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MODULEINTRODUCTION

Course has three Modules. Under this theme we have
covered the following topics:

Module 1 Basic Grammar and Writing Skills
Module 2 Business Communication

Module 3 Reading and Speaking Skills

These themes are dealt with through the introduction of students to the
foundational concepts and practices of effective management. The structure of
the MODULES includes these skills, along with practical questions and

MCQs. The MCQs are designed to help youthinkabout the topic of the
particular MODULE.

We suggest that you complete all the activities in the modules, even those

that you find relatively easy. This will reinforce your earlier learning.
We hope you enjoy the MODULE.

If you have any problems or queries, please contact us:

School of Management Studies & Research,
MATS University

Aarang — Kharora, Highway, Arang, Chhattisgarh 493441
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MODULE 1 BASIC GRAMMAR AND WRITING SKILLS

Unit 1: Basic Grammar
Unit 2:  Comprehension Skills
Unit 3:  Writing Skills
UNIT 1: BASIC GRAMMAR

a) Noun

One of the basic parts of speech in languages, a word that describes a person,
place, object, or concept. It can be helpful in making the sentences detailed
and clear in expression. Nouns give density to the message we want to
convey. In English grammar, there are different classes of nouns that take on
grammatical functions, such as being the subject of a verb, the object of a verb
or preposition, or even as a complement that renames or describes another
noun. For example, with the sentence, “The teacher explains the lesson,” both
teacher and lesson are nouns, but teacher is the subject whereas lesson is the
object. Related Questions Name of Subject: English Name of topic: Nouns
Explanation: Nouns are important in forming grammatically correct
sentences. Nouns structure and add meaning to our language because they
name and classify the world. In addition to this, nouns enable to make
compound and complex sentences by establishing the correlation between
different ideas. Nouns are found in both the spoken or written language used

to shape thoughts and feelings; thus, becoming an inseparable grammar.

Types of Nouns

A noun is categorized as a particular type of word according to its role and
function. They help in recognizing the part played by nouns in various

situations and their role in forming sentences.

Common Nouns: Common nouns are used to name general, non-specific
things, in contrast to specific people or locations. These are taken with
lowercase letters except when at the start of a sentence. They assist in least

grouping things, individuals, and spots into expansive gatherings. In the
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sentence "The dog is barking loudly," the subject dog is a common noun in
this case, because it does not refer to a specific dog. Some examples of
common nouns are city, river, book, teacher and car. These are commonly
used nouns in daily conversations and writing, so they form a significant part

of any language.

Proper Nouns: These are used for naming a particular person, place, or thing,
always starting with a capital letter. Unlike common nouns, they refer to only
one specific thing. For example, Shakespeare is a proper noun because it
names one specific person and writers a common noun. For example, river is a
common noun, while Amazon River is a proper noun because it refers to a
specific river. For example in the sentence "London is a beautiful city,
“London is a proper noun as it specifically refers to the city named London.
Names help to uniquely identify specific entities and are vital for clarity in

communication.

Concrete Nouns: Concrete nouns are nouns which denote objects of the five
senses: sight, touch, hearing, taste, and smell. That means you are singular but
you can be plural as well. Concrete nouns are those which can be seen,
touched, or heard, such as apple, chair, music, fragrance and thunder. For
example: In the sentence "The apple is red and juicy," apple is a concrete
noun because it is something which can be physically seen and tasted. That is
why concrete nouns are so important if we can use nouns to describe the

things in the world, we can make language more descriptive and expressive.

Abstract Noun: An abstract noun is a name of a thing that cannot be
perceived through any of the five senses. They are abstract nouns: love,
courage, liberty, justice, happiness. Abstract nouns, as opposed to concrete
nouns, cannot be perceived through the five senses, and they are critical in
conveying thoughts and emotions. An example would be in the sentence
"Love is a powerful emotion, “love is an abstract noun as it is an emotion that
cannot be touched or seen. Abstract nouns enable speakers and writers to
engage in philosophical, emotional, and conceptual ideas, and thus are vital

for meaningful conversations and literary expressions.
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Collective Nouns: These are nouns that refer to a group of people, animals or
a collection of things which are regarded as a single unit. They are nouns that
aid in succinctly describing conglomerates. For example, team, flock,
audience, committee and family. Composite noun is a noun that describes a
group by then the following sentence "The flock of birds flew south for the
winter." Likewise, “The committee will decide tomorrow” treats committee as
one of those collective nouns that describe a working group. Instead of
referring to multiple anaphora with their individual names, you use some

noun to refer to them all at once.

