INTRODUCTION TO PHONICS

Phonics.
Inmost words, theway theword isspelled tellsushow to say theword. Thelettersand patterns
of |etters, that make up the word show us how it sounds. When you read with phonicsyou read
words by saying the soundstheletters and patterns of | etters make.

Letters:
Thereare 26 | ettersin the a phabet.
Thenamesof thelettersare: a, b, c,d, e, d,f, g, h,i,j,k,I,mn,0,p,q, 1St uv,wXYy,z
Theseletters can make soundsinwords.

Consonants:

21 of thelettersof the alphbet are called consonants.

The namesof theconsonantsare: b, ¢, d, f, g, h,j, k, I, m,n,p,q,r,s,t,v,w, X,y, Z

These consonants can make soundsin words.
Vowels:

Five of the letters of the alphabet are called Vowels. The names of Vowels are: “a, e, i, 0, u” some
times the letter “y” can also act like a vowel. These vowels can make sounds in words.

Sounds:
Thelettersof the a phabet have names, and they can a so make soundsinwords. But the sound
aletter makesinawordisusualy different fromitsname,

Bb  Thisletter says Ib| asin bat
Cc  Thisletter cansay K| asincat
Dd  Thisletter cansay | asindig
= Thisletter can say ff| asinfan
Gg  Thisletter cansay ol asingum
Hh  Thisletter cansay | asinhat
Jj Thisletter can say I asinjam
Kk  Thisletter can say K| asinkit
LI Thisletter can say Il asinlip
Mm  Thisletter can say Im| asinman
Nn  Thisletter can say In| asinnap
Pp Thisletter can say [9] asinpan

Rr Thisletter can say Ir| asinrun
Ss Thisletter can say Is| asingt
Tt Thisletter can say It| asintan

Vv  Thisletter can say | asinvan
Ww  Thisletter can say W asinwin
Yy Thisletter can say vl asinyes
Zz Thisletter can say | asinzip
Sight words:
Although you can read most words by sounding them out, there afew specia wordsyou should
remember. These specia wordsarecalled sight words. A sight word isaword that does not
follow our normd phonicrules.
Example Aa
Description: The letter “a” by itself can make a word. The word is a sight word and is said as{ } | |or

layl
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Example The
Description: The word “the” is a sight word, and is said as [thub| or |thee|
PHONIC RULES:

1) |a] asin: 16) |dr| asin:

Sad Ra Drip, Drab

Sat Mat Drop, Drag
2) |e| asin: 17)  |Fr| asin:

Let  Get Frog Fran

Led Ten Fret  Fred
3) [i] asin: 18) |pr| asin:

If Hid Prop Prod

In Hm Prom Pred
4) |O| asin: 19) |tr] @&sin:

On Rob Tim  Tram

Nod Roadl Trip  Trap
5) |U| asin: 20) |or| asin:

Rin  Ruw Grab Grad

Rub  Hug Gram Grid
6) || asin: 21)  |scr| asin

Sed S Scrap Scram

Sab Sid Scrub  Scrawl
7 |st] asin: 22)  |spr| asin:

Stab, Stag, Spring Sprig

Stan, Stem Springy Sprinkle
8) sc=|sk|asin : 23)  |str| asin:
\ Scab Scan Strap Strep

Scam Scat Strip  Strut
9 |sp| asin: 24) |pl| asin:

Span Spat Pan Pled

Sped Spot Plod Plop
10) |sn| @sin: 25 |dl| asin

Shag Snub Glad dlib

Sngp Snip Gen Glab
11) |sw| asin: 26) |bl| asin:

Svim  Swan Blab Bled

Swing Swipe Blam Blip
12) |sk| asin: 27)  |Cl=Kl|asin:

Sid  Sin Clan, Clod

Kim - Skip Clad Clem
13) |sm| asin: 28) |fl] asin

Smog Smoke Hag Hab

Smort  Smug Fak Hap
14) |br| asin: 29) |spl| asin:

Brag, Bran Spdlt Slit

Brat, Brad Splendid, Slint
15) |cr| asin 300 |tw]| asin:

Crab, Crag Twig  Twit

Cram, Crib Twin



31)

32)

33)

34)

35)

36)

37)

38)

39)

40)

41)

42)

43)

44)

45)

46)

47)

Sight word (It does not follow Phonicrules): -

[, Of, From, One,

been, was, what, her
Practice Words:

Cadt, Fast. Last, Mast, Past

Vast, Best, jest, nest, pest, etc
PracticeWords|nd|asin:

And, Land, Sand, Hand, Band

Practice Words|nt| asin:
Bent, Sent, Rent
Tent, Went
[It]  asin:
Bdt Fdt
Mdt Pdt
[Ik| asin:
Milk  Bilk
Sk 1k
[If|  asin:
Af,  Gof
Guf
[Id| asin:
Wdd Mdd
Gild
|[Ip| asin:
Help, Ydp
Gulp, Pulp
[Im| asin:
Bm, Hdm
HIm
[Ib| asin:
Bulb
|[lc] asin:
Tdc
|[mp| asin:
Amp Camp
Damp Lamp
|ct| asin:
Act  Pact
Fact Tact
|ft|  asin:
Aft  Tdat
Rat  Left
|pt| asin:
Kept Wept
Consonant blends:
Blag Twig
Crest Frost
PracticeWords:
Stamp Scamp
Clamp Cramp

48)

49)

50)

51)

52)

53)

54)

55)

56)

57)

58)

59)

60)

61)

62)

63)

Brand
Primp
Sight Words:
Says
Sad
You
Your
|sh| asin:
Shag,

Grand
Crimp
They
Thear
There
Where

Sheft

Sham, Shed

|ch| asin:
Chap,
Chat,

ltch| =[ch|=

Batch,
Catch,

Chant
Champ
asin
Hatch
Latch

|th| e (unvoiced):

Thin,
Thud,

Wh=hw asin;

When,
Whet,
Ck=k asin:
Back,
Hack,
|ff |=|f|asin:

Theft
Thump

Wham
Whip

Jack
Sack

dliff
iff
Brass
Pass

N:|
Sl

Doubled consonants

Ebb
Fog

Add
Odd

qu=|kw |asin:

Quip
Quit

Quiz
Quick

ng and nk cluster x = [ks|asin:

Lax,

AX, Fax
Max, Sax

|ing|asin|g| (nasd sound):

King
Ring
|ang| asin:
Bag
Fang
|eng| asin:

Wing
Ching

Gang
Hang



64)

65)

66)

67)

68)

69)

70)

71)

72)

73)

74)

75)

76)

77)

78)

79)

length  drength

long| asin:

Long Gong

Song Tong
ung| asin:

Hug Sung

Rug Chung
ink]  asin:

Kink  Mink

Link  PRink
lank|  asin:

Bank Mank
lunk|  asin:

Sunk, Hunk
lonk| asin:

Conk, Honk
ee=leglasin:

Beer Cheek

Deed Peek
ea=eglasin:

Eax Each

Ea East
00 = |0o| |u:| asin:

Soon  Scoon

Scoot  Shoo
la asin:

Aid  Bat

Bal Chan
lay] asinje:

Day Pay

Rey  Jay
loa] asin:

Oa  Oat

Oak Boat
ou = [ou]:

Out  Pout

Bout Shout
ow =|ou|asin :

Cow Pow

How Chow
aw as||:

Paw Clav

Jaw  Haw
lau]  asin:

Paul  Vault

Fault Laud
loy|asin|oi]:

Boy Coy

Joy  Toy
|oi| asin:

after the apostrophe.

80)

al Call
Bal  Soil
sghtwords

No, So, Go, My, Why, Try, By, Or, For
Could, Would, Should, Give, Live, Have, Gone

81)

82)

83)

84)

85)

86)

87)

88)

89)

90)

01)

The vowel “e” at the end of aword is
usually silent. “e” silent
& Sense Rine
Tense Hs=
fth| voi ced sound:
Tha Then
Them Then
sl as|z]:
Is His
Has Eease
sometimesan endingisadded toaword
to makeanew word:
Example: cats or you can add an “ing”
and makereading
sl as 2|
Its, Fits, Hands, Needs,Pounds
Sits, Gets, Stands, Seeds, Eggs
es=lizlasin ed=|d|
Misses Matches Branches
Buses Waiches Benches
sometimesthelast consonantina
word doubled before the “ed” ending is
added:
Example Stopped, Chatted
Frotted, Shrugged
Skidded Dotted
Bugged Hummed
linglending:
Beng Doing
Going Reding
ed=|id:
Needed, Loaded
Crowded, Landed
Lifted, Melted
led|=t:
Asked Tricked
Soaked Helped
Doubleconsonant +ing:
Stopping Chopping
Shopping Chapping
Apastrophe: does not say asound
when aword hasan apostropheinit,
youfirst say the part of theword that
comes before the apostrophe, then you
say the sounds of thelettersthat comes



92)

93)

94)

95)

96)

97)

98)

99)

100)

101)

102)

It’s Let’s

He’s That’s

She’s Who’s
nt=|nt:

Didn’t Isn’t

Hadn’t Hasn’t

Haven’t Wouldn’t
gylldble:

Seven, Chicken, Contest, Untill, Collect
Given, Finish, Dentist, Subtract, Uncresse
Multisyllable:
Holiday, Represent, Resident, Positive
Altantic, Fantastic, Continent, Employee
|a| = Juh|when avowe bv itself makes
asyllable, itcansay Y h |asin:
Away Along Adeep Around,Afraid
About Agree Across Aduit Avoid
a=|uh|at end = The vowel “a” at the end of a word
with morethan one syllablecan say [uh|asinumbrella

By Extra Banana
Vailla Africa
Alaska Amaica

al = |ul] at end = thispattern at the end of aword
with morethan one syllable can say |ul|
Eg Medd, Metd, Loya, Hospita
Mentd, Capita, Rascd, Roya, Animal
sghtwords
Any, Many, Done, None, Move, Prove,
Lose, Other, Really, Through, Whose, Both
once, sure, don’t, won’t, agan
tle = when this pattern comes after an “‘s” the “t”
issilentand “le” says as “le” as in castle

Eg Brigle Hugle
whidle Jodle
budle Rudle

y = |ee] at end : The letter “y” at the end of a word
with morethan one syllable can say |eg| asin
Eg Badly, Quickly, Ugly, Daly

Softly, Nearly, Smply, Family

Mainly, Fairly, Exactly, Suddenly
Consonant + lesyllable: le=1 if thereisaconsonant
in front of the “le” the consonnt can combine with the
“le” to make final syllable.

Eg Candle Noodle
Handle Pickle
Needle Tackle

er at end: Thispattern at the end of aword says
ler|asin:

After Faster

Winter Monster



103)

104)

105)

106)

107)

108)

109)

110)

111)

112)

sight wordsinwords:

Into Mysdf
Onto Yoursdlf
Today Someone
Together Everyone

c=|s| The letter “C” followed by
“e” can say|s|as in:
Cent, Cdll, Cancel
Centre, Cease, Concesal
C =s| The letter “c” followed
by “i” or “y” can say [s| as in:
City Cider Polocy
Cvil  Nancy Tendency
Cinch Pancy Fancy
age=l|ij|latend:
Thispattern at theend of aword
with morethan one syllable can say |ij|

Image Damage

Manage Savage

Voyage Package
dge=|j| at end:

Thispattern at the end of aword has
aslenteand says|j| asin:

Edge Nedge

Ledge Wedge

Pledge Badge

Ridge Bridge
g=M| :Theletter “g” followed by “e” can
say |j|asin:

Gam Getle

Gender Budget

Gadget Midget

g=|il (ge atend) : The letter “g”
followed by “e” can say |j| as in:tinge
chdlenge
Bulge Indulge
g =1l (gi, gy) : - The letter “g”
followed by “i” or “y” can say |j| as in:
Gn  Strategy
Magic Apology
Long vowe sound: Thelong
vowe soundsaresmply thenames
of thevowelsa, g,i, 0, u:
Bake, Fake, Cake
Make, Lake, Wake etc.
areair|: Thispattern can

say [air|asin:
Bare Care
Dare Fare
Hare Mare

113)

114)

115)

116)

117)

118)

119)

120)

121)

122)

123)

Rae Scare
i =long vowel can say
leyelasin
Hide, Side, Glide, Bribe
Ride, Tide, Side, Tribe
a=long: Thisvowel cansay |al|
asinate. Thisisthelong sound.
The magic “e” at the end of a word
can make a vowel say it’s long sound.

Came Same

Game Hame
O=long: Thispattern can say
loglasin

Joke Woke Smoke

Poke Broke Spoke
u:loo||u:|: Theletter uistheonly,
vowel that can say twolong sounds.
The second long sound of uis|oo| asin:

Tube Ture Dune Crude

June Prune Dude Duke
u:long: Thisvowe can say lyou|
asinuse. Thisisthelong vowel sound.
The magic “e” at the end of a word
can makeavowe say itslong sound.

Use Fuse
Fume Huge
Cube Cute

e=long: Thisvowe cansay |eg|asin:
Eve Here Athlete
Steve Mere Concrete
sghtwords:
Breek Great Navy Lazy
Streak, Wild etc.Gravy Crazy
“e” long (open syllable) :
Thisvowe at theend of aword
cansay itslong |ee]
Eg: Began, Became, Before, Vehicle
Begin, Beside, Belong, Arena
“I” =long (open syllable) : This vowel
at theend of asyllable, can say its

long sound |eyel:

Eg Bible Rifle
Ide Title
Item  Slent

“O” long (open syllable) : This vowel
at theend of asyllablecansay itslong
sound |oa):
Eg Open, Sofa, Soda,

Noble, Frozen, Over
O long (at end) = The vowel “O” at



the end of aword saysitslong it can say |eyel asin [typel. Remember

sound |og| asin: that sometimesy can act asthevowd |i|:
Ago, Bango, Potato Eg Bye Type Cycle
Bingo, Bronco, Volcano Dye Style Hylon etc.
124) u=long(opensyllable) : Thisvowel 134) |ie|=|eyel:- Thispattern can say
at theend of asyllablecan saysits leye| as in: “pie”
long sound jyou| asin: Die Lies Dies
Unit Utensl| Tie  Died
Unite Menu 135) “igh” =|eye| This pattern says |
Usage Bugle eyelasin:
125) u=|oo|(opensyllable) : Thevowe u High Hgt
at theend of asyllable can say its second Sght  Might
sound |oo| “U” the only vowel that has Thigh Hight
two soundsasin : 136) ind: Thispatterncan say ind|asin:
Hu Trdy Stupid Kind, Bind, Wind, Grind, etc.
Tuna  Judy 137) ow =|oa Thispattern can say |oa|
Duty Judo etc,, Own Grow
126) splitvowe pair : In somewordsthere Mow Crow
isasyllablebreak between apair of vowels. Row Show etc,,
For example in the word “lion” we split the 138) |ou|=]od]: Thispattern can say
vowe pair li - on. |oal asin soul.
Eg Riot Quig Giat Pour
Diet  Client Diat Four
127)  |i|=ee: Remember that sometimesapair Court
of vowel scan be split between two syllables. Source
When “I”” is the vowel pair its can say |ee|as in: 139)  |Old|: Thispattern can say |old| asin:
Eg Champion Petio Cold Told
Chariot Fiano 140) oll =|od| Thispattern can say
Radio Comedion lod|asin:
128) |ig|=ee: Thispattern can say |eg|asin : Tdl  Srall
Cities Pennies Pal  Scrall
Berries Puppies Enroll  Swollen
129) |ei|=leq|: Thispattern cansay |eg| asin: 141) ol =|od|: Thispattern can say
Saze Niether lod|asin:
Either Receive Bolt Jolt
130) |ey|=|e€]: Thispattern can say |eg| asin: Cot Molt
Key Alley Petrol Control
Donkey Valey 142) ue=|o0|: - Thispattern can say
Chimney Hockey |oojasin:
131) “y=|eye| The letter “y” at the end of one Sue, True, Clue
syllablewordscan say |eye] Due Blue Glue
Cry Try 143)  |uel=|youl: Thispattern can say
Dry Pry €c, Cue \Vdue
132) y=|eye|atend: The letter “y” at the end Hue Rescue
of aword with morethan onesyllable can 144)  |ew|=oo|: Thispattern can say
say leyel asin: |oojasin:
Defy Rdy New Stew
Deny Reply Dew Brew
Jy Apply
133) y=|eye|whenthe letter “y” isinsideaword  145) [ar|]=Thispatterncansay |ar|asin
or syllable (or) at theend of aword or syllable, Car Art
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146)

147)

148)

149)

150)

151)

152)

153)

154)

155)

156)

157)

Am Bar
Far Jar
ler| = This pattern can say |er| asin:
Veab Gam
Herb  Jerk
Tem Clerk
[“ir”| = This pattern can say |er| as in:
Irk Fr Sr

Bird Hm Sir
lor| : Thispattern can say |or| asin:
Fort  Sport
Port  Sort
|Or | - Remember that this pattern
can say |or| asin:
Order, Export
Border, Import
Corner, Airport
|Ur |: - This pattern can say |er| asin:
Fur  Tum
Bun Curb
Hurt  Hurl
ew = |You|: - Thispatter can
/ say/you/ asin:
Few Mew
Hew Pew
Skew Spew
ui =|ool: - Thispattern can say
|oojasin:
it Muisance
Bruise Recruit
Juice  Juicy
Ou: |oo|: Thispatterncan
say |oo|asin
Soap Route
Group Youth
Lou Wound
eigh: - Thispattern can say [al|
asinjwegh:
Neigh Freight
Eight Segh
Eighteen Eighty
lei|=[ai|: Thispattern can say asin:
Vel Van
Ren Reinde
ley| = |ai| Thispattern can say:

Hey Grey
Prey Whey
Obey Convey

ear = |er| This pattern can say |er| asin:

Eath Eal Lean

Ean Peal Yean

158)

159)

160)

161)

162)

163)

164)

165)

166)

167)

168)

169)

wor = |wer| Thispattern can

say wer|asin:
Word World
Work Worse
Worm Worst
war \war|: - Thispattern can say
war|asin:
War  Wam
Wat Wamth
quar = [kwar|: Thispattern cansay asin
Quart
Quarter
Quarrd
al = [awl| Thispattern can say [awl | asin:
All Cdl
Badl Fdl

alk =Jawk| : - Thispattern can say
lawk|asin:
Tdk Bdk Stk
Wak Chak
a=|0|: - Thisvowel cansay |O|asin:
Wash Wasp
Wand Waeich
Want  Water
|oo| = short : This pattern can say
|oojasin:
Book Hook
Cook Look
Took  Shook
lea| = |e] : Thispattern can say |e] asin:
Head Read Desth
Dead Dedf Dedt
lear| = |air|: Thispattern can say [air| asin
Bear Tear
Pear Wear
Swear
y=i: This letter “y” inside of aword or
syllablecansay|i |asin:
Gm  Gyp
Gypsy Myth
System Syllable
ous= |us| Thispattern at theend of a
word withmorethan onesydlblecan say
lus|asin:

Famous Pompous
Joyous Jdous
Nervous Mervelous

|ou|=u: Thispattern can say |u|asin|
touch:
Double
Trouble



170)

171)

172)

173)

174)

175)

176)

177)

178)

179)

Couple
Cousn
|O] =|U| This pattern can say
lu|asin:
Son  Wonder
Ton  Wonderful
Won Front
sghtwords:
Blood, Flood, Rough, Enough
kn = |n| Thispattern can say |n| asin:
Knob Knack
Knot Knit
Knock Knet
gn = |n| This pattern can say |n| asin:
Gnaw Gnash Fegn
Gru
Gral
Gnome
Regn
|i [longinign|: Thisvowe |i|followed
by gn can say [eye];
Sogn  Redgn
Assgn Benign
Desgn Align
|gh|=silent : Thispattern canbe
dlentasin:
Caught
Taught
Daugther
Saughter
ought jawt| : Thispattern can say |awt| asin:

Fought Sought

Bought
Brought
Slentletter:  somewordshaveaslent
letter for ex: thumb the “b” on the end is silent
Bomb, Limb, Hymn, Solumn
Lamb, Dumb, Autumn, Condemn
Rumb, Crumb, Column
slent |etter: - somewordshaveaslent
letter. For: “doubt” the letter “b” is silent
Debt, Caf, Often, Listen
Doubt, Haf, Soften, Fasten, Moisten

Jour Ghetto
Honour Sword
John Whole
Rhyme Receipt
Ghestly

slent | etter: somewordshavesilent
letter as in |guest| “u” silent
Guy Gsuest

180)
181)

182)

183)

184)

185)

186)

Guard Gult
Guess
In the word friend “i” is silent
|sion|=shun: - Thispattern can
say [shun|as in. If there is “ssion”
“s”ilent

Mansion Tendon
Expanson Pension
Extenson Misson

Tion=|shun|: Thispattern
can say |shun|asin:

Action Option
Fraction Mention
Section Caution

son=|zhun|: - Thispattern
cansay zhunasin:
Revison
Devison
Decison
Exploson
ci =|sh|: Thispatternfollowd
by avowe say |sh|asin:
Specid  Cruciad
Socid  Officia
Facd  Artificia
ti = sh: Thispatternfollowed by
a vowel says=shasin:
Partid, Petient
Martid, Impatient
Intid, Petience
Essentid, Cautious
ture= |chur|: Thispattern can
say [chur|asin:
Picture, Structure
Lecture, Capture
Fracture, Rapture



FUNDAMENTAL POINTS
Inenglishwehave 26 Alphabet.
AEI,O,U arecalled vowels.
W,Y arecaled semi vowels.
Remaninig |ettersare called consonants.
Group of wordswhich makes senseiscalled asentence
Speechisthenatura form of alanguage.
Languageisthemeansof communication.
Exchangeof variousidessiscaled communication.
Different kindsof words are called parts of speech.
Entiregrammar isset of rulesand regulations.
SENTENCE
Group of wordswhich makes complete senseiscalled asentence.
Eg:  Honeytakssweetlywithdl.
Prahasyaisabeautiful girl.
Radhasingsasong.
Pointsto beremembered:
. A sentence must begin with acapita letter.
. A sentnece should be ended with afulstop () (?) (1)
. Words must bein proper order.
Subject and predicate:
Subject: About whom / what we are speaking is called subject.
Predicate: What issaid about subject iscaled predicate.
Eg:  Birdsflyinthesky.
ub  predicate
Barking dogsseldom bite.
ub predicate
Pensareworking on papers.
ub predicate
EXERCISE - 10

Clause and Phrase
Humpty Dumpty sat onawall.
phrase
Thesunrisesintheeast.
phrase
Welovethe beauty of sunset.
phrase
Phrase: Group of wordswhich makes sense but not complete senseiscalled phrase.

Clause: People aretrusted, who pay their debts.
sub  predicate sub predicate

We can set start whileitismaining
sub predicate sub  predicate

1 think that you have madeamistake
sub  predicate sub predicate

Clause: Itisapart of asentence contains subject and predicate

(or)

Group of wordswhich contains subject and predicateand be apart of asentenceiscaled clause.

10



EXERCISE - 10

Kind of Sentences:

Therearefivekindsof setnences:
Assertive setence/ Declarative
Imperative sentence.
Interrogative sentence.
Exclamatory sentence.

Optative sentence.

Assertive Sentence: Asentence which denotes simple statement or declaration is called “asser-

sentence”
Eg:  Tomorrow isaholiday.
Raju goesto market.

Prahasyasmilesbeautifully.
I mper ative Sentence: Asentence which denotes command, request, or desire is called “Impera
tive setence”
Eg:  Shutupyour mouth.
Pleaselend meyour book.
Get out of theclass.
I nterrogative Sentence: A sentence which denotes question is called “interrogative sentence”
Eg:  Whyareyoucoming?

Areyou atending party?
Who areyou?
Exclamatory Sentence: Asentence which denotes sudden and strong feelings is called “Exclama
tory Setence”
Ex:  Oh! thereissnake!
What apleasant surprise!

What aco-incidence!
Optative Sentence: A sentence which denotes wishes is called “optative sentence”
Ex:  Goodmorning.

Happy Birthday.

Happy Christmas.
Present Tense Past Tense Past Participate
Arise Arose Arisen
Awake Awoke Awoken
Bear (Produce) Bore Born
Bear (carry) Bore Borne
Beat Beat Beaten
Become Became Become
Begin Began Begun
Behold Behdd Behdd
Bid Bade Bidden

Bid Bid

Bind Bound Bound
Bite Bit Bitten
Blow Blew Blown
Break Broke Broken
Choose Chose Chosen
Cling Clung Clung
Come Came Come



Crow

Sing
Smite (to hit hard)
Speak
Soin
Spit
Spring
Stand
Stedl
Stick
Strike
Swear
Swim
Swing

Crew / Crowed
Dug

Did

Drew

Drank

Drove

Hed

Rode

Smote

Spoke
Span
Spat
Sprang
Stood
Stole
Stuck
Struck
Swore
Swam
Swung

Crowed
Dug
Done
Drawn
Drunk
Driven
Eaten
Fdlen
Fought
Found
Hung
Hown
Forgotten
Forsaken
Frozen
Got
Given
Gone
Ground
Grown
Hung
Hidden
Hdd
Known
Lan
Ridden
Rug
Risen
Run
Seen
Shaken
Shone
Shrunk
Sung
Sat
San
Sid
Sung
Smitten
Spoken
Spun
Spat
Sprung
Stood
Stolen
Stuck
Struck
Sworn
Swvum
Swung



Tear Tore Torn

Throw Threw Thrown

Win Won Won
PARTSOF SPEECH:

Thereare 8 partsof speech. They are.

1.Noun 5.Adverb

2. Pronoun 6. Preposition

3.Adjective 7.Conjunction

4.Verb 8. Interjection
1. Noun: Namingword. (All names)

Eg: Ramu, Tiger, Suryapet, Pen
Kindsof Nouns:
Proper Noun:
Common Noun:
a) CollectiveNoun
b) Abstract Noun
c) CountableNoun
d) UncountableNoun
€) Material Noun
1. Proper Noun: Itisthe nameof aparticular person (or) place. (Particular names)
Eg: Raju, Hyderabad, Ganga, Yamuna etc..
2. Common Noun: Itisaname commontoal or common to particular classor group.
Eg: Girl, Boy, Pen, Bench
3. CollectiveNoun: Itisanameof acollection of group of people or thingsbel onging to the same
class.
Eg: Team, Government, Jury, Class, Bunch, etc.,
4. Abstract Nonn: Itisanameof aquality, state, or concept.
Eg: Kindness, beauty, love, youth, hatred, fear, childhood etc.

5. CountableNoun: Nounthat can be countable. These can beeither singular / plural.

Eg:  Boy-Boys, Book - Books
Notice - Notices Horse- Horses etc.

6. UncountableNoun: Noun that can’t be countable. These can’t be used in plural form.
Eg: Sugar, Information, Water, Qil, Floar etc.

7. Material Noun: Nameof amaterial isknown asmaterial noun.
Eg. Iron, Coper, Gold, Slver etc........

2. Pronoun:

Substitute word for a noun.
Kindsof Pronouns:
1. Subjective pronoun
2. Objective pronoun.
3. Possessive pronoun
4. Reflexive pronoun & Emphatic pronoun
5. Demondrative pronoun
6. Digtributive pronoun
7. Indefinate pronoun.
8. Relativepronoun
9. Interrogative pronoun.
10. Reciprocal pronoun.
1. Subjective Pronouns. Pronounsthat comein the place of subject.
Eg: 1gotomovie.
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We eat an apple.

You ask meaquestion.

Hesolvesproblem.

Shegathersthe matter.

Itisraning.

They arecdling.
ObjectivePronouns: Pronounsthat comein the place of object.
Eg: Rauasksme.

Hebeatsus.

Shegaveyou.

| talked to him.

Wesaidto her

They brought it.

Youtoldthem
Possessive Pronouns: Pronounswhich denote ownership and possession.
Eg:  Whereismy book?

Thisisour house,

May | take your pen?

Winningishisdream Determiners

Moddlingisher dream.

These aretheir books.

It givesfor it’s sake.

Thisismine
Thoseareours Predicativeuse
That isyours/ his,
Theseareherstheirsits.
Reflexive Pronouns: Pronounsthat reflects upon the subject iscalled Reflexive pronoun.
Eg:  Prahasyasaw hersdf inthepool.
Rg learnt himsdf English.
Mydlef, hersdlf, himself, yoursdlf, yourselves, themsdves,, Itsdlf etc......
Without reflexive pronounin a concerned sentence, it becomesungrameatical.
Emphatic Pronouns. Theseare used for emphasis. Emphasispronounisoptiond in the sentence.
Evenif weomitit, thesentenceisgramatical.
Eg:  Preethi hersdf prepared lunch.
Myself, Oursalves, Your / self / selves, her / himsdlf, themselvesetc....
Demostr ative Pronoun: These pronounsrefer or point out the object or objectsfor which they
areused.

Eg:  Thisismypencil.

That ismy house.

Thesearemy books.

Thoseareyour things (such).

Digtributive Pronouns: Pronounswhichrefer everythingin agroup or classiscaled distributive
pronoun.
Eg:  Eachmustwritehomework.
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10.

Everybody isin my hand.
Nobody comesto me.
al, one, someone, anybody, Either, neither, nothing, etc...,
I ndefinite Pronoun: It doesn’t refer particular thing or person.
Eg:  Onemust love one’s country.
Anyone can cometo me.
All aredlowed.
Relative Pronoun: Thesepronounsrefer back to the noun or pronoun going before them.
Eg:  Thisistheman, who stolemy purse.
RP
Thisistheboy, whosefatherisdead. (ReativePronoun (R.P))
RP.
Thisisthe boy, whom theteacher provides.
RP
Thisthe house, that jack built.
RP.
Thisisthehorse, whichwontherace.
RP
I nterrogative Pronouns: Theseare used for asking questions.
Eg:  Who made this mistake?
Whom do you like?
What is your name?
Which isyour favourite game?
Reciprocal Pronouns: Theseare used to expressmutua relationship.
Eg:  Eachother, oneanother
They talk to each other
between two
Children giveoneanother
morethan two.

ADJECTIVE

Adjective: Describing word. (quaifiesnoun/ pronoun)

Kindsof adjectives:
1. Adjectivesof quality
2. Adjectivesof quntity
3. Adjectivesof number (or) Numera adjectives
a) Definitenumera adjectives.
b) Indefinatenumera adjectives.
c) Digtributivenumeral adjectives.
4. Demodtrative adjective.
5. Emphasising adjective.
6. Interrogative adjective.
7. Exclamatory adjective.
Adjectivesof quality: It sayswhatkind of apersonor thingis
Eg:  Ashoka was a great and wise king.
Theroseisa beautiful flower.
Mahesh is a handsome boy.
Staisan honest girl.
Adjectiveof quantity: It showshowmuch of athing isintended.
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Eg:  Alittle knowledge is dangerous thing
Ady N
Shehad sufficient money.
Half aloaf isbetter than no bread.

3. Adjectivesof number: Show howmany personsor thingsare denoted.
Eg:  Many people wants to meet me.
| bought five bananas.
We sold dozen pens.
a) Definatenumer al adj ective: Ajectivethat denotes perticular number.
Eg: Radha hastwo pens.
Devi isin 9th class.
Sregja gave me eleven rupees.
b) I ndefinate Numer al adj ective: Adjectivewhich doesnot denotes particular number.
Eg:  Several men cameto seethelion.
Many people enjoyed the match.
Most men have to work hard.
C) Destributivenumer al adj ectives: Adjectivewnhich denotesal membersthingsinagroup.
Eg:  Everyman mustakehisturn.
Every man must do hisduty.
Either penwill do.
Nelthersstatement istrue.
4. DemonstrativeAdjective: Adjectivewnhich point which person (or) thing ismeant.
Eg:  |likethosemangoes.
A certain boy helped her.
Such people aredangerous.
5. Emphasising adj ectives: Adjectivewhich empahsises.
Eg:  Itismyownthing.
Thisisvery street | enteredin.
Thisismy owndress.
6. InterrogativeAd)ective: “Wh” question word that is used before noun.
Eg:  Whichbook do youwant to buy?
What colour isyour dress?
Whosepurseisthis?
7. Exclamatory Adjective:
What geneous!
Whet an Ideal
What ablessing.
VERB
Verb: Doingword or actionword.
Therearefour verbforms:-
V1 V2 V3 V4
Present Tense Past Tense Past Participate Present Participle
Trave Traveled Traveled Travdling
Type Typed Typed Typing
Tricked Tricked Tricked Urgng
Urge Urged Urged

CLASSIFICATION OFVERBS
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VERB

Lexica Verbs Auxidry Verbs
(Mai n\/lerbs) (Helphing Verbs)
Transitive Intrahsitive J
Mode Auxilaries Primary Auxilaries

Will - Would, Shall - Should, Can - Could,
May, Might, Must, ought to
I [ I
Beforms/am, is, are, Doforms Haveforms
was, were, be, been, being Do, does, did have, has, had, having

TranstiveVerb:
Deepa closed thedoor
ub  veb  ob
John vidts us
ub  veb ob
She eds anapple
ub  veb ob

My mother is washing clothes
ub hv mv obj

Theverb whichtakesan object iscalled trangtiveverb.
IntransitiveVerb:
The children have dready dept
M.V
Thewater leve isrisng
M.V.
Birdsfly inthesky.
M.V
Thebabyiscrying
M.V.
Theverb which doesnot takean object iscalledintransitive verb.
| Monotrangtive: needs only one object
| ditrandtive : needs two objects
| complex -trangtive  takesobject and complement
Verbscan also be catagorised asfiniteand non-finite:

Verbls
I
Finite Non-Finite
I
Trawsltive Intransiltive | | |
Infinitive Gerund Paiticiple
| | I |
Barelnfinitive Toinfinitive V3 V4  having+V3

FiniteVerb: It’s simply the main verb.

Non-FiniteVerb: The form of verb which is not government by the subject and doesn’t reflect tense is
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caled nonfiniteverb.
Eg:  Hewent Bombay to get dresses.
| made him wait at the office.
Infinitive: Theroot form of theverbiscdledinfinitive.

Bareinfinitive: Theroot form of theverb without iscalled bareinfinitive. These are used after.
Had better, Had rather, Had sooner, would rather, woul d sooner, sooner than, better.
Eg:  Shemademego.
| heard her sing.
You had better consult adoctor.
Toinfinitive: Theroot form of theverb preceded by to iscalled toinfinitive.
Eg: Hehastogo.
| brought agift to present.
to + V1 = Infinitive

Gerund: 1) Asasubject
Swimmingishedthy exercise.
Sub = Noun + Verb = Gerund
Smokingisinjuriousto hedth
Sub = Noun + verb = Gerund
Teachingismy hobby
Sub = Noun + Verb = Gerund

2) Asan abject
Shelikesdancing

obj = Noun + Verb = Gerund
Welikesnging

obj = Noun + Verb = Gerund
Everyonemust sop smoking

obj = Noun + Verb = Gerund
[ likeswimming
obj = Noun + Verb = Gerund
3) After apreposition

Heisfond of playing
obj = Noun + Verb = Gerund
| have noideaof going there
obj = Noun + Verb = Gerund
Gerund: GerundisaV4 formwhich comesin the place of subject, or in the place of object may be
object to apreposition.
Participle: Itissmply theformof V3, V4 (or) having+V3
1) Present Participle (V4)
2) Past Participle (V3)
3) Perfect Participle (having +V3)

ADVERB
Adverb: Adverb modifiesaverb or an adjective or another adverb.
Kindsof Adverbs:
1) Adverbs of manner.
2) Adverbsof place.
3) Adverbsof time.
4) Adverbsof degree
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5) Adverbsof number
6) Interragative adverbs.
7) Adverbsof frequency
8) Relative adverbs.
9) Exclamatory adverbs.
10) Adverbsof affirmation and nagation.
Adver bsof manner: Show how an actionisdone.
Man acted wisely
She spent all her wealth foalishly
Theboysplayed well
Sheran fast
Thesoldiersfought bravely
Adverbsof Place: Show wherean actionisdone.
Theboysarewaiting outside.
Welooked for her every where
Hereand therethe children ran.
Shewentin.
Adverbsof time: Show when an actionisdone.
Sheleft early
Shewill cometomorrow
Hecameheredaily.
Thedoctor cameimmediately.
Adverbsof degree: Show how much or to what extent an actionisdone.
Hewasverytired.
Hewasnearly exhausted.
Heisentirely desf.
He was some what pleased.
Adverbsof number: Show how many timesan actionisdone.
Eg:  Theboy beat himtwice.
Shevisited usonce.
We often talk to ourselves.
He seldom came here.
| have never told alie.
Adverbsof frequency: Show how aften anactionisdone.
Eg:  Always, often, never, every, seldom, everyday, sometimes, usualy, normaly, rarely,
hardly, scarely, once/ twice.
aweek, occasionaly ........cccceeveuenee.
I nterrogativeadver bs. These are used for aksing questions.
When did he come?
Wheredid hego?
How areyou?
Why areyou late?
Relativeadverbs: Theserefer back to their antecedentsand alsojoin clauses.
I don’t know where sheworks.
Wherever you go, beagood citizen.
When, Where, Why, Whenever, Wherever.
Exclamatory adver bs:
Theseareused in exclamationsto expressan extent.
Eg: Howmeodioudy shesngs!
What agood boy heisl!
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10.  Adverbsof affirmation and negation:
These are used to express one’s reaction or repsonse to questions. They indicate
acceptance/ unacceptanceYes/ No.
Doyou likefish? Yesl do.
No I don’t

PREPOSITION

Prepostion: Preposition is placed before a noun or pronoun to it’s position.
Kinds of preposition;
1. Simplepreposition.
2. Compound preposition.
3. Complex preposition.
1 SimplePreposition: Theseareoneword words.
In, On,At, Till, To, Off, From, For etc..,
2. Compound Preposition: Thesearetwo syllabled words.
About, Above, Across, Behind, Beside, Againg etc.....,
3. Complex Prepositions: These arecombination of morethan oneword having theforce of a
singlepreposition.
Eg: Accordingto, Alongwith, Infront of, Instead of with regard to, ONebehalf of, Infavour of,
One account of etc......,

CONJUNCTION

Conjunction: Connnectingword, or joiningword.

