who live in flats grow — flower plants in pots. Little wonder that if single
house owner does not grow trees and plants. No garden is complete without coconut, banana,
neem trees in that order. A very few may have mango and lemon. Even though trees are more
popular, plants are also grown in house gardens. They generally occupy a little less than one
third space; they include flowers, vegetables and green leaves in that order of which the first
is the most common.

3. Convert the flow chart into text

Cl c2
Qualification: ESOL Cambridge CAE Qualification: ESOL Cambridge CPE
(Certificate in Advance English) (Certificate of Proficiency in English)

B2 Bl
Qualification: ESOL Cambridge FCE Qualification: ESOL Cambridge PET
(First Certificate in English) (Preliminary English Test)

Al A2
Qualification: College Certificate Qualification: ESOL Cambridge KET
(Key English Test)

4. Convert the following into diagrammatical forms: Air, Water, Weather

The air cover of the earth extends up to 1000 km from its surface. This air cover is known
as atmosphere. At its surface the atmosphere consists of mainly oxygen and nitrogen in the
ratio of 1:4. Apart from these gases, the atmosphere contains small amounts of carbon
dioxide, helium, neon and water vapour. Among all gases found in the atmosphere, nitrogen
comprises 78 percent while oxygen comprises 21 percent. Argon comprises 0-09 percent,
carbon dioxide occupies 0-03 percent while other gases occupy 0-07 percent, and that is why
air is called as a mixture.

Prepare presentations on the topics given below.

Make a presentation on “Media in India”

Make a presentation on “The importance of punctuality”
Make a presentation on “Your favorite author”

Make a presentation on “Indian Education System”
Make a presentation on “English in India”
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6. Comprehension Exercise

Do birds know how to come back after a long flight? Bird scientists, known as ornithologist,
say that birds know exactly where they are, where their nests are. Even the young ones can
fly hundreds of nautical miles without losing their way. How do they do it? God has given
them a tremendous sense of direction; possibly they have a compass of sorts in their brain.
Every year, we see birds from north India fly to the south. In India we have several bird
sanctuaries where birds from both parts of the globe come, spend a few months and return
when the climatic conditions in their home land are more favourable. When it is winter, the
northern hemisphere it is summer in the southern hemisphere. The birds which cannot stand
the cold climate fly to the warmer regions. They are called migratory birds. They can fly non-
stop up to twenty hours or so in one stretch and cover a few hundred miles in one stop. The
migratory birds always fly in groups.

Questions

Who is an ornithologist?

Why do we call some birds migratory birds?
Are the seasons same in both the hemispheres?
Do the migratory birds fly singly or in groups?
How long can migratory birds fly?

7. Prepare a resume of your own along with a covering letter addressing to TCS Ltd.
Hitech City, Madapur, Hyderabad for an appropriate position.
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Activity sheet
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Activity sheet
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	present
	past
	future
	present_progressive
	past_progressive
	future_progressive
	present_perfect
	past_perfect
	future_perfect
	present_perfect_progressive
	past_perfect_progressive
	future_perfect_progressive
	more