Countable Nouns: Countable nouns are those which are countable and can
have singular and plural forms. They can be used with numbers and with
articles like a, an and the. Car (1 car, 2 cars), book (1 book, many books), and
chair (1 chair, 5 chairs) are examples. The word books is a countable noun in
the sentence “She bought three books from the store” because it describes a
number of items. Countable nouns are used to assign a specific number to

things, meaning they are useful for talking about numbers and quantity.

Uncountable Nouns: Uncountable nouns are substances or abstract concepts
that cannot be counted one by one. They are not pluralized and are used with
some, much, a lot of, and a little rather than numbers. Water, sand,
information, advice, happiness, etc. For example: In the sentence “He gave me
useful advice on my project” advice is an uncountable noun; it is no possible
to count advice, it is not separable, hence uncountable. This are the nouns you

need to describe materials, emotions, or things that cannot be counted.
Noun Functions in Sentences

Nouns serve many purposes in sentences, so they are an important part of
sentence structure. The grammatical function is defined by their position in a
sentence. A noun can be a subject of the sentence, which is the part that does
the action. Usually a noun, pronoun, or other subjects, e.g.; The cat sleeps all
day (the subject here is cat, as cat is doing the noun sleeping in this context).

The verb is the action that the subject is performing.

Objects: Nouns can also be objects, which means they receive the verb's

action. In the sentence "She reads a book every night," book is the object as it
7
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receives the action of reading. Direct and indirect objects help complete a

verb's meaning by indicating that a tangent of action is taking place.

Prepositional phrase: The grammatical structure of a preposition and its
corresponding object. For instance, in “He is at the park,” park is the object of
the preposition at. This is also used to provide further details about a subject/

action in a sentence.

The Possessive Form: Nouns are in the possessive case by adding an
apostrophe and s ('s) or just an apostrophe (') when they are plural. This form
indicates possession or belonging. For instance, in the sentence “This is
John’s hat,”John’s shows that the hat is owned by John. In this way,
possessive nouns clarify the relationship between objects and people, which

makes sentences more precise.

Nouns are one of the fundamentals of any language; they are used to name
and label things we see in our environment. Nouns can be classified into
different types such as common noun, proper noun, concrete noun, abstract
noun, collective noun, countable noun and uncountable nouns depending on
their functions in communication. In addition to naming people, places, and
things, however, nouns also function in sentences as subjects, objects,
possessive forms, and objects of prepositions, and they therefore perform vital
grammatical functions. Knowledge of nouns helps you write and talk better.
Nouns are the words that describe people, places, things, and ideas and while
they describe tangible objects, they are also used to describe ideas, they’re the

backbone of every single sentence, it’s how meaning is conveyed.
b) Pronoun

A pronoun is a word that takes the place of a noun in a sentence, to eliminate
unnecessary repetition, which makes communication smoother and more
effective. Pronouns help to avoid making sentences long-winded and
redundant. So instead of saying, “Rahul went to Rahul’s house because
Rahul’s house is near Rahul’s office” one can say, “Rahul went to his house
because it is near his office.” Not just avoids any redundancy but even
improves the readability and fluency. Pronouns function as fundamental tools

in oral and written forms, enabling coherence and fluidity in text. Since they
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are both an essential part of sentence structure, since they serve different
grammatical purposes depending on what type of noun you have and where it

is located in a sentence.
Types of Pronouns

Personal Pronouns: They are used to refer to specific people or things. They
are divided into the subjective case and the objective case. The subjective
case pronouns (I, you, he, she, it, we, they) act as the subject in a sentence,
which means they do the action. The pronoun "she™ here is a personal
pronoun in the subjective case since it is functioning as a subject in the
sentence, as an example. On the contrary, the objective case pronouns () work
as the object of a verb or preposition. So, in the sentence "Give it to them,"
the pronoun "them" is objective case because it is undergoing the action of
the verb "give." Knowing the difference between these cases is essential for

building grammatical correct sentences.