Kindsof conjunctions:

1. Co-ordinating conjunctions.
2. Co-reativeconjunctions.

3. Sentence connectors.

4 Subordinative conjunctions.

1. Co-ordinating Conjunctions. Conjunctionsthat are used in compound sentencesarecalled
coordinating conjunctions.
Eg:  And,But, Or, For, Yet, Still, So......

2. Co-rélativeConjunctions: Thesearecalled co-relative becausethey goin pairs.
Eg: Both.....And, Not only........ But adso, Either........ or, Nether......... nor.

3. Sentence Connector s. Theseare used to concern themeaning/ ideas of the setencesthey
connect.

Eg:  Besdes, Also, Hence, However, Then, Thus, Onthe other hand.
4. Subor dinating Conjunctions. Conjunctionsthat are used in complex setencearecalled
subordinating conjunctions.
Eg:  After, Though / Although, As, Because, Before, If, That, Unless When, Where,
While, As soon as, So that, Asif, incase, No sooner......... Than,

Scarcely......\When
Hardly.......\When, Yet,
Whether........ Or

AN INTERJECTION
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Itisusedto express sudden or strong emotions, feglings.
Eg:  Oh!ltissuprising.
Hurrah! We have achieved.

Hush!

Alas!

Oops!!

Hey!

TENSES

Tense: Tenseisnothing but time.
Thereare 3types of tenses: -
1 Present Tense
2. Past Tense
3. FutureTense
Present Tense: It referspresent time. Therefore divided into 4 forms.
1. SimplePresent Tense.

2. Present Continuous Tense
3. Present Perfect Tense.
4 Present Perfect Continuous Tense.

Simple Present Tense:
Sructure Sub+V 1(s) (es) + Obj / Complement.
| gotomovie.
Wegotomovie.
Yougotomovie,
Hegoesto movie.
Shegoesto move.
It goestomovie.
They gotomovie.

Other Forms:
Structure: Sub + do/ does+ V1 + O/ Complement
| dogotomovie.
Wedo go to movie.
You do gotomovie.
Hedoesgoto movie.
Shedoesgoto movie.
It doesgoto movie.
They dogotomovie.

Neg Sub+do/does+not+V1+0O/C
| do not goto movie.
We do not goto movie.
You do not goto movie.
Hedoesnot goto movie.
Shedoesnot goto movie.
It doesnot goto movie.
They do not goto movie.
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Inte: Do/Does+sub+V1+O/L
Dol gotomovie?
Dowegotomovie?
Doyougotomovie?
Doeshegotomovie?
Doesshegoto movie?

Doeait gotomovie?

Dothey gotomovie?

Usage: Itisusedto express
1) Habitual actions, 2) Universa truths, 3) Proverbs.

Pesent ContinuousTense:

Structure: Sub+am/is/are+V4+0O/C
| am posting aletter.

We are praying to god.
You arepraisngthem
Heispresenting gift.
Sheispreventing desease.
Itisprinting the documents.
They areproving them.

Sructure: Neg:

Sub +is/am/are+not+V4+0O/C

| am not posting aletter.

We are not praying to god.

You arenot praising them.

Heisnot presenting agift.

Sheisnot preventing deseases.

Itisnot printing thedocument.

They arenct proving them.

Interrogativee Am/Is/Are+Sub+V4+0O/C?
Aml| posting aletter?

Arewe not praying to god?
Areyou not praisingthem?
Ishenot presenting agift?
Isshenot preventing deseases?
Isit not printing documents?
Arethey not proving them?
Usage: Itisusedto expressan action whichisgoing on at thetime of speaking.
Eg:  Childrenaretakingtotheir teacher.
They are preparing for an exam.

Present Pefect Tense:

Str: Sub + have/ has+ V3 + O/C
| havepunished children.
Wehavepulled atree.

You havepushed me.
Hehasquarreled with hisfriend.
Shehasquit aningtitution.

It has quoted somewords.

They havera sed income.



Neg: Sub + have/ has+ not + V3 + O/C
| have not punished children.
We havenot pulled atree.
You havenot pushed me.
Hehasnot quarrelled with hisfriend.
Shehasnot quit aninstution.
It has not quoted somewords.
They havenot raisedincome.

Int: Have/has+ sub+ V3+ O/ C?
Havel punished children?
Havewe pulled atree?
Haveyou pushed me?
Hashequarreled with hisfriend?
Hasshequit aningtitution?
Hasit quoted somewords?
Havethey raised income?

Usage: Itisused to expressjust completed actions.
PRESENT PERFECT CONTINUOUSTENSE
Sru Sub + have/ has+ been+ V4+ O/ C

| have beenredlising my dream.
We have been reducing thework.
You have been refusing our proposal.
He hasbeen regretting for mistake.
She has been repairing her watch
It has been reporting the matter.
They havebeen reservingtickets.
Neg Sub + have/ has+ not + beenV4+ O/ C.
| havve not been realising my dream.
We have not been redusing thework.
You havenot been refusing our proposal.
He has not been regretting for mistake.
She has not been repairing her watch.
It has not been reporting the matter.
They have not been reserving tickets.
Int Have/Has+ Sub + been+ V4 + O /C?
Havel beenredising my dream?
Have we been reducing thework?
Haveyou beenrefusing our proposal ?
Has he been regretting for mistake?
Has she been repairing her watch?
Hasit been reporting the matter?
Havethey been reserving tickets?
Usage : It is used to express an action which began in the past and is still going on in the
present time.
PAST TENSE
Past Tense: It referscompleted actions, thereforedivided into 4 forms.

1. SimplePast Tense
2. Past Continusous Tense
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3. Past Perfect Tense
4, Past Perfect Continuous Tense.
1. Simple Past Tense:
Sru b+ V2+0O/C
| resigned my job.

Werested in the d eeping room.

You retired fromyour job

Hereturned hismoney.

Sheruled the country.

It satisfied me.

They saved us.

Other Form b+ did+ V1+O/L
| didresignmy job.
Wedid restinthedeeping room.
You did retirefromyour job.
Hedidreturn hismoney.
Shedidrulethe country.
It did satisfy me?
They did saveus.
Neg Sub + did + not + V1 + Obj / Com.

| did not resign my job.
Wedid not rest in the d eeping room.
You did not retirefrom your job.
Hedid not return hismoney.
Shedid not rulethe country.
It did not satisfy me.
They did not save us.

Int Did+ Sub+ V1+ O/C?
Didl resgnmyjob?
Did werest in the degping room?
Didyouretirefromyour job?
Did hereturn hismoney?
Did sherulethe country?
Didit satisfty me?
Didthey save us?
Usage : It isused to expressan action that completed in the past, or that took placeint he past.
Itisoften used with adverbsof the past timelike yesterday, two monthsago, in
June, in 1995, during thewar, last month, last week etc.,
Eg: 1) Hepassed his examination in 2013.
2) | visited Delhi last month.
3) Raju met hisfriend yesterday.
PAST CONTINUOUSTENSE:
Sru Sub+ Was/Were+ V4+ O/ C
| was searching for my book.
Wewere seperating dl things.
You were sharing your experience.
Hewasshinging bright.
Shewas shocking them.
It was shutting doors.
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They were signing on thebond.
Neg Sub + Was/ Were/ not + V4 + Obj / Com.
| was not searching for my book.
Wewerenot seperating al things.
You were not sharing your experience.
Hewasnot shining bright.
Shewasnot shocking them.
It wasnot shutting doors.
They were not signing on the bond.
Inter : b+ Was/Were+ Sub + V4 + O/ C?
Was| searching for my book?
WereWeseparating al things?
Were you sharing your experience?
Washeshining bright?
Was sheshocking them?
Wasit shutting doors?
Werethey signing on thebond?
Usage : It isused to express an action which was going on at some time in the past.
Eg: 1) | wasteaching grammar at 10.00 am yesterday.
2) We were listening to our teacher when we were in the class.
PAST PERFECT TENSE:
Sru b+ had+V3+ O/C
| had skidded down.
We had dlipped int he ground.
You had smiled.
He had solved our problem.
Shehad spit upon her.
It had stayed here.
They had stuck it.
Neg: Str: Sub+ had + not+ V3+ O/C
| had not skidded down.
We had not dipped in theground.
You had not smiled.
He had not solved our problem.
Shehad not spit upon her.
It had not stayed here.
They had not stuck it.
Inter: Str: Had+ Sub+ V3+ O/ C?
Had | skidded down?
Had we dlipped intheground?
Had you smiled?
Had he solved our problem?
Had she spit upon her?
Had it stayed here?
Had they stuck it?
Usage : When two actions took place in the past, the earlier action must be said in past
perfect tense and latter action should be in simple past.
Eg : 1) Thetrain had left before we reached the station.
2) When | went home my mother had already gone out.
PAST PERFECT CONTINUOUSTENSE:
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Sr : Sub+ had + been+ V4+ O/C
| had been storing the stock?
We had been striking therod.
You had been succeedinginthelife.
Hehad been sucking milk.
It had been suitingto all.
They had been suffering fromfever.
Neg :Sr: Sub+ had+ not+ been+V4+ O/C
I had not been storing the stock.
We had not been stricking therod.
You had not been striving for result.
He had not been succeeding int helife.
She had not been sucking milk.
It had not been suitingtoal.
They had not been suffering from fever.
Int: Str: Had + Sub + been+ V4+ O/ C?
Had | been storing the stock?
Had we been stricking therod?
Had you been striving for result?
Had he been succeedinginthelife?
Had shebeen sucking milk?
Hadit beensuitingtodl?
Had they been suffereing from fever?
Usage : It isused to express an action which began before a certain time and continued up to
that time in the past.
Eg : Kapil Dev had been playing for Indiatill 19947
Mother Teresa had been serving to the poor till 1997.
My mother had been calling metill | answered her.
FUTURE TENSE
FutureTense: It refer future actionstherefore devided into four forms.
1. SimpleFuture Tense.
2. Future Continuous Tense.
3. Future Perfect Tense.
4. Futer Perfect Continuous Tense.

1. SimpleFutureTense:
Structure : Sub+ will /shall + V1+ O/ C
| shall suspect you.

Weshall swalow afish.
Youwill snimintheriver.
Hewill tastethefood.
Shewill trandateEnglish.
[twill ingpect dl.
They will travell all over theworld.
Neg Sub + will / shall + not+ V1+ O/C
| shall not supsect you.
Weshdl not swallow afish.
Youwill notsvimintheriver.
Hewill not tastethefood.
Shewill not trandaeEnglish.
[twill not ingpect us.
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They will not travell al over theworld.
Int Wl /shall + sub+ V1+ O/C?

Shall | suspect you?

Shal weswdlow afish?

Will youswimintheriver?

Will hetastethefood?

Will shetrandate English?

Will itinspect us?

Will they travell dl over theworld?
Usage : It isused to express an action which isabout or still to take place.

Eg : I will write my notes.

We shall listen to my teacher.

FUTURE CONTINUOUSTENSE

Sru Sub + will / shall + be+ V4+ O/ C
| shall befilling tubes.
We shall be entering the programme.
Youwill bedecting aleader.
Hewill beguessingthefacts.
Shewill be hatingthem.
[twill begrinding.
They will behanging down.

Neg Sub + will / shall + not+ V4+ O/C
| shdl not befilling tubes.
We shdl not be entering the programme.
You will not beelecting aleader.
Hewill not beguessing thefacts.
Shewill not be hating them.
[twill not begrinding.
They will not be hanging down.

Int Wl / Shall + sub+ be+ V4+ O/C?
Shdl | befilling tubes?
Shall we beentering the programme?
Will you bedecting aleader?
Will hebeguessing thefacts?
Will shebehatingthem?

Will itbegrinding?
Will they be hanging down?
Usage : It is used to express an action which will be going on at some time in the future.
Eg : 1) I will be drawing money.
2) Prahasya will be expecting her father.
FUTURE PERFECT TENSE:
Sr : Sub + will / shall + have+ V3+ O/ C.

| shal haveimposed them.

Weshdll haveimitated her.

Youwill haveimaginedthetruth.
Hewill haveimpressed me.
Shewill haveincluded those metals.
[twill haveincreased sum.
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They will haveinjuiredthebirds.
Neg Sub + will / shall + not + have+ V3+ O/ C
| shall not haveimposed them.
Weshall not haveimitated her.
You shdl not haveimagined thetruth.
Hewill not haveimpressed me.
Shewill not haveincluded those metals.
[t will not haveincreased sum.
They will not haveinjured thebirds.
Int Wl / shall + sub + have+ V3+ O/ C?
Shall | haveimposed them?
Shall Wehaveimitated her?
Will you haveimagined me?
Will hehaveimpressed me?
Will shehaveincluded those metals?
Will it haveincreased sum?
Will they haveinjured thebirds?
Usage : It isused to express an action which begin in the future and will be completed by certain
timein the future.
Eg : They will have left this place
We shall have reached our village by tomorrow.
FUTURE PERFECT CONTNUOUSTENSE:
Sub + will / shall + have+ been+ V4+ O/C
| shall have been handling the problem.
We shall havebeen kickingtheball.
You will have been heating thewater.
Hewill havebeen mockingall.
Shewill havebeeningstingtherules.
It will have been painting.
They will havebeen permitting them.
Usage : It isused to speak an action which begins and continued over a period of timein the
future.
Eg : Wewill have been living here for 10 years by 2016.

CONDITIONAL CLAUSES/IT CLAUSES

Conditiona clausesareclassified into four, on thebasisof nature of the conditionas. They are.
1) 100% possibleconditional.

2) Probable conditional clause.

3) Improbableconditiond clause/ Imaginary.

4) Impossible(or) unfullfilled conditiona clause.

1. 100% possibleconditional clause: In this, the consequence of “if clause” is 100% possible
thusitiscalled so.
Eg : If clause, result (consequence) clause.
If + Ssmplepresent, smplepresent.
If +sub+V1+obj/C, sub+V1+O0bj/C
If you heat ice, it melts(100% it melts)
If you boil water, it becomesvapour.
If youleaveglass, itwill bresk.
Usage : When the result is 100% possible of certain actin we use this conditional clause.
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Type- 1. Probable conditional clause: In this, the consequence of the “if clause™ is 80%
possible.(likely to happen)

If clause, result (consequence) clause.
If + Ssmplepresent, samplefuture.
If +sub+V1+obj/C sub+will/shal +V1+0O/C

Eg: If youstudywdl, youwill getfirst class.
If heinvitesme, | will attend the party.
If you comelate, theteacher will punish.
If shepractisesEnglish, shewill learnit.

NOTE:
Usage : Inthe given setences, one sentence should beimperative (request, command, order,
suggestion, advice.......etc) to do or not to do something.
2) The sentenceswhich areto betransformed should beeither in simplepresent or in simplefuture
tenseor both.
3) Thewordslike (or, thenonly, or € se) are omitted.
4) If clause should befollowed by comma.

Eg :1)  Hemust study well. Then only hewill get first class/ If you study well,
You will get first class.
Advice (Future)

2) Buy onedress, you get another dressfree
Imperative  (smplepresent + Ve) (Future)
If you buy one dress, you will get another free.

3) Don’t go deep into the forest, the wild animals may attack you.
Imperative  Advice
If you go deep into the forest, the wild animals may attack you.

4) He should have hall ticket or he won’t be allowed to enter the exam hall
Suggestion (Future)
If he has hallticket, he will be allowed to enter exam hall.
5) Be conficlent or you can’t succeed.
(Imperative/ Advice) Simple Present
If you are confident, you can succeed.
Type-11: Improbable/ Imaginary condition: In this condition the consequenceis (result
clause is) mereimagination, of a viewer, but does not happen in real.
If Clause, result clause.
If + Smple pagt, conditional past.

If you studied well,  you would get first class.

If +sub + V2 + obj / complement, Sub + would + V1 + Obj / Com
If he invited me, | would attend the party.

If you came late, the teacher would punish.

If she practised English, shewould learnit.

NOTE:
1. Though the clausesarein the past tense, they refer present sense.
2. All subjects in the case of the verb “be” take “were”.
Eg : If I wereabird, | would fly.
If he were a doctor, he would treat.
3. If thegiven setenceisin present and indi cates statement or improbability we haveto use
type- Il
4. If the given setences are negative makethem positive (or) positive make them negative.

Eg: 1) Today is a working day, | can’t go out
(simple present statement) (I mprobable)
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2)

3)

4)

5)

Type-I11I:

Note

If today were not a holiday, | could go out.
He does n’t have common sense, so he behaves so
(statement s.p)
If he had any common sense, he would not behave so.
She wastes money now: She won't be happy later.
(statement)
If she did not waste money now, she would be happy later.
I don’t have enough money, so | can’t give you any If I had enough money, | could
give you some.
She haslost her purse, sheis sad. If shedid not lose her purse. She would not be
sad.
Impossible (or) Unfulfilled conditinoal clause.
Herethe conditiond clauseindicatesunfulfillment (or) impossibility of complted action
as the time doesn’t repeat. It begins with either if or had.
If clause, result clauses.
If + Past Perfect, Conditional Perfect.
If+sub+ had+ V3+O/C sub + would + have+ V3+ O/ C
(or)
Had+ Sub+ V3+ O/ C, Sun + would + have+ V3+ O/ C
If he had invited me, | would have attended the party
If you had come late, the teacher would have punished.
If she had practiced English, shewould have learnt

1. If the given sentences are in past, we have to use - Type- |11

2. If the given sentences are positive transform into negative or if they are negative make
them positive.

3. First action should be along with ““if”.

Eg

I didn’t meet him, | did not tell him the truth.
(Both arein past)

If I met him, | would have told him the truth.

2. He couldn’t contest in the election as he was arrested.

Ans. If he had not been arrested, he could / would have contested in the election.
3. I ddin’t have the visiting card he was not allowed to meet the President.
Ans. If | had the visiting curd, I would have been allowedto meet the President.
4. I didn’t know of your arrival, so | didn’t meet you.

Ans. If | had known of your arrival, | would have met you.
5. She was not interested in the job, so she stopped going to it.
Ans.  If she had been interested in the job, She would not have stopped going to it.

ACTIVE AND PASSIVE VOICE

ActiveVoice: Thesubject of theverbisdoesof an actionintheactivevoice.

Eg Rama killed a snake
sub V2  ob
Passive Voice: Thesubject of hteverbisreciever of an actioninthe passivevoice.
HV - Helping Verb
MV. - Main Verb
A snake was killed by RRama
Sub HV M\V3 Ob

Changeswhiletransfor mation:
1. Subject becomes obyject.



2. Object becomes subject.

3. Verb changes as per the condition.
4. Preposition “by” is added (75%)
Changesin Pronouns:

I - Me He-Him They - Them
We - Us She- Her
You-You It-1It
Words which are not followed by preposition “by” are:
Known-to contained -in
Alaramed - at surprised - at
Pleased - with satisfied - with
Shocked - at puzzled - at
Wed - to grown-with  etc..,

Eg: 1) Asweet perfumefilled the room.
The room was filled with a sweet perfume.
2) Kiran knows me. | am known to Kiran.

1. Simple Present Tense:

AV Sub + V1 (s) (es) + Obj

PV Obj + am/is/are+ V3 + by + sub
1 | seeadark cloud.

A dark cloudisseen by me.
2. WelikeEnglishmovies.
Englishmoviesareliked by us.

3. Youteachus.
We aretaught by you.
4. HelovesBangradance.

Bangradanceisloved by him
5. Sheeatsan apple.
An appleiseaten by her.
6. It givesenergy.
Energyisgiventoit.
7. They hdpmeinmy studies.
| am helped in my studiesby them.

2. Present Continuous Tense:

AV Sub+ am/is/are+ V4 + obj

PV. Obj + am/is/are+ being + V3 + by + Sub
1. | am cooking food.

Food i s being cooked by me.
2. Weareaksing questions.
Question are being asked by us.
3. Youaremakingdolls.
Dollsare being made by you.
4. Heisspeaking Tamil.
Tamil isbeing spoken by him.
5. Sheisdoingwork.
Work isbeing done by her.
6. Itiseating amango.
A mangoisbeing eaten by it.
7. They aretdlingfakestories.
Fake storiesarebeing told by them.
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3.
AV
P.V.
AV
AV
AV
AV
AV
AV

AV

Present Perfect Tense:
Sub + has/ have + V3 + Obj
Obj + has/ have + been + V3 + by + sub
| have posted theletters.
Theletters have been posted by me.
We have compl eted thework.
Thework hasbeen completed by us.
You have sold the house.
The house has been sold by you.
He hasbrought money.
Money hasbeen brought by him
She hasgiven meachance.
| have been given achanceby her.
It has sent meamessage.
A message has been sent tomeby it.
They havemet anofficid
Anofficia hasbeen met by them.
Present Perfect Continuous. (No Passive Form)

Simple Past Tense:
; Sub + V2 + Obj
Obj + was/ were+ V3 + by + sub
| invented amachine.
A machinewasinvented by me.
Weloaded the goods.
The goodswereloaded by us.
Youmentioned al facts.
All factswere mentioned by you.
Hemixed chemicas.
Chemicasweremixed by him.
She occupied our land.
Our land was occupied by her.
It offered an gpportunity
An apportunity wasoffered by it.
They opposed our proposal.
Our proposal was opposed by them.
Past Continuous Tense:
Sub + was/ were + V4 + Obj
Obj + was/ were + being + V3 + by + sub
Hewasorganising aprogramme.
A programmewas being organised by him.
Shewasknocking thedoor.
The door wasbeing knocked by her.
The dogwaslickingthebowl.
Thebowl wasbeing licked by the dog.
| waspainting apicture.
A picturewasbeing painted by me.
Wewereplanting saplings.
Saplingswere being planted by us.
Youwereingsting them.
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6.

7.

They werebeinginsisted by you.
They werewatching movie.
Moviewas beingwatched by them.
Maheshwastakigloan.
L oan was being taken by Mahesh.
Past Perfect Tense:

Sub + had + V3 + obj
: Obj + had + been + V3 + by + sub
Shehad completed her project.
Her project had been completed by her.
They had purchased the books.
The books had been purchased by them.
Lincoln had abolished davery.
Slavery had been abolished by Lincoln.
Indiahad won the match.
Thematch had been won by India.
Thepolicehad arrested thethief.
Thethief had been arrested by the police.
Theburglar had stolenvalubles.
Val ubleshad been stolen by the burglar.
Shehad completed washing.
Washing had been completed by her.
Past Perfect Continuous (No Passive)

Simple Future Tense:

; Sub + will / shall + V1 + Obj
: Obj + will / shall + be+ V3 + by + sub
Prahasyawill teech smiling.

Smilingwill betaught by Prahasya
Hewill scold me.

| will bescolded by him.

Shewill lift theluggage.

Theluggagewill belifted by her.
TheC.B.I will handlethiscase.
Thiscasewill behandled by the C.B.I.
Indiawill winthenext world cup.
Thenext world cupwil bewon by India.
Ramy will cal her mother.

Mother will becalled by her.

[ will continuethemission.
Themissionwil becontinued by me.

Future Continuous Tense:  (No Passive)

8.
AV
PV
1

Future Perfect Tense:
Sub + will / shall + have + V3 + Obj
: Obj + will / shall + have + been + V3 + by + sub
Hewill have appreciated her.
She will have been appreciated by him.



2. Shewill haveavoided the problem.
The problemwill have been avoided by her.
3. We shdl have cleared the debts.
The debtswill have been cleared by us.
4. | shall have sent the parcel.
The parcel will have been sent by me.
5. They will haveread the book.
The book will have been read by them.

Future Perfect Continuous Tense: (No Passive)

If the given setence hastwo objects, that setence can betransformed into passivevoicein two ways.

Eg: | gavemy teacher a pen
obj (1) Obj (2)

My teacher was given apen by me.
A penwasgiven to my teacher by me.

2) Karthik hasoffered  Vivek abunch of grapes
Obj (1) Obj (2)

Vivek has been offiered abunch of grapesby Karthik.
A bunch of grapes have been offered to Vivek by Karthik.
3) She gave meabook.
A book was given to me by her / | was given a book by her.
4. Wegavehimfiverupees.
Five rupees were given to him by us/ He was given five rupees by us.
5. Shetold usastory.
A story was told to us by her / We are told a story by her.
6. HeteachesusEnglish.
English istought to us by him/ We are taught English by him.
7. Theteacher gavehimaprize.
A prize was given to him by the teaches / he was given a prize by the teacher.

I nterrogative Setences. Active to Passive
These are of two types:
1. Auxilary questions(type)
2. “Wh” type questions.
1. Auxilary typequetions: BeginwithAuxilary verb. Incaseof (am/ are/ is/ are/ was/ were)
Sru Aux. Verb + Sub + Main Verb (V1, V2, V3, V4) + Obj
Aux. Verb + Obj + being + Main Verb (3) + by + Sub
1 Areyou preparing an exam?

Isan exam being prepared by you?
2. Werewe aksing questions?

Wer questions being asked by us?
3. Was| eecting aleader?

Wasaleader being elected by me.



Inthecaseof (Do, Did, have)

Sru Who + V2 + obj
Active : Who broke this slate?
Sru By whom + was/ were + obj + V3?

By whom was this slate broken?
Why + did + sub + V1 + obj?
AV
2. Why did she insult us?
Why + was/ were + obj + V3 + by + sub?
P.S.
Why wereweinsulted by her?

3. How did he win the prize?
How +did + sub + V1 + obj?
How +was+ were+ obj + V3 + by + sub?
P.S.
How wasthe prizewon by him?

4. Who teaches you English?

AS. Who+ V1+ Obj (1) + Obj (2)

PS. Bywhom+is/are+ Obj (1) + V3 + Obj (2)
By whom areyou taught English?

5. Who + will + V1 + Obj?

A.S.  Whowill punishyou?

PS. Bywhomwill + obj + be + V3?
By whom will you be punished?

6. Who will blame her?
PS. Who+ will + V1+ Obj?
By whom will shebeblamed?

IMPERATIVE SENTENCE:
Commands, Orders, etc................

It begingswith averb.
Eg: AS Verb + Obj + Complement
PS Let + Object + Be+ V3
1. A.V  Ask them to come here?
Let them be asked to come here.

2. A.S. Openthedoor.
PS Letthedoor beopened.
3. A.S Cadlthepolice.
PS Letthepolicebecaled.
4. A.S Givetheorderstoopenthefire.
PS Lettheordersbegivento openthefire.

ADVICE OR SUGGESTION

AS.:. Sub+ Oh.............
PS.: Obj + should/ must + be+ V3
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1 Takemedicineontime.
M edicine should betaken ontime.
2. Takethewounded to the hospital.
Thewounded must betaken tothe hospital.
3. Obey your teachers.
Your teachers must be obeyed.
Request:
P.S You are + requested + to + V1 + com/ etc.
Please givemesomemoretime
Eg:  You arerequested to give me some more time.
2. Kindly grant me a week’s leave.
You are requested to grant me a week’s leave.
3. Thenegitiveform requires(not to)
Don’t make noise.
You arerequested not to make noise.
AV Let + Sub + V1 + Obj
PV Let + Obj + be+ V3 + by + sub
Let me completethework.
L et thework be completed by me.
Let him present thereport.
L et thereport be presented by him.
Let her designanew dress.
Let anew dressbedesigned by her.
INTERROGATIVE SENTENCES
Sim. Press Do/ Does+ Sub + V1 + Obj?
Is/are/ am + obj + V3 + by + Sub?
Eg: Doeshesdl fruits?
Arefruits sold by him?
Pres. Cont. Is/are/ am+ sub + V4 + Obj?
Is/are/ am+ obj + being + V3 + by + sub?
Isheplaying cricket?
Iscricket being played by him?
Pre. Perfect Have/ Has+ Sub + V3 + Obj?
Have/ Has+ Obj + Been + V3 + by + Sub?
Has he suspected by him?
Has he been suspected by him?
Sim. Past : Did + Sub + V1 + Obj?
Was/ were+ Obj + V3 + by + Sub?
Didyouwritethat poem?
Wasthat poem written by you?
S. Past. Conti : Was/ Were + Sub + V4 + Obj?

Was/ Were + Obj + being + V3 + by + Sub?
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Werethey playing footbal ?
Wasfootball being played by them?

Past. Perfect Had + Sub + V3 + Obj?
Had + Obj + been + V3 + by + Sub?
Had you compl eted the work?
Had the work been compl eted by you?
S. Future : WII / Shall + Sub + V4 + Obj?

WII / Shall + Obj + be+ V3 + by + Sub?
Will hepaint thedoor?
Will thedoor be painteby him?
Future. Perfect: WII / Shall + Sub + have + V3 + Obj?
WII / Shall + Obj + have + been + V3 + by + Sub?
Will hehavedonethework?
Will thework have been done by him?

SPEECH
Direct Speech: The actual words of a speaker is said to be in “Direct Speech”
Rama Sad “Ashokaisanidleboy”
Sub Re.tting Verb Actual words of a speaker
I | |
Reporting Clause Reported / Direct Speech

@)
~—t
(¢

The actual words of a speaker are put within (*“  *’) inverted commas.
Actual words of a speaker is called Direct speech or reported clause.
“The verb” in the reported clause is called ““reported verb”

“Rama said” (sub + V) is called reporting clause.

The verb in the reporting clause is called “reporting verb”

Reporting clause is seperated from reported clause by comma (,)
Reported clause begins with a capital |etter.

NogakrwdEZ

Rama said that Ashoka was an idle boy:
Indirect Speech: Substitute words of a speaker is said to be in indirect speech.
Changesin indirect speech:

Note

| (,) isromoved after thereporting clause.

| (** ”) invertied commas are removed.

| Pronoun changein the verb asper the condition.

| Conjunction “that” is added.

| Beginning of thereported clauseiswrittenwithasmall letter.

1 Rule- 1

1. If thereporting verbisin present or Future Tense, theverb in thereported speechisnot

changedat al.

Eg : Bdli says, “There is no ink in the ink pot”
Bali saysthat thereisnoink intheink pot.

2. Theteacher says, “The boy was lazy”
Theteacher saysthat the boy waslazy.

3. The Headmaster says, “Mohan will fail”
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The Headmaster saysthat Mohanwill fall.
4. Afzd will say, “Dinner is ready”.
Afza will say that dinner isready.

5. Ramawill say, “Nobody was in the room”
Ramawill say that nobody wasin theroom.
6. Theteacher will say, “Harish will pass”.

Theteacher will say that Harish will pass.

2. Rule- 2
If thereporting verbisin the Past Tensetheverb in the reported speech a so changed to the past tense.
Thus:
1. Simple Present Becomes, Simple Past (V1 - V2)
Direct : Sta said, “Kamala works very hard”
In. Direct : Sta said that Kamala worked very hard.
Anil said, ““Rita singsdaily”
Anil said that Rita sang daily.

2. Present Continuous - Past Continuous (Am/is/ was are were)
Di. Speech He said, ““Raman isworking hard.”

He said that Raman was working hard.
In. Di. Speech: He said, “The head master is sleeping”

He said that the head master was sleeping.

3. Present Perfect - Past Perfect - (has/ have - had)

1. Gopal said, “Hari has done his work.”
Gopal said that Hari had done hiswork.
2. She said, “Kamala has written a letter”

She said that Kamala had written a letter.

Present Perfect Continuous - Past Perfect Continuous (have / has - had)
Radha said, “*She has been singing a song”
Radha said that she had been singing a song.

2. She said, ““He has been watching a movie.”

She said that he had been watching a movie.

=&

5. S mpe Past - Past Pérfect Tence (V2 + had + V3)
1. Hari[said, *“Ashok returned at noon.”
Hari said that Ashok had returned at noon.
2. She said, ““She came at eight™
She said that she had come at eight.
6. Past Continuous - Past Perfect Continous (was/ were - had been)
1. He said, ““All were laughing at the teacher™
He said that all had been laughing at the teacher.
2. Rama said, ““All the boys were singing”

Rama said that all the boys had been singing.
7. Past Perfect Tense - No change
1. Raju said, ““He had organised a game.”

Raju said that he had organised a game.

8. Past Perfect Continuous - No Change:



1. Snehitha said, ““Her sister had been preparing a dish.”
Shehitha said that her sister had been preparing a dish.

Change in the models.

Wil - Would
Sl - Should
Can - Could
May - Might
Must - Had to
1) Eg : He said, “The boy will pass™
He said that the boy would pass.
2. | said, ““I shall get 100% marks.”
| said that | should get 100% marks.
3. The teacher said, ““He can succeed.”
The teacher said that he could succeed.
4. Rahul said, ““she may help you™
Rahul said that she might help you.
5. His friend said, “He must go.”
Hisfriend said that he had to go.

Rule- 3
If the reported speech contains some universal truths, habitual facts or proverbs the tense
in the reported clause is not changed.

Eg : The teacher said, “Honesty is the best policy™
The teacher said that honesty is the best policy.
2. He said, “The earth moves round the sun.”
He said that the earth moves round the sun.
3. She said, ““God loves all creatures.”

She said that god loves all creatures.

Rule- 4
Pronouns of thefirst person (I, we, me, mine, myself etc....) in direct speech are changed
in indirect speech to the same person as the subject of the introductory verb.
Eg : Johnsaid, “l am busy.”
[
John said that hewasbusy.

2. Shesaid, “I have done my work”
L

She said that she had done her work.

3. Hesaid, “I shall do my best.”
L1
He said that hewould do his best.
4. I said, “] will not go there.”
1

| said that ] would not go there.
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5. Hesaid, “The girl calls me”
— 1

| ssid that thegirl called him.

Rule-5

Pronouns of the second person in Direct Speech are changed in Indirect Speech to the same
person asthe noun or pronoun which comes after the introductory verb: [said to - told]
1. Hari saidto me, “Youare wrong”

Hari told methat | waswrong.
2. Ali saidtoAshok, “You are a good boy.”

Ali told Ashok that hewasagood boy.
3. Sitasaidto Kamala, “Youare agood girl.”

Sitatold Kaﬁ?gwas agoodgirl.
4. John said to him, “You have not done your work”

John told hinTtar ietad not done hiswork.

5. Jamessaid to her, “You have done¥our duty.”
Jamestold heftiarhe oneher duty.
Rule- 6
Pronouns of hte “Third Person in Direct Speech’ remain he same in Indriect Speech.

1. Harish said to me, “He s ill”
Harishtold methat hewasill.

2. He said to me, “she was right”
Hetold methat shehad beenright.

If noun or pronoun isnot given after introductory (Reponding) verb.
You may becomel / We/ She/ He
Your may become- My /Us/ His/ Her

Rule- 7
When transforming a sentence from Direct to Indirect Speech words showing ““nearness™
are changed into words showing distance.

Now - Then Here - There
This - That Ago - Before
These - Those Today - That day
Tomorrow - the Next day
Yesterday - Theday before(or) thepreviousday
L ast night - Thenight before(or) Thepreviousnight
Last week - Theweek before(or) the previous week.
Eg ; Johnsiad, “l am busy now”
John said that hewas busy then.
2. He said, “I have seen thisgirl.”
Hesaid that he had seen that girl.
3. | said, ““These mangoes were sweet”.
| said that those mangoes are sweet.
4. Hari said, “The boy is here”
Hari said that the boy wasthere.
5. He said to me, “I finished the work long ago”

Hetold methat he had finished thework long before
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6. Gopal said, “Today is a fine day”
Gopal said that that day wasafineday.
7. He said, “Ali may come tomorrow”
Hesaid that Ali might comethenext day.
8. She said, “This happened yesterday.”
She said that that had happened the previous day.
9. Raman said, “l went to the cinema last night”
Raman said that he had goneto the cinemathe previousnight.
10. Shyamala said, “she went to Hyderabad last week”
Shyamalasaid that she had goneto Hyderabad the previousweek.
Rule- 8

Transformation of Imperative sentences from Direct Speech to Indreict Speech.

Commands & Requests:

Note Thereporting verb ischanged to request, command, order, advise or some other word
auitingthesense.
2. Theverbinthereported speechisput intheinfinitive (to+V1)
1. I said to Krishna, “Please give me your books”
| requested Krishnato give mehisbook.
2. “Leave this place”, said the teacher to the boys.
Theteacher ordered theboysto |leavethat place.
3. He said to the magistrate, “Pardon me”
He begged the magistrateto pardon him.
4. The teacher said, “work hard, Rama”
Theteacher advised Ramatowork hard.
5. He said, “Be quiet and listen to me”
He commanded themto bequiet and listento him.
Rule- 9:
Transformation of interrogative sentences from Direct to Indirect Speech.
Note
1. Thereproting verb ischanged to ask or enquire.
2. “Whether” or “if” is used when the interrogative sentence begins with an auxilary verb.
3. No new connectiveisused if theinterrogative sentence beginswith who, whose, whom, which,
what, how, when or why.
4. Theinterrogativeformischanged to statement.
1. He said to me, “Where are you going”
He asked mewhere | wasgoing.
2. Rama said to her, “How old are you™?
Ramaasked her how old shewas.
3. The police said to the begger, “Why are you crying”
The police asked the begger why hewascrying.
4. Hari said, “How much money have you in your pocket?”
Hari inquired how much money | hadin my pocket.
5. She said to me, “Have you done your work?”

Sheasked meif | had done my work.
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6. Mohan said to me, “Do you play cricket.”
Mohan asked meif | played cricket.
Rule - 10:

Transformation of Optative sentences (wishes) and exclamatory sentences from ““Direct”

to Indirect Speech (Exclamations and wishes)

Note

14
14
14

1

Thereporting verb ischanged into wish, exclaim, pray, bless, curseetc......
Thewords showing exclamation such asaas! Hurrah! etc.... areomitted.
Thesgn of exclamationisOmitted.

They said, “Hurrah! We have won the match.”

They exclaimed happily that they had won the match.
She said to him, “May you live long.”

Shewished that hemight livelong.

He said, “Alas; | am undone”

Heexclaimed sadly that hewasundone.

She said to her, “May god bless you!”

She prayed that God might blessher.

She said, “O God; forgive me”

Sheprayed God toforgive her.

FIGURES OF SPEECH

Jewelsadd beauty to us. In the sameway figures of speech add beauty to language. Thereare

many figuresof speech in Englishlet usseesome.

SoukkowdE

Eg:

2)

3)

4)

5)

Simile

Metaphor
Personification
Hyperbole

Extreme I magination
Pun

Simile - Inthisfigure speech we comparetwo different things. Thereissome common pointin
them. That common point may bein size, shapeor lustreetc.... words/ like/ as/ and /so /are used
inthesentence.

1) Her faceislikeamoon.

Inthe above sentence, her faceisdifferent from moon. Moonisround and her faceisround.
M oon shinesand her face al so shines. Here shape and lustre are common points. Thereisaword
“like” in the sentence thus itis simile.
Thecloud ook like cotton balls clouds are compared to cotton balls. The common pointiswhite
-ness there is the word “like” in the sentence.
The edge of the snow shovel issharplikeaknife.
The edge of the snow shove iscompared to aknife. Thecommon point issharpness. Thereisthe
word “like” in the sentence.
Theminister iscunninglikeajackal. Minister iscompared to aJacka. Thecommon pointis
cunningnessthereistheword likein the sentence.
Heisblack likeacrow.
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6)

Eg:

2)

4)

5)

6)

Eg:

2)

3)

4)
5)
6)

V.

Eg:

“He” is compared to crow. The common point is blackness. There is the word “like” in the sen
tence.

Heposed likearich man.

“He” is compared to a rich man. The common point is richness. There is the word “like” in the
sentence.

Metaphor:

Thisis called, “Implied simile” (Indirect way, of simile). In this figure of speech, we don’t find that
onethingisliketheother both thingsarethought to be one. But comparisionisfoundinthe
meaning.

1) Heisalion on the battle filed.
In this sentence “he” compared to a lion. But we do not find words like “like, as, so” etc...

Languageistheart of conceding thought.
Inthissentencelanguageiscomparedto art. ThusitisMetaphor.
Lifeisalongjourney.
Life is compared to a long journey. The common point is length. There is no word “like, as, s0”
etc...inthe sentence.
Thewavesthundered on the shore.

Herethe breaking of waves are compared to athunder. The common point issound of
thunder. There is no word, “like etc..” in the sentence.
My lifeisadream.

Lifeiscompared to adream. Thecommon point is(temporary). There is no word “like etc
Timeismoney

Timeiscompared to money. Both are precious. Thecommon point isvalue. Thereisno
word “like etc..” in the sentence.
Thecaptianisarock.

Captianiscompared to arock. Thecommon point isstrong determination. Thereisno
word “like etc...”

Personification: Inthisfigure of speech lifelessthingsarethought of ashaving life. We can call
abstarct nounsin thisway. That meanslifelessthingsaregiven human form and called assuch.
1) Degthlayshisicy handsonkings.

Here “death” is said to be a human being having icy hands.
O, Thoughts! Whereareyou flying?

Thoughtsarelifeessthingsbut they aresaid to behavinglife.
O, River! please convey my messageto my children.

Riverislifdessbut saidto beliving Thoughtsarelifelessthings but they aresaid to be
havinglife.
O, Tree don’t speak ill of me.

Treeislifelessbut saidtobeliving
Radio stopped singing and continued to stare at me.

Radioislifdessbut saidtobehavinglife.
The pictureinthemagazine shouted loudly picturehasnolifebut said to havelife.

Hyperbole: Inthisfigure of speech anordinary thingisover emphasized and said to bevery gredt.
We cansay that itisan over statement. It givesemphasis.

If theriver weredry, | will fill it withtears.

Itisnot possibletofill adry river withtears. So it isan exaggeration.

All theriverscan not washmy sin.
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VI.

Eg:

Thesinissogreat that all theriverscan not washit.
Thebuidlingsinthecity aretouching the sky.
Buildingsare so high that they aretouching the sky.
| am so hungry that | can eat ahorse.
Hungry isso great that | can eat ahorse.
Heranfaster than the speed of light.
The speedissofast that heran faster than speed of light.
| waited for you for centuries.
Waiting took placefor centuries. Thameanswaited for avery longtime.
Extremel magination: Imagining withthe help of athing, acause or an affect isdonein thefigure
of speech
1) Thedarknessemerged dueto the smoke from thefire of seperation.
In this sentence “darkness” is black in colour and smoke is also black in colour. The smoke came
fromthefire of speration. So darknessand smokeareblack. Thedarknessisimagined assmoke.
If wisheswere horses, | wouldrideonthem.
Wishescan never behorses. Thisisnot possible. It isonly imagination.
Thereare pearlson thelotus|eaves Pearls can never beon thelotusleaves. They arewater
drops. Water drops are thought to be pearls.
Thefireisthefirefromthethird eyeof Shiva
Every firedoesnot comefrom thethird eyeof Siva. itisimagined.
Thelight intheroom camefrom theface of the handsome child.
Light does not come from the face. The idea is that child’s face is bright.
Thelightening camefromtheshining of histeeth.
Lightening doesnot comefromteeth. It meanstheteeth shining likelightening.

Pun: Inthisfigure of speech awordin it have many meanings.

1) Islifeworthliving! It dependsupontheliver.
Theword liver has2 meanings. Oneisapersonwho lives. Another isthegland liver.
An ambassador is one who lies abroad in this lies has two meanings. One is “living” and the other
is “telling lies”
He cameexactly to the point. Point means destination aswell asconclusion.
Two hats were hanging on a hat rack in the hall way. One hat said to the another “You stay here;
will go ona - head”
Herea- head means one head and a so forward.
Do you know why it iseasy for ahunter to find aleopard? Because aleopard isa ways spotted.
There are two meanings for the word “spotted” One is having spots, the other is found. A
leopard isaways spotted.
A small boy swallowed some coins. Hewastaken to the hospital. Hisgrand mother telephoned to
ask how he was. Anures replied “No change yet!”
Here change means one rupee coins 2) change of condition.

DEGREES OF COMPARISION

Positive Comparative Superlative
Tdl Tdler Tdlest
Young Younger Youngest
Sweet Sweeter Sweetest
Thick Thicker Thickest
Brave Braver Bravest
White Whiter Whitest
Good Better Best
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The comparisonisclassifiedinto three degreesbased ontheir level. They are

Bad Worse Worst
Litle Less Least
Much More Most
Old Older Oldest

Elder Eldest
Faithful Morefathful Mod fathful
Beautiful Morebeautiful Most Beautiful
Industrious Moreindustrious Most Industrious
Courageous  More courageous Most courageous
Happy Happier Happiest
Merry Merrier Merriest
Lazy Lazier Laziest
Heavy Heavier Heviest

O Possitive Degree

O Comparative Degree

O Supurlative Degree
We can transform sentencesfrom positiveto comparative, comparativeto supernativeand
supernativeto possitive without the changein meaning.

Modd - |
If the given superlative degree has singular noun, thefollowing method can be used.

Pasitive Comparative Super lative
No other....+ so+adj (1) + as Adj (2) + than any other The + adj (3)

Stru: S.D:

C.D.

P.D

S.D

C.D

P.D

2. S.D:
C.D:
P.D:

3. S.D:
C.D:
P.D:

4, S.D:
C.D:
P.D:

5.

Sub + is/ was + the + adj (3) + singular noun + comple

Ravi isthetdlest boy intheclass.

Sub + is/ was + adj (2) than anyother + sing. Noun + comple.

Ravi istaler than anyother boy intheclass.

No other + sing. Noun + comple + is/ was+ as+ adj (1) + as

No other boy intheclassissotall asRavi.
ThisChurchisthebiggestinoneMumbai.
ThisChurchishbigger than any other in Mumbai.
No other Churchisashbigasthisin Mumbai.

Augrdiaisthelargestidandintheworld.
Ausdtrdiaislarger than any other idandintheworld.
No otheridandintheworldisaslargeisAudtradia
[ronisthemost useful of al metals

Ironismore useful than any other metals.

No other metalsare asusefu asiron.

Sachinisthebest cricketer intheworld.
Sachinisbetter than any other cricketer intheworld

No other cricketer isasgood as Sachinintheworld.

Americaistherichest country.
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C.D: Americaisricher than any other country.

S.D: | amthestrongest boyintheclass.

P.D: Noother countryisasrichasAmerica.

C.D: I amstronger than any other boy intheclass.
P.D: Nootherboyintheclassisasstrongas| am.

Modé - 11
If the given superlative degree has plura noun, thefollowing method can be used.

Postive Comparative Superlative

Very few +as+ adj (1) + as Adj (2) than many (or) most other Oneof the + adj (3)

. Here we compare oneto many.

SD: Sub+is/was+ oneof the+ adj (3) + plu. no + (com)
Englishisoneof theeasiest subjects.

C.D: Sub+ is/was+ adj (2) + than many other + plu. Noun.
Englishiseas er than many other subjects.

PD: Veyfew+ plu. noun+ are/were+ so+ adj (1) + as + sub
Very few subjectsare aseasy asEnglish.

1. Rahul isoneof thebest singers.
Rahul isbetter than many other singers.
Very few singersare asgood as Rahul.

2. Bibleisoneof theholiest booksintheworld.
Bibleisholier than many other booksintheworld.
Very few booksintheworld areasholy asBible.

Lionisoneof themaost courageousanimals.
C.D: Lionismorecourageousthan many other animals.
P.D: VeyfewanimasareascourageousasLion
Model - 111
If thegiven superlativeisin negativeform thefollowing method can be used.

Positive Comparative Superlative

Someother + atleag +as+ adj (1) +as | Not +adj (2) + than some other | Not + the + adj (3)

Herethe comparisonisoneto not many

Eg: Structures:

SD: Sub+is/was+ not+ the+ adj (3) + singular . noun + complement.
The Godavari isnot thelongest of al therivers.

C.D: Sub+is/was+ not+ adj (2) + than + some other + plu. Noun
The Godavari isnot longer than some other rivers.

P.D: Someother + Plu. Noun + are/ were + atleast + as/ so + adj (1) + as+ sub
Someother riversare atleast aslong asthe Godavari

1. Shdini isnot themost beautiful girl of dl girls.



b + is/ was+ not + the + adj (3) + sing. noun + of all + plu. noun
Shdini isnot more beautiful than someother girls.

b + is/ was + not + adj (2) + than some other + plu. noun
Someother girlsareatleast so beautiful asShaini.

2. Alchohal isnot themost dangerousdrink of al drinks.
Alchoha ismoredangerousthan someother drinks.
Someother drinks are atl east asdanger asal chohal.

3. Maheshisnot thebravest fall.
C.D: Maheshisnot braver than someother.
P.D: Someother peopleare atleast asbrave asMahesh.

Modedl - 1V

When comparisonishbetween two persons or groups, placesthingsor class, thefollowing method

can be used. Herethe superlativeisnot possible.

Positive Compar ative
As+adi (1) +as Not + adj (2) + than
Str : If the compartive formisin postivie form.
Str : ub(1) + is/ was/ are/ were + adj (2) + than + sub (2)
Hari istaller than Giri.
PD b (2) + is/was/ are/ were+ not + so + adj (1) + as+ sub (1)

Giri isnot sotal asHari

ahorserunsfaster than adeer.
A deer doesnot run asfast asahorse.

| am cleverer than you.
You arenot so clever as| am.

Mode -V
If thecomperativeisin negativeform.

Str : Bengauruisnot bigger than Hyderabad.
b (1) + is/was/ are/ were+ not + so + adj (2) + as+ sub (2)
Hyderabad isatleast asbigasBengauru
b (2) + is/was/ are/ were + atleast + so + adj (1) + as+ Bang
2. That roomisnot more spaciousthan thisroom
Thisroomisatleast so spaciousasthat room

3. Ramawas not stronger than Krishna,
Krishnawas atleast so strong as Rama.

ARTICLES

The adjectives “a”, or “an” and “the” are usually called “Avrticles” they are really Demonstrative
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Adjectives.

Thereare2typesof articles.

1. Indefinitearticle A(or) An
2. Definiteartide: The

Indefinite Articles: It does not point out any particular or definite person or thing. Thusitiscalled
“Indefinite article”

A common nounwith asingular number must havean articlebeforeit; asatable, an apple.
The appleison thetable.

Use of “A” or “An”

“A” is used
. Beforeaword beginingwitha consonant: as
A woman, ayear, ahero, ahistory
. Before such vowels as have the sound of “Yu”: as
A union, auniversity, auseful book. aEuropean, aunit.
. Before the word “one” which begins with the consonant sound of “wa” as

A onerupee note, such aone, aone- eyed etc....

“An” isused before.

1. Wordsbeginingwithavowel (g, 1, 0, u): as, An ass, an enemy, an engine, anumbrella, an empty
bottleetc..

2. Words begining with silent “h”: as; An hour, an honest man, an heir, an honourable man.
Definitearticle: It doespoint out particular ok definite person or thing.

Use of “the”

1. Whenwerefer to some particular person or thing : as
Theboysof this school
Let usgototheclub.

2. When asingular nounisusedtoindicateawholeclass: as

Thedog (dogsingenerd) isafaithful animal.
Therose(rosesin general) smellsswest.

3. Beforethe names of rivers, seas, oceans, gulfs, mountain - ranges, and group of idands.
The Ganges, thethames, the Godavari, The Red sea, Thelndian ocean
The percisan, Gulf, the Bay of Bengal.
TheAndamans, theHimalayas, theAgra

Note : Wesay: thePunjab, The Deccan, The United States of America.

4. Before the names of newspapers and sacred books: as

Thetribune, thetimesof India

TheAmrit Bazar Patrika

The Vedas, The Ramayana, TheBible, The Quran etc.
5. Before common nounswhich are namesof things Uniqueof their kind: as
Eg : Theearthmovesrounthesun.

Themoonisshininginthesky.
Theworldisfull of sorrow.
6. Beforethedirections.



1)

b)

o)
2)

3)

@

TheEast, The West, The South, The North.

Beforethe names of racesor nations: as,

TheHindus, TheMudims, The Chrigtians,

The English defeated the French

But theisnot used beforethe names of languages. Hindi, English tc....

Before (superlative) adjectivesinthe superlative degree and before ordina numeral adjectives. as

: Thisisthe best book.

January isthefirst month.

Before an adj ective when the nounisunderstood: as,
Therich (=richmen)

The poor (poor people)

Theyoung, theold, thehigh, thelow etc.....

OMISSION OF THE ARTICLE

ThearticleisOmitted before-

Namesof Towns, Cities-

Dehi, Chennai, Mumbai, Aagra, Jaipur
Namesof countries-

India, Pakistan, Nepal, Sri Lanka, Myanmar.
Names of person -

Ashoka, Akbar, Nehru, etc..

Namesof Mountain Peaks-

Mount Abu, Mount Everest etc...

Namesof Streets: -

Victoriastreet, Mahatma Gandi Road,
Names of the days of theweek:-

Sunday, M onday, Tuesday, Wednesday etc.....
Namesof the months of the year:-

January, February......November, Decemebr
Namesof materidsas:

Gold, silver, cotton, silk etcc.

Abstract Nounsused in ageneral sense; as
Hedthisbetter than wedlth.

Honesty isthe best policy.
Wisdomispreferabletoriches.

Artsand Sceince: as

Mathematics

Paintingisfineart

| do not study Mathematics.

FORMING QUESTIONS AND QUESTION TAGS

To writeto question tag, we haveto look for theauxilory verb in agiven statement.

If thegiven statement ispositivethe pattern of question tageisnegative.
Eg: Itisraining, isn’tit?
+ve statement, Aux + n’t + subjective pronoun concerned.
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If the given statement i s negative the pattern of hte questiontagispositive.
Eg: Youarenot adoctor, areyou?

Negative statement, Aux + o concerned sub pronoun.

Auxilary verbs are of two types

Mode Auxilaries Primary Auxilaries
Shall, Will, Can Do, Did, Have, Has
May, Might, Should Had, Am, Are, Is, Was
Would, Could, €tc.. Wereetc..,
lam............ , Aren’t? (Exceptional)

[ amnot ......... ,aml|?

You are .............. , aren’t you?

Wearenot........... , areyou?

Heis .ocoveveen, ,isn’t he?

Sheisnot........... , isshe?

| O TS ,isntit?

They were........... , were n’t they?

They were not......... , were they?

Twill ................ ,won't 1?

Youwill not............. , Will you?

| have.................. , Haven’t?

We have not............. , Have we?

Hehas......cocooenen. , hasn’t he?

She hasnot............. , has she?

S. Present: Sub + V1 + Obj, Do / Does + n’t + C. Subjective pronoun?

(+ve + statement) -ve Do/Does + subjective pronoun
S. Past: Sub +V2 + obyj, Did + n’t + subjective pronoun?

+Vve statement,

-ve statement, Did + Subjective pronoun

Sub+had + .............. , hadn’t + sub, pronoun

b + must............. , mustn’t + sub, pronoun

Sub + should ........ , Shouldn’t + sub, pronoun

Exercise:
Note these exceptions:
Let’s go to a movie, shall we?
W\&it an hour, can you?
Have some water, will you?
Somebody have stolen haven’t they?
There is a temple in the street, isnt there?

AGREEMENT OF VERB WITH SUBJECT

1. Theverb agrees with its subject in Number and Person. Thuswesay



Two or more Singular Subjects joined by teh usually take a verb in the
Plural; as,

Ashok and his brother are here.

He and hisfriend have arrived.

Leela, Meeraand Shivago to the same school.

Cotton and jute grow in India

Heand | are cousins.

If two Singular Nouns refer to the same person or thing, the verb must
be in the Singular; as,

My friend and guideis here.

The Magistrate and Collector has come.

The poet and philosopher is dead.

When a Singular Noun or Pronoun isjoined to a second Noun by with
or aswell s, the Verb isin the Singular; as,

Sitawith her sisters was present.

The Chief with al hismenwaskilled

Iron aswell as gold isfound in India.

| with all my friends wasthere.

Rama as well as Mohan has passed.

When two or more Subjects in the Singular are joined by or, nor,
eigther...or, neither.....nor, the Verb is put in the Singular; as,

Tom or Peter isto blame.

Either Bali or he has passed.

Neither Bali, Hari nor Anil hascome.

Either Rama or Hari has passed.

Neither Ramanori Hari was present.

But if two Subjects connected by or, nor are of different numbers or
persons, the Verb agrees with the Subject nearest to it; as,

Either John or hisfriends have donethis.

Neither Harry nor his parents have come.

Either you or hehastold alie.

Neither henor | amguilty.

Either, Neither, each, every, every one, much, a little, many a, must be
followed by a Verb in the Singular; as,

Either of the two boys has passed.

Neither of the two boys works hard.

Each-of those boys-tsintettigent.
Everty PRAA Afoman ahbPERTH as happy. ' P'&Y Heplays
Evergrepryaf them is wrongay They play

OO0 much of everything is bad.
Thereis a little milk in the pot.
Many a boy hasfailed to do his duty.
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8.  Afew, several, both, many are always followed by a Verb in the Plural;
as,
There were only afew woman present at the concert.
Several of these boys were not able to do this sum.
Both the boys have failed to do this sum.
Many of these boys have not done their work properly.
Too many cooks spoil the broth.
9.  Sudy carefully he following examples:
1. This class of boys and girlsisvery large.
(Why isis singular? Because the Subject is class, which is singular)
2. A great army of soldiers, guns, horses and tanks was collected in Nepal.
(Why iswas singular? Because the subject is army.)
EXERCISE -1
Fill up the blanksin the following sentences with Verbsin the Present Tense:
1. Thirty days September.
2. Two and two four.
3. The news true.
4. There been many showers today.
5. One hundred paise one rupee.
6. The cost of these articles very high.
7. A large number of boys caught copying.
8. He and his friend axnious.
9. Here Ashok with his father.
10. The father of these children an engineer.
EXERCISE - 11

In each of the following sentences, fill p the blank with the verb in agreement
with its subject.

1. The cow as well as the horse glass.

2. Iron as well as gold found in India.

3. The cost of all these articles risen.

4, Rama as well as his brother failed.
5. Neither his father nor his mother aive.
6. Bali, Harry and Ashok the same school.
1. Wood and oil lighter than water.

8. Either Tom or John done this.

9. Neither he nor | present there.

10. The Governor with al his staff arrived.
EXERCISE - 111

Say which word is correct:

1 All theboysin our school totheriver toswim.

2 Ashok, thetallest of al theboysinour class strong.

3. these chidren’s mother ill?

4 The house bel onging to those peopl e not veryold.

5 Her knowledge of many languages wonderful.
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6. Thequality of these mangoes not good.

7. Most of thepeoplelivinginthat littlevillage farmers.

8. thebiggest shipintheworld to England?
9. Thisistheonly one of hisnovelsthat worth reading.

10. Neither of htetwo girls allowedto sit onthisbench.

11.  Allwork andno play Jack adull boy.

12. Either John or hissister to blame.

13. Heisone of the greatest |eadersthat ever lived.

14. Neither of them invited tothe party.

15. Later intheday alarge crowd of Pathans seen gathering near the police station.
16. Every oneof hte prisons full.

17. Ech of these substances foundinIndia

18.  Theking, withdl hisministers killedintheexplosion.

19. Few people ableto keep asecret.

20. Much of our work in our school very easy.

1. INTRODUCTION TO THE SOUNDS OF ENGLISH

Inthisunit you will learn:

About English phonetics

Symbolsfor vowel soundsin English
Symbolsfor consonant soundsin English
About organsof speech

About air-stream mechanisms

* & & o o

ENGLISH PHONETICS

Phonetics (From the Greek word phonewhich means “sound / voice™) is the systematic study of
speech soundsand their production, audition and perceptin. Phonetics can deal with the speech sounds
of any language. but for our purpose, wewill restrict ourselvesto the speech soundsin  English. Weshdl
further confine ourselvesto British English.

In Egnlish, thereisno phonetic correction between thelettersand their sounds. Look at these
examples.
Can Pace
Creche Chemistry
Theletter cincan ispronouciated ask in king, whereascin paceispronouced assinsing. And
ch in crecheispronounced as sh in ship, whereas ch in chemistry isprounounced ask in king.

InEnglish, therearetwenty -six letters but forty-four sounds. The soundsin English aredivided
into two main categrories. thevowel soundsand the consonant sounds. There aretwenty soundswhich
are subdivided into monophthongsi or pure vowels (twelve) an diphthongs or vowel glides (eight).
The consonant sounds aretwenty-four in number.

All these sounds arerepresented by specific symbols. The sourcefor these symbolsistheinter
national Phonetic Alphabet (I PA), asystem of transcriptionwhich attemptsto represent each sound of
human speech using symbols.

PHONETIC SYMBOLS

The phonetic symbol s associated with each sound in English are given below. Thephonetic sym-
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bol s used here are the same asthose used in English Pronouncing Dictionary. (15th Edition) by Daniel
Jones. Each symbol ispresented with the hel p of akeyword. Listen to the correct pronunciation of these

soundsonthe CD and practicethem.

VOWEL SOUNDS

DIPHTHONGS

CONSONANT SOUNDS



ORANGE OF SPEE(Q

SYMBOL KEYWORD
// banana
Ja:/ ask
N/ it
[i:/ eat
/u/ pull
Ju:/ pool
le/ pen
/ae/ cat
// cut
/:/ girl
/1l cot
/:/ caught
SYMBOL KEYWORD
lel/ eight
/al/ ice
Jcl/ boy
/le/ dear
/e/ fair
fu/ pure
Jau/ now
H /1 go

The organs of the human body which produce speech soundsare called organs of speech. The organs of
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speech canbe stu

SYMBOL
Articulatory systen TX, Ordl N0 N CavItles. Thechiel aracaratorst
lips (upper and lower), teeth (upper and lower), hard Fi%te, soft palate/ velum, uvula

tongue hasthreep|
Phonatory system

Respiratory systen) comprisesof | yags and bronchia

Important organ
Thevocal cords

The vocal
cordsiscalled the

Whenthevocal cq
thevocal cordsarg
the sound zzz
vocal cordswhen
voiced sound, /9 i

/m/
Thelips In/
/h/
Sounds produced Withthe use of thelipsareknown a

isknownasabi-lgb

Inthearticulation
weisproduced wh

food they areroun
TheTongue

Among the organg
blade and the back

The Teeth-Ridge

| ed under three systems- articul at

bry, phonatory and respiratory systems.
KEYWORD

arts - tip, bl ade/#font the back.
ponsi sts of trachagiand larynx. Vo

sof speech  /t]/
/dz/

/k/
cords are two elajsé'y: folds situated i
plottis. Theal rsg//;s/tem travelsupw

rdsvibrate, voiggd soundsare pr
e known asvoic sounds. You
hile touching y&lﬁdam sapplew
yoU Ssay Ssss.....Mrhile touching y
VoI celess.

ial sound. If tdlipsand teeth a
/s/

pf different soun ) lipsmay beeith

ped. /2

/r/

N
of speech, thetongueisthe chief
.Any oneof theliéthree may be ug
/w/

en thelipsarerounded and the soynd /v/ asin voteis produced when
For thevowel sounds/i:/ asin sit thelipsare spread.

battle

fubes.
doctor

child

judge

kite

n gthteAdam ’sapple. The opening b
ardas ?rom thelungsthroughthev:
fan

car\‘n feel thevibration of htevocal
itf IQour fingers. You cannot feel th
ptingedam’s apple with your finge

meet

neat

bank
s|abial sounds. If boththelipsare

c , thenthe sound islabio-de
seat

ey Jounded or speed. For instance,

measure
red

late
ficulator. Thetongue hasthreey

ed in the production of asound.
woman

thissysemare
bnd tongue. The

a{aq%dsand glottisaresituated inthelarynx.

tween the vocal
tal cords.

pyred. Sounds produced withoutthe vibration of

cordsby saying
b vibration of hte
Is. While /Z/isa

used, thesound
ntal.

thesound /w/in
they are spread.

& ARen we pronounce/u/ asingood or /u:/ asin

arts: thetip, the

Theteeth-ridgeissituated behin
teeth-ridge are known as alveol:

ThePalate

The pdateformstheroof of then

lower teeth

isasocaledthevelum. If yourur
palate, hard and the second half,

TheAir - Sream

M echanism

alveolar ndge
/

soft palate (velum)

/

hard
palate

pharynx

-

ed with thetonguetouching the

‘paateand thesoft paatewhich
youwill findthefirst half of the

For the production of speech we need an air-stream mechanism. There are three types of air-stream
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mechanisms.

a)
b)

c)

Pulmonic (consisting of thelungs and therespiratory muscles, which set theari-stream inmotion)
Glottalic (Inwhichthelarynx, with theglottisfirmly closed, ismoved up or downtoinitiatethe
ar-stream)

Vearic (Inwhichtheback of thetongueisin firm contact with the soft palate, and it is pushed
forward or pulled back to initiatethe air-stream)

Theseair-streams can beegressivei.e., theair ispushed out, or ingressiveie., theair ispulled in. For
thesoundsof English and most Indian languages, we generally make use of pulmonic egressveair-stream
mechanism, i.e., theair ispushed out of thelungs.

2. DESCRIPTION OF VOWEL SAND CONSONANTS

Inthisunityouwill learn about:

* & & O o o

Vowed sounds

Consonant sounds

Occurrenceof vowd and consonant sounds
Minimd pairs

Thesyllable

Consonant clustersand vowel sequences.

Description of Vowel Sounds

Vowe sarenormally described with referenceto thefollowing criteria.

a)
b)

c)

Thepart of thetongueraised - front, centre, or back.

Theextent towhich thetongueisraised in the direction of the palate- open, half-open, close
and half - close.

Thekind of opening madeat thelips- variousdegreesof lip rounding or spreading.

Takefor instance, thevowel sound//. While pronouncingit, the centre of thetongueisraised

twoardsthehalf-open position. Thelipsare unrounded (neutral). Hence, it can bedescribed asa
“central, half-open, unrounded vowel”

Description of Vowels:

1

Vowelsare produced with thetongue remaining at just one position.

/| 1slongsoundlook at thediagram. Makeyour mouth wide,
likeasmile. Your tonguetouchesthe sides of your teeth.
Now Target thesound/ /

Practice: See, Agree, Eat, Seat, Team etc...,

/| lsashort sound. Look at the diagram.
Makeyour mouth abit lesswidethanfor/ /.
Your tongueisabit futher back in your mouth than
for/ [Targetsound:/ /

Practice: If, Listen Miss, Dinner, Swim, System busy, etc...,

/| lsalongsound. Look at thediagram.
Makeyour lipsinto atunnel shape.
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10.

11.

Your tongueisalong way back inyour mouth.
Target sound/ /
Practice: Too, Group, Shee, Blue, Fruit, Juice, Two €tc......,

/| lsashort sound: Look at thediagram.
Your tongueisnot so far back asfor/ /
Target sound./ /

Practice: Full, Sugar, Book, Foot, Would... etc.,

/ / 1salongsound. Lok at thediagram.
Open your mouthwide. Target sound./  /

Practice: After, Afternoon, Ask, Answer, Bath, Bathroom, Can’t, Class, Dance, Fast, Father,
Glass, etc....,

/ / 1sashort sound. Look at the diagram.
Open your mouthwide. Target thesound./  /

Practice: Bus, Colour, Come, Cup, Front, Luck, Monday, Month, Maother, Much, Nothing,
etc....

/| lsshort sound. Look at thediagram. Round your lipsalittle. Thefront of your tongueis
low and towardsback of your mouth. Target thesound/ /

Practice: Bottle, Box, Chocolate. Clock, Coffe, Copy, Cost, Cross, Doctor, Dog, Gone, Got,
Holiday....etc.,

/ / 1salong sound. Look at the diagram.
Round your lipsmorethanfor/ /. Targetsound/ /

Practice: All, Ball, Cdl, Fal, Tall, Wall, Water, Talk, Wa k, Autumn, Saw, Caught,....€tc.

/ i / Isashort sound. Look at the diagram.
Openyour gitewide. Target sound: /  /

1.
Practice: Check, Leg, Letter, Red, Sentence bread,Head, Read, Friend, Any, Many, Again,
Said.

/T [/ Isashort sound. Look at the diagram.
Openyour mouthwide. Target sound: /  /

Practice: Bej :, Camera, Factony Hat, Jam, Manager, Map, Plan, Traffic. etc..
/| lsalongsound. Look at thediagram.
To makethissound, your mouth and
u: Yourtongueshouldbevery relaxed.
Targetthesound:/  /

Practice: Bird, First, ijrday, Circle, Thirty, Word, Work, World, Worse, Turn, Thursday,
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12.  /{J)! A centrd, hdf-open, unroundedvowe.

Description of Diphthongs: U u.
During the production of these soundsthe tongue glidesfrom one point of articulatin to another.
1. / / 1salong sound. It mousesfrom
a: / /to/ /. Look at thediagram.
Tagetsound: /  / a.
Practice: Real, Beard, Hear, Year, Ear, Clear, Near, Beer, Cheers, Here, We’re etc.,
2. /| lsalongsound. It movesfrom
A | /to/ /. Look atthediagram.
Target sound:  / / A
Practice: Care, Square, Chair, Fair, Hair, Stair, Wear, Where, Aeroplane, etc.
3. / / 1salongsound. It m,ovesfrom
/| Itol /. Look at the diagram.
Target sound: / / da

Note: Whenyouthesound/  /bythe it self you say the letter. “A”

Practice: Age, Came, Plane, Table, Rain, Wait, Day, Play, Say, Grey, Break, Great,
4 Eight, Weight, tc.,
D -

4. / / Isalong sound. It movesfrom
/ /to/ /. Look at the diagram.
Target sound:  / /
Note: Whenyou say thesound/ /by itstQ®, you say theword eye or theletter /- /

Practice: Like, Time, White, Die, Dry, July, Why, High, Night, Right and Buy, tc...

5. / / 1salongsound. It movesfrom
& / [to/ /. Look atthediagram.
Target sound. / / &£

Practice: Coin, Point, Voice, Boy, Toy, Enjoy, €tc....,

6. / 3. /lsalongsound. It movesfrom
/| Itol /. Look at the diagram.
Target sound. / /
3.
Note: When you say the sound/ /by itself you say the letter “O”

Practice: No, Cold, Post, Close, Drove, Home, Phone, Know, Low, Show, Slow, Boat,
Toe, €tc....,
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7. / / Isalong sound. It movesfrom

/| Ito/ [ Look at the diagram.

Targetsound:/ /. ltisspelled/ [/ [

Practice: How, Now, Vowel, Loud, Mouth, Sound, etc...,
2
I DESQQIPTION OF CONSONANT SOUNDS

The consonant sounds are shown i Ihe table bel ow. Where symbol sappear in pairs, the oneto the left
isvoicelessand theoneto theright isvoiced. Therow liststhe pointsof articulation and the columnlists
themanner of articulation.

Ca

c 2

Ca

Cl

Cl

Cl

To describe consonant fully you must understand:

a Whether itisvoiced or voiceless.

b) It lace of articulation.

0) itsmanne( articulaDn.

a) Consonants: Voicelessdl.d Voiced

Thevoicelessconsonatnsin Englishare/p/, /t/, Ik/, [fl,1q 1, /9, ], /N and /t | /.

Thevoiced consonantsin Englishare/b/, 7/, /dz/, Igf, NI, I I/, Ind In [ 1z 121, Il N and il (Al
vowel soundsare also voiced)

b) Conso5'ints: Placeof articulation
Bi-labd 9 | Ipl, 1o, Im/, Iwi/
Labiodental o1 [N
Dentd Iql Il
Alveolar i, idl 1d, 12, Ind

20 The Sound System of English

Post-alvey (9) Irl
Palato - aveloar 20 i[/1dz, 11,1z
Pdata lil
Vear Ky, ihy
Glottd e

You can understand the terminol ogy, used for describing the placeof articulation of consonants, withthe
help of thefollowing nounsand adjectives.

av Ntlf 0 Adjective
Lidd au Labid
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Teeth Dentd

Pdate Pdatd
Soft paate Pdatd
Uwua Uwdlar
Pharynx Pharyngedl
Glottis Glottd
C) Consonants: Manner of Articulation
Postive Ipl,Ibl, It 1d/, IKI, I/
Affricate It 1,1dz/
Fricative LN Tl LIS T2, 1] T2 I
Nasa Im/,In/,/h ]
Latera N

Laterd Approximant  /wi/, I/, [j/
Description of English Consonants

1 /| Lookatthediagrams.
Stoptheair behind your lips.
Openyour lipstordeasetheair. If you hold apiece of paper infront of your mouth when you
openyour lipsthe paper moves.
Target Sound:  / /
Practice: Pen, Push, Stop, Happy, Stopping, Piece, Paper, Push, Pull, etc....,

2. /| Look atthediagram.
Stoptheair behind your lips.
Openyour lipstoreleasetheair.
[ [differentfrom/ /intwoways.
1) If you hold apieceof paper in front of your mouth when you open your lipsthe paper does
not move.
2) Thereisvibrationfromthethroat.

Practice: Big, Best, Rob, Robber, Verb, Business, Baby, Bread, Job, Problesm, etc....,

3. /| Look atthediagram.

1) Stop theair with your tongue behind your teeth.

2) Moveyour tonguedownto releasetheair. If you hold apiece of paper infront your mouth
when you move your tongue down, the paper moves.

Target the sound: / /

Practice: Teg, Till, Ten, Top, Two, Twenty, Water, Bit, Complete, Eat, Eight, Light, Wait, etc...