Possessive Pronouns: That is why possessive pronouns as a category of
words help avoid ambiguity by replacing nouns without repetition. We
classify them into dependent (weak) forms and independent (strong) forms.
The dependent possessive pronouns (my, your, his, her, its, our, their) are
adjectival and require a noun afterwards. For example, in the sentence “This
is my book,” the word “my” is a modifier that tells us more about the noun
“book,” showing ownership. Independent possessive pronouns (mine, yours,
his, hers, ours, theirs), on the other hand, do not need a noun; they stand
alone. For instance, the sentence "The choice is yours" is more concise,
because it replaces the noun phrase yours with the pronoun, making the
sentence easier to read. Your possessive pronouns save you from repeating

information in sentences.
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Figure 1.1: Types of Pronouns

Reflexive Pronouns: Reflexive pronouns are used when the subject and
object of a sentence are the same. They have a focus on a Subject doing
something to Him Herself. The reflexive pronouns are myself, yourself, his
self, hr self, its self, our self, yourself, their self. For instance, in "She taught
herself to play the piano,” the pronoun "herself" is a reflexive pronoun that
refers back to the subject of the previous clause, "she,” which means that she
is the doer and receiver of the action of learning to play the piano. Therefore,
reflexive pronouns are added for emphasis and they tend to clarify whether or
not you are doing something on you/her/himself, especially to avoid any

ambiguity within the sentences.

Demonstrative Pronouns: These pronouns refer to particular people,
objects, or ideas while separating them from others. They include this, that,
these and those. This choice between the forms of the demonstrative pronoun
depends on both numbers, singular or plural, and distance, relative to where
the speaker is located. This (singular) and these (plural) point to objects that
are nearby, while that (singular) and those (plural) indicate objects that are
more distant. For example, “These are my favorite shoes” uses the word
“these” to show that the shoes are close. They serve as a synonym for nouns
and will make it clear to the audience what exactly they are referring to, |

mean in which thing the listener may be looking at.
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Interrogative Pronouns: make use of interrogative pronouns to ask for
information. The primary interrogative pronouns are who, whom, whose,
which, what. Who is used for asking about a subject, whereas whom is used
for asking about an object. For instance, “Who is banging on the door?”
interrogative asks about the subject doing the action, while “Whom did you
invite?” The Verizon has a number of actions to complete. Whose. Adjective:
Whose is used to ask about possession, as in “Whose bag is this?” Which is
used to inquire about a choice between options, such as "Which dress do you
prefer?” For general inquiries, as in “What is your favorite food?”” The usage
of interrogative pronouns is vital in the sentence as these pronouns help in

extracting information or appropriately framing a question.

Relative Pronouns: Relative pronouns are used to introduce dependent
(relative) clauses that give more information about a noun. Some common
relative pronouns are who, whom, whose, which, that. These pronouns link
clauses in a sentence, and form complex sentence structures. In the example”
The book that you lent me was fascinating” the pronoun “that” tells us some
more about the book. Likewise, in “The artist who painted this is renowned,”
the pronoun “who” refers to “the artist” and between the two ideas flows
neatly. Writing uses relative pronouns to write complex sentences and

maintain coherence.

Indefinite Pronouns: Indefinite pronouns point to an unspecified person,
place, or thing. Some examples are someone, anyone, everyone, nobody,
nothing, each, few, many, several. Indefinite pronouns differ from personal
pronouns, which reference specific entities, in that they are acerola and
semantic. Smaller scale from the root in construction methods to a certain
extent, you have used these vague pronouns and phrases. The same is the case
with "Someone left their umbrella in the office," here, the pronoun "someone"
did not refer to a certain individual. Indefinite pronouns can come in handy for
general statements and discussions when identifying a specific individual is

not necessary.
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They ask to give the answer.

Both the type of pronouns and their position in the sentence indicate whether
they play a different function. A subject pronoun serves as the subject, the one
doing the action, as in “They are here.” An object pronoun gets the action, as
in “I saw him yesterday.” A possessive pronoun indicates possession as in “Is
this yours?” Reflexive pronouns refer back to the subject, as in “She prepared
herself for the interview.” Demonstrative pronouns point to an object, as in
“This is my favorite song. Interrogative pronouns are used for questioning,
like “What is your name?” Relative pronouns create dependent clauses, as in
the sentence “The artist who painted this is famous.” And finally: indefinite
pronouns refer to unspecified subjects, as in “Someone left their umbrella in

the office.