4. / / Look at thediagram.
Stop theair with your tongue behind your teeth.
Moveyour tongue down of releasetheair.
[ [lisdifferentfrom/  /intwoways.
1) If you hold apiece of paper in your mouth when you move your tongue down, the paper

doesnot move.
2) Thereishirationfrom thethroat.
Target sound:  / / / /
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10.

11.

Practice:i Day, Deep, Do, Door, Did, Food, Good, Head, Ready, Add, Ladder, Middle, etc...

/ / Look at thediagrams.

Stop theair with back of your tongue against thetop of your mouth.

Moveyour tongueto relasetheair. If you hold apiece of paper infront of your mouth when you
releasetheair the paper moves.

Target sound:  / /

Parctice: Car, Cat, Careful, Clean, Close, Colour, Fact, Keep, Key, Kind, Kitchen, Desk,
Like, etc...,

/ / Look at thediagram.

Stop theair with the back of your tongue agai nst the top of your mouth.

Moveyour tongueto rel easetheair.

| lisdifferentfrom/ /intwoways.

1) If you hold apieceof paper infront of your mouth when you releasetheair, the paper does
not move.

2) Thereisvibrationfromthethroat.

Target sound:  / /

Practice: Garden, Girl, Glass, Gold, Ago, Hungry, Bag, Leg, Egg, Bigger, €tc....,
/I Look at the diagram.
Thereisno vibration fromthethroat, and you canfedl theair onyour hand infront of our mouth

Target Sound: / /

Practice: Fed,, First, Cafe, After, Leaf, Off, Coffee, Phone, Autograph, Laugh, etc......,

/ / Look at thediagram. Thereisvibration from thethroat; and you canfed lessair
on your handinfront of your mouththenwhenyousay/ /.
Target the sound: / /

Practice: Very, Travel, Every, Have, Leave, etc........

/ / Look at the diagram. M ake aloose contact between thetongue and the back of hte
teeth and push theair through thegap. Thereisno vibration from thethroat.
Target the sound: / /

Practice: Thin, Thanks, Thirty, Theatre, Thumb, Thursday, Thirsty, Three, Both, Month,
Mouth, North, South. Birthday, €tc......,

/ / Look at thediagram. M akeloose contact between the tongue and the back of theteeth
and pushtheair throughthegap./ /isdifferentfrom/ /becausethereisvibrationfrom
thethroat.

Target the sound: / /

Practice: This, That, These, Those, Then, They, Father, Mother, Brother, Other, Together,
Weather Without, Breathe, With, etc.......

/ / Look at thediagram. Thereis some contact between thetongue and theteeth at
thesdesof themouth. Thereisno vibration from thethroat.
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12.

13.

Practice: Sit, Sister, Bus, Class, Glasses, City, Circle, Pencil, Place, Police, Pronounce,
Science, Scissor,€ic......,

/| Look at thediagram. Thereissome contact between thetongue and theteeth at the sides

of themouth/ /isdifferentfrom/ /becausethereisvibrationfromthethroat.

Target the sound: / /

Practice: Gives, Sisters, Easy, Husband, Roses, Z0o, Zero, Size, Scissors, Jazz, etc.......,

/ / Look at thediagram. Your tongue points upwardstowards theroof of your

mouth. Thereis some contact between the tongue and the teeth at the sidesof themouth. Thereisno

14.

15.

16.

17.

18.

19.

vibration from the throat. Target the sound: / /

Practice: Shop, Fashion, Cash, Fresh, Wash, Mushroom, Ocean, Machine, Delicious, Special,
Sugar, Sure, etc.........

/ / Look at thediagram. Your tongue pointsupwardstowardstheroof of your mouth. There
issome contact between thetongue and theteeth at thesidesof htemouth./  /isdifferent from
| | becausethereisvibrationinthethroat.

Target sound:  / /

Practice: Television, Vison,Asia, Usudly, etc.....,

/ / Look at thediagram. Thereisnovibration fromthethroat./  /islike/ /+
| [ together.

Target sound:  / /

Practice: Chips, Choose, March, Which, Future, Question, Catch, Watch, Kitchen, etc.....

/ / Look at thediagram. Listen and say thesound. Thereisvibrationfromthethroat./ /is
like/ [+/ / together. / /

Practice: / /, Jacket, Jeans, Job, Jet, General, Age, Large, Fridge, etc......,
/ /| Whenyousay/ /,theair comesthrough your nose, not your mouth. Look at the
diagram. Your lipsaretogether, and thereisvoicing (vibration).

Target sound:  / /

Practice Me, More, Lemon, Swim, Film, Some, Sometimes, Summer, Comb, Autumn, €tc...,

/ / Whenyousay/  /,theair comesthrough your nose, not your mouth. Look at
thediagram. Your tongueis pressed againt theroof of your mouth behind theteeth and thereis
voidng.

Target sound:  / /

Practice: Evening, Long, Sind, Ding, Singer, Thing, Bank, Thanks, Think, Uncle, Angry, Finger,
Hungry, Longer, Single, etc.....,

/ / Look at thediagram. The air comesthrough asmall gap at the back of the mouth. There
i< yvibration. I
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20.

21.

22.

23.

24,

Target sound:  / r /

Practice: Evening, Long, Sind, Ding, Singer, Thing, Bank, Thanks, Think, Uncle, Angry, Finger,
Hungry, Longer, Single, etc......

/ / Look at thediagram. Theair comesthrough asmall gap at the back of themouht.
Thereisnovibration.
Target sound:  / /

Practice: Hat, Here, Help, Hot, How, Behind, Who, Whose, Wholg, etc........

/| Lookatthediagram. Thetip of your tonguetouchestheroof of your mouth just behind the
topteeth, theair passesthe sides of thetongue and thereisvibration.

If youprepareto/ /but breatheininstead of out, you feel cold air on the sidesof your
tongue.
Target sound:  / /
Practice: Learn, Leave, Language, Lovely, Alone, Fed, Help, English, Tall, Well, Yellow, etc....

/ / Look at thediagram. Thetip of your tongue points back wardstowards the roof
of themouith, thereis some contact between thetongue and theteeth at the sides of the mouth, and
thereisvibration.

Target sound:  / /

Practice: Red, Ready, Redlly, Right, Read, Room, Ferry, Sorry, Wrap, Wrist, Write, Wrote,
Written, etc......

/ / Look at thediagram. / /islikeavery short sound.

Target sound:  / /

Practice: Week, Wet, Way, Warm, Well, Weather, Windy, Away, Always, Twelve, Swim, One,
Language, Question, What, White, Which, Where, tc.......

/ / Look atthediagram./ /islikeavery/ /.
Target sound:  / /

Occurrenceof Soundsln English

Noticetheoccurrenceof vowe and consonant soundsin thewordsbel ow. Most of thesoundsoccur inall
thethreepositions(initial, medid andfind) inwords. However, there are some soudnswhich do not occur
insome positions. For instance, the sound/ /e occurswordsinitialy asin about //, word medialy asin
taboo//: andwordfinally asin mother /m/ , whereasthe sound /ef occursonly word initidly asinend /end/
andword medially asin pen/pen/ but not word finaly. Now, listen to the vowe, di phthong and consonant
soundsasthey occur inword initialy, medid or fina positionsonthe CD.

Vowel Sounds



Diphthongs

Consonant Sounds

Minimal Pairs:

Minima pairsarepairsof wordsor phraseswhose pronunciation differ at only onesegment. Thissegment
can beeither avowel or aconsonant sound.
For example: sheep andshig,cheer

Practiceinlisteningto
different sounds. For i
sheep and ship can lea]

Soundthefollowingm

1. 1]
ship
st
IS
it

ANd e il

Medial Final |
andr/a_/ Aingimini tmt_a\I pﬁl rswi InglO%bleyou to ﬁg&%gratelnjj
stanc/@/n a senfepce like “Therg isa sheep on shig.;, misprono

itoaf’;/ny sitgation. sit City

//I.;/ Eat Seat Free
nimal,pairs ontA&TM and then sagZ‘t‘hem doud. |You

e/ Ooze ool True

@ End Pen .
/ ‘/A; Apple 2) Cat / o / /
shesy.. Up hek: —_ heart
Seat ;U; Early Cait! Sir cart

13/ glft @ght saw bard
eat had hard
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11.

13.

15.

17.

19.

[ 4) / / /
cart should sh
Dﬁggrlfongs Initial Wﬂadial Final WOO
Pl i
oty | R | o
ﬁm} oil 8% boy pool
/1a/ ear hearing dear
| /eay air 6) gharihg fair /
h / o ing sure p-n
ay/ out ubt now

d / over S%ga go dn
ped [Si ]
sad wet with
[ 8) [ [
hut lae let
but walt wet
luck mate met
suck bait bet

[ 10 [/ |/ [
mere day dare
beer hay hare
hear hey hair
dear they ther
/ / 12 [/ [
heard cot coat
bird got goat
curd not note
lurk rob robe
/ / 14) |/ / /

cut cut curt
nut hut hurt
putt luck lurk
luck auffer urfer
/ / 16) |/ / [
bin s zed
beak ice eyes
bl sap ap
bush rice rse

[ 18) |/ / /

aon ten den
save et sad
See tip dip
sake town down
[ 200 |/ / /

jug fan van
gn et leave
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cheap jeep few view
chan jane file vile
21. | ] / / 22) |/ / / /
vine wine came game
vest west cap gap
VoW Wow back bag
Type VEE WO I /A1)
28 | I 2 /oL
Typerip lip| V€ an / &n/
rake lake at / &t/
Type (TP lanpy no /1Y)
river liver
go /99U/
ThepyHable cvC cat /kaet/
. . . but /bAY _
Theunit that comesnext infthe hierarchy of speech spundsisthesyllable. Every wordin Englishi

of
tr

MR moresyllable. Ta
anscription of theword a
Type—6
syllablecons stsof vowe
vowel sound and themar:
TYPethé vowel sound re

A
a
k

Hetf%lge_?meexampleﬂ
In theword receipt / risi;
In theavard answer /

In the word about /

You must noticethat in theword about thefirst
sounftsdP can constitute a §/ATH

Syllabic Consonant

Type —-11
Inmost syalbles, the nucl
somesyd lablesinwhich th

Endjiieh cdrdsonants:
Certain/ /:The
Boitle/ / The syl

Typye% of syllables

Usmgdhe symbolsV and
anaysethestructure of diff

Type 15

) G&rmine the numb

ccev
bel sand consonants. The

pres¥fted by the letter

Cccvcc

t/, thesyllableare/
cccvehe syllable are
/, the syllable

AL (S}

ccveecee
1enucleusisaconsonant

cevecee
syllablesare/

Blgeare/

/an
[and/

Cv@presenting the vow
erent typesof syllables. 4

VCC

hina elementsareusually

A

erayftﬁlllablasin aword, it
nd then mark syllable-divjigiomin thetranscribed v

pusisavowel and themagrginal elementsare cong

Suchasyllableiscaled
drenched

jgrasps/ (/ / isawlla
b/rééthecli isasyllabic c(
branch

életind the consonant €l
A\ nakysed below arethety

and

end

tgnT,mr?are,
;/gra.sPs,
i (bérti ¢y chant)
A
soelt
bysel f gspectivel
Pesef ayllablesin
/end/

0
sﬁ?gbiqw isonarf

Smadeup

AT AL (rite the phonetic

by TOU/

spray /SPTIEl/ _
1léclreelésor thecentra eler%tﬂ iﬂ:?llablels;normdly
&Bhsonat sounds. For ex pieinasyllablglikecat (/
ASAEETE nucleus. /SPred/

cream /skriim/

strange /strcmdsz/

strandsand / / /straends/
es{reng/t_ﬁpd/ _// strenfs ;
lableisjust avowel. Thlsr?eansfh@t asinglevowel
tempts /temPEs™/

texts /teksts

twelfths stwe|fBs/

however,
t.Among

y, wecan
[English.
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Consonant Clusters

A consonant cluster isasequence of two or more consonantswhich can occur word initialy, medialy or

firly.

Clusterswith twoinitial consonants:

1. /| followedby
2. /| followedby

/
/
/
/
/
/
3. /| followedby /
/
/
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please, play
pray, prize
pure, peon
blue, blow
breeze, brave
beauty

try, tree
tune, tube
twinkle twig



8.
9.

10.
11.
12.
13.

/
/
/
/
/
/

I followedby

I followedby

I followedby

/ followdby

/ followdby
/ followed by
/ followdby

I followed by
I followed by
/ followed by

/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/

N~ TS YN Y

N~ Y

~

N~ TN YN YN YN N~

Clusters with threeinitial consonants

1

2.

3.

/

/

/

/ followed by
/ followed by

/ followed by

Clusters with two medial consonants

RhRoOoOo~NoORr~WONE

=

12.
13.
14.
15.
16.

o

e e T T T

e e T T T

Clusters with three medial consonants

dry, drum
duty, dupe
dwdl, dwindle
dan, dose
crowd, cream
cute, cube
gland, glass
great, green
flask, flower
friend, frown
fuse, fuile
thrill,  throw
Speed, space
human, huge
muse, mudc
new, nNews
shrink, shred

/ / splendid,

/ / spray,

/ / sream,

/ / stupid

/ / scream,

/ / skewer,

/ / sguare,

birthday

hospitd

wisdom

vampire

blunder

helper

notebook

fidding

goodbye

biscut

blackboard

handkerchief

deathbed

slky

unbesatable

cagptain

actress

faultless
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solit
sorinkle
drive
student
screen
skewed
Squeeze



RO NO O AW

0.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

e T T T e T T T e e S

e T e T e T e e e

helpless
background
hurmbly
children
soundness
boldly
grandmaster
complete
monthly
pantry
Seventeen
prescribe
slently
directly
Sxty
softly
disctrict
umbrela
insteed
anxious
empty
boastful
Endish

Clusters with two final consonants

1

wnN

/

/

preceded by

preceded by
preceded by

preceded by

preceded by

clasp, grasp
help,  pulp
lamp,  pump
bulb, ebow
wrapped,
fact,
reached,
bluffed,
past,
crushed,
sant,

fdlt,
clubbed,
ragged,
moved,
bathed,
praised,
summed,
band,
longed,
mould,
mask,

/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/
/ bank,

e T T e T e e T T e T S S
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helped

searched
laughed
vast
finished

belt
grabbed
plugged
caved
bresthed
raised
brimmed
reigned
hanged
bold
flask
flank



6 / /
7 / /
8 / /
9. / /
10. / /
(T /

preceded by
preceded by
preceded by

preceded by
preceded by

preceded by

Clusters with three final consonants

1. / /
2. / /
3. / /

preceded by

preceded by
preceded by

Clusters with five sonsonants

1. mixed blessng
2. prompt start
3. that’s splendid

Clusters with six consonants

1. | hel ped students

2. twelfth street
3. next spring

Clusters with seven consonants

1. Shehelpsstrangers
2. the text’s strange

Vowel Sequences

/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/ /
/miksbles  /
/ /
/ /
Jat helpt

/
/

slk,
bench,
bulge
arrange,
bulge

solve,
depth
width,
fifth
warmth

length
maps,
roots,
box,

laughs

mids
texts
tempt

drenched

agangt
thanked
amongst
helped
arranged
gxth
twdfth

ilk
lunch

change

df
evolve

breadth

claps
eats

puffs

Like consonant clustersyou can a so find vowd sequencesin English. Listentothesevowe se-

guenceson the CD and practisethem.
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/ / + / / layer / /
player / /
/ / + / / buyer / /
tyre / /
/ / + / / coir / /
roya / /
/ / + / / vowel / /
towel / /
/ / + / / grower / /
thrower / /
/ / + / / being / /
seding / /
/ / + / / doing / /
booing / /
/ / + / / flowing / /
throwing / /
/ / + / / trying / /
/ / + / / chaos / /
/ / + / / biography / /
/ / + / / grey-eyed / /
/ / + / / blue-eyed / /
/ / + / / goout / /
/ / + / / two hours / /
/ / + / / May | openit? / /

3.ACCENT,RHYTHM AND INTONATION

Inthisunityouwill leanr about:
Word accent / stress
RhythmsinEnglish

Contracted Forms

Strong and Weak forms
Intonation.

Word Accent / Stress

Thebeauty of the Englishlanguageliesin pronunciation. Accent / Stresslends naturalness and beauty to
your English. If you can’t pronounce words clearly and stress appropriately, your English might sound like
“Tinglish”, “Tamlish” or “Hinglish” ! In Phonetics, accent / stress means expending extra breath on a
particular syllableinaword. It isamatter of greater prominencend greater audibility.

Accent isvery importnt to make your speechintelligible. For instance, look at thewords career / /
andcarrier / /. Looking at thetranscription you can say thereisadight difference between thetwo
in pronunciation. But you can bring out the difference between thetwo very clearly by accenting them on
theright syllables. Sointheword career / / the accent is on the second syllable and intheword
carrier / / theaccent ison thefirst syllable.

The mark (*) on the top of a syllable in a word indicates that the particular syllable is stressed. This is

known asprimary stress. Primary stressindicates that the syllableis more prominent than the other
gyllable. Theremight a so beamark below thesylableinaword. Thisisknown assecondary stress. This
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indicatesthat this particular syllableisthe next most prominent syllable. But for our speech purposes
primary accent isthemost important one.
1 1

Read to'thefoll owing wordswhich have accentson different syllables.
1 1

1. "Two syllablewordswith the primary accent onthefirst syllable.

! “able, ‘action, ‘answer, ‘bangle” '

'Two syllablewordswith the primary accent on the second syllable:

a bout, a gain, be have, de cide

3. Three syllablewordswith the primary accent onthefirst syllable:
beautiful, confident, difficult, holiday

4. Three syllablewordswith the primary accent onthe second syllable:
at tentioon, be haviour, con nection, con dition

5. Threesyllablewordswith the primary accent on thbthird gyllable:
alter noon, di sap pear, eflgi neer, souvenir '

6. Four syllablewordswith the primary accent onthefirst syllable:
capitalize, commentary, kilometer, educated

7. Four and five syllablewords, with the primary accent on the second syllable:
intelligence, particular, catastrophe, philosophy

8. Four and five syllablewordswith the primary accent onthethird syllable:
electricity, relativity, comprehension, independent

9. Fivkand six gyl lablewdkds, witt} the primary accent onthefourth syllable:
accommodation, examination, autobiography, participation

N

Word Accentual Rules

You can learn how words are pronounced and where they are to be accented by consulting a good
dicitionary. However, hereareafew rulesthat will help inlearning accent. But you most be careful while
applying thdm asthere are sdme execptionsto these rul es. Look up thewordsin adictionary whenever
you arein doubt. ! !

1 I 1
Rulel
Stressin disyllablewords may change depending upon thefunction. i.e., whether thewordisused asa
noun / adjecive or as averb. When used as anoun / adjective, the word carries a stress on thefirst
syllable, whereas the stress is shifted to the second syllable when the word is used as averb. A few
examplesaregiven below.
Read the following words pronounced with different stress:

Nouns/ adjectives Verbs
absent ab sent
conflict con flict
convert con vert
extract ex tract
import im port
object ob ject
Rule- 2

Disyllablewordswith weak prefixesare accented on theroot.
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Read thefollowing examples of afew of theseweak prefixes, namely a-, be- andre-

arise below reduce
alone become retire
Rule-3

Read to some verbswith two syllables begining with the prefix dis- that are stressed on thelast syllable.
For example.

dismay, disgrace, dispel, dis close, dis count
Rule-4

Read to someverbswith two syllablesendingin -ate, -ise, -izeand -ct that are stressed on thelast syllable.

-ate -ise/-ize -ct

nar rate chastise at tract

mi grate comprise con nect

de bate capsize de pict
Rule-5

Whenverbsendingin-ate, -ise/ -ize, and -ify have morethan two syllables, the stressisonthethir syllable
from the end. Listen to some such wordson the CD.

-te -isel-ize -ify

complicate  colonise justify

separate brutalise classify

educate patronise beautify
Rule- 6

Read to some of theinflectiona suffixeslike-es, -ing, and the derivationa suffixes-age, -ance, -€f, -ess,
-ful, -hood, -ice, -ish, -ive, -less, -ly, -ment, -or, -ship, -ter, and -zen, that do not normally affect accent.

begin beginning love lovely

beauty beautiful child childish

laugh laughter di rect di rector
Rule-7

Listen to somewordsending inthe suffix -ion that havethe stresson the penultimate syllable.
at tention, culti vation, introduction, infor mation, mansion

Rule-8

Listento somewordsendingin -ity that havetheaccent onthethird syllablefrom theend.
ability, ac tivity, equality, generosity

Rule-9
Listen to somewordsendingint he suffixes-ic, -ical, - ically, -ial, -ially, -ian that have the accent on the
gyllablebeforethesuffix.

-ic -ically -ian
apolo getic apolo getically electrician
patri otic sympa thetically mu sician

74



scientific scientifically tech nician
Rule- 10
Listen to somewordsending in-ious, -eous havethe stress on the syllabl e preceding the suffix.

-ious -ious -eous -eous
anxious injurious piteous hideous
fractious laborious courageous righteous
industrious rebellious gorgeous simul taneous

Rule- 11
Listento somewordsendingin-cracy, -crat that have the stress ont he antepenultimate (third from the
last), syllable.

-cracy -crat

au tocracy autocrat
de mocracy democrat
tech nocracy technocrat

Rule- 12
Listen to somewordsending in-graph, -graphy, -meter, -logy that have the stress on the antepenultimate
gylladle

-graph -graphy -meter -logy
autograph pho tography ther mometer  psy chology
paragraph spec trography lactometer bi ology
photograph  bi ography di ameter zoology
Rule- 13
Listentothefollowing suffixesthat have primary accent:
-aire Millionaire, Questionnaire
-eer Engi neer, \olun teer, Career, Marketeer, Mountai neer
-ental Experi mental, Funda mental, Acci dental
-ese Bur mese, Chi nese, Assamese, Japanese
-esce Coalesce, Conva lesce, Acqui esce
-escence Effer vescence, Ado lescence, Conva lescence
-escent Ado lescent, Effer vescent, Conva lescant
-ique Phy sique, Unique, Cri tique, Tech nique
-esgue Picturesque, Grotesque, Burlesque
-itis Neu ritis, Ar thritis, Bronchitis, Laryngitis
-ee Pay ee, Addressee, Employee, Absentee
-ette Eti quette, Cigarette,  Ga zette, Shou ette
-ete Delete, Replete, Com plete
-ade Barri cade, Cascade, Degrade, Lemo nade, Per suade
Rule- 14

When acompound word conveysameaning entirely different from that of usindividua components, itis
thefirst element that isstressed. Listento acouple of wordslikethese.

Rule- 15
Study somewordsendingsin-sdlf, -selvesthat have primary accent on the suffix itsalf.
my self, him self, her self, your self, your selves, our selves.
Rhythm
Unlikemost Indian languageswhich are syllable- timed, Englishisastress- timed laugnage. In stress-
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timed languages, certain syllables get greater prominence. When words are combinedinto sentencesin

English| you nectars eeabRrenewe words
wordslikenouns, adjectiVes, adverbs andn

iliaries, a’nndlcategrammatlcdrelatlor

AsEng| &aé
that the %hs é
two stresmj%

and unsiregsed fyveak) syllables, afact whic

Look at|thesgrtence below in which the
(main ven)earaaecented and the structure

The sanéd haassegge has been forwarded.

Intheak

sllb

Asthen Jlg'ﬂ] o)*

of isochr 9 ICItM
str&ssedsg{l1

learner

contr

weak vawelsbuLnsiresad gyhkables, unstres

| have

- t| anguage thest
g%oea% ? oot (afoot cons

les) isthesame. Thussp

You would /should / had

We would / should / had

They have

e@%b‘tﬁ@fﬁl rd foot (consisting of a

would / had / shou

e., regularity of occurrep

het $he pative speaker swallows h
f@imsin order to reducethevov

%‘n eV ng un&ressed 9yl ilgésd

R MRV Qyerdhem overlapig

hat areto be stressed in|

nain verBaTA 9 Bonvey]

Islike articles, pronouns
slllirﬁs between the conter]

each sentence. In Englisty, content
the mATPR¥SERMHEDT asaftenceare

it juctiong and aux-
tWords are;generai ly not ed.

qséed gyllablestendto oaxéjr a reula( intervals. Thisisto say

ﬁgf@gressedwllablep L)sunstr syllablesbetvveenthe
ple)fnglish shows acon}rast between its stressefl (strong)
@ ggly accountsfor its pharacteristyc rhythmic pagterns.
You'd
Cotert words same (ad ); messag;e (noun) and fgrwarded
Vaudsidie (article) and hgspeen (aux. verb) are not pecented.
We’'d / /
They're / /
They’ve / /

oleseténee, thefirst foot (consistingiastressed syllable
exactlylh%ﬁé%\ﬁﬁbﬁ?ﬁ%‘ﬁﬁrﬁéééthesecc

i TROf(consisting of st
Ir&éad syllableplustwg

’

S o&onincreesing,lt{ native
of ressed syllables
V. Thisoftengivesk
8yl ables. Native spegker

giengthinthe unstress

Dt no unstriessed syll able) occupies
eésed syI lable plusthree Yynstressed

}'IStI’ fyllabl 2)

er achieveqtheeffect
by durring pver, squeezing theun-

impress sipnto aforeigr|language
smakeyuse of weak fprmsand
edl syllables. They also make use of

bael prefixesand inflectiol

nal suffixes/

To achieveanatural flow of speech in English and to maintain the characteristic English rhythm, itis

absol Utely essenttebéoverblmdia | earner of Engli€pntrextiand equdl amouiiaos thindibaween pne stressed
syllab|efmadhidie other. It isimportant that|yetdvel op the ability tb move smioothly from gne stressed
syll ablie$8i6ther. The ability to move smp&&ly from one stressed o the next, and tofit in thp unstressed
syll ablesPetiveeh them, form thebasisof & %?éﬂf'%éturd Engllshcd:ent. /
Contrp&r ms /
Here ae YHERRtracted formsin English W&’:HSBGS ng contract n;gformsi rj sentencesso gsto achieve
natura Tgowmyourspeech Listen careful Dancf’ {epeatthem / /

Did not Didn’t / /

Has not Hasn’t / /

Have not Haven’t / /

Had not Hadn’t / /

Is not Isn’t / /

Was not Wasn’t / /

Must not Mustn’t / /

Need not Needn’t / /

Ought not Oughtn’t / /

Shall not Shan’t / /

Should not Shouldn’t / /

Dare not Daren’t / /
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Word Strong form Weak form
A / / / /
Am / / / /
An / / / /
And / / / /
Are / / / /
As / / / /
At / / / /
Be / / / /
Been / / / /
But / / / /
Can / / / /
Could / / / /
Did / / / /
Do / / / /
Does / / / /
For / / / /
From / / / /
Had / / / /
Has / / / /
Have / / / /
He / / / /
Her / / / /
Him / / / /
His / / / /
Is / / / /
Me / / / /
Must / / / /
of / / / /
Shall / / / /
Should / / / /
Some / / / /
Than / / / /
That / / / /
The / / / /
Strongraag weak forms / / / /
Study sermestructure words arjd their styong and weak formg. Practice them by repgating alou
usethemin setences. / / / /
Us / / / /
Was / / / /
Were / / / /
Who / / / /
Will / / / /
Would / / / /
You / / / /

d and then
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Using strong and weak forms

Study the gppropriate use of strong and weak formsin some phrasesand sentencesgivenonthe CD. Then

practisethem by repeating them a oud.

a / /
a book
/ /

an / /
an apple
/ /

the / / (before consonants)

The bottom of hte page.
/ / (beforevowels)

The apple
he / /

Isn’t he here?
her / /
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hm

them

we

you

her

his

ome

ae

be

could

do

does

It’s her book

/ /

Send him away

/ /

Tell me something

/ /

She’s going out.

(Here, she’s is pronounced as / / notas/
/ /

Take them away.

/ /

He asked usto go and see them.
/ /

We can’t do this.

/ /

I thought you didn’t say that.

/ /

It’s her problem

/ /

She’s his wife.

/ /

| want some books.

/ /

soaml.

/ /

I’m a doctor.

/ / (when occuring a thefinal position)
Who’s coming? | am.

/ /

Why’re you late?

/ / (When occuring at thefinal position)
Who’s coming with me? We are.

/ /
He’s been appreciated.
/ /

When can you come?

/ / (When occuring a thefina position)
Who can givetheanswer? | can.

/ /

| could go if | wanted to.

/ / (When occuring a thefina position)
Who could do it? John could.

/ /
Nor do .
/ /

What do you mean?

/ / (When occuring a thefina position)
Do you like it? We do.

/ /

How does it work?
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had

has

have

should

was

/ / (When occuring a thefina position)
Who lives there? John does.

/ /

Had he doneit before he left?

/ /

When we reached there, the train had |eft.

/ /

He said he’d lost it.

/ / (When occuring a thefina position)
Who’d told him? | had.

/ /
Has he written to you?
/ / (after avoiced sound)

Where ‘s he gone?
/ / (When occuring a thefina position)
Who’s got it? Mary has.

/ /

have you done it?

/ /

Where’ve you been?

/ /

You’ve been putting on weight.

/ / (when occuring at thefina position)
Who’s got it? | have.

/ / (after avoiced sound)

Sheisa lawyer.

/ / (after avoicelesssound)

It’s true.

/ / (beforeaconsonant sound)

You must buy a vehicle.

/ / (beforeavowe sound)

You must arrange a meeting.

/ / (when occuring at thefina position)

We must go and see them. At least one of us must.
/ /
Shall | see him?

/ /
| shall try to help you.
/ /
1’1l do my best.
/ / (when occuring at thefind position)
Who’ll do it for me? | shall.
/ /

You should be herein time.
/ / (When occuring a thefina position)
Who should go there? You should.

/ /
What was he doing?
/ / (when occuring at thefind position)

Who was singing? John was.
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were

will

would

for

from

to

and

then

thet

there

/ /
Wherewereyou yesterday?

/ / (when occuring at thefina position)

Who was there yesterday? We were.

/ /

He’ll never agree.

/ / (whenoccuringat theinitia andfina position)
Will they agree to this?

Yes, they will.

/ /

That would be very kind of you.

/ / (after avowel)

That’d like to go?

/ / (when occuring at thefina position)
Who’d like to go? I would.

/ /

He’s standing at the gate.

/ / (when occuring at thefina position)
What’re you looking at?

/ /

It’s time for tea.

/ / (when occuring at thefina position)
What’re you looking for?

/ /

That is a letter from Sunny.

/ / (when occuring at thefina position)
Where ‘re you from?

/ /

A glass of milk.

/ / (when occuring at thefind position)
What’s it made of?

/ / (beforeavowe sound)

| want to ask you a question.

/ / (beforeaconsonant sound)

| asked her to take them away.

/ /

In and out

/ /

Up and down.

/ /

Bread and butter.

/ /

Finish it off as soon as possible.

/ /

Oneor two

/ /

It’s harder than you think.

/ /

| think that he wants us to.

/ /
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Arethere any problems?

/ /
There’re some problems.
/ /

There’s a man at the door.

You haveto keep the contracted forms and weak formsin mind when you transcribe a sentence. For
exampl e, the sentence I’ve worked in areputed company should betranscribed as:

/ /
You might have noticed that in the transcription of the words worked and reputed -ed is transcribed
differently. Inthesameway -s/esisa so transcribed / pronounced differently in Englishwords. Learning the
correct pronunciation of -ed and -geswill hel p you to make your speech sound natural.

Pronounciation of -ed
Hereareafew rulesfor hte pronunciation of -ed:

(Note: In Englishthevoicelsssoundsare/ /1 /1 /1 /1 /1 /1 /1
/and/ / and the voiced sounds aretherest of hte consonant soundsand al the vowel sounds.)

-edispronounced as

1) / | after voiceless soundsexcept / /
Practicethesewords:

wrapped / /

packed / /

looked / /

laughed / /

2) / | after voiced sounds except / /

Practicethesewords:

Examples:
bagged / /
tried / /
moved / /
freed / /
3) / | after / [and/ /
W%%W@Wpfdb Transcription as adjective Transcription asverb
Aged Examples: / / / /
Blessed counted / / / / / /
Cursed b&tt% / ; / ; / /
repu
Posged rounded / / ! / ! !
Prdfiticiation of -ges / / / /
Hereareafew rulesfor the pronunciation of -s/ es
-s/esispronounced as:
1) / | after voiceless soundsexcept / /1 /and/ /
Practicethesewords:
Examples:
cupt / /

82



books / /

plates / /
2) / | after voiced soundsexcept/ /,/ /and/ /
Practicethesewords:
Examples:
bags / /
boys / /
girls / /
ladies / /
3) / | after/ /1 /1 /1 /,and / /
Practicethesewords:
Examples:
buses / /
crashes / /
churches / /
quizzes / /
-ed adjectives
Thewordsending in -ed that function as adjectivesare pronounced as/ /.

Read these -ed adj ectiveswith matching verb past tenses. Practicethesewords.

I ntroduction:
You can uselanguaeto convey very specific information, such as asking where someoneisgoing or what
someoneisdoing. Language can also be used to indicate how you fedl. Inthissense, they can beusedto
mean something beyond the exact meaning of htewords. But for you to do thisin effortlessEnglish. You
need to know avery important aspect of pronunciation called information. Intonation isthe variation of
tone. Intonationin Englishreferstotheriseand fal of hte pitch that conveysarange of meanings, emotions
and gtudtions.
TheFunctionsof I ntonation
1 Grammatical Function:
Intonati on di stingui shes between different types of sentences. For example, thedifferencebe
tween thefoll owing two sentences, which aregrammatically identical, isbrought out by thediffer
enceintheir intonations.
Read these sentences:
Heiscoming. (statement)
Heiscoming? (question)
Similarly, thedifference between acommand and arequest isthat theformer issaid with afaillingtoneand
thelatter with arising one, asinthefollowing pair of sentences.

You canread them:
Come here (command)
Comehere (request)



Thereisanotheway inwhichintonation performsthisgrammatica function. It isintonation which helpsthe
Spesker dividelonger utterancesinto smdler, grammatically relevant word groups (inthiscase, tonegroups)
Each of theseword groupswill carry adifferent pattern of pitch variation and will thusindicatewhether a
particular tonegroup isacomplete or anincompl ete utterance.

When you come here (incomplete) / 1’1l get you what you want (compl ete)

2. Accentual Function:

Intonation performsan accentua function. It enablesthe speaker to makeany part of hisutterance
prominent in accordance with the meaning hewantsto convey. Any part of an utterance can be specialy
emphas sed by choosing the appropriate nucleus, i.e., by putting thetonic onthe gppropriatesyllable. Inan
utterancesaidinisolation, i.e, out of context or for thefirst timein agiven context, no particular part of the
utterance suppliesany new information and therefore it does not need to be emphasi sed or focused. In
such cases, thetonicis placed on the accented syllable of htelast inportant (content) word in thetone

group.
Read thefollowing conversation between X and Y:

X: They told me that the course will begin to morrow

Y: Who told you this?

X: The counsellor at the reception.
Inthefirst utterance, the entireinformation isnew and thetonicis placed on the accented syllablesof the
last important word. In the second utterance, “‘who’ carries the tonic and becomes the focus of information
.Words ‘told” and “this’ are (already) given in the earlier utterance. In the third utterance, ‘counsellor’is
the new information and it receives accentua prominence.

Itisclear fromthisshort conversation between X andY that there can be no meaningful communication
between them unlessthey give accentual prominenceto the appropriateword or syllable. Thus, we can
say that intonation helps to distinguish between the “new’ and the *given’, and thereby enables the speak-
ersto communicateeffectively.

A variety of meanings can be conveyed by changing theintonationinasingle sentence.

Study the sentence bel ow, with the stresson different wordsin each turn, thereisacorresponding change
inthemeaning conveyed.

I didn’t say he wrote the novel.
Onceyou are clear about the changesin meaning, you can add context wordsto clarify the meaning.
Read tothefollowing:
I didn’t say he wrote the novel. (Someoneelsesaidit.)
| didn’t say he wrote the novel. (That’s not true at all.)
I didn’t say he wrote the novel. (I only suggested the possiblility.)
I ddin’t say he wrote the novel. (I think someoneelsewroteit.)
I didn’t say he wrote the novel. (Maybe hejust read it.)
I didn’t say he wrote thenovel. (But rather some other novel.)
I didn’t say he wrote the novel. (He may have written astory.)
3. Attitudinal Function:
Intonation isperhapsthe chief meansby which the speaker can convey hisattitudesand emotions.
The grammar of an utterance does not reveal whether the speaker’s attitude is one of politeness,
assertivenessor incredulity. Intonation hel pst di stingui sh the attitudina nuances of an utterance.
Thuswe can say that i ntonation also performsan atitudinia function.
Read the following pair of sentences which will show how intonation signals the speaker’s attitudes and
emotions.
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Thank you.

Thank you.

“Thank you” expresses a feeling of genuine gratitude when said a falling tone, but sounds rather
casuad when said with arising tone asin the second sentence.

Major Tonesin English

Given bel ow are certain important tonesin English. A sound knowledge of thesetoneswill help
you convey your message and attitude clearly.

Four important tonesareusedin English. They are:

| Falingtone

| RisngTone

| Faling-risngtoneand
| Risng-fdlingtone,
Falling Tone:

Falling toneisused in compl ete statements, wh-questions, commands, exclamations, choice questionsand
inquestiontagsused to giveasenseof findity.

Read theuse of thefaling tonein these utterances:

Statements

Heisan engi neer

Sheisa doctor.

Wh-questions

What do you want to be come?

What areyou doing?

Commands

Shut the door.

Keep quiet.

Exclamations

What a nice weather!

How great you are!

Choice questions’

Is he playing or watching?

Do you want this or that?

Question Tags

(When the speaker feelsreasonably surethat hisremarkis correct and expectsthelistener to agree)
You need to study for four years to get your degree, don’t you?
He’s done a wonderful job, hasn’t he?

Rising Tone

Rising toneisused inincompl ete statements, yes/ no questions, question tagsfor enquiry and in wh-
questionswhen used politely.

Read the use of the rising tone in these utterances.
Yes/ No questions

Do you like this?

Can you open it?
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Wh-questions used politely

How areyou?

When can you complete this?
Questions tags for engquiry

You can drive a car, can’t you?

She is a model, isn’t she?

I ncomplete statements

(Before going out) | locked all the doors.
She cme quietly (and sat down).

Falling-rising Tone
Thistone is a combination of a fall and arise. Thisis used for statements expressing reservation,
making corrections, and for giving warnings and threats.

Read the use of the falling-rising tone in these utterances:
She’s beautiful (but not intelligent).

I saw him (but I didn’t speak to him).
The interview was held on Monday?
No on Sunday.

Rising-falling Tone
This tone is a combination of a rise and a fall. The rise reinforces the meaning conveyed by the
following fall. In addition, the initial rise may indicate warmth, or sarcasm.

Read the use of the rising-falling tone in these utterances:

(Do you agree?) Yes. (enthusiastic agreement)

It isfine. (enthusiastic agreement)

But is her son in the picture? (suspicious interest)
Areyoiu sure thiswill work? (suspicious, mocking)
How amazing! (sarcastic)

Summary

We have covered all the major aspects of English phonetics. Study them carefully and cultivate agood
style. Remember that, to neutralise your accent you need to learn and practice. Pay specid attentiontothe
followingfestures.

The correct pronunciation of words (example, receipt/ )]

Thestressed syllablesinaword (example, receipt/ /)

Emphasising only the stressed syllablesin sentences (example, | have donethisbefore)
“Swallowing” unstressed syllables (example, I have donethisbefore)

Weak formsand conractions (example, 1’ve to tell you something)

Using theright intonation (example, What’s your name?)

PART - 11
COMMUNICATION SKILLS
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4. CONVERSATION PRACTICE

Inthisunit youwill:

Practicediaogues/ conversations.

Improveyour ability to understand dia ogues/ conversationsin varioussituations
Learnwords/ idiomatic phrasesthat can be used in day-to-day life.
Havefurther practicein variousphonetic featuresof English.

Presented below arediaogues/ conversationsfor you to study and practice, with others. Thedia oguewill
help youtofunction efficiently in avariety of Stuationsand settinsinyour life. Practisethesedia ogueswith
your friends, family membersand othersuntil you arefluent and fed confident. They must besaidinapace,
pitch and tonethat issuitableto the situation and setting of the did ogue. Recording thedia oguescanbea
very useful tool for getting feedback or you can ask othersto observeyour performance.

Giemoreimportanceto howto say thedia ogues. Itisimportant to stress, pause and usevoca variety and
intonation. Beclear about the vocabulary and key sentencesused in variousdia ogues. Read the did ogues
loudly and repeatedly and find out what isexpected of you in order to makethem sound natural. Answer
the comprehension questions so asto have aclear understanding of thedialogues.

LEARNING ENGLISH

Anand : Hi! Anitha!

Anitha: Hdlo!

Anand : I don’t get to see you in the evenings these days.

Anitha : You are right, I am busy. I have joined an institute where I’m learning English.

Anand : Is that so? That’s a great idea! Who suggested it?

Anitha : My father. He’s bentoniit.

Anand : Oh! soyou arereally not keen onit.

Anitha : I can’treally say yes or no to that. But on thing is for sure. I really wan’t to improve my
Englishquickly.

Anand : That’s good.

Anitha : Your Englishisso good, Anand. Please give me somequick tipson how to learn English

Anand : W, you haveto be patient with yoursdlf. Alwaysremember that learning anew
language is a gradual process. It doesn’t happen overnight.

Anitha : That’s true! So, what do you think I should do?

Anand : Thereare many thingswe can doto learn English quickly. An expert hastold methat one

must |earn something new every day. Congstent practiceinal thefour language skills-
listening, speaking, reading and writing (LSRW) - with aview to master different compo
nents of alanguagelike pronunciation, vocabulary, grammar and spellingisessentid.

Anitha : But I don’tthink I’ll be able to practice all these things on my own.

Anand : Relax ! You canfedl freeto practicethem with me, whenever you want.

Anitha : Allright, Anand! What all should I do to get sufficient practice in the skills you’ve
mentioned?

Anand : We shall look at these skills one by one. First of all, let’s see what we all can do to imporve

thelistening ability. Wemust beginwith smplethingslikelisteningto an English news
broadcast ontheradio or TV. We must observe carefully how our teachers/ lecturers
speak, how various speakers speak at seminars, workshopsand public gatherings.

Anitha : That meanswe must find many opportunitiesto practice.

Anand : You areright. Let usnow consider the skill of reading whichisvery important. We can
read English newspapers, magazines, textbooks, books contai ninginteresting storiesand
novelsour own.

Anitha : | think we can easily developthisskill.
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Anand : Asfar aspeaking isconcerned we must speak whenever we can and with whoever we
can. We should participate actively in our classesand take part in conversations, discus
sionsand debates on varioustopics.

Anitha : Thoughit soundsdifficult, | will do my best to get practiceinthisskill too.

Anand : Finally, let’s talk about writing.

Anitha : Oh, yes. Tell mehow do | learntowritewd | in English.

Anand : You must beacritical reader first. Asyou read, observe how theinformationisorganised

and how languageis used. Make noteswhileyou read. Try and write as much asyou can
each day. Keep diary entries, chat onthe Internet or writelettersto friends.

Anitha : Doyouthink | canredlylearn Englishwell if | doall thesethings?

Anand : Yes, of course.

Under standing the Dialogue.

What doesAnandtell Anithaabout |earning anew language?
What are Anand’s suggestions for learning a language quickly?
What arethefour language skills?

What arethefour components of alanguage?

5. What are Anand’s suggestions for improving each language skill?
Wordsand Expressions

bent on - determined to do something

critica - making careful judgment

consistent - steady, regular

contain - have, include

Speaking

Note the pronunciations of thefollowing wordsthat end in - s/es, and practise saying them correctly
following the rules you’ve learnt.

WD PE

evenings days skills things
news teachers lecturers speakers
seminars wor kshops gatherings means
opportunities newspapers magaznes textbooks
books stories novels classes
convesations discussions entries friends

TWO FRIEDSINA CAFETERIA

Sam Ram, Ram! Over herel

Ram (comesover) Sam! Longtime! How hasyour life been?

Sam Not good, | must say. How about yours?

Ram | do have somebig news.

Sam Comeon, tdl me. Thesuspenseiskillingme.

Ram Redlly?But first tell me, what have you been doing for the past few weeks? Thelast
timel saw you, you werelooking for anew job.

Sam Well, that’s true. 1 did get a new job but things haven’t been to my liking. You know it

pretty well that | can’t work in a place whee there is no recognition for my talents.
Now, enough about me. I’m dying to hear your news.

Ram : Hold on now.....I’'m getting married!

Sam No! You said you’d never get married. | can’t believe it.

Ram That wasthen and thisisnow. After | met Soumyal changed my mind.
Sam This isall news to me. I didn’t know anything about his.

Ram : We’ve been together for a few weeks.

Sam .. and you’re getting married?
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Ram : I know, I know I can’t help it. I'm head over heels in love with her.
Sam W, cogratulationsmy friend! Thisisfantastic! It calsfor abig party!
Ram : Thanks Sam, I’m glad to hear you fell that way. | thought you might be surprised.

Under standingthe Dialogue

1 What does Sam feel about hisnew job?

2. What made Ram change hismind about marriage?

3. How does Sam feel about Ram’s idea of getting married?

Wordsand Expressions

Long time no see (informal) - I haven’t seen you for a long time.
pretty - (here) rather

dying to hear - want to hear eagerly

head over hedsinlove- completeyinlove

Speaking

Say thefollowing contracted forms|ouldy and clearly. Noticetheir full forms, gienin brackets.

I’m (1'am)

That’s (thatis)

Weren’t (werenot)

Can’t (cannot)

We’ve (wehave)

Didn’t (didnot)

You’re (youare)

Cogratulations

Anitha : Congratulations on your new job, Anand!

Anand : Thanks, Anitha. To tell you the truth. I’m glad | got a great job but it’s been very
Sresstul

Anitha : Why do you say that? Last year you wanted to et out of University!

Anand : I know, but that was last year. Now, it’s just work, work, and work. 1 work hard all
day, every day.

Anitha : Oh, come on. Don’t complain. You’re minting money now!

Anand : Right. Now, I have money, a nice apartment and a car. But I don’t have time to think
thingsthrough.

Anitha : It can’t be all that bad.

Anand : NO, of course itisn’t. I still have my weekends.

Anitha : Sotell me, what do you missabout University?

Anand : Thegresat timeswe used to have picnicking, chatting with friendslateinto night and
missing classesto watch movies.

Anitha : You canreve inthem even!

Anand : You may say so. But the truth is | get tired at work. | can’t do them. I have to be
seriousabout things.

Anitha: I think you are TOO seriousabout everything.

Anand : You will understand me better when you get ajob.

Anitha : Hmmm..............

Under standingthe Dialogue
1 What doesAnand fed about hisnew job?
2. What doesAnand missabout Uuniversity?
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3. Why can’t Anand do the things that he enjoyed during his University days?
Wordsand Expressions

mint money - makealot of money

think thingsthrough - to consider things

picnicking - goonapicnic

revel - makemerry

Speaking
You have learnt the pronunication of the words ending in -ed. Notice how the words ‘wanted’ and
‘tired’ are pronounced in the dialogue. Say the following loudly.

wanted tired
painted fired
counted cried
slanted tied
mounted lied
TheWeather
Naveen : Nice day, isn’t it?
Navatha : Yes, it certainlyis. It’s lovely.
Naveen : Itisanicechangefrom yesterday.
Navatha : Mmm......, yes.
Naveen : Let’s hope it will.
Navatha : Oh, I think it will.
Naveen : Hasn’t the weather been strange this year?
Navatha : Yeahredly.....thesummer was scorching.
Naveen : Do youthink thisrainy season would be good?
Navatha : Can’t say much! The seasons have become so unpredictable over the past few
years.
Naveen : It’s all because of the way we’ve been treating our environment.
Navatha : What do you think isthe need of the hour, to changethe situation?
Naveen : Wemust learnto lead amoreeco-friendly life.

Understandingthe Dialogue

1 What does Navathafed about the summer?

2. Waht do Navathaand Naveen feel about seasons?

3. What isthe cause of unpredicatability of seasons?

4. What life styledoes Naveen suggest?

Wordsand Expressions

scorching - extremely hot

unpredictable - something that cannot be predi cted becauseit changesalot or depends on too many
different things.

eco-friendly - not harmful to the environment.

Speaking

Study the dial ogue agai and noticethat in each of thefollowingwordsthefirst syllableisstressed. Look
them upinadictionary, writetheir phonemic transcription and mark the stress.

catanly lovey
change yesterday
weekend westher
strange ummer
scorching Season



Dilip
Dinesh:
Dilip
Dinesh:
Dilip
Dinesh:
Dilip
Dinesh:
Dilip
Dinesh:
Dilip

| AM UPSET

I’m upset. Somebody told my dad that I had left my part-time job.
And he didn’t like that?

No, he didn’t. He thinks that | am too laid-back.

| am sorry. | haveto admit that | told him.

Youtold him?Why?

I couldn’t hlep it. He asked me point-blank.

| must do something about it now.

Tell himwhy you left it.

He isahard nut to crack. I don’t think I can convince him.
Comeon, you must not give up likethat.

Let’s forget it now.

Under standingthe Dialogue

1 Why wasDilip upset?

2. What does Dilip’s father think about Dilip?

3. Why did Dinesh tell Dilip’s father about Dilip losing his part-time job?
4 Why does Dilip feel that he can’t convince his father?

Wordsand Expressions

laid-back - relaxed, not tending to get worried about anything.

counldn’t hlep - couldn’t control or stop acting in a particular way or making a particular remark
point-blank - directly and often rudely

hard nut to crack - apersonwhoisdifficult to deal with

Speaking

Study to the dialogue again and notice that the words “laid-back”, “point-blank” and “crack’ end with
the sound/k/. Thefollowing wordsa so end with the same sound.

black
talk
pack
lack

Kavitha
Kalpana
Kavitha
Kalpana
Kavitha
Kalpana

Kavitha

lake magic
wake music
poke critic
like chic

DAY OUT

Don’t you think we’ve really been having a great day out?

Yes, it truly hasbeen agreat day.

What did you enjoy themost?

Wl | thought the botanical garden was beautiful. So many flowersand shrubs
werein bloom.

It certainly was nice. And I also liked the boat ride. It was very thrilling I’ve
been planning this for a very long time. I’m glad I’ve made it today.

Now, how about going to thelaser show?| heard that the show isfantastic and
worthwatching.

I don’tthink we’ve got enough time. Our train leaves in about an hour from now.
I think we’d better be on the safe side and call it a day. Perhaps on our next trip
we can cover that.
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Under standingthe Dialogue

1 What does K d panasay about the botanical garden?
2. Why wasK avithaglad about the boat ride?

3. What did Kalpanahear about thelaser show?

4 Why didn’t they go to the laser show?

Wordsand Expressions

beonthesafeside- being careful in order to avoid something unpl easant

laser show - an entertainment show inwhichlasers(devicesthat makeavery strong lineof controlled light)
areused

cal it aday - to stop doing something and leave

Speaking

Study the dialogue again and notice that in the word “hour” the letter “h” is silent. The following are the
words with a silent “h”. Look them up a dictionary, write their phonemic transcription and say them
correctly.

honest honour honorific
honorarium heir hors d’oeuvre

AN INTERNET SCAM

Aparna : You are looking so gloomy. What’s the matter with you?

Anjali : Ohsugar, | lost Rs 7000/- in apurchase on the Internet.

Aparna ; Gosh, how did that happen?

Anjali : | participated in an Internet auction to purchase agood - |ooking mobile handest.
| paid for the handset but it never arrived.

Aparna : Ohthisishappening too frequently these days. What did you do when the handset
faledtoarrive?

Anjali ; W, | contacted them of course. But theanswer | got wasthat it must have got
lostinthemail and | should contact thepostal service.

Aparna : Thesekind of Internet scams aretoo common these days. You need to bealot

more careful when you buy stuff on the Internet.
Understandingthe Dialogue

1 WheredidAnjai lose her money?
2. What didAnjai want to buy?
3. What advicedidAparnagivetoAnjai?

Wordsand Expressions

sugar - aeuphemism (anindirect word or phrasethat people often useto refer to

something embarrassing or unpleasant) for “shit” (= a swear word that many people find offensive, used to
show that you areangry or annoyed)

gosh - aword that shows surprise or shock

auction - apublic event at which things are sold to the person who offersthe most money for them.
Internet scam - anillegal planfor making money onthe Internet.
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Speaking
Read the dialogue againa nd notice that the words “on’, “‘gosh’, “‘got’, “lost” and ‘lot’ contain the same
vowel sound/o/. Thefollowing wordsalso contain the samevowe sound.

dot what
not rot
cot hot
tot pot
TWO COLLEAGUES
Gouthami : Hey, Madhavi you look unwell today. What’s the matter with you?
Madhavi ; I haven’t been sleeping properly for a couple of weeks. I feel so stressed at work.
Gouthami : When wasthelast time you took abreak fromyour work?
Madhavi : I haven’t taken any break for more than a year.
Gouthami : You shouldn’t be working so hard. Take a good break and recharge your batter
iesotherwiseyouwill findit difficult to concentrate.
Madhavi : | think | should do that.
Gouthami : You haveto find agood balance between career and family.
Madhavi : Yes| must.

Under standingthe Dialogue

1 Why wasM adhavi |ooking sick?
2. How long hasMadhavi not taken abreak from work?
3. What is Gouthami’s advice to Madhavi?

Wordsand Expressions

stressed - strained, worried
recharge your batteries- to get back your strength and energy by resting.

Speaking
Read the dialogue again and notice the vowel sound in the words “take” and “break”. The following words
also contain the same vowel sound.

fake wake sake rake
lake cake make bake
sane bane main feign

GRANDFATHER AND GRANDSON

Grandson ; Tl megrandpa, haveyou ever been on stage?

Grandfather Yes, that takes me back. I’ll never forget the time when | took part in a play at
RavindraBharathi.

Grandson : Why, what happened?

Grandfather I couldn’t remmber my lines! It was very embarrassing!

Grandson : How did you manage then?

Grandfather Someone prompted to me from behind the screen.

Grandson : Andthen?

Grandfather We didn’t win the competition because of my miserable performance.
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Understandingthe Dialogue

rpODNPE

Wherewasthedram competition held?

How did grandfather feel when he couldn’t remember his lines?
What help did grandfather get when heforgot hislines?

Why didn’t they win the dram competition?

Wordsand Expressions

embarrassing - making onefed shy, awkward and ashamed
miserable - very unhappy
prompt - to hel p someone, especially an actor, to remember what they were going to do or say

Speaking

Read the dia ogue again and notice which syllableisstressed in thefollowing words.

forget
remember
prompted
competition
miserable

Mom
Daughter
Mom
Daughter

Mom
Daughter
Mom
Daughter

Mom
Daughter

happened
embarrassing
behind
because
performance

MOTHERAND DAUGHTER

Areyou ready, Archana?

Please wait awhile. I’'m coming.

Gosh! Why areyou wearing that provocative dress?

I bought this dress especially for parties and now you say it’s provocative. It’s
unfair. It’s fashionable, mom.

You can’t wear that dress. Go and change it.

I’d rather not come.

Isthishow you show respect to your mom?

Mom, | do respect you agreat deal. But you must understand that | should have
thefreedom to choosewhat | wear.

Enough of arguing. I’m not going to the party.

I’msorry, but I can’t help it.

Understandingthe Dialogue

1. What does Archana’s mother feel about Archana’s dress?
2. Why isn’t Archana prepared to change her dress?
3. Why didn’t they go to the party?

Wordsand Expressions
provocative - tending to provoke
arguing - talking angrily to someone, di sagreesing with someone

Speaking

Read the dialogue againa nd notice that the words “say’ and ‘way’ end with the sound/  €1'he following
wordsa so end with the same sound.
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may ray

bay day
weigh neigh

lay hey

tray prey

fray clay
today yesterday
Sunday Monday

5.VOCABULARY ENRICHMENT

Inthisunityouwill learn about:

| gender-freeterms

differencesbetween British Englishand American Englishinlexis
foreignwordsand phrasesin English

roots, prefixesand suffixes

idiomatic expressions

phrasal verbs

commonly confused words

Vocabulary or lexiscons stsof words, phrases and expressions- thevery building blocksof language. The
morelexisyou know themoreeffortlessyour communicationswill be. Mastery over vocabulary will help
you to confidently expressyour ideas, feelings and viewpointsin varied situations. Presented below area
few useful areasof vocabulary.

Gender -Free or Non-Sexist Terms
Itisan admirablegod to speak in agender-freelanguage. It isbecoming anincreasing necessity, especidly
at workplacesto use gender freelanguage. If your languageisfree of biasthen no one can get offended. It

isalso agood ideato sound natural when using gender-freewords and phrases.

Concentrate on using gender-fair termsas much as possi ble or asand when necessary in your communi-
cation. Look at thelist of words below.

Gender-biased Gender-fair

Chariman Chair person or chair
Commonman Averageor ordinary person
Foreman Supervisor, superintendent

Head master Head teacher

Housawife Homeworker

Layman Lay person

Malmen L etter carrier or postal worker
Man Person, individua

Mankind People, human beings, humankind
Man-made Machine-made, synthetic
Manpower Workforce, personnel, workers, human resources
Mothering Parenting, nurturing

Policeman Policeofficer

Sdesmanship Slingability

Spokesman Spokesperson
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Stewardness
Wifeor husbhand

LEXISOFBRITISH ENGLISHANDAMERICAN ENGLISH

Presented bel ow are some differences between British English and American Englishinlexis. However

Fight attendant
Spouse

Britishand American Englisharemoresimilar than different.

British English
Aeroplane
Angry
Autunm

Bill

Biscuit
Bonnat

Boot
Bungdow
Car park
Cashier
Chemig
Crossroad
Engaged (phone)
Hat

Footbdl
Fortnight
Garden
Handbasin
Holiday
Jumper

Lift

Litter

Main Road
Maths
Nappy

Petor] station
Petrol
Phonebox
Plaster
Policeman
Postman
Potato chips
Public school
Publictoilet
Return (ticket)
Rubber
Single(ticket)
Starter

State school
Swesets
Swimming costume

American English
Airplane
Mad

Fl

Check
Cookie
Hood

Trunk
Ranchhouse
Parkinglot
Tdler
Druggiest
Crossng

Gasdtation
Gasor gasoline
Telephonebooth
Band-aid

Cop

Malmen
Frenchfries
Private school
Restroom
Roundtrip
Eraser
Oneway
Appetizer
Public school
Candy
Bathingsuit
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Taxi

Tin
Torch
Trousers
Vest

Z (zed)

Cab
Can

Hashlight
Pants
Undershirt
Z (zee)

FOREIGN WORDSAND PHRASESIN ENGLISH

English hasborrowed wordsfrom many languages. For instance, you can find wordsof French, Latinand
Greek originin English. Presented hereis asample of commonly used foreign words and phrasesin

modern English.

Listed below are some common borrowingsfrom French, their litera meaningsand current usage.

Word

aide- memoire
avant -garde
bonvoyage
bourgeois
compterendu

doubleentendre

aupair
batenoire
coup degrace
coup d’ ¢ tat
de'jravu
enfant terrible
laisxzfare
pot pourri
precis
savoirfare
tet-a-tete
Vis- g’ -vis

Literal meaning
hlep - memory
thefront guard
good journey
townsman
account rendered
doublemeaning

equal, even

black beast

stroke of mercy

stroke of state
aready seen

terriblechild

let do

rotten pot

tocut

to know how to do

head-to-head

face-to-face

Current usage
amnemonicdevice
aprogressiveartistic movement
farewel
member of themiddle and upper middleclass
review, report, statement of account
an expression open to two interpretations, one of
whichisusudly indecent.
aperson living abroad with ahost family.
anannoying personor thing
adeath blow
takeover
illuson
brash and outspoken member
doctrineadvocatinglittleregulaion
amixtureof flowers, herbs, and spices
an abbreviated version; asummary
ability to behavegppropriately in socid situations.
aprivateconversation
inrelationto, withregardto

Listed bel ow are some common borrowingsfrom Latin, their literal meaningsand current usage.

Word

ad hoc
adinfinitum
ad nauseam

advocatusdiaboli

bonafide
carpediem
cavesat
inabsentia
ingtu
ipsofacto

Literal meaning
for thispurpose
toinfinity

to nauseate
devil’s advocate
ingoodfaith
pluck theday

let him/her beware
inabsence
inpogtion

by that fact itself

Current usage

constituted or put forward temporarily
eventsthat seem to go on without end
acontinuation of eventsthat aresickening
onewho takesthe opposite side of an argument
sincerdly and honestly

enjoy theday, liveto thefull

legd warning; reservation or caution
without being present

inthenaturd or origina pogtion

because of htefact that has been mentioned



lacuna
linguafranca
magnum opus
modusvivendi
neplusultra
non sequitur
notabene

obiter dictum

per se
personanon grata
primafacie
proforma

quid proquo else
sinequanon
statusquo

Sui generis
tabularasaverbetim
verbaim

ablank space
Frenchlanguage

great work

away of living

not more beyond

it doesnot follow
notewell

(abbreviated NB)
somethingsaidin passing
initself, assuch

an unwelcome person
onthefirst

asaformdity

what for what

without which nothing
gateinwhich

of itsownkind

blank date

following theexact words

amissing part, gap

acommon language

one’s major achievement
feasiblearrangement

the absolute peak of perfection
anargument whichisbelievedtobeillogica
pay atention

anincidental remark or observation
totheexclusion of other consderations
apersonwhoisostracized

at first view, before closer inspection

to satisfy requirements

something giveninreturnfor something
anecessary condition

thecurrent state

unique, peculiar, congtituting aclassaone
having noin-built content

word for word

Listed below are some common borrowingsfrom Greek, their litera meaningsand current usage.

Word

apogee
eureka
heuridic
hubris
plethora
prolegomenon

L iteral meanings
off-earth

| havefound it
discoverythroughtrid

away from proper behaviour

to befull
speak, write, study

Current usage

dimax

to celebrate adiscovery

providing aidinthesolution of aproblem

exaggerated pride, oftenresultinginretribution

excess
apreliminary remakr or introduction

Listed bel ow are some common borrowingsfrom German, their literal meaningsand current usage.

Word
angst
blitzkrieg
ersaz
festschrift

gestalt

|ebensraum
latmotiv
regpolitik
wanderlugt

Literal meaning

fear

lightningwar

fake, subdtitute, imitation
celebration-writing

shape, form
living space

lead motif
practica politics

towander, desire, pleasure

Current usage

intenseand traumatizing anxiety

(offensive) conducted with great speed
inferior qudity

acollection of essayswrittenin honour of a
prominent scholar

aset of thingsthat isconsidered asasingle
systemwhichisdifferent fromtheindividua
thoughtswithinit

territory necessary for nationa existence
adominant theme

politicsbased on practical factors

strong or unconquerablelongingtotravel

Listed bel ow are some common borrowingsfrom Italion, their literal meaningsand current usage.

Word
cognoscente

Literal meaning
to know

Current usage
area expert



diva goddess divine aleadingfema eoperasinger
mdia boldness any maevolent and lawlessclique
NUMEro uno number one topranking

primadonna first day leading femaesinger

sotto voce under one’s breath inan undertone; in aprivate manner
vivavoce by livevoice voicevote, ord examination

ROOTSPREFIXESAND SUFFIXES

Root isthat part of aword which containsthe core meaning of theword. Prefix isthat part of aword taht
isplaced at the beginning of aword to changeitsmeaning. A suffix isaword part that is placed at theend
of aword to changeitsmeaning. Learning roots, prefixesand suffixes hel psto understand the meaning of

anunfamiliar word through the meaning of itsparts.

Listed bel ow are some common roots, their meaningsand examples:

Root
-anthrop
-chron
-dem

-dict

-ject
-morph
-path
-pedo-, - ped
_pd

-philo, -phil
-phon
-port
-scrib
-tract

-vert

Basicmeaning
human

time

people

tosay

tothrow

form

feding, suffering
child, children
todrive
havinglovefor
sound

tocarry
towrite

topull

toturn

ExampleWords
misanthrope, philanthropy
anachronism, chronometer
democracy, demography
predict, contradict

gect, rgect

amorphous, metamorphic
empethy, sympathy
pediatrician, pedagogue
dispel, repd

philanthropy, philharmonic
cacophony, phonetics
import, export

describe, prescribe
contract, retract

convert, divert

Listed below aresome common prefixes, their meanings and examples:

Prefix
a, an-
anti-, ant-
auto-
bio-
co-
de-
dis-
geo-
hyper-
inter-
micro-
mono-
neo-
non-

Basic Meaning
without

opposite

«f, same

life, livingorganism
together

away, off

not, not any

earth; geography
excessve, excessvey
between, among
ardl

one, sngle, done
new, recent

not

9

ExampleWords
amord, anachronistic
antipollution, antacid
autobiography, automatic
biology, biopsy

coauthor, cohabit
deactivate, deregulate
didike, disappear
geography, geopalitics
hyperactive, hypersendtive
internationd , intercdllular
microcosm, microscope
monosyllable, monoxide
neophyte, neofascism
nonviolence, nonstop



pan- dl

post- after

pre- before

re- again; back
sub- under

therm- heet

trans- across, beyond

panchromatic, pandemic
postdate, postnatal
preconceive,prepay
rearrange, recall
subhuman, substandard
thermometer, substandard
transatlantic, trangpolar

List bel ow are some common suffixes, their meaningsand examples.

Suffix Basic Meaning ExampleWords

-able, -ible capableor worthy of egtable gullible

-fy, -ify tomake acidify, humidify

-gram written or drawn cardiogram, telegram
-graph written or drawn monography, phonograph
-ian the state or theory cgpitdism, optimism
-logue, -log speech, discourse monol ogue, dialogue
-logy discourse, science phraseol ogy, biology
-meter, metry measuring device spectrometer, perimeter
-oid like humanoid, spheroid
-phobia fear agoraphobia, xenophobia
-phone sound homophone, geophone
IDIOMS

If you say, ‘spill the beans’ instead of ‘reveal a secret’ you’re using an idiom. the meaning of an idiom of an
idiomisdifferent from the actua meaning of htewordsused. Idiomsare part of our daily speech. Many
idiomsarevery old and haveinterestiong histories.

Given below aresome commonly used Englishidiomsaongwith their meaning. After you haveread and
understood them, visualize different Situationsand contexts and use them in sentencesof your own.

Idiom

aboltfromtheblue
acloseshave

afeather inyour cap

awet blanket

aceupyour sleeve

addfud tothefire

at sxesand sevens

at thedrop of ahat

bark up thewrongtree

bark worse than one’s bite
bearound peginasquarehole
be in one’s bad books
beinseventh heaven

beon cloud nine

be pennywise and pound - foolish
beupinarms

bear agrudge

beat about the bush

Meaning

newsthat issudden or unexpected

to haveanarrow escape

agreat achievement

adamper of spirits; akilljoy

asecret advantage

toincreasethetrouble

disorganized and confused

at once

tofollow thewrong clues

not as bad-tempered as one appears

to be unsuited to the position one occupies

tobeindisfavour

to beextremely happy

to beextremely happy

to savesmall amountsbut wastedll

tobevery angry

tofed annoyed at someonefor their action

to approach asubject in anindirect manner
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beeinyour bonnet

bite off morethan one can chew
break theice

burn the candleat both ends
bury the hatchet

by along chalk

by fitsand starts

call aspade aspade

catch atartar

catch red-handed
causeastink

cloak and daggar

cry for themoon

dance to one’s tune
down-and-out

dressedtokill

drive someoneup thewall
facethemusic

forasong

gettheaxe

getthebal rolling

get up onthewrong side of the bed
giveonedf ars
givesomeonetheshirt off your back
gotothedogs

grind and bear it
handlewithkid gloves
hanginthebalance

hang one’s head

have butterflies in one’s stomach
havethekey of the street
havetheworld by thetall
hitthe bull’s eye

hit thehigh spots
horsearound

keep your shirton

let hte cat out of the bag

look daggers

makeahandle

makeakilling

makealiving

make ends meet
makemoney hand over fist
money to burn

A-to-Z

makeamountain of amolehill
missthebus

nipinthebud

oil one’spalm

onthewrong sideof hte blanket
out of thewoods

acrazy idea
to try to do something oneisunableto do
tobeginwork
towork for many hourswithout getting enough rest
make peace
by aconsiderabledistance/difference
keep starting and stopping again
to speak frankly and directly
to attack astronger foethan onesdlf
to catch someonewhilethey are doing something wrong
protest strongly
mysterious
to seek somethingimpossible
tobedavish
having no homeand living onthe street
dressed attract
annoy someonegreatly
to accept criticism for something you have done
for very littlemoney
losethejob
initiateaction
wake up in abad mood
tofed proud
to bevery generous
tobein abad state
to accept an unpleasant or difficult Situation
totreat very carefully and gently
to beindoubt or suspense
tolook sheepish or ashamed
tofed nervous
tobehomeless
to successful and happy
toreachthetarget
to goto excess
to play around
to becool and calm
toinform beforehand
tolook inahostile manner
to makealot of money
to makealargeamount of money
to earn enough money tolive
to have enough money to pay your bills
to makemoney fast and inlargeamounts
to have more money than is needed
completey
to exaggerate
to lose one’s opportunity
to destroy at thevery beginning
tobribe
illegitimatdy
out of danger now
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pay through one’s one
play fast and loose
prim and proper
prosand cons

pull along face

put the cart beforethe horse
rack one’s brains

rain catsand dogs
ringdambells
saveface

sell someone short
shoot off one’s mouth
shoot the breeze

smell arat

speak your mind

spill thebeans

spread onesdlf too thin
thedieiscast
thepoint of no return

throw oil ontroubled waters
toandfro

toot one’s horns
touch-and-go

upset the apple cart
withagrainof sat

PHRASAL VERBS

to pay too high aprice

to actinashifty, incons stent and recklessfashion
very formal and careful

advantagesand disadvantages

tolook dismal

to do somethingincorrectly

to strain one’s memory

toranvery heavily

to cause peopleto worry

toavoid humiliation

to underestimate someone

to express one’s opinions loudly

tocha informaly

tofed convincedthat somethingiswrong

totell peopleexactly what you think, evenif it offendsthem

toreveal asecret
toget involvedintoo many activities
anirrevocabl e step has been taken

astageeinaprocessor activity when it becomesimpossibleto

stop it or do something different

to pacify aconflict

to movein onedirection and then back again
to boast of onesalf

agtuationinwhichthereisaseriousrisk that something bad could

happen
to causetrouble

to accept something with reservation

A phrasal verbiseither acombination of averb and apreposition, averb and an adverb, or averb with
both an adverb and apreposition. Phrasal verbsare very commonly used inthe Englishlanguage. They are
mostly used inthe English language. They aremostly used informally in every day speech asopposed to
more formal verbs, for example, ‘drop off’ rather than *fall asleep’. A phrasal verb often has a meaning

whichisdifferent fromthat of theorigind verb.