Knowing the different types and roles of pronouns, you can formulate more
coherent, interesting, and grammatically correct sentences. Using pronouns
makes it not only helps in making the sentences much more structured but
also ensures that the communication is effective and communication is not
repetitive to avoid wastage of time and helps in avoiding repetition and helps

in making the communication more effective and understandable.
c) Adjective

This is a one-word modifier that adds someone inquiring what they wanted to
know about quantity, quality, shape, or type. They exist to add complexity and
a deeper meaning to the language, allowing humans to communicate in a
much more clear, specific, and interesting way. If we did not have adjectives
descriptions would all be bland and boring. For instance, instead of saying, "I
own a car,” you say, "I own a red, fast car,” which is richer information.
Descriptive words create mental pictures by describing things like size, color,

shape, age, and origin.
Types of Adjectives

Descriptive Adjectives Descriptive adjectives give more information about
the qualities, characteristics, or states of being of the noun. These are

"descriptive" adjectives that answer the question, “What (kind)?” and assist in

12
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painting a more vivid picture in the reader’s or listener’s mind. These are
adjectives, such as happy, sad, tall, small, blue, bright, cold, and soft. A
descriptive word, for example in "The sky is blue and clear” the word "blue"
indicates the color of the sky and adds expression to the sentence. Imagine

communicating without descriptive adjectives!

Quantitative Adjectives: Quantitative adjectives show how much or how
many nouns there are. They respond to the question of “How much?” or
"How many?" Some, much, little, enough, all, no, many, several are some
examples. These adjectives are used to show the number of objects in a
sentence. Many friends In this example, many specifies how many friends she
has. In the same way, the phrase "There is little water left in the bottle,” the
word "little" shows how much water is left. Essential in Everyday Language

in Numbers and Measurements Quantitative Adjectives

Quantitative
(some, little)
SR -
Demonstrative Possessive
(this, that) ’ Types \ (my, our)
of
Interrogative Adjectives ’ Qualitative
(who, what) (honest, pretty)
<
Number
(one, first)

Figure 1.2: Types of Adjectives

Demonstrative adjectives: demonstrate which nouns they refer to and
uniquely identify one item compared to other similar items. They reply to the
question of “Which one?” and writing words including this, that, these, and
those. The demonstrative adjectives used depends both on distance and
number of the nouns being referred to. For instance, in “I like this book better
than that one,” “this” is used to describe a book that is nearby and “that” is
used to describe a book that is further away. Similarly, “These shoes are more
comfortable than those,” with “these” referencing shoes near the speaker and
“those” denoting shoes further away. Demonstrative adjectives help keep

things clear by identifying specific objects.
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Possessive Adjectives: Possessive adjectives show ownership or possession
and answer the question “Whose? These are my, your, his, her, its, our, and
there. They always come before a noun and demonstrate who possesses or is
related to something. For example, if we read "Her car is new," the word
"her" specifies that it is a particular (the person who owns it) car. In the same
way, “Our school is organizing a competition,” Here “our” means that the
school is not only for the person but also for few others. Possessive adjectives

specify to whom an object or person belongs.

Interrogative Adjectives: - Interrogative adjectives are used to ask questions
and modify a noun by providing information about it. They are: which, what,
and whose. These adjectives can frame direct and indirect questions that
inquire about specific information. For example: “Which dress are you
wearing?” requires action, and “What movie do you want to watch?”
inquiries about a preference. Same, “Whose book is this?” asks about
ownership. Interrogative adjectives give a dynamic and enhanced experience

to the conversations.

Distributive Adjectives: Distributive adjectives are those adjectives that refer
to each and every member of a group separately. They are each, every, either,
and neither. This adjective helps indicate particular attention in a group. For
example, in the sentence "Each student must submit their assignment,” the
word "each" draws attention to the fact that every student has their own
individual responsibility. Likewise, "Both are not suitable for me,” meaning
no option from two options is preferable. Distributive adjectives prevent

ambiguity in statements related to groups or multiple selections.

Functional adjectives: referces’ adjectives that come from proper names and
that characterize something in a relation of otherness to a specific person,
location or culture. Such adjectives are always capitalized and include:
American, French, Shakespearean, Victorian, Indian, etc. In the example "She
loves Italian cuisine," the word "Italian™ is related to Italy and indicates a type
of cuisine belonging to the country. Likewise, in “He appreciates

Shakespearean drama,” “Shakespearean” describes drama reflecting

14
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Shakespeare’s influence. They provide cultural, historical, or geographical

context to a description.

Predicate Adjectives: Predicate adjectives follow linking verbs and describe
the subject, providing more information about the state or condition of the
noun. These descriptive adjectives give more specific information about a
noun. Examples are well known, high speed, part time, open minded, three-
year-old, etc. Likewise, “She bought a high-speed internet plan,” where
“high-speed” describes the quality of the internet. Using multiple adjectives

correctly helps avoid interpretations.

Forms of Adjectives: Degrees of Comparison adjectives can take different
forms to indicate degrees of comparison, helping to express differences

between things.

Positive Degree: The base form of an adjective, used when no comparison is

made. Example: "She is smart."”

Comparative Degree: Used