Verb Meanings(s)

account for explan

act out perform

actup behave badly

add up logicalyfit together; findthetotd
dlowfor indude

askin invite

back away go backwards

back down withdraw

bail out save

bank on rely

bargein make asudden univited entrance
bear on influence; affect

bear up resst pressure
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bear with
bdt out

belt up
blow out
blow up
boil downto
boil down
break down
bring off
bringforth
bring off
bringforward
bring out
bringto
bringup
brush off
bringup
bump up
burn of f
burn out

cdl for

cdl forth
cdl off
cdlon
carry out
carry over
cashin
cashinon
catchup
checkin
check out
chill out
chipin
churnout
clear away
clear off
closeout
closeup
come about
Ccome across
comeround
comeby
comedown

comedownon
comedownwith

comeforth
comeupon
comeupwith
counton
count up

be patient

sngloudly

fasten your seat belt

extinguish

explode

amount to

reduceto essentials

anayse, list the parts separately

accomplish

produce; list the parts separately

produce; make known

make something happen earlier than origindly planned
publish

revive

raiseachild; mention

ignore

improveskillsquickly

increase

removeby burning

loseenthusiasm and energy

demand

make happen

cancel

vigt

fulfill; complete; accomplish; perform
continueat another timeor place

convert shares, bondsinto money

be up-to-date

do something that should have been doneearlier; meet someone
register on arriving at ahotel or at theairport
pay thebill when leaving ahotel

relax

contribute somemoney; contributeto adiscussion
produceinlarge amountswithout much regardsto quality
remove or tidy; leave aplace

tidy out; explain

bring something to an end; closeor stop using
close something compl etdly; jointogether
happen

find by accident

become conscious, changeopinion

vigt

ran

criticiseheavily

fdlill

appear

find by chance

think of asolution or excuse

rely

add
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crack on

crack downon

crack up
cut off

cut out

cut down
figureout
get across
giveback
giveout
giveup
hand down
hand over
hold up
keep up
let down
let out

pay off
pick up
put of f

put on
riinseoff
rinseout
rundown
run off
seethrough
seethrough
see off
takedown
takein
takeover
tear down
tear up
think over

think through

think up
throw away
throw over
tryon

try out
turndown
turn out
wash off
wash out
wind up
wipeoff
wipeout
work out
writedown
writeout
writeup

continue doing something with moreenergy
use moreforcethan usua

have anervousbreakdown; burst out laughing
interrupt; sever; amputate

diminae delete

reducein quantity

interpret; understand

causeto be understood

return

distribute; announce

surrender something

ddliver; pronounceformdly; leave asan inheritance
yield control of

delay; rob; threaten with aweapon
continue; keep the same pace
disppoint

rel eesefrom confinement

discharge adebt completely; give someonehisfina pay
cometo meet an escort; lift with handsor fingers; learn casually

postpone
dressin; deceive
rinssethe surface of
rinsetheinsdeof
trace; hitwithavehicle
trace; hitwithavehicle
casueto depart; reproduce mechanically
completeinspiteof difficulties
accompany someoneto the beginning of atrip
removefrom ahigh position; writefrom dictation
understand
assume command of
destroy
tear into small pieces
consider
congder from beginningtoend
creste; invent
discard
reject
put onagarment to verify thefit
test
refuse; lower thevolume
produce; forceinto exite, extinguish (alight)
wash the surface of
washtheinsideof
finish, tighten the spring of awatch or machine
wipethesurface of
wipetheinsdeof
solve
record
writedown every detail; spell out
compose; prepare adocument
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Wor dsoften Confused

This section deal swith pairs of wordswhich present in our written and spoken language. Sunday the
meaningsof the pairsof words givento understand the kind of confusion that existsbetween words. Teke
careto usetheright word intheright context. Usethe pairsin sentences of your own.

abgtan to stay away

refran stop onesdlf from doing something
abuse usewrongly

misuse useincorrectly

abysmd bottomless

abyssa bottom of oceans

accede agree

exceed go beyond

adapt adjust

adopt choose

adverse hodtile

averse didike

affect act upone

effect bring about

affection love

affectation fasepretence

ad toassist

ade Sant

dluson reference

illuson fdsenotion

ambiguous not clear

ambivaent havingmixedfedings
dready previoudy

al ready everyoneisready, or prepared
dternate by turns

dternaive oneor the other

dumna abody of fema e ex-students
dumni meansabody of (male) ex-students
amazement causing great surpriseand wonder
agtonishment excited by something sudden
amigble lovable

amicable friendly

ancient od

antique oldfashioned

gpposite itable

opposite contrary

apprise toevauae

atful aunning

atifiad unnatural

assent agree

ascent dimb

aught anything

ought should

berth deeping place

birth being born
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besde
besdes
biannud
biennid
canon
cannon
cepitd
capitol
capture
captivate
cardess
carefree
cause
reason
ceremonid
ceremonious
childike
childish
collaborate
corroborate
collide
collude
complacent
complaisent
complement
compliment

comprehensive :
comprehensble:

confident
confident
confirm
conform
congenid
congenitd
connote
denote
conscience
conscientious
contagious
contigious
contagious
infectious
contemptible

contemptuous

continud
continuous
corpora
corporate
corps
corpse

by theside of

inadditionto

haf-yearly

two-yearly

rule

an

the seat of government in astate
thebuildingwherethelegidative body meets
sze

fascinate

without taking care

without any worry

thefactor that produces an effect
justification of anactionor belief
describes ceremonies

describes peoplewhen they behave asthey might at aceremony
likeachild

immature

work together

to provide evidence

clash

conspireto deceive

sf-satisfied

obliging, disposedto please
tocomplete

apraiseor acommendation, to praise
exhaudive

uderstandable

someonewhomyou confidein
tobesure

raify

complywith

uitable

frombirth

toimply or suggest

toindicateor refer to specificaly
themoral senseof right and wrong
scrupulous

spreading by contact

adjoining

spread by physical contact

spread by germsthrough air or water
worthy of hatred

scornful

frequent

without break

physicel

of or belongingto apolitica body

an organized body of personsor cadets
dead body of ahuman being
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coundl : an assembly or aconsulting body

counsd : advice; alega adviser
decease : desth

disease : illness

deprecate : argueagang

depreciate : bring down thepriceor value
destiny : fae

dedtination : god

discreet : wise

discrete : didinct

disnteerested unbiased or impartia
uninterested  : not interested or indifferent
didinct : Separate

didinctive : characterigtic

dud : twothings

dud : aformal contest with gunsor pistols
farther : remote; distant

further : amoreadvanced pointintime
dudve : evading

ilusve : deceptive

eminent : great

imminent : about to happen

edimate : cdculdion

estimation : opinion

exceptiond : unusud

exceptionable : objectionable

fadligae : make easy

fdiatae : congratulate

figurdivey : metgphoricaly or symbolicdly
literdly : actudly

flagrant : daing

fragrant : sweet-smeling

flaunt : to show off

flout : break; disobey

forceful : powerful

forcible : exercisngforce

forego : precede

forgo : surrender

fortuitous : event which happens by accident
fortunate : lucky

grateful : thankful

gracious : full of grace

hanged : executed by suspending from the neck
hung : suspended from above with no support from below
hypercritical - over criticd

hypocriticd : indncere

imaginary : unred

imaginative : giftedwithimagination

imperid : relatingto empire

imperious : heughty

imply : tosuggest
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infer todraw aconclusion
indudtrid relatingtoindustry
industrious hard-working

infer toimprovesuffering or punishment
inflect to turn off course, to bendin to modul ate
ingenious Clever

ingenuous frank

judicd legd

judicous prudent; wise
lightening toilluminate

lightning electrical chargesthat causeflashesof light during storms
luxurious giventtoluxury
luxuriant richingrowth

metd sushtancelikeiron
mettle qudity, bility
momentary lasting for amoment
momentous very important

offigd relatingtoan office
officous unwanted help
popular liked by the people
populous thickly inhabited
precede to comebefore
proceed to moveforward
principa main; chief

princple rule

sanguine cheerful and optimistic
sanguinary blood-thirsty
dationary not moving

dationery meateriasforwriting
vend corruptible

vend dight flaw or offense
wary cautions, suspicious
weary tired; deepy

6. PRESENTATION SKILLS

Inthisunityouwill learn:

Toplanand prearewel| for your presentations.

To open presentationseffectively.

To establish arapport with the audienceand sustain their interest.
To usebody language effectively.

To handle questionsfrom audienceeffectively.

* & & o o

What isa Presentation?

A presentationisapurposeful communication. Inother words, it isthe process of presenting atopictoan
audience, with aspecific purpose.
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Whoshould Learnto M akePresentations?
Everyone. Theskill to make apoerful presentation has now become an essentia prerequisitefor people
from different walksof life.

. Students need to make presentations on various academic topics.
. Teachers make presentations aspart of their teaching.
. Businessprofessiona s make presentationsto customersto enhancetheir businessprospectsor to

their peerstoinform them about something.

How to M ake Effective Presentations?
For your presentation to be effective, you need to plan the various aspects of it and make necessary
preparationstoo.

Choosetheright topic:

Keep thefollowing in mind while deciding onthetopic. Thetopic must be
. Somethingthat interestsyou

. Something on which you haveasound knowledge.

. Something relevant to your audience.

Havea clear goal

Be clear about the purpose of your presntation. Isit

. Toinform?

. Toexplain something?

. Toentertain?

. To persuade or dissuade?

Havea central idea or thesis

Thebrief and clear statement that your to introduce the central argument of your presentation isyour
thesis. Thisactsasapreview for your audience and tellsthem what the entire presentationis about. For
instance, if you are making a presentation on ‘Ban on soft drinks’, your thesis statement could be some-
thing like this: In my presentation today | would like to state that soft drinks are harmful to our
health.

Know your audience

. Compaosition
Who arethe audience?Arethey students? Arethey businessmen?Arethey professionas? This
information will hel p you use examplesrelated to your audience.

. Size
What ishte size of theaudience? Arethey asmall group of four colleaguesor alargegathering of
forty competitiors? Usethisinformation to prepare handoutsthat you may want to distribute and
think of the activitiesyou planto have (pair work/ group work)

. Knowledgeand needs

What do they know about your topic?Arethey expertsor non-experts? What aretheir needsand
expectations?
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Your knowledge about your audience should hel p you take decisonsabout thekind of language (formal or
informal) you want to use, the extent of information you could cover and thewaysto involvetheaudience
Inyour presentation.

Know thevenue

. Where are you making your presentation?

. Isit small classroom, meeting-room or alarge conference hall?
. Isit suitablefor theactivitiesthat you have planned?

. What facilitiesand equipmentsareavailable?

Know thetimeand length of presentation
Whenisyour presentation and how longisit?
Will it befifteen minutesor fifty minutes?

Decide ont he methodol ogy
. How do you go about making your presentation?
(Using notes, white/backboard, OHP/ LCD projector)
. Do you want to makeaformal or aninformal presentation?You can makeit informa if the audi

enceareyour collegues/friendsandit must beforma if yoiur audience are businessmen, clientsor
your superiors.

. How many visuasdo you want to use? This depends on the type and theamount of information
you would want to use.
. Do youwant ot use humour? If your presentation ismeant only to entertain your audience, you

could usehumour. Inaformal presentation, use humour sparingly.
Sructureyour presentation

Organiseyoiur presentationinalogicd structure. Presentationsare usually organised in three parts, and

concluded with aquestion-answer session.

Thethree parts of apresentation are discussed bel ow.

Opening

. Announceyour topic and thesisstatement.

. To open the presentation, you may use questionsor rhetorical questions, quotes, statistics, shock
statements, proverbsor anecdotes.

. Announcetheestimated duration of the presentation.

Body

. Explainthestructure of your presentation.

. Keeptoyour structure.

. ‘Signpost’ throughout. Use signalling devices such as firstly, secondly, finally.
Conclusions

. Summariseyour presentation.

. Remember to thank your audience.

. Invite questionsand offer to answer themif you can.

Question & Answer (Q & A) Session

Thisisoneof themost important parts of your presentation. Most of theimpact you aregoingto leaveon
your audiencewill be dependent upon how you handlethe questions. Here areafew important thingsto
remember.
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Plan ahead

At thetimeof preparation

Asyou are preparing for your presentati on, anticipate questionsthat might be asked by the audience and
havetheir answersready.

Whilemakingyour presentation

Whileyou are making your presentation you will know how well the content isbeing received by the
audience. M ake eye contact with every member of hte audience and ensurethat they arewith you. De-
pending on theresponses and reactions of hte audience, modify your plan if necessary. Also, be aware of
anany gapsinyour presentation, left either unconscioudly or unwittingly. Sometimesit isagood ideato
leave some gaps so that you can keep your audienceguessing or get themto ask you questionsat thetime
of the question and answer session.

Listen totheentirequestion carefully
Do not begin answering before the questioner finisheeshisquestion.

Rephraseor repeat thequestion
Thisisdonemainly to assurethe questioner that you have understood the question clearly and correctly, to
help othersunderstand the question and to buy time bef ore answering.

Pauseand answer
Pausingwill surely haveagreat effect when used wisaly. So, learn to pause beforeyou answer.

Break eyecontact with thequestioner

Initialy, for afew seconds, you may have eye contact with the questioner, but you should then break your
eye contact with him and speak to the entireaudience. Thiss especialy important if youwish to keep
control over your audience.

Relateyour answer to oneof your major points
By doing so, you canreinforcetheideasthat areimportant for your presentation. You must view thisasthe
last chancefor you to makeyour presentation more useful to your audience.

L earnto handlenegativequestions

Rephrase the negative questionto makeit lessemotiona and moreneutra. If there arequestionsthat you
cannot answer, expressyour inability to answer itimmediately. Offer tofollow it up and a so specify how
and when youwishto dothat.

L ear n to use Technol ogy

Useof technology will enliven your presentation. You haveto take adecision about whichtechnology isto
be used depending on the venue, avail ability and appropriateness of the technol ogy to the content of your
topic. However, makeyoursdlf familier with the use of asmany of equipment asyou can. Thismight help
you in handing certain tricky situations. For instance, your teacher/ boss might ask you to prepare a
powerpoint presentation and asound knowl edge of technology will comehandy here.

Overhead Porjector

Overhead projector (OHP) isused to show overhead transparencies (OHTSs). Using an OHPmight add
variety to your presentation. However, make surethat you know how it functions so that you will be able
to do someamount of troubleshooting yoursalf in case of any problem.

Hereareafew tipsfor using dideseffectively



. Uselargefontson your transparencies so that thetext i sreadabl e to the entire audience.

. Position the projector and hte screen centrally so that the audience can view the dlidescomforta
bly.

. Include only key ideasn thedllide Do not havelong texts.

. Do not read aoud the text on the dides. Allow the audienceto doit themseal ves,

. Explain and e aboratethe key ideason thedlide.
Power point presentation

A powerpoint presentation is made using slidesdisplayed on acomputer. Most of the points mentioned
about the of OHP dlides hold good for Powerpoint dlidestoo.

. Powerpoint didesoffer many more options such asanimation, useof colour and use of audio and
videofiles. However, do not overuse colours, graphicsand sound effects.

. Ensurethat thereislittlelight around the screen.

. Organiseyour didescarefully and learn how to go back and forth whilemaking your presenation.

Handouts

Handouts are any documents or samples that you “hand out” (distribute) among your audience. Prepare
them in advance and make adequete copies. Take care to distribute them at the appropriatetime during
yoiur presentation. If hereisalog of information which cannot be presented using dides, you may consider
giving handouts.

Visual Aids

Use pictures, photographs and drawingsto present information to your audience. However, make sure
taht

Too many visuasarenot used
Too muchinformationisnot presented on your visuas
Your audiencegets sufficient timetolook at them.

Other Essentialsof aPresentation
Copingwith stagefright

It ishuman to be nervouswhilefacing an audience, no matter how experienced you are. Do not beunduly
worried about it. Here are sometipsto overcome stagefright.

Do not tell your audiencethat you are nervous.

Focus on your message and not on yourself.

Overcomeyour fear/nervousness by using active physica movementsand gestures.
Practise deep breathing.

Arriveearly, and establish rapport with the members of your audience.
Maintainawarm and friendly relationship with your audience.

Establish eye contact with each member in your audience.

M ake Effective useof non-verbal communication
A large part of communi cation takes place through body language. Apt use of body |anguage can make
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your presentation more effective. Yoiur body speaksto your audience even before you start the oral
communication. Your dress, hairdo, style of walking and your gestruesand facia expressionsspeak alot
about you.

To useyour body language effectively, learn to

Maintain eyecontact: Maintain eye contact to sound credible. Look in the eye of each member
inyour audience.
Usereduceexpressions. Display appropriatefacial expressions. A warm smile can reduce
tensin and makeyour audience comfortable. But do not grin continuously.
Use gestures
” Useyour face, head, arms and shoul ders to enhance the meaning of your words. Do not
lock your hands behind you.
Useappearing and positivegestures.
Do not shakeyour head violently
Do not usethe samegesture repeatedly.
Walk alittle: It will makeyou fedl better. But if youwalk up and down aimlesdy itisboundto
distract your audience. Usewaking onthedaisandinthehall/room just to add variety to your
presentation.
M odulateyour voice: Modulating your voicewill make your presentation interesting. You must
learn to vary your speed, pitch and volume.

Rehear seYour Presentation
Beforeyou actualy make your presentation, rehearseit. Rehearsing hel psyou

To be clear about your content

To assessyour strengths and weaknesses

Tolearn to pronounce difficult wordds correctly

Tomangagetimeeffectively
You need to rehearsethe presentation asawhol e. Whilerehears ngimaginethereal presentation Situation.
Rehearse often and wherever possible.

Suitable Expressions

ToSart

ToConclude

That brings my presentation to an end.
That’s it for now!

That’s all I have to say on this.

Let menow concludeby.....
Tosumitup.......

To give examples
For instance........

Forexample.......
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Asanilludgration.......
A good exampleof thisis...........

To ConcludeDiscussion on atopic
| havelooked at.....

| spoketo you aboui.......

That’s all I have to say about.......

Tointroduceanew topic
Let’s now look at......

Let memoveonto.......
Andthenext pointis.......

Torespond to questions

That’s agood question!

To answer your question.......

Can| get back to your question later?
I’m glad that you’ve asked this!

SamplePresentation 1
Read this sampl e presentation carefully and notice how the expressionslisted above are used.
Good morning, ladiesand gentleman.

The topic of my short presentatin today is “How to Make Effective Presentations”. I will be talking about
thethreeimportant stagesin any presenatation - theintroudction, the main body and the conclusion. This
presentationwill last for about five minutes. If you have any questions, could you reservethemttill end of
the presentation? I’ll try and answer them then.

Let mefirst talk about how to start your presentation. Theintroductionto any presentationisvital because
most of themembers of the audience makejudgements about the presnter inthefirst few mintures. Itis,
therefore, important to caputre the atention of theaudiencein thefirst few minutes. Someof the commonly
used techniquesfor making powerful openingsto presentationsare by using questions/ rhetorical ques-
tions, quotes, stati stics, shocking statements, proverbs and anecdotes. Having said that, itsfor the pre-
senter to decide, which of these suit the topic, purpose and the audience. Also remember to tell the
audiencewhat you are going to present. It isalwaysuseful to let the audience know the duration of your
presentation and your policy on questions.

L et menow move on to themost important part of apresenation, the body of the presenation. Present
your key ideasand explain and el aborate each of them. Remember to signal to the audience when you
moveform oneideato another. Itisimportant to know how well your presentation isbeing received.
Therefore, make eye contact with members of hte audienceand estimate thelevel of receptivily. Some-
times, it may be necessary to adapt your presentation in view of the responsefrom theaudience. Learnto
think on your feet and take appropriate decissions. Ensurethat youir languageis simpleand appropriate
for theaudience. It isa soimportant that you present the subject clearly.

Finally, let metalk about how to close a presentation. Present asummaryof the main pointsthat you
discussed so that the audience has an opportunity to check their own notes. Itisnot advisableto talk about
any new pointswhilesumming up. Beforeyou close, remember to thank the audience and invitethemto

sharetheir ideas, comment on your presentation and ask questionsif any.
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Itistimefor meto sum up. Wediscussed how to make effective presentations. First, we discussed howt
to make powerful openingsand how to introduce the topic of your presentation. In the second part, we
analysed the second stage of apresentation, the body and di scussed how to go about presenting themain
points. Thethird part of the presentati on wasfocused on how to conclude the presentation by summarizing
and inviting the audience responseto the presentation.

Now, if you have questions, I’ll try and answer them.
SamplePresentation - 2

Read carefully to this sampl e presentation about asmart phone and notice how the content i s organi sed
nestly and delivered persuasively.

Good morning, ladiesand gentleman.

I’m Rakesh from Winsung. I’m happy to introduce you to our revolutionary smart phone, Ariel-999 which
welaunched just 5 daysago. Pleasedlow metotak eabout 3-5 minutesof your timefor this presentation.
I’ll be glad to answer your questions after | close my presentation.

| amredly proudto say thatArid - 999isnot just amobile phonebut isalmost likeaPC asit hastheability
to add appli cationsfor enhanced data processing and connectivity.

| shall touch upon afew prominent features of Ariel - 999 which makeit such an excitiingtool. They
include.

Internet

Emal

E-book reader
Largecolour screen
MSoffice

A built-infull keyboard
Other attractions

® & & O 6 O o

Now, let meexplain thesefeaturesbriefly.
Firstly, let me start with the phone’s internet and email capabilities. Our smart phone allows you to access
theWeb at higher speeds, thereby, making it possibleto browse your favorite sites quickly. This phone
enablesyouto keepintouchwith your colleguesand firendswhileyou areonthemoves. Thishelpsyouto
be accessibleto them any time, anywhere!

Now, let metalk to you about the e-book reader on the phone. It allowsyou to read any e-book of your
choice. Thelarge colour screen makesreading your favourite e-book, apleasurable expericne. Thereare
many e-books on the net that you can downloard and read at your convenience using our smart phone.

Another important application on thisphoneisthe WindowsMobile. Thisallowsyou to create and edit
Microsoft Office documents. I’m very sure you will find this feature handy as it helps you to do your
assignments like preparing your technical reports and al so to make PowerPoint presentationsin your
college or workplace. When you are supported to submit your work in a short time and you don’t have
timeto go homeand sit infront to the computer, just pick up our smart phone and get your work done.

One of the things many struggle within a phone, isits key board. This phone hasthe full QWERTY
keyboard. You a so havethe option of using thetouch keypad on the screen, to type oinformation.
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I’m not done as yet. I must talk about a galore of other attractions. While you are on the move, you can
listen to you favourite music, watch pictures of your family, friends, favourite person or watch video clips.
You can even get driving directionsviaGPS.

Finaly, about the price. It isquitean affordable phone. Aridl - 999 isthe cheapest smart phonewith the
most exciting featuresthat you canfindinthe market.

The response to Ariel - 999 has been overwhelming. So, I’m afraid you may have to wait for at least two
daysfor delivery, after placing your order.

Arid - 999 can be bought onlineor from many of our retail salesoutlesand you can get freehomeddivery
too.

Wel| thisalmost brings my presentation on thisexciting and essential piece, to an end. Thank you very
muchfor your time.

Now, if you have any questions, I’ll be happy to answer them.
SamplePresentation - 3

Read to thefollowing presentati on about aconstruction company. Herethe representative of the company
attemptsto convince his prospective customers on why hiscompany would bethe best choice.

Good morning everyone.

I’m Manoj from MIDAS. Thank you for this opportunity to talk to you about our construction company
that hasredefined thelarge-scale constructionindustry inIndia

Inthisshort presentation | shall present the highlightsof thecompany. You arewel cometo ask questions,
if any, at theend of my presentation.

Asyoudl know MIDASisoneof thelargest private sector engineering construction companiesin Indai
specidizinginlarge-sca ehousing works and devel oping new age construction technol ogies.

I’m proud to say that our company has carved a niche for itself with an impressive track record over the
last 60 years. Our past clientshave expressed compl ete sati sfaction with our hugeand innovative housing
structures. Over the past few yearsour company hastaken giant stridesin technology and innovation, and
iIsnow recognized asafront runner inhousing constructionin India.

We undertook many chalenging and high vaueprojectsinlarge-scaehousing work. So far the company
has compl eted morethan 250 mass housing projectsal over India. And the company isplanning to take
up many more ambitious housing project contractsin 15 statesin India.

Countlessclient testimonials, several awardsand certifications provethat MIDASisthe number one
large-scal e construction company in India. We are a so the proud reci pient of the SO 90001 certification
for our Qudity, Environmenta and Occupational Hedth & Safety Management System.

It’s a matte of pride that we are the only company in India that offer our clients a complete range of
Engineering, Procurement and Construction (EPC) services that cater to all the clients’ construction needs.
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Being highly quality conscious, wetake abundant care at each stage of siteinvestigation, excavation and
foundation laying, basement construction, structura systemsfor the superstructure, steand materia han-
dling, wall and floor construction, cladding and roof construction.

We undertaking mass housing works using innovative technol ogieswhich are capabl e of fast construction
and areableto deliver good quality and durable structuresin acost effective manner. To achievethisend,
our company has successfully adopted imported technologies such as the “Mascon System” and the
“Mivan System”. By using these systems, housing units of all sizes and heights can be constructed in a fast
and cost-effective manner. The construction process getsfaster asweeliminatetraditiona columnand
beam construction. Instead wallsand dabsare cast in one operation at the siteitself by use of specialy
designed, easy to handlelight-weight, pre-engineered aluminium forms. These systemsare al so cost-
effective asninety-nine percent of the Mascon equipment is made of aluminiumwhiel theremaining one
percentissted. Theuseof duminium alowsthelarger componentsto bebigenough to theneed for cranes
or other heavy-handling equipment iseliminated. Moreover, dl of theindividual piecesof equipment are
joined by ssimple steel pinsand wedges and the only tool requiredin assembly isahammer. Thisalso
eliminatestheneed for skilled workers.

Wearea so thefront runnersin the use of other advanced techonol ogieslikethe Preferication Technol ogy,
Tunnel Formwork Technol ogy, Outinared Technol ogy, and Mascon Technol ogy.

Let metell you briefly how we put these technol ogiesto use.

Prefabrication Technology

In our large-scal e housing construction project in Chennai, we used the precaste concrete e ementsin
roofs, floorsand inwalls. Thismadeit possibleto eliminate shuttering centering & plastering labour and
saved materid cost.

Tunnel Formwork Technology and Outinard Technology

Using thesetechnol ogies, the company took up three massi ve housing structuresin Gujarat and compl eted
them inthreemonths. To thisend the company used high quality steel formsto construct wallsand dabsin
one continuous poulr.

Mascon Technology

TheMascon Congtruction System isasystem for forming the caste-in-place concrete structure of abuild-
ing. Itisasoasystem for scheduling and controlling other construction jobs such as stedl reinforcement,a

nd concrete placement. We used thistechnol ogy in our recently completed project in Hyderabad.

| wouldliketo assureyou that with our commitment and ability to put thelatest technol ogiesinto use your
dreamwill bebuilt to your satisfaction, in arecord timewithout compromising onthequality.

To conclude, I’d like to say taht as we are the front runner in massive housing construction in India with
new-age construction technologies and as we also have an excellent track record I’m sure you’d be
ddighted with our servicesto you.

Thisbringsmy presentation to aclose. Thank you very much for your time and cooperation. If you have
any questions, pleasedofeel to ask them.
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TopicsFor Presentations

1. Population Explosion 16,. Democracy

2. Unemployment 17.  Soddism

3. Generation Gap 18.  Science

4. Thelnternet 19. Rdigion

5. Indian Culture 20. Environment

6. Western Culture 21. Education

7. Mercy Killing 22.  Timemanagement

8. Corpora Punishment 23. India’s Performance in Olympiad
9. Capitd Punishment 24, Mobile Phones

10. Reservations 25. TV Saids

11.  Women Empowerment 26. Present-day films

12. Feminiam 27. Fedtivals

13.  Cdl Centrejobs 28.  Useof Englishinindia
14.  UrbanSums 29. CableTV

15. Ragging 30. Examinations

Checklist For Presentations

Usethechecklist below to assess/evaluate your presentation. Thismust be done conscioudy and consis-
tently intheinitia stages, until you become clear and confident about making presentations.

Wasthe opening effective?

Wastheconclusion effective?

Wastheinformation presented clearly, confidently and intersetingly?
Wasthe structure of the presentation clear to the audience?

Was the audience’s involvement adequate?

Wasthebody language vibrant and effective?

Wasthe question-answer session handled effectively?
Wasthelanguage s mple, clear and understandabl e?

Wasthe purpose of the presentation served?
Wasthetimemanaged well?

RBoOooo~Nooa,rwWNE

o

You canasotakethe hel p of othersin evauating your presentation. Thefollowing evaluation sheet might
be used for the same. This evaluation sheet could be used for assessing a speaker’s overall performance.
Thisgivesthe presenter feedback on hismain strengths and weaknesses.

Evaluation Sheet

Evaluator’s Name Speaker’s Name

Topic: Date:

Scoring: Circleappropriate number from 1to 10 (highest scoreis 10)
Topic (appropriate to audience, sufficiently narrowed) 12345678910
Organization (introduction, body, conclusion) 12345678910
Delivery (gestures, voice, pause etc) 12345678910
Body language (gesture, eye contact, facial expressions) 12345678910
Language ability (correct, concise, clear, courteous) 12345678910

Score (out of 50):
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7. INTERVIEWS

Inthisunityouwill learn:
. how to faceinterviews confidently

. the do’s and don’ts for interviews

. to use appropriatevoice, paceand volume

. thingsto do before, during and after theinterview
. theappropriatelanguagefor interviews
Interviews

What isan interview?

Aninterview isatype of conversation between two or more peoplewhere questions are asked by the
interview(s) to obtaininformation about theinterview(s). Interviewsaremainly of two types- for assess-
ment and for information.

Thisunit focusesonly oninterviewsfor assessment. Theseareasocaledjob interviews.
What isajob interview?

A jobinterview isoneinwhich acondidate seeking employment, isinterviewed by oneor moreinterviews
inorder to assess and determinehissuitablility for aparticular position.

What doesattendingan interview fedl like?

Many peoplefed stressed and turn into abundle of nervesat thethought of ajob interview. But it can be
apleasurable experienceif youthink of it asan opportunity to demonstrate your skillsand abilities, and if
you careto preparewell for it.

How to stay calm at thetimeof an interview?

Aninterview isanimportant even that could lead to your dream job or career, but worrying too much
about it will only make you more nervous and hamper your performance. Tell yoursdlf that itisjust an
interview and do not put too much pressure on yourself by thinking about theimportance of hteinterview.
Also, tell yourself that you will be fine no matter what the outcome. Don’t worry too much about success
or falure, instead, concentrate on doing your best.

Do remember that theinterviewer isnot amongter. Heisnot thereto trick you, or terrify you, instead, he
istrying to find out whether you aretheright candidatefor thejob. If you keep that in mind, you will find
yoursdlf alot morerelaxed and confident.

What happensif acondidateisextremely anxious?

Extreme axniety and nervousness can make a person tongue-tied, talk too much or say thewrong things.
Asaresult, hemight fail to perform to thebest of hispotential. Rel axation techniques such asyogaand
meditation are effectivein overcoming extreme casesof interview fright.

How important isnon-verbal communication in Interviews?

Non-verbal communication mattersagreat deal ininterviews. It revealsmany of your personality traits
llike confidence, nervousness, attentiveness, aggressiveness and assertiveness. It isbelieved that words
can decelve but body language cannot, asit comesfrom the sub-conscious.
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What kind of body languageisappropriatefor interviews?

Todowell at ajobinterview

. Look calm and confident and not tense and confused.

. Sportasmile and don’t be too serious.

. Through your facia expressions, givetheimpression that you have cometo discussthingsabout
yoursdlf and not to begrilled by theinterviewers.

. Beenergetic and enthusiastic and not dull and docile.

How to Facel nterviewsConfidently?

Herearesome useful tipsto help you faceajobinterview confidently

BeforeThelnterview

Know theorganisation

Do some research on the organisation, know who their customers are and what the organisation’s objec-
tivesare. Onceyou havethisinformation, makealist of what skillsor knowledge you havethat would be
vauabletothem.

Know theposition

Learn asmuch asyou can about the position you have applied for. Accessacopy of thejob description.
Talk to someoneemployed in the same position.

Keep Your paper sready

You must beready with al thedocumentsthat areto be produced at theinterview.
. Copiesof your resume, orgina s (and copies) of your qualification papers.
. Copiesof references, samplesof your work (if applicable)

Oranise and arrange your papers. Don’t take a pile of paper work that you have to sift through to find
something. Thiw will givetheimpressionthat you are adisorgani sed person.

Dress Wdll

Physical appearance does matter. But don’t be unduly worried about your appearance during the inter-
view. Itwill only makeyou nervousand you will quickly lose confidence. You haveto dresswell for job
interviews. What isimportant isthat you feel comfortableinwhatever you are wearing. Keep these points
inmind whiledeciding on what you wesr.

. Don’t wear anything too flashy.

. Avoid wearinganew or unusal dress.

. Wear neat and clean clothes but not fashionable ones.
. L ook professional without overdoingit.

Reach Early

Reaching the venueearly for theinterview will give you enough timeto collect your thoughtsand cam
yourself down before the big event. So make surethat you arethere at least 15 to 20 minutes ahead of
your scheduled interview time.
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L earntosay theright thingstheright way

Get savvy and train your mind and body to say theright things. Rehearsethe Frequently Asked Questions
(FAQs) andlearn to useyour body language effectively.

Sudy your own resume

Taking acloselook at your resumebefore theinterview helpsyou antici pate the questionsit may generate.

Anticipate Questions

Your effortsto know the organi sation and the detail s of hte position you are applying for should help you
anti cipate the questionsthat may be aksed. Prepare answersfor these questions.

Preparealist of questions

Generdly, inajobinterview yuwill dso begiven an opportunity to ask questionsre ated to the organi sation,
the nature of work and the position applied for. So beready with a few points/ questionson which you
wouldwant darificationsfromtheinterviews.

Gather information about thevenue

Youshould

. Know theexact location

. Egtimatetherequiredtimefor travel

. Find out theright mode of transport to reach there.

Duringtheinterview

Befriendly and courteous
You must appear friendly and pleasant. Use politeexpressions.

Be assertive

When you first meat theinterviewer beassertive and extend your hand. Shakehandswith afirmgrip and
awarmsmile.

Answer questionscar efully

Todo thiseffectively, keep these pointsin mind.

. Listen carefully and understand the questions.

. If you don’t understand the question, do not hesitate to ask the interviewer to clarify.

. Do not beinahurry whileanswering questions.

. Pausefor awhileto let the question sink inand then answer.

. Whileanswering questions, follow thelead given by theinterviewer.

For Example:

Interviewer Why would you like to work with us?

Candidate | would like to work with your organisation because | gather that your

organisation offers a challenging work environment. | like challenges and

I’ve been looking forward to being a part of your organisation.
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. Make surethat your answersareclear, concise and to the point.

. Provide adequate and rel evant information.

. Use minimumwordsto producethe maximum effort; but do not be stingly about usingwords.
Avoid monaosyllabic answers.

Emphasize

. Highlight your qualificationsand experience.

. Emphasize on waysin which the organisation can benefit from hiring you.

. Give concrete examples of what makesyoutheideal candidate.

Ask for clarification

Don’t be afraid to ask for clarification. Remember, a good interview is a two-way street. You should seek
clarificationsto seeif the organisation iswhere you would liketo work. But do not overdoiit.

Beawareof your body language

Wak dow onenteringtheinterview hall.

Relax with every bregth.

Bealert.

K eep your head up and and look straight.

Sit up and learn forward to show interest.

Avoidleaning back.

Beaware of your posture.

You should not havealaidback posture, but do not bend forward too much.

Maintain eye contact but do not stare.

Whilebeinginterviewed by apanel, make sure you make eye contact with each member of the

pand.
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Ask for permissiontodoafollow-up

When theinterview isover, ask for permission to makeafollow-up cal or writeafollow-up | etter.
Thank theinterviewers

Whentheinterview isover, thank theinterviewersbeforeleaving theroom.

After theinterview

Assessyour performance

Usetheinterview checklists (likethe oneprovidedin thisunit) and assess your performanceto identify
areasfor inprovement.

Follow it up
Send abrief notethanking theinterviewer(s) for meeting you and for providing you with additiona infor-
mation about the organi sation. You may a so mention something specific about the organisation that im-

pressed you. Indicatewhat makesyou anided candidate; restate your interest in the position and state that
you arelooking forward to hearing from them.
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Master Tipsfor interviews
Some useful tips for interviews are given below. They are presented as do’s and don’ts.

Do your research. Knwo as much asyou can about the organi sation.

Look professiona. Remember that thefirstimpressionisthebest impression.

Beontime. No onewil believethat you can be puncuta at work if you arelatefor theinterview.
Do think of waysto connect your past experiencesto thejob you are applying for.

Maintai n eye contact whileyou engagein conversation witht heinterviewers. Look theinterviewer
intheeye. Thisdisplays confidence and honesty.

Ask questions.

Beactiveand show your interestintheinterview.

Befocused. Do not alow your mind to wander.

Look at theinterviewer who isasking the question, but maintai n eye contact with thewhole pandl.
Your answers should be expressed using simpleand clear words, with correct pronunciation.
Expressyour viewsd owly but steadily, so that interviewers can easily understand you.

Make use of gesturesand facial expressionsto makeyour point more emphatic.

Don’t discuss your financial hardships. The employer doesn’t want to employ you because of your
financid Stuation.

Don’t look at the interviewers casually and carelessly.

x Don’t speak poorly about you previous or current employer. If asked why you left your previous
job or want to leave your current one, be respectful and tactful.

Don’t forget to ‘be yourself’.

Don’t be a hurry to answer. You must learn to pause and organise your thoughts before answering
aquestion.

Don’t talk too fast or too slow.

Don’t use long sentences.

Don’t speak too loudly.

Don’t give yes or no answers. These do not give the employer enough information.

Don’t be negative in your attitude.

Don’t bluff.

Don’t use gestures excessively.

Don’t refuse a job-offer. Ask for time, if necessary, to make a decision.

Don’t stare at the floor, or at the ceiling. This will be seen as a sign of being inattentive.

Don’t forget to thank the panel before you leave the room.
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L anguagesuitablefor interviews
Use of past tense

Use past tenseto talk about your studiesand acdemic record.
For Example | did my schooling from a government school at Khammam, A.P.
| graduated from SKV College in 2002.
When talking about past employers use past tense to show that you are no longer working for that
organisation.
For Example I was employed by HMT from 2000 to 2003 as a sales representative.
| worked as a preceptionist at the Taj during may last summer vacation.
Use of present tense
Use present tenseto talk about what you are pursuing currently.
Forexample | am currently doing a degree in Mechanical Engineering.
| amalso doing a coursein COmmunication Skills at Centre for English
Language Training (CELT)i ZOOU, Hyderabad.



Use of Present Perfect Tense and Present Perfect Continuous Tense

Whiletalking about current employment, you should be using hte Present Perfect or Present Perfect
Continuous Tense. Thisshowsthat you aretill performing your tasksat the current job.

Forexample | have been working as a front office executive at PNR Pwt. Ltd.
Useof appropriateverbs

Theverbsbe ow could beof useto you intalking about your respongbilitiesand activities. Usetheminthe
Past Tenseform to talk about your Past responsibilities.

Accomplish Administer Analyse Assist Attain
Carry out Classify Collaboare  Complete Compute
Conceive Conduct Control Coordinate  Define
Delegate Derived Detect Develop Device
Direct Discover Document Edit Establish
Explore Facilitate Finalise Formulate =~ Manage
Maintain Moderate Motivate Negotiate Organise
Perform Pioneer Promote Recruit Rectify
Redesign Revise Screen Select Supervise
Test Train Transact Transcribe  Upgrade

Useof appropriatead)ective
Todescribeyour skills/ abilities/ persondity traitsthefollowing adjectivesare useful:

Active Adaptable Analytical Asssertive Broadminded
Competent  Conscientious Creative Customer-oriented  Dependable
Determined  Efficient Energtic Enterprising Enthusiastic
Flexible Industrious Innovative  Logical Loyal
Methodical  Motivated Objective Persuasive Pleasant
Positive Practical Reliable Sncere Successful
Supportive  Tenacious Trustworthy  Vibrant Wse

Youthful Zealous

Usetheexpressionsgiven here, at interviewsand for writing your resume. Work on theselinesto makethe
bestimpression possible.

FAQs and Responses

Some of the Frequently Asked Questions (FAQS) at interviews are given bel ow. Study and prespareyour
own appropriate responsesto these questions.

Interviewer : Tell us something about your self

Candidate il I grew up in Hyderabad. After completing my Master’s in Instrumentation
Engineering. | worked for to years as a design consultant at Rana Consult
ants in Hyderabad. | enjoy playing cricket as a System’s Administror with a
small organisation.

Candidate 2 I’ve just graduated from the Osmania University, in Computers. During the
last summer, inorder to pay for my education | worked as a Systems’ Admin
istrator with a small organisation.
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Comment

Interviewer :
Candidate 1
Candidate 2
Candidate 3
Comment X

Interviewer
Candidate

Comment

This question is meant as an introduction. Do not focus too specifically on
any one area. It is often used to help the interviewer choose what he would
like to ask next. Though it isimportant to give an overall impression of who
you are, concentrate on work-related experience. Work-related experience
should always be the focus of any interview.

What kind of position are you looking for?

I’m interested in an entry level (beginning) position..

I’m looking for a position in which I can utilize my experience.

| would like to start at any position for which | quality.

You should bewilling to take any position that suitsyoiur experienceand qualifi
cetions.

Areyou interested in a full-time or a part-time position?

| am moreinterested in a full-time position. However, | would also consider
a part-time position.

Thisisuptoyou. Makesureto leave open asmany possibilitiesthat yoiu get. Tell

theinterviewer you arewilling to take up any job. Oncethejob hasbeen offered, you can dwaysrefuse,
if thejob does not appeal or interest you.

Interviewer
Candidate

Comment

Can you tell me about your responsibilities at you last job?

My responsibility was to advice custormers on financial matters. After con
sulting the customer, | had to fill a customer inquiry form and catalogue the
information in our database. |, then had to collaborate with colleagues to
prepare the best possible package for the client. The clients were then pre
sented with a summarised report on their financial activities, that | formu
lated on a quarterly basis.

Noticetheamount of detail s necessary when you are talking about your experi-

ence. But do not generdise. Theemployer wantsto know exactly what you did and how you didit. Beas
detailed asyou can, so that the empl oyer udnerstands how well you know the job. Remember to change
your vocabulary when talking about your responsibilites. Also do not begin every sentence with “I””. As
shown above, use passive voiceor anintroductory clauseto help you add variety to your presentation.

Interviewer :
Candidate 1
Candidate 2
Candidate 3
Candidate 4

What is your greatest strength?

| work well under pressure. When thereisa deadline, | can focus on the task
at hand and structure my work schedule. | remember one week, When | had
to get six new customer reports out by Friday at 5 p.m., | finished all the
reports ahead of time without having to work overtime.

| am an excellent communicator. People trust me and come to me for
advice. One afternoon, my colleague was involved with a troublesome cus
tomer who felt he was not being served well. We sat over a cup of coffee, at
my desk, where we solved the problem.

| am a troubleshooter. Whenever there was a problem at my last job, the
manager would always ask me to solve it. Last summer, the LAN server
crashed. The manager was desperate and called me to get the LAN back on
line. After taking a look at the daily backup, | detected the problem and the
LAN was up and running within the hour.

| ama quick learner. In the part-timejob | was doing last year, | maderapid
progress in the first three months of my work. My boss appreciated me for
learning quickly and entrusted me with several challenging tasks. | even
volunteered to assist my colleagues in helping them document their reports
efficiently.
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Comment : This is the time to highlight yourself and your skills. Don’t be modest! Be confident
and awaysgive examples. Examples show that you are not merdly boasting but actually do possessthose
strengths.

Interviewer : What isyour wor st weakness?

Candidate il | work too hard. When thereisatask at hand, | get involved so passionately
that | get irritated very easily. However, | am aware of this problem, and
before | say anything rude to anyone, | check myself.

Candidate 2 | tend to spend too much time making sure that customers are satisfied.
Howevere, | began setting time-limitsfor myself, when | noticed this happing.

Comment : Thisisdifficult question. You need to mention awesknessthat isactually astrength.

M ake suretaht you always mention how you try to rectify the weakness.

Interviewer : Why doyou want towork with us?

Candidate I After following yoiur firm’s progress for hte last few years. | am convinced

that you are becoming one of hte major market leaders and | would like to
be part of such a team.

Candidate 2 | tend to spend too much time making sure that customers are satisfied.
However, | began setting time-limits for myself, when | noticed this happen
ing.

Comment:  Thisisadifficult question. You need to mention aweaknessthat isactually astrength.

M ake surethat you always mention how you try to rectify the weakness.

Interviewer : Why do you want to work with us?

Candidate I After following your firm’s progress for the last few years, I am convinced
that you are becoming one of hte major market leaders and | would like to
be part of such a team.

Candidate 2 I amimpressed by the quality of your tools/products. | am sure that | would
be improving my skills by working with you and | can contribute to the
organisation’s growth as well.

Comment : Prepareyoursdlf for thisquestion by coll ecting information about the organisation.

Themoredetailsyou can give, the better you show theinterviewer that you know the organisation.

Interviewer When can you begin?

Candidate i Immediately

Candidate 2 As soon as you would like me to begin.

Comment : Show your willingnesstowork at their convenience. But besure of whentojoin.
Interviewer : How long do you expect to work with us, if hired?

Candidiate i As long as you feel I’m doing a good job.

Candidate 2 | wish to be associated with you for a long time.

Comment : Show your willingnesstowork for along period. But do not give any specifictime

frame. Instead, put thebal intheir court.

Interviewer : How much do you expect usto pay?
Candidate il That’s a tough question! Could I know the range for this position?
Comment : Do not give any specifics. Instead, giveawiderangeif need be. It ishoped that

these FAQswill help you improve your skillsand giveyou confidence. Practiceyour repliesto theseand
other questions. Sit downwitha friend and enact theinterviewer. Thiswill help you gain the much needed
confidence.
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Samplelnterview

Read thesampleinterview

Navyaisbeinginterviewed by Mr Prashant for ajob asan I nstrumentation Engineer.

Mr. Prashant :

Navya

Mr. Prashant :

Navya

Mr. Prashant :

Navya

Mr. Prashant :

Navya

Mr. Prashant :

Navya

Mr. Prashant :

Navya

Mr. Prashant :

Navya

Comein Navya, do take a seat.

Thank you

Tell me something about yoursdif.

| did my B.Tech from RanaCollege of Engineering and Technol ogy, Hyderabad,
Andhra Pradesh in 2005 with a G.P.A. of 3.75. I’'m also a Student Member of the
Instrumentation Society of India(1SOI). | wishto pursueachallenging career in
thefield of Instrumentation in areputed organi sation that providesamewith op
portunitiesto grow professionally and personaly. | can speak Telugu, Hindi and
English. My hobbiesinclude gardening, chess, reading and listeningto music.
Good, Now, could you tell mewhy you think you would beright for thisjob?
W, | havethe qualificationsthat match the position and skillsthat thejobre
quires. The information I gathered from a friend of mine who’s working here is
that you encourage quick learners. This gives me the confidence that I’m right for
thisjob.

Oh, yes. That’s good. Now, this job is a permanent one, as you know. We need
someonefor avery long time. How woul d that fit with your long-term plans?
I’ve always dreamt of working in a reputed organisation like yours, for a consid
erable period. I’d love to be associated with you a I’ve closely studied your
organisation’s track record. I am impressed by the reputation you have estab
lished and the opportunitiesyou offer for the career growth of your empl oyees.
Well, I can’t make any promises, but you do seem like just the sort to person
we’re looking for. When would you be able to start?

Assoon asyou want.

How much do you expect usto pay?

Whatever you think | deserve.

Allrightthen, we’ll call in aweek’s time to let you know if you are the right
candidate.

It’s been a pleasure. Thank you very much.

Evaluating Your Performance
Usethe check list given below to eva uate your performanceat interviews.

I nterview Checklist

Usethischecklist to assessyour performance

ROoo~NooOarwWNE

Did| arrive 15 - 20 minutesbeforetheinterview? YES/NO
Were my responses clear, conciseand to the point? YES/NO
Did I demonstatethat | had adequate knowledge about the orgainsation? YES/NO
Did | communicate necessary information about my background? YES/NO
Did | confirm my ability by relating my experience? YES/NO
Was| enthusiastic and confident throughout theinterview? YES/NO
Did | maintain eye contact with theinterviewer (s)? YES/NO
Did | ask all the questions| wanted to ask? YES/NO
Did | usemy language effectively? YES/NO
0. Did | makeapositiveimpressonoveral? YES/NO
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Checklist for Interviewers
This interview checklist can be used by interviewer(s) for assessing a candidate’s performance.

ROoo~NooO,~wWNE

B
wNPkEOo

14.
15.
16.
17.
18.
19.
20.

Wasthecandidateontimefor theinterview?

Wasthe candidates dressed and groomed appropriately?
Wasthe candidate attentive and i nterested?

Did the candidateanswer the questionswell?

Did the candidate seem to be prepared for theinterview?

Did the candidate talk too much?

Didthecandidatetak toolittle?

Didthe candidatetak just enough?

Did the candidate ask questionsto get information?

Did thecandidate make positive statementsabout qualifications?
Wasthe candidate politeand courteousat all times?

Did the candidate appear relaxed?

Did the applicant use good body language?

Did the candidate answer questions using compl ete statements?
Did teh candidate speak clearly, audibly and dlowly?
Didthecandidateavoid usinginformal / dang expressons?

Did the candidatetake care not to interrupt?

When needed tointerrupt, did the candidateinterrupt tactfully?
Did the candidate seem to know when theinterview wasover?
Didthe candidatethank theinterviewer?

I nterviewer Evaluation Sheet

Thisinterview eva uation sheet could be used for assessing your performance. Thisgiveyou feedback on

thefivemgor areasthat areimportant for your successat interviews.

Scoring: Circleappropriate numbersfrom 1 to 10 (highest scoreis 10).
Preparation

(arriving intime, demonstrating knowl edge about the organi sation

dressing appropriately etc.)

Content

(appropriate repsonsesto questions, volunteering information,

askingright questionsetc.)

Body language

(confidence, comfort level, eye contact, facia expressonsetc.)

Delivery

(gestures, voice, pausesetc.)

L anguageability

(correctness, appropriatenessetc.)

Score (out of 50):
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YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
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YES/NO
YES/NO
YES/NO
YES/NO
YES/NO

12345678910

12345678910

12345678910

12345678910
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8. RESUME WRITING

Inthisunityouwill learn:

. The gppropriatelanguagefor resumewriting
. How towriteawinning resume

WritingA Resume

You must create awinning resume. A good resume cannot get you ajob; but abad resume can prevent
you from getting to the interview stage and without the interview there’s no chance of getting the job.

A resume (also spelled asresumeor resume) or curriculum vitae (abbreviated to CV) isadocument,
containing asummary or alisting of relevant job experiencesand educational qualifications, prepared for
hte purpose of securinganew job.

Your resumeusualy reachesyour prospectiveemployer(s) beforeyou reachthem. Asitisan effective
tool to highlight yourself and your skills, you need to spend considerable amount of timeon preparing an
eye-catching, targeted, effective, erro-free document that will impressapotential employer.

Your resumemust present your skillsand experiencesin thebest possiblelight and emphasi seyour
suitability and potentia for thejob.

Thefirgt stepin preparing an effectiveresumeisfinding theright heading, which will enableyouto
organiseyour information. Consider thefollowing headings.

AppropriateHeadings

JOB OBJECTIVE

KEY SKILLS& ABILITIES
WORK HISTORY
EDUCATION & TRAINING
PERSONAL PROFILE
REFERENCE

* & & O o o

Job Objective
Stating your job objectiveclearly, using theminimum number of words, isvita to awinning resume. So
while composing your objective, ask yourself these questions.

What do | want to do?

For whom or with whom do | wanttodoit?
Wheredo | wanttodoit?

Atwhat leve of responsibility?

* & o o

Key skills/ abilities

Do not just list them. Show how they will hel pyou performwell on thejob you areapplying for. Em-
ployersareofteninterested in specific skillsyou have acquired, such as:

. Foreignlanguages

120



Computing languages or packages
Keyboard skills

Driving

Team player

Interpersond relations
Communicationskills

Persondity traits

L BE ZER JEE ZER R JER 2

Work Experience

List thedetailsof your past employment in reserve chronological order, witht he most recent asthefirst
entry. Do not leave any gaps. Theemployerswill get suspiciousif you do. If there are gaps, be pre-
pared to explain thereason.

Education & Training

List your qualificationswith detailsin reverse chronological order, with themost recent asthefirst entry.
Mention detall sof school, collge and university education and given specific dates, ingtitutionsand
percentage of marks obtained in aproper format

Personal Profile
Hereyou may mention detailslike

Name

Address

Telephone/ cdl phone number/s
Emal

Dateof Birth

Languagesknown

Hobbiesand interests

* S 6 O O 0o

References

For references, choose poeple who can comment on different aspects, of your professional skillsand
persondity. Two referencesare usudly enough.

Other Headings

However, if you want to emphasi sethings other than the essentials mentioned above. youwill need to
create your own headings. Do remember that they must match the content of your resumeand thejob
advertisement. You may use some of the headings suggested bel ow.

Honoursand Awards
Publications
Presentations
In-house Seminars
Achievements
Internships

Career Profile
Community Service

L IR ZER R JER R 2R JER 2
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Memberships

Advanced Career Training
Specidisdion

Specid Projects

Technica Training
Licensesand certification
SillsSummary

Volunteer Work

L IR ZER R JER R 2R JNR 2

Useful Tipsfor ResumeBuilding

Put the headings/ sectionsin theright order.

K eep themost important or impressive sections closeto thetop of hte page.
See that your resume doesn’t exceed a page or two in length

Print yoiur resumeon astandard A4 plain white paper.

Send acover letter with any resumethat you send out.

Leave plenty of space between paragraphs and alow adequate margins
UsesimpleEnglish. Avoid professonal jargon.

Usebold |ettering for headings.

Do not use different font typesand sizes.

Be careful with dates. Make sure every year isaccounted for.

Don’t include the date on which the resume was prepared.

Check both your resume and the cover letter for errors.

Proof-read your resume and the cover | etter thoroughly

L IR ZBR R JER R 2R JER 2R 2R 2R R R 2

Two sampleresumesare given a theend of thischapter. Read them carefully and decideif youwishto
model your resumeon them.

SampleResume- 1

NAVYAVEPURI

H.No. 12-11-311/3

Flat No. 313, VenusApartments

0O.U. Road, Nalakunta

Hyderabad-44
Telephone Number: 040-55547132
E-mail: vepurinavya@gmail.com

Career Objective
To purposeachallenging career inthefied of Instrumentation in areputed organi sation which provides
me opportunitiesto grow professionaly and persondly.

AcademicProfile

B-Tech 2005 3075 (G.P.A) Rana College Hyderabad, A.P.
Intermediate 2001 95% Royal Junior College Hyderabad, A.P
SSC 1999 97% Convent High School Guntur, A.P

Professional Member ship

Student member of Instrumentation Society of India(ISOI)
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Personal Profile
Dateof Birth
LanguagesKnown
Hobbiesand Interests

Sample Resume- 2

Education

EXPERIENCE

COMPUTER KILLS

LANGUAGESKNOWN

HONOURS

ACTIVITIES

SampleCover Letter

20th August 2006

10thAugust 1982
Telugu, Englishand Hindi
Gardening, Playing chess, Reading and ListeningMusic

Amjad Ahmed
21/A KakatiyaNagar
Warangd

Mobile Phone: 9544692474
E-mail: amjadahmed@yahoo.com

Bachdor of BusnessAdminigtrationin Marketing
KakatiyaUnuiversity

Year of Graduation : May 2005

Magor: Marketing

Major GPA: 4.0

* AdminigtrativeAss stant (2004-05)
(KakatiyaUniversity Summer Conferences Department)
* Created and M anaged database for summer groups.
*Handled dl billingsfor conferecnes

* Created brochuresto advertisethe program.

* Conducted mestingswith theleaders of the groups.

Windows 2000, NT;

Microsoft Word, Excel, Access, Powerpoint;
MacromediaDirector;

Internet: Web Publising Email.

Reading, Writing and Speaking skillsin English Hindi and Spanish

Merit Scholarship

Honour Rall

Who’s Who in Indian Colleges and Universities
Volunteer, Red Cross

Community Service Rep.

Campus Charity fund raiser

VicePresident, Indian Marketing Association, Kakatiya
Universty Chapter

NAVYA VEPURI
H.No. 12-11-311/3

Flat No. 313, VenusApartments

0.U.Road, Nallakunta
Hyder abad-44
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HR Manager
IndialncredibleLtd.
Express Pathway
Chennai 600068

Dear Sir,

With reference to your advertisement in “The Hindu” of 7th April 2006, I would like to apply for the
position of Instrumentation Techinician in your organi sation. From my resume (enclosed), you will find
that my qualificationsand experince meet therequirementsyou have outlined for the position.

Asmy resume (enclosed) shows, | graduated in Electronics & Instrumentation Engineering from Rana
Collegeof Engineering, Hyderabad, affliliated to INTU, n 2005. | have consistently scored eighty
percent.

I would beavailablefor apersona interview at your convenience. | wel cometo opportunity to meet
and di scuss how my qudiifications and competencewoul d suit your needs.

Thank you for your attention. | look forward to hearing from you.

YoursFaithfully,

NavyaVepuri

Enclosure Resume
9. GROUP DISCUSSIONS

Inthisunityouwill learn:

About variouskindsof group discussions

The purpose of conducting agroup discussion

How to preparefor agroup discussion

How toinitiate, continue and concludeagroup discussion.
How totaketurnsat agroup discussion.

How toinvolveothersinagroup discussion.

How tointerrupt others

How to help thegroup to arrive at aconsensus

How to establish rapport with membersof agroup

What personality traitsare appropriatein agroup discussion.
How to use appropriate expression inagroup discussion
How to behaveinagroup discussion

How to check your performanceinagroup discussion

L R B JEE JER ZEE 2R JEE 2R JER 2R JER 2R 2

What isa Group Discussion?

A group discussion (GD) isatypeof interactive, oral communicationwhich takes place when agroup of
peopl e get together to discuss somthing. A group discussion can beinformal or forma. Aninforma group
discussion occurswhen agroup of friendstalk about thingsin genera at their college canteen, outsidethe
calssroom, at abus stop or any other place, or when a family talksabout variousthings, or when agroup
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of peopletak about various matters, which may be sports, traintravel, pricerise, examinations, favourite
film stars. Intheseinformal discussions, each onefredly expresseshisviewson the subject. Informal
contexts, group disucussionsareincreasingly used asatool to identify candidateswiththeright abilities,
either for employment or for admissionto various courses.

Why are GDsConducted?

Thework culturein most organi sations has changed over the years. Employees arerequired to work
together asateam. Teamwork calsfor avariety of skillssuch asleadership, communication skills, conflict
management and interpersonal skills. It isthereforeimportant that everyone cultivatesthese skillsand
abilitiesin order to be an effective team player at work.

Empl oyers need to determine of acandidatewho has applied for apositino hasthe skillsand traitsdesir-
ablefor thejob. Candidatesare thus often asked to participatein agroup discussion, mainly to determine
their group - worthiness. Each candidatewill be assessed on thefollowing factors:

Theability tofit into thegroup

Theability toinfluencethegroup

The ability to solve problems

Theability to communicateeffectively

Theability toremain calm and composed in astressful Stuation

Theability to stay positive, irrecspective of hisviewsbeing accepted or rejected.

* & & O o o

How areGDs Conducted?

Thereisagreat ded of variety inthe methodol gy of conducted agroup discussion. Thefollowing method-
ology iscommonly used for variousrecruitment.

. InaGD, usually about ten candidatesare madeto sitinacircle/semicricleor in arectangular

formation to discussatopic given by theeva uator ().

Thetopic might or might not be announced before the discussion.

Asarule, no oneconductsthediscussion.

The candidatesthemselveshaveto organiseit.

The participants put their mindstogether and try to arrive at aconsensus.

Thewholeexercisemay last for twenty minutes or more.

The discussion may be stopped at thetimeor even earlier.

A conclusion or consensus may be asked for, though it usually does not occur.

A written or oral summary might beasked for at the end, from one of hte candidates or each

candidate.

The candidatesare observed and their performanceiseva uated.

. The evaluation isdone by expertswho recommend theright candidatefor thejob, based onthe
skillsthe candidatesdisplay during thediscussion.

® & & O 6 O 0o

*

Types of GDs

Therearethreetypesof GDs. They are
1) Topic-based GDs

2) Casedudies

3) Group tasks
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Topic-Based GDs
Topic based GDs can be classified into three, based on the kind of topic given.

Factual Topics
Theseare socio-economic topics. Here, sufficient background knowledgeisrequired for effective partici-

pation.
For example:- “Environmental degradation”, “Traffic Chaos”, “Yoga and Meditation”.
Controversial Topics

Theseare argumentativein nature, and are meant to generate alot of argument. Theideabehind aksing
candidatesto discussacontroversia topicisto seeif they can display cool logic and equabletemper and
remain unruffled even when provoked.

For example: - “Reservations must be banned”
“Censorship must be abolished”
“Should brain drain be stopped”

Abstract Topics

These are abstract concepts. They are given for discussions mainly to evaluate the candidates’ creativity
andimaginativefaculty.

Forexample:- “Money is sweeter than honey”
“Beauty lies in the eyes of the beholder.”

Case studies

An issue/situation may be given as a case and the candidates have to discussthe case and arrive at a
solution. Themain objective behind an activity likethisisto eva uateyour ability to think about asituation
from various angles. Sometimes, you will even be asked to do a ‘role play’ where each participant is
assigned aroleto play. Therolesyou play will invariably berelated to the case under study.

For example: - Sarithais a bright student of a reputed university. Sheisjust into her first year of
PhD research work. Her parents are planning too get her married to a person who
has a well established career and the parents have found himto be the right person
for her in all aspects. The person wants to get married immediately. But Saritha
feels that her work would be affected if she gets married at this time. What should
Saritha do now?

Group Tasks

These are an extension of case studieswhere specific objectivesareto be achieved asagroup.

For example: - A group of five have decided to start and run an institute for training peoplein
devel oping their communication skills. Draw up some guidelines on which theinsti
tute should function.

Featuresof a Good GD

Effective Communication
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The successof aGD dependslargely on how the members of agroup expresstheir ideas. To put forth
your ideas effectively you need to use gppropriate communi cation strategies (for exampl e, pargphrasingan
idea when you can’t think of the appropriate word). For instance, if the word ‘lectern’ is at the tip of your
tongue and you are struggling for it, instead of wasting time, paraphrase it by saying ‘the stand for holding
abook or noteswhen oneis speaking. Theway you talk must befluent, clear, loud and slow. You should
usesmplesentences.You must pronouncethewordscorrectly and clearly (for example, many pronounce
career ascarrier and vice versa)’

In-depth discussion

Membersof the group must display an in-depth understanding of variousissuesreated tothetopic. They
haveto analysisthetopic and put forward their arguments|ogically. For example, whilediscussing the
topic “Will India become a superpower by 2020?”, the candidate should be aware that this is not a test of
patriotism. So, an emotional responsewould, inall probability, get you disqualified. Go for aba anced
response like, “Though there is this talk of India becoming a superpower, we need to actually assess this
from variousangles. We need to seewhere Indiastands asfar aseconomic, military and political strengths
are concerned.”

Cooperatieand friendly atmosphere

In agroup discussion the group must put their headstogether to throw somelight on thetopic. So your
effort must be on being fiendly and cooperative. You should also take care that the discusion doesn’t turn
into adebate whereyou arerigid with your views. InaGD your disagreements must not lead to conflicts.
Your ability to appreciate various view pointsand linking them to reach group consensusisessentia in
achieving afriendly atmosphere.

Equal Participation

You must understand that &l themembersof agroup areequa. You should demostrate thisintheway you
usetime. Do not attempt to dominatethe group by consuming moretime. You must restrain fromlecturing
andinstead, makeyour pointsbrief andto the point. You might even involvethe shy and hesitant members
to participate actively whilegently reminding the tal kative onesto control themselves.

Arriving at abroad consensus

Thoughitisnot alwayspossibleto arriveat aclear-cut conclusion on thetopic you discuss, theremust be
asincereeffort onthepart of al themembersof thegroupto arriveat abroad consensus. Thegroup might
be ableto achievethiswithout much difficulty if they agree upon certainthingslike how thekey termsint he
topic are defined and how they want to sufficiently narrow down the topic. They also must display a “give
and take” attitude.

Emergence of aleader

A leader hasto emerge naturally. Thishappens as someonetakes up the responsibility of initiating the
discussion, suggestsaparth on which the group cna continuethe discussion, encouragesthe shy and the
hesitant membersto speak and channel sthe discussion to aprobable decision or conclusion onthegiven
topic.

Main Partsof aGD

A GD can havethreemain parts. They are
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1 Initigtion
2) Continuation
3) Conclusion

[ nitiation

Assoon asthe membersare seated, there should be mutual introductions. Each candidatewill introduce
himself by saying afew words, such ashisname, place of residence, educationa qualificationsand hob-
bies. Thereafter thediscussion starts.

Initiating agroup discusion effectively, isimportant asit breakstheiceand setsforth theideasand tone
which havealot of bearing on the direction that the discussion takes. Anyonein the group can take the
initiativeto start thediscussion. InitiatingaGD isboth advantageousand risky. Itisadvantageous because
theinitiator becomesthe cynosure of al eyesand will beableto createastrongimpact onthegroup. Itis
risky because if you can’t make a favourable first impression, the damage might be irresparable. However,
asaninitiator you can makeagood impressionif you havetheability to put thetopicin proper perspective
of framework, posses good communication skillsand an in-depth knowl edge about thetopic at hand.
Sometechniques/ strategiesused toinitiateaGD are given below.

Using Proverbs/ sayings

Proverbs are an effective way of initiating a GD. If the topic of a GD is “The importance of time manage-
ment”, you can start with a proverb like, “Time and tide wait for none”. For a GD topic like “Friends come
and go”, you can use the saying, “A friend in need is a friend indeed”.

Using Definitions

Start aGD by defining thetopic or animportant termin thetopic. For example, if thetopic of theGD is
“Will India become a super power?”” you could start the GD by defining “super power” as “any country in
the world that has great military or economic power and a lot of influence”. You can then ask if the other
membersin thegroup might want ot stick to the samedefinition or modify it in any way they like. Oncethe
group agreeson thedefinition, it would be easy for you to carry on the discussion further.

Using questions/rhetorical questions

Aksing questionsor rhetorical questionsisanimpressiveway of startingaGD. Whenusing rhetorical
questions you don’t expect any other member in the discussion to respond to them immediately. The main
ideaof using them would only beto grab the attention of the membersof your group.

For atopic like “How to manage stress?”, you can begin by asking questions like: “Why has modern life
become so complex?”, “Why is it that we don’t pause to look at and enjoy the things around us?”” and
“What are the different factors that are making our lives so stressful?”” But you need to be careful with the
kind of questionsyou would want to usefor this purpose. The questions should not discourage othersin
thegroup, from expressing their opinionsfredy; rather they should be stimul ating and thought provoking.

Using anecdotes
For GD topics like “Attitude is everything”, you can begin by telling an interesting story like this: “Two

peoplewereasked to look out of thewindow for awhile. And then they were asked to report what they
saw. One said, “I could see lots of dry leaves, a damp ground, and an overcrowded street with too many
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vehicles.” The other one said: “I could see green leaves, soft, rain kissed ground and a street full of people
and vehicles with varied colours.” you can then explain that what you see and how you react to things are
dependent on the attitudethat onetakes.

Using quotes

AGD topic like “What is Success? ‘can be initiated by using Oscar Wilde’s quotation on success: “Suc-
cess is a scince; if you have the conditions, you get the result”.

Using shock statements

Initiating aGD with ashock statement isthe best way to grab immedi ate attention and put forward your
point. You can initiate a GD topic like. “The complexity in human relations”, with what Karl Marx said
about human relations: “The nexus between man and man is nothing but callous cash payments.”

Continuation

Itisnot enoughto start off successfully, but you must continue contributing to the discussioninameaningful
way until the end of thediscussioon. Here are somestrategiesto hel p you do thiseffectively.

TurnTaking
Each member must participatein the discussion by taking turns. Here, you can useexpressionslike

It’s my turn now to say something about......
Let’s give him/her an opportunity to say something now.
I think it’s your turn to say something now.
If no oppurtunity isgiven, you can request the group to give you ahearing by saying.

May | draw your attention to one thing | wish to say.....?
WII you permit me to say something now?

Referring to others’ discussion

Each member must present hisviewswith referenceto what other membersin thegroup havesaid. Thisis
necessary owingto thefact that you have alimited and fixed timewithinwhich the discuss on must cometo
aclose. If you giveall theinformation you know about thetopic. It might not serve the purpose. So what
you basically need to do isagree or disagree with what someone has said and add your own points. Here
aresomeexpressionsfor you to help agree or disagree with what someone €l se says.

To agree

| partially / fully agree with what you have said.

You are quite right.

That’s exactly what | was thinking.

Yes, that’s exactly what | feel too.

| think none will disagree with you.

Undoubtedly what you have just said makes a lot of sense.

To disagree

| beg to differ / disagree with you
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I’m not too sure | agree with you here.

| agree with you in a sense, but....

| understand what you mean, but......
Focusingon thetopic/theme

For thediscussion to be meaningful, al theviews/ ideas should befocused ont hethemeof discussion. If
someone deviates or digresses, thel eader may request the members (S) to see reason and cometo the
point. Thefollowing are some examplesof how it can bedone.

| am sorry to say that the point you have raised doesn’t seem to be relevant to the topic.

| see what you mean but it would be better if we limit our discussion to the given subject.
That isall well said but | do not find a link between what you want o say and the topic.
That’s not really relevant here. Let’s not devine please.

Exploring different per spective

The group must not be stuck with just one point or the other. Thoughitisagood ideato limit the scope of
hte topic, the range of ideas that get discussed must be wide. You must look at the topic/issue from
different perspectiviesor outlooks, so that you might be ableto discussthetopicin-depth and come up
with abroad consensusin spite of having differing or divergent views on the topic. Your creativeand
critical thinking skillsshould cometo theforehere. Hereareafew expressiveyou could usetobringin
different perspectives.

We could look at thisissue this way too.
Let’s consider another way of looking at this.
WII you permit me to suggest a new angle to the discussion here?

Carryingthediscussiontoalogical end

Though thegroup isaccommodative of awidevariety of viewsonthetopic at hand, what isvery important
ishow thediscussioniscarried forward. Thediscuss on must movedong theright direction sothat thetask
iscompleted withinthefixed timelimit. For thisto happen, you must have.

. A give-and-tekeattitude (neither too rigid nor too flexiblewith your views)

. Theability to expressyour viewsin keeping with therequirement of hte particular stage of discus
sion (for example, being very brief inthefirst round and at the concluding stage)

. Theability to arrive at abroad consensuson thetopic.

Concluson
A GD might or might not haveaclear conclusion. But itisvery likely thatsomeoneor the other inthegroup

will summarisewhat the group has discussed. Keep thefollowing pointsin mind whilesummarisinga
discussion.

. The summary should contain all the major points that were discussed.
. Be brief and concise.
. Don’t add any new points.

Hereare someexpressionsthat could be used to concludeadiscussion.
As we are running short of time, we better round up our discussion.
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Could you please wrap up the discussion for us?
Shall we close the discussion?
| will do the summing up, with your permission.

What do EvaluatorsL ook for?
Theevauatorslook for thefollowing quaitiesin aparticigpnt:

Communication Skills

Fluency of Language

Theuseof clear, conciseand error-freelanguage.

Theuseof right accent and intonation

Theuseof vocal variety

Theright match between language and body language
Expressing thoughtsclearly and leaving no room for ambiguity

* O 6 O 0o

Knowledgeof thetopic

Range of ideasand depth of thoughts

Presentation of detail sin support of main points.

Erro-free-presentation of factsavoiding doubtful quantitativefiguresand number
Exploringthetopicindepth

Command over thetopic and thevariousideas discussed.

* & & o o

Body L anguage

. Eye contact
(Showsthat you arelistening and areinterested int hediscussion)

. Facia expression
(Shows emotions such as happiness, sadness or anger)
. Gestures

(Showsemoational statesfor example, nail biting can show nervousnessor impatience)

. Posture
(Also showsemotionsfor exampke, anger can casue atense posture, and confidence an open
stance)

Per sonality Traits

LEADERSHIP

Takinginitiativeand sartingthediscusson
Givingdirectiontothediscussion

Summingupa regulrintervals

Bringing the group back whenit deviates/digressesfrom thetopic
Involving the shy and hesitant membersint hediscussion

Giving cohes onto the pointsexpressed by the members

* & & O o o

REASONING/ANALYTICALABILITY

. Theuseof sound and logical arguments
. Theuseof relevant examplesand illustrations

. The useof multiple perspectives/ outlooks
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ABILITY TOINFLUENCE

Persuading membersto seetherelevance of your views
Creating theright impression onthegroup.

Ability tomotivateand sall ideas

Convincingarguments.

* & o o

FLEXIBILITY

Flexibility intheapproach (Changing or revising stand/idess, if necessary)
Readinessto accept the weakness of arguments.
Ability to accept criticism gracefully

Consideratoin for others

Not havingaone-track mind or beingrigid.

* & & o o

ASSERTIVENESS

. Beingforcefu, confident and firmin your, expressons

. Ability tostand upto bullying

. Faith/ convictioninviewpoints.

. Saying “yes” when you mean “yes”, and saying “no’”” when you mean “no”
. Having the confidenceto defend your position, evenif it provokes conflict
. Undestanding how to negotiateintricky situations

CREATIVITY

. Coming upwithnovel ideas/ solutions

. Exploring different persepectives

. Suggesting new anglesfor discussons

TIPSFOR GROUP DISCUSSIONS

Given below are useful tips offered in the form of do’s and don’ts. Take a close look at them and use as
many do’s as you can and avoid as many don’t’s as yoiu can. Your performance will get better over a
period of time, provided you practi sethesetipsconscioudy and consistently.

Understand, clearly and correctly, thetopic givenfor discussion.

Be chreerful and sport asmile.

Stay activeandinterested inthe discussion.

Do not takestrong viewsin thebeginningitsdlf; try and analyse the prosand consof asituation.
Bewillingtolisten and discussvariouspointsof view.

Befocussed and do not alow your mind to wander away.

Look at theindividua whoistalking.

Speak to thewhole group, looking each candidatein theeye.

Substantiate your viewswith suitableexamples.

Speak in an undestandabl eway, using simpleand clear wordswith correct pronunciation.
Givetimefor othersto maketheir own contributions.

Be hd pful, accommodative and encourageall the group members.

Sum up theargumentsat regular intervals, so that further contribution can be made.
Expressyour viewsdowly but steadily, so that others can follow your line of argument.
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Bepoalite, friendly and acceptabl eto the other members of the group.

Show appreciation for the good points made by others.

Bewilling to changeyour ideas, if your origina opinionsare proved to bewrong.
Beconsiderateto others.

If someonewishesto say something, request othersto give him ahearing.

Usehandsand facial expressionsto make your point moreemphatic.

If thediscussionisrevolving around acertain point for too long, giveadifferent direction by
suggestinganew angletoit.

2 22 2 =2 2 2

X Don’t speak too loudly.

x Don’t shout tt others.

x Don’t adopt a negative attitude that results in counter-arguments.

X Don’t look at the members of the group casually and carelessly.

x Do not fedl that you are superior to others.

X Don’t use emotional gestures, in desperation or in anger.

x Don’t talk too fast or too slow.

x Don’t be too generous and provide opportunities for others to speak at your own expense

X Don’t be emotional and shout or thump on the table. Emotional outbursts destroy your equable
temper and affect your coherence of thoiugh and expression.

X Do not be shy, hesitant or inhibited.

x Do not engageyoursdlf inasidesor sub group conversations. If morethan oneindividud istalking
at the sametime, politely request for order and appeal for cooperation.

x Do not bluff. If someone provesyou wrong, just accept it.

x Do not keep looking at the eval uator(s) or addrssyourself to evaluator(s).

X Do not berigidinyour views.

x Do not fed offened or sulky, if someone picksup flawsin your arguments.

x Do not wastetime on futilearguments.

x Do not use gesturesexcessively.

x Do not stareat thefloor, at the ceiling or out of thewindow. Thismight beinterpreted asasign of
being uniterested or i nattentive.

x Do not bedistracted by looking at your watch.

x Do not makeyour pointsreptitive,

x Do not uselong sentences.

x Do not try too hard to involvethe shy ones. If you do so they might feel offened.

x Do not dominate or monopolisethediscussion.

x Do not be problem to the group.

x Do notinterrupt suddenly.

Preparingfor GDs
Thefollowing pointswill hel p you with your preparationfor GDs.

Cultivate genera awarenesson varioustopics.

Beawareof current developments.

Update your knowledge on mgjor issues/ events.

Collect information ontopicsthat interest you from various sources.
Make notesasyou read in order to be clear about variousideas.
Interact with peoplefrom different walksof life.

Get into practicegroupsand practiseregularly.

Get peopleto observe and give feedback.

Analyseeach GD performance using GD evauation checklists

Plan strategiestoimproveyour performance.
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Sample Group Discussion - 1
Read thefollowing discussion:
Thetopic: Will I ndia become a superpower by 20207

Particiapants

Ahmed

Aparna
Ahmed
Anil
Priyanka
Anil
David
Sunil
David

Ahmed

Priyanka

David
Priyanka
Ahmed

Anil

Ahmed

Priyanka

Aparna

Ahmed, Anil, Sunil, Priayanka, Aparnaand David

Good morning everyone! We are here today to discus the topic, “Will India be
come a superpower by 2020?” India is one of the world’s fastest growing eco
nomicstoday, and thereistalk of it becoming asuperpower. | fed it would be
better for us if we could be clear about a possible definition of a “superpower”.
Let us define superpower as “Any country in the world that has great military or
economic power”. If this definition is acceptable to all of you, we can parhaps use
thisasabroad framework for our discussion.

| think it would be agood ideato have some sort of adefinitionlikethis.

Anil, would you beinterested in throwing somelight onthetopic?

Sure, Ithink be India’s military might, economic power and its influence have
grown considerably. But I don’t think India will be a superpower by 2020.

| begto differ. Being an Indian, you are not expected to betalking so cynicaly on
asubject asimportant asthis.

I’m very much an Indian but the thing I wish to highlight here is the reality.

Could | possibly add something towhat Anil hasjust said? Thereality isthat our
country is plagued with so many problemslike poverty, illiteracy, unemployment
and corruption.

But Daiv, don’t you think we’ve made a lot of progress in tackling these issues
over thepast few years?

I do agree with you there. But | strongly feel that the progress we’ve made is not
sufficient to make Indiaasuperpower by 2020.

Hearingwhat our friendshavesaid | wasjust wonderingwhereIndiastandsin
comparison to the United States, the current superpower.

I’m sure India would overtake the US in the next few years. They are in fact very
dependent on Indiainthel T sector, which holdsthe key for speedy devel opment
of anation.

Don’t you feel that its depedence is mainly owing to the fact that they hire us
cheap?

| totally disagreewith you on thismeatter. Wedl know that the USisdependent on
usmainly becausethey consider ustheexpertsinthisfied.

Friends, let’s not argue over just one point. Let’s look at other thigs that are vital
for India’s supremacy.

I’d like to quote what one expert said about the state of things in India. Here it
goes: “The shocking state of our governance tells us how far we are from being a
truly great nation. Moreover, we’ll only be able to call ourselves great when every
Indian has accessto agood school and agood health clinic. When our govern
ment realises that it doesn’t have to run these schools and clinics, but only to
provide for them, will we achieve the Indian way to greatness.”

But what you have just said doesn’t really fall under the definition we’ve agreed
upon. May | request you to stick to the definition we’ve agreed upon at the begin
ning, so asto reach our fina god, arriving at abroad consensuson whether India
will beasuperpower by 2020.

Our nuclear capability will surely make usastrong nation and our economy is
growing by leapsand bounds.

Apart from that, the declining influence of the US asaresult of it unnecessary
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interferenceintheaffairsof other nationswould be an advantageto us.

Ahmed : | have afeding Sunil has somethingto say here.

Sunil : Friends, | wishto satethat the USisinterfeing mainly becauseit hasbecomean
international policeinthe present unipolar world.

Ahmed : Do you mean that we need to interfereint heaffairs of other nationsto bea
superpower?

Sunil : Not redly.

Aparna : Sincethereisalot of antipathy towardsthe US onthis count we could takethe
initiativeinthisregard and mobilise other nationsin support of the UN.

Priyanka : | fully agreewith her. Wemight actually consider strengtheningthe UN asastrat
egy toweaken the US.

Anil : .We might be able to do that but that doesn’t really enable us to become a super
power asthe USisdtill stronger, militarily.

Sunil : Perhaps, Anil isright

Aparna : Asour economy isgrowing and we are keen on building friendly relations, other
nations might take usmore serioudy than the US.

Ahmed : | think we need to wrap up our discussion aswearerunning short of time. In

conclusion wemight say, our growing economy and military might coupled with
our desireto have positivereationswith other nations might enableIndiato be
come superpower. But as some of usponted out there are other concernslike
poverty, corruption and illiteracy which we need to tackle effectively to consider
ourselvesatruly great nation and a so, thefocus must beon providing education
and health care to all. Let’s hope India will overcome the obstacles in its way and
become asupreme nation by 2020. Thank you.

Anaylsisof Sample Group Discussion - 1

Ahmed, asaninitiator of hte discussion, hasdoneagood job by putting thetopicin proper perspectiveby
saying. India is one of the world’s fastest growing economies today, and there is talk of it becoming a
Superpower.

He has also used one of the techniques of initiating a GD by defining a key term in the topic i.e., “super-
power”. This also helped hte group to sufficiently narrow down the scope of hte topic, which allowed them
to completethediscussionintime.

Aparna confirmed the group’s agreement on the definition by saying it was a good idea to have a definition
likethat.

Ahmed assumed therole of aleader by inviting Anil to say something on thetopic. Anil then readily
accepted hisoffer. But hetook astand right at the beginning. This provoked some sort of an argument
between Anil and Priyanka.

This could have been avoided had Priyanka been aware that thiswas not atest of patriotism. So, an
emotional response wouldn’t work to get things going somoothly. She could have gone in for a balanced
response like, “I beg to differ with you as there are many things that point to India’s emergence as a
superpower.”

Inthefirst place, Anil should not havetaken astand right at the beginning without hearing what otheshave
to say onthematter. So, inasense, what Anil did wasnot adisplay of anin-depth understanding of various
issuesrelated to thetopic. He could have been more patient in analysing the topi ¢ and putting forth his
argument logically. He could have said something like this: “Though there is this talk of India becoming a



superpower, we need to actua ly assessthisfrom variousangles. Weneed to seewhere Indiastands asfar
as economic, military and political strengths are concerned.”

David haschippedin a theright moment, by which he has contributed to the discussion intwoways. One,
it actual ly avoided thediscussion turning into adebate and two, it facilitated further discussononthetopic.
Sunil carried it forward relating hisviewsto what David and Anil havesaid.

Ahmed, asagood |eader, intervened at theright time and gave the group anew direction by asking the
group to discuss India’s position vis-a-vis the US.

Then, Priyankaand David continued the discussion but confirmed their viewsonly to I T. Hereagain
Ahmed displayed his leadership by saying “Friends, let’s not argue over just one point. Let’s look at other
things that are vital for India’s supremacy. ”

Thishelped thegroup to explorevarious other rel ated to the discussion. But suddenly Anil said something
which dightly deviated fromwhat the group had decided to discuss. Onceagain it wasAhmed, the leader,
who remained Anil not to bring in other things as it may not serve the purpose, by saying: “But what you
have just said doesn’t really fall under the definition we’ve agreed upon. May I request you to stick to the
definition we’ve agreed upon at the beginning so as to reach our final goal - arriving at a broad consensus
on whether India will be a superpower by 2020.”

Priyankathen went back to the definition and talked about other things mentioned there. Aparna sup-
ported her cleverly by saying: “Apart from that, the declining influence of Americaas a result of its unnec-
essary interference int he affairs of other nations would be an adantage to us.” The use of the expression
“Apart fromthat.....” isalso an indication that she was listening to the discussion very attentively and she
knew how ot interrput otherstactfully.

When Ahmed felt that Sunil hasremained quiet for long, he wel comed him back into the discussion by
saying: “I have a feeling Sunil has something to say here.” Of course Sunil was alert enough and rejoined
thediscussion relating hisargument to what the previous speakershad said. And then the discussion got
goingvery well.

Finally, Ahmed summed up the discusion using the expression, “I think we need to wrap up our discussion
aswe are running short of time.” The summary was brief and concise, it contained all the major points that
werediscussed but did not contain any new points.

All thememberstook turns. Therewas no domination by one person. All of them participated actively
relating thediscussion mainly towhat others have said. The expressionsused at variousstages of discus-
sionfor different purposewere al so appropriate. Therewas al so an emergence of aclear leader and the
leader performed his role to everyone’s talking. Thus, we can say it was agood discussion in regards to the
pointswehavestudiedin thisunit.

Sample Group Discussion - 2

Read the Sample Group Discussion.

TheTopic : Traffic Chaos in Citiies

Participants Anand John, Ali, Srinivas, Swathi and Archana

Anand : Good morning every one! We are here today to discuss “Traffic Chaos in cities”.
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Archana
Anand
Swathi
John

Srinivas

Ali

John
Anand
Srinivas
Swathi
Archana

Ali

Anand

| believethisisanimportant topic for discusson asal of usarevictimsof the
traffic chaosthat existsin our cities. | suggest wediscussthese areas- thereasons
for traffic chaos, problesm that arise asaresult of the Chaos.

I think the framework Anand has suggested is good. I’m sure this will help us to
sructureour discussionlogicaly.

Let’s first see why traffic is so chaotic in our cities.

Sure. | think lack of wideroadsisone of the major causesfor the chaos.

| fedl that traffic getschaotic mainly becausetheroad usersdo not obey thetraffic
rules. And also we don’t have effective mechanisms to punish the offenders.
Could | possibly add something to what you have mentioned? Lack of effective
public transport system confoundsthe problem. The presence of so many private
vehiclessubstantiatesthisview.

Yes, | agreewith thereasonsyou havegiven. Asyou dl know lifeinthecitiesare
becoming anightmare owing to traffic chaos. Office goers, studentsand other
commutersfindit difficult to reachtheir destination. Lotsof accidentsare caused,
hugetrafficjamsarebuilt up, among other things, alot of fuel iswanted and
pollutionincreases.

| believewrong parking of vehiclesand unauthorized parking areasa so affect the
normd flow of trffic.

I think it’s time we spent some time discussing what measures have to be taken to
ensuresmooth flow of traffic.

Road usersmust be absol utely disiciplined and thetraffic policemust enforcethe
rulesgtrictly.

Apart from thesethe government must seethat the roads arein good condition.
Wideroadsandfootpathswill go alongway in reducing chaotic traffic conditions.
And alsothe use of publictransport by commuters must be encouraged.

It would aso beagood ideaif the government could come up with innovative
ways of educating peopl e about the need for better traffic sense and safeways of
commuting.

| think we need to wrap up our discussion aswearerunning short of time. In
conclusion wemight say that thethree Es-engineering enforcement and education
must be given dueimportance so asto reduce the preva ent chaotic conditionson
our city roads. Traffic chaos must betaken very serioudly and treated astop
priority. Let’s hope the government will do its best to ease the traffic problems at
the earliest, so that people may beabletotravel safdly. Thank you all.

Checklist for GD Assessment

Checklist for self-assessment

ROoo~NoOk~wWNE

©

| participated actively inthediscusson.

| shared my ideaswith the group by appropriately taking turns.

| listened to theideas of otherswithout interrupting.

| interrupted (when needed) politely and tactfully.

| contributed positively to enablethegroup to arrive at aconsensus.

| agreed/disagreed and added to the discussion in apleasant way.

| volunteeered to takeresponsibilities.

| stayed onthetask; listening, thinking and making commentson thetopic.

| hel ped the group work together by encouraging othersand being positive.
| took partin decision making.
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Checklist for group assessment

ROoo~NoOk~WwWNE

o

Thegroup participated actively in thediscussion.

Themembersshared their ideas by appropriately taking turns.

The members listened to each other’s ideas without interrupting.
Themembersinterrupted (when needed) politely and tactfully.

Thememberscontributed positively to enablethe group to arrive at aconsensus.

The membersagreed/dagreed and added to the discussionin apleasant way.

The membersvolunteered to takeresponsibilitiesand roles.

Thememberskept on task; listening, thinking and making commentson thetopic
Themembershel ped the group, work together by encouraging othersand being positive.
The memberstook part in thedecision making.

Topicsfor group discussions

ROoo~NoOk~WwWNE

WWWWWWNNNNNNNNNNERRERRRERRRER
ORFWONPOOOONOOUORWOWNRPRPOOONOOAWDEO

Isthe UN apuppet inthe handsof the US?

Position of WomeninIndia

Environmental consarvation

BPOsinINDIA

BoominthelT sector

Water resources should be nationalised.

Effect of cinemaon youth

Educationsysteminindia

Ban on soft drinks

Corruptionisacurse

Lovemarriagevs. arranged marriage

Advantage of co-education

How to ded withwith internationd terrorism?

Should Indiago to war with Pakistan?

A Unipolar World spellsdisaster for theworl d.
Isglobalizationredly necessary?

Population explosionisnot really amagjor problem.
Indianeedsadictator.

India’s miserable performance in Olympics.

Beauty constests degrade womanhood.

Value-based politicsistheneed of the hour.

Religion should not bemixed with politics.

How to dedl with high ail prices?

Mutlinationd corporations: Arethey devilsin disguise?
Doesbanning fashion showsand New Year parties save our culture?
Arebigdamsnecessary?

Bride burning and dowry deaths

Therushfor MBA isredly arushfor bigmoney.
Marriageisasocial trap.

Mediaisamixed blessing.

Tofight AIDS, stop being coy about sex education.

What should Indiastrivefor-Westernization or Modernization?
Capitdismisavery flawed system but the othersareworse.
Reservationsfor women.

Voters, not political paties, arerespons blefor thecriminaisation of politics.

140



36. Economic freedom, not old fashioned theories, will lead to growth and prosperity.
37. Isthe patentshill good for India?

38.  Should agricultura subsidiesbe stopped?

39. Privateenterprisewill contributeto faster and higher economic growthin India.
40.  Thepolicy of reservation has done more harm than good.

41. IsIndiacricket crazy?

42.  Advetisngisadiplomaticway of tellingalie.

43.  Jointfamilyisblessngi disguise.

44, Higher education should be made possible only for those who can pay for it.
45.  Theweaker sex istheweakness of the stronger sex.

46.  Women cannot successfully combine both career and home.

47. Daughtersare more caring than sons.

48. Devel oping countries shoud spend more on devel opment than on defense.

49. Isscienceaborn or abane?

50. Money makesaswell asmarsmany things

51. Brainn-drain hasto be stopped.

52.  Capita punishment should beabolished.

10. DEBATES

Inthisunityouwill learn:

Aboud debating

Theimportance of debating

How debates are conducted
Theessentialsof debating

About rolesin debating

To assessyour performancein debates.

* & & O o o

What is a Debate?

Debate or Debatingisamethod of interactiveargument. Though adebateisbasicaly anargument, itisnot
an indi sciplined shouting match between parties (individua s/ teams) hol ding different pointsof view.

Benefits of Debating
By participating in various debatesyou can

. Enjoy theexperience
. Deve opyour communicationskills
. Arriveat abetter perspectiveon different topics

Debateand Group Discussion

Debate differesfrom agroup discussionin severa ways. Debateisbasi cally an argument where partici-
pants stand on agiven topi c and stick to it asthey speak onin. A group discussion, ontheother hand, isa
cooperative processinwhich members discussatopi c and reach aconsensus. You need to bevery flexible
inagroup discussion. You need to consider others’ points of view also. However, in a debate you need to
havejust oneparticular view point. Inadebate, the number of participants could vary from two tofifty or
even more, whereasinaGD it isusually between five and fifteen.
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Conducting a Debate

Atopicisgivenfor adebatetoindividuasor teams. A team might consist of aminimum of two debatesand
amaximum of fifty or more. If there are morethan fifty participants, they can bedivided into two teams.

It is possible to have amonitor who gives the topic and asks the teams to take stands and argue. For
instance, if the topic is “Should soft drinks be banned?””, one team would say YES and the other team
would say NO. After theteams havetaken astand on thetopic, theteam that agressswith the topic may
be called the affir mative and the team that disagrees may be called the negative.

Theteamsshould arriveat aposs bledefinition of thetopic. Thejob of defining beginswiththeaffirmative.
Thefirst speaker of the affirmative must explainin clear termsthe meaning of thetopic, explaining the
wholetopic rather than each separateword. The negativeteam may agreewith or chooseto challengethe
definition presented. If the negative team choosesto challengethedefinition it should bedoneby thefirst
speaker who should clearly outlinewhy the negativeis challenging and then propose abetter defintion.

If thenumber of debatersislarge, themonitor control sthe debate by laying down certain gudidlines, forms
of behaviour, time allowed for each speaker and intervenes whenever thereis chaos. If the number of
debaters is small, the monitor’s role is minimal. The monitor can give or ask the debaters to pick a topic
they wish to debate on and then givetheteamstimeto preparefor debating. Then the membersof each
team can specify for themselvestherolesthat they wish to play. Given below isapossibl procedurein
termsof roles, if therearethreemembersin each team.

1t Affirmativeshould

. Definethetopic

. Present the affirmative’s team line (the point of view / stand)

. Outline briefly what the other two membersintheir teamwill talk about
. Present thefirgt half of theaffirmative argument

1st Negative should
. Accpet or rgject thedefinition

. Present the negative’s team line (the point of view / stand)
. Outlinebriefly what the other two memberswill say

. Rebut afew of the main pointsof thefirst affirmative speaker
. Present the first half of the negative team’s argument.

2nd Affirmative should

. Reaffirm the affrimative’s team line

. Rebut the main points presented by the 1t negative

. Present the second half of the affrimative’s argument

2nd Negative should

. Reaffirm the negative’s team line

. Rebut some of the main points of the affirmative’s argument
. Present the second half of the negative’s argument

3rd Affirmativeshould

. Reaffirm the affrimative’s team line

. Rebut all the remaining points of the negative’s argument
. Present a summary of the affirmative’s argument

. Round off the debatefor the affirmative
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3rd Negativeshould

. Reaffirm the negative’s team line

. Rebut all the remaining points of the affrimative’s argument
. Present a summary of the negative’s argument

. Round off the debatefor the negative

Rebuttal

When you are rebutting, you voice your views countering the arguments put foth by your opponents.
Cristicising your opponents’ arguments is called rebuttal. Here are a few things to remembers about rebut-
td.

Havelogic

To say that the other sideiswrong is not enough. You have to prove why the other sideiswrong by
countering each of the arguments of your opponents. If you don’t have any logic in what you say, you will
not beableto provethat the points presented by your opponents do not really make sense.
Concentrateon major arguments

Rebut only themgjor arguments of the opponent. Listen carefully to detect loophol es/incosistenciesintheir
arguments. By picking on major points you could easily weaken your opponent’s stand and this will also
hlp youto savetime and stay focused.

Sparethedebator

Do not criticiseindividua speakers, criticisetheir views. Do not call peoplenames. Proving peoplewrong
without offending themisan art. Remembersthat adebateisabattle of ideas, not aclash of persondlities.
You need to especially by concerned about thisif it isalarge group, otherwise the debate will not be
fruitful.

M ake new Points

Though it is essential that you rebut your opponents’ arguments, ensure that you do not devote the whole
of your timefor this. You should & so make your own pointswhilerebutting.

Essentials of a Debate
Presented below areafew essentia that you should concentrate on when you take part in adebate
Content

Content iswhat you say. In other wordsit isthe subject matter of your speech. To present your content
effectively kegp thefollowinginmind.

Use examples
You should divideyour matter into argumentsand examples. An argument isastatement. Anexampleisa

fact or a piece of evidence which supports an argument. For the topic “should soft drinks be banned?”, if
your argument isthat soft drinksshoul d be banned becausethey contain harmful substance, you might use
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an example like: “For example, inaglass of.....(specify the brand name) the pesticide content is....(specify
quantity)”. The example that you use should be relevant to the topic at hand. An example which has very
little or nothing to do with the topic only weaknessyour point.

Have Unity

A good debating team maintainsunity intheir debate. Unity is created by aclear awarenessof thedefini-
tion, of what the other speakershavesaid and of what theteam lineis. Each member of theteam needsto
reinforce theteam line and be consistant with what has already been said and what will be said by the
felow team mumbers.

Sructureyour content

Structure refersto how you organiseyour content. Structuring your arguments properly will make your
ideas clearer. Hereareafew tipsfor this.

USE SIGNPOSTS

Each debater must carefully structure hisspeech. Thefirst stepisto haveaclear ideaof your own argu-
mentsand examplesyou will beusing to support thosearguments. Asyou spesk, clearly differentiate each
argument and | et the opponents know when you are moving from oneargument to thenext. Thisiscalled
“sign posting” an this is a very important debating tool. The key thing to remember is that your opponents
might not have heard you arguments beforeand they will only hear it once.

USE CLEARLINKS

When you are presenting one particular argument, make surethat the argumentsislogical and that you
makeclear linksbetween your team lineand the exampl esthat you useto support it. Rebuttal should aso
be organised in the same way. Attack each of the opponent’s arguments in turn. Spend a little while on
each and thn move on to the next. That way, the opponent’s case is completey demolished.

Delivery

Ddivery ishow you present what you say. Therearevariousaspects of ddlivery that you need to beaware
of. Hereare sometips

EyeContact
Look intheeyes of your opponentsasyou present your views. Thishel psyou to hold their attention.
Voice

There are many thingsyou can do with your voiceto makeit effective. Usevolume, pitch and speed to
emphasise the important points in your speech. Asudden, loud burst will grab your audience’s attention.

Gestures

Yoiur body isatool for you to use. Make deliberate use of gestureswith confidence. If you aregoingto
stand still, stand with confidence. Don’t let your body apologise for your presence, by appearing nervous.
Useyour whole personality to create an impact and persuadethe audience.
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Enunciation

Speak clearly, carefully and dowly, sothat impact iseffective. Learnto differentiate the pronunciation of
some words like “diseased” and “deceased”.

Clarity

Avoid the use of termswhich can beinterpreted differently by different speakers. In adebate, you are
talking to peoplewho substantialy disagreewith you and they arelikely to interpret you wholedifferently
tosuit their convenience,

The Outcome of a Debate

The outcome of adebate can be decided by voting or by an eva uator (judges, monitor) or by acombina-
tion of these. An eval uation sheet which can beused for thisisgiven bel ow.

Evaluation shest

This evaluation sheet could be used for assessing a debater’s overall performance. THis gives the debater
feedback on his’her main strengths and weaknesses.

Debater’s Name: Date:
Scoring: Circleappropriate numbersfrom 1to 10 (highest scoreis 10)

Content

(rangeof ideas, roganisation etc.)
Rebuttal

(Criticising opponent’'s argument)
Clarity of expression
(Pronunciation, pace etc...)
Delivery

(Gestures, voice, pauses etc)
Language ability

(Correctness, appropriateness etc...)

12345678910

12345678910

12345678910

12345678910

12345678910

Score (our of 50):

Topic For Debates

Most debates are conducted onissuesof current importance. Soit isagood ideafor you to keep yourself
informed about what is happeningin theworld around you. Watching news programmes hel ps, asdoes
reading agood paper or magazine.

Brain drain must be stopped.
Daughtersare more caring than sons.
Capitd punishment must be banned.
Western cultureisspailling theyouth.
Homework should be banned.

Beauty contests do more harm than good.
Television does moreharm than good.
Naxalism can bejustified
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9. Awoman’s place is in the home.

10.  Scienceisabane.

1. Lawsare usdless.

12. Englishisthekey to success.

13.  Thereisstrengthindiversity.

14. Peace depends on war.

15. Peoplebasicaly aresdfish.

16.  Weshould bevegetarians.

17.  Wecan’t lead eco-friendly lives.

18. Petsare apest.

19. Beauty isintheeye of thebeholder.

20.  Computer gamesdo more harm than good.
21. Commercidsaretheworst aspect of TV.
22.  Cigarette advirtisementsshould be banned.
23.  CricketinIndiahastaken away the charm of other games.
24.  Sportswould be better without sponsors.
25. Itisbetter to befeared than to beloved.
26.  Alittlelearningisadangerousthing.

27.  Weshouldjudgethejudges.

28. Lawyersonly servethemselves.

29.  Justicedelayedisjusticedenied.

30. Weneedmorejacksof all trades.

31. Medicd professionisanobleprofession.
32. Printisadying medium

33. Radio hashad itsday.

34.  Weshouldstop cruelty toanimals.

35.  Weshouldn’t have reservations

36.  Tradeunionsarelosingther power.

37.  Thereisnosuchthingasajust war.

38.  Overpopulationisnot aproblem.

39.  Theworldwill endwith abang.

40. Democracy isout of itsdepth.

41. Nuclear weapons kept the peace through the Cold War.
42.  Computerswill never liveuptotheir promise.
43. Nuclear power will be our saviour.

44.  Thegovernment which governsleast isthebest.
45. Welack red leadership.

46. A poetisworthathousand scientists.

47. Politicsisthelast refuge of scoundrels

48. Itisbetter to bend than risk breaking.

49, Money iseverything.

11. PUBLIC SPEAKING

Inthisunityouwill learn:

. Theimportanceof public speaking
. Thereasonsfor thefear of public speaking
. How to overcomethefear
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Guidelines/ techniques/ strategiesof public speaking
Essentialsof public spesking

Tipsfor rehearsing your speech

Techniquesfor deliveringapublic speech

How to assess your speech

* & & ¢ o

What isPublic Speaking?
Public speakingisaform of communication inwhich aspeaker spesksto agroup of peoplewithaview of
sharing hisideas/ thoughts on atopic. The speaker might add to the knowledge of the listeners, or

influencethelr attitudes or behaviour. For instance, asaspeaker, one may hereto addressagathering at a
function, talk in acommittee meeting or announce atoast at awedding or birthday party.

I sPublic Speakingan Art or a Science?

Public speaking isboth an art and ascience. It isan art because there are somewho are born speakers.
They arealwayswilling. It isascience because one cantrain onesdlf, or betrained, to beagood speaker.
All that isrequired for someoneto be agreat speaker areafew guidelines on public speaking.
Advantagesof Public Speaking

For your career growth

Your speaking skillswill beaasset to you and to your organisation. You can useyour skillsto influence

peopleand to motivatethem to work towards certain goals. These skillsmight also beuseful ininfluencing
your clientsor customersgoals. Theseskillsmight also beuseful ininfluencing your clientsor customers.

Toimpresspeople

Public speakers is a change to impress people around you. You might be called upon to *“say a few words”
at weddings, parties, or mettings. Treat occasi ons such asthese as opportunitiesto expressyourself.

Tofeel confident about your self

Aninvitation to addressapublic gatherigisagolden opportunity for you to sall your dreamsandidess. It
isan opportunity to expressyoursdf. Self-expressionwill helpyouin many ways. It will giveyou pleasure
and happiness. It might even keep you freefrom physical and mental stress.

Fear of Public Speaking

Many peoplefed nervous, tense and anxiouswhen called upon to speak in public. They declineor refuse
invitationsto addressagathering mainly because they cannot bear the stressthey haveto undergo. There
aresevera reasonsfor thisfear of public speaking.

SageFright

Many peopl e shudder at the very thought of speaking in front of an audience, mainly because of stage
fright. You should be ableto overcomethiswith sufficient practice.

L ow self-esteem
Many feel that they don’t have the ability to impress the audience as they lack the art of speaking. Those
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who are very self-conscious al so devel op the fear of being stared at, and worry about their clothes,
appearance and looks. To solvethisproblem, start feeling positive. Have confidencein your ability to
communicateyour thoughts and dress appropriately for the occasion.

Fear of regection

This is the fear of making a fool of yourself when you don’t have many great ideas to share with your
audience. You may evenworry that your listenerswill disapprove of you, criticiseyou or evenwalk outin
themiddleof your speech. You can overcomethefear of rejection by collecting afew interesting pointsto
speak on the occasion. Remember that you will just haveto go out there, ready with afew key points
relatd to the topic, and “be yourself”. Everything else will fall into place. It might be a little tough in the
beginning, but, after awhile, you’ll become a successful speaker.

Fear of theunkown

Many people haveth fear of speakinginfront of srangers. You can overcomethis problem by focusing
more on your message than your audience. Be prepared to feel foolish, awvkward and nervouswhileyou
arelearningto speak in front of strangers. The more you practisein public, them ore confident you be-
come. So make use of the opportunities to speak in public. Remember, while you are learning you don’t
haveto be perfect, just use those occasionsas|earning opportunities.

Dealingwith fear

Itisgenerally felt that we actually need adegree of nervousness. Most speakerstestify to thevaueof a
certain degreof anxiety beforean important occasion, asthismay providethe adrenainetha will helpyou
soundinteresting and engaging.

Fear givesyou energy

A littlebit of fear actudly facilitatesyour perforamance. Thiswill hel pyouto get pumped up with emotion
and stay activeon stage. The nervousnesshasto beturned into positive energy.

Fear showsyour respect for theaudience

Fear showsthat you take yoiur audience serioudy and your attitudeisnot carel essor overconfident.

Being silent about fear isbetter

If you experience fear, don’t talk about this to your audience. Instead, keep it to yourself.

Concentrate on the message

Youwill beableto overcomefear by focusing your attention on the message you wish to convey.

TheRight Approach to Public Speaking

Hereareafew guideinesthat will hel p you devel op theright attitudetowards public speaking
Think of it asachallange

Onceyou view public speaking asachallangeit would be easy for you to succeed. Bdieveinyour
skillsandfine-tunethem. 150



Have confidencein your own skills

Don’t be under the wrong impression that you have to be extraordinary to be able to speak in
public. You just need to beclear about your skills, which will help you speak well. Try to develop
skillsby observing other public speakersand a so by making use of al the opportunities.

You cannot impressall

You cannot impresseach and every member of your audience, whenever you speak in public.
Remember that you cannot get everyonein the audienceto approve of you.

Tell yourself that it isgoing to be OK

Don’t entertain negative thoughts like “I won’t be able to impress people”, “My audience may turn
hostile, get up and leave”. Fortunately, things like these don’t happen. Even if they happen, you
should be prepared to learn from these.

You don’t have to control the behaviour of your audience

Don’t be unduly worried by how your audience is behaving. As long as they don’t deliberately
disturb you, you should try not to control their behaviour.

Your audience doesn’t expect you to fail

Remember that just likeyou most of your audience areafraid of public speaking too. They will
empathisewithyou rather than takedelight inyour fear! You just need to concentrate on preparing
well and doing your best.

Learningtospeak in publicisalifelong process

One never becomes a “perfect” speaker. Becoming skilled at public speaking is a lifelong process.
Don’t think that ability to speak in public is a gift. Instead, you must think of it as a skill that can be
learned. Confidenceand preparation arethe only keysto becoming agreat speaker. Grab al the
opportunitiesyou get to speak!

Resolve to become a great speaker

If you have made up your mind to become asuccessful speaker, you will succeed, provided you
make consious and consistent effort to reach that god . Direct your energiestowardsthegoa.
Think positively, makeyour best efforts, preparewell, beoptimistic, practicewell and you are
bound to be abrilliant speaker.

Persevere

Experience builds confidence. This is the key to effective speaking. Don’t let your imagination and
fancy runriot and avoid self-consciousnessand fear of public speaking. Takefailuresinyour
stride. Try again and again and you are bound to be successful in your endeavours.

You can overcomethephobia

Your phobiaof public speaking can be overcome by defining the exact nature and source of that
fear. Indulge in positive self-talk like: ““I can give a good speach and I will”” and “I have something
to say and I must share it.” This can be done before the actual public speaking. Gradually, this will
help youin caming your nervesand will giveyou the required self-confidence.

Visualise your success

Visualisetense situations, momentsof fear and stress, and experiencethem for afew seconds.
Andthenrelax andfed light.

Check your progress

Usechecklistsliketheone provided inthisunit to assessyour skills. Aspublic speakingisaskill
that needsto be developed over aperiod of time, checking your progress preiodically on your
own andwith thehelp of othersisessentia. Thiswill help you achieveyour god.

Sudy and observe other speakers

To again confidencein public speaking, study the speeches, discoursesand talksddlivered by
famous oratorsand personditieslike Swami Vivekananda, Jawaharld Nehru, Abraham Lincoln
and Martin Luther King. Attend thelecturesand talks of well-known speskerswhenever you have
such an opportunity. Watch lively discussionsand inspiring talkson television. They can be of
much help, andwill giveyou guidenceandtrainingintheinitia stages. They will eventudly helpyou
devel op your owndistinct style of delivery. 150



Essentials of an Effective Speech

” Preparewd|
Preparation isthekey to asuccessful speech. Devote asmuchtimeasyou canfor preparation and
rehearseasmany timesasyou can. Gather alot of information about your topic. Identify themain
points and make notes. Organise them systematically. Learn how to say what you want to say.
Use examples and per sonal experiences
You haveto make surethat your exampleshelp to emphasi se or support your point. By including
apersond experienceand relating it to your speech content, you will make surethat the audience
will connect with you. Using your persona experience can a so help your audienceto connect
emotionaly with that you are speaking about.
Usehumour sparingly
Having asenseof humour isan adantage. But seetoit that it appropriate and not heavy. Avoid
making fun of others.
Surpriseor shock your audience
To make your speech memorabl e you can surprise or shock your audience with your storiesor
pointsof information
Makeit purposeful
Get your audienceto understand the purpose behind your speech. For example, you might end a
speech on living an eco-friendly life by saying. “All that I’ve been trying to highlight is the need to
live in tune with Nature.”

Techniquesof Delivery

Ddlivery referesto how you say what you want to say. To be an effective speaker you must learn to adapt
to different environmentsand audience. Hereareafew tipsto help you with your delivery.

Be active and energetic
You must bevibrant and vivacious. You must not stand like astatue on the stage. Instead you must
be moving around actively. Don’t just stand behind the podium all the timie. You can move a step
away to make apoint and astep forward (towardsyour audience) while asking the audienceto
respond.
Use gestures
Gestures are movementsthat you makewith your hands, your head or your faceto show a
particular feding/intention/ meaning. Do use gestures, but keep thefollowingin mind:
” Do not makeyour gestures predictable.
Do not repeat one gesture too often.
Do not use gestureswhen no purposeis served.
Learnto useyour handsto makeyour speech effective. Keep your handsat your sideswhen not
using gestures. You may even hold apenif you fed you arenot sureof what to do with your hands.
Don’twring or rub your hands together nervously.
Don’t put your hands in your pockets.
Facial expressions convey a lot as you speak. Don’t look too serious when talking about some
thing that isfunny. Theremust bearight match between what you say and what your face shows.
If there isamismatch youwill looseyour credibility. Nod your head occasiondly, but do not
shakeyour head violently. To agree, nod your head up and down and to disagree nod your head
sideways. Let therebe no confusion.
Use pauses effectively
Do not beafraidtolet silencerulefor awhile. Pauseoccasionally for effect.
Vary your tone
Bringin variety into your voice. Slow down to makeadramatic point and speed up to show
excitement. Develop effective control of rate, inflection, pitch, volume, quality and articulaion.



Make eye contact
Look at the audience as you speak. Don’t ignore a section of your audience and don’t give
importance only to aparticular section.
Regulateyour breath
Practise deep breathing. Pausefor awhileand take adeep breath after you have spokenfor along
time. Make surethat your stomach bulgeswhen you breathein and goes down when you breathe
Out.
Rehear sal Techniques
Do rehearseyour speech. You can makeagood impression if you have sufficient practice. Underand that
itisessential for you to rehearse even after you have become an accomplished speaker. Hereareafew
tipsto help you rehearse your speech effectively.
) Visualiseyour speech
Visudliseyoursalf making aspeech. Thebdief isthat if you pictureyoursaf making an effective
speech, you might actualy beabletodoitinredlity.
Rehearsein front of an audience and seek feedback
You might spesk infront of amirror, your friendsor family members. Ask your friendsto give
feedback onyour speech. Incorporatether useful suggestionsand rehearseagain. Continuedoing
thisuntil your friendsand you are satisfied with your performance.
Rehear se the whole speech
You may haveidentified different sectionsin your speech which need practise but you must learn
to rehearsethe speech asawhole. Thiswill giveyou aclear ideaabout how much timethewhole
speech will takeand how best you canlink the different partsinto awhole.
Simulatethe situation as closely aspossible
Createartificdly, theenvironment and setting for the occasion. For ingtance, if you aregoingtouse
alectern/ podium for your speech, make surethat you use alectern whileyou practise.
Make notes on your speech
You can record your speech asyou apractising. Listento and/ or watch your performanceand
make notes. Usethe notesto perfect your content and delivery. And also, note down thethings
you did well and the aspectsin which you need toimprove.
Rehear se often
You must rehearse often. Remember, the moreyou rehearse, the better your real performance
gets.

Evaluation Sheet
This evaluation sheet could be used for assessing a speaker’s overall performance. This gives the speaker
feedback on hismain strengths and weaknesses.

Speaker’s name: Date:
Scoring: Circleappropriate numbersfrom 1to 10 (highest scoreis 10)

Physical performance

(energy, movements on the stage etc..)
Content

(range of ideas, organization etc....)
Clarity of expression

(pronunciation, pace etc...)

Delivery
(gestures, voice, pauses etc....)
Language ability

(correctness, appropriateness etc...)

12345678910

12345678910

12345678910

12345678910

12345678910

Score (out of 50):
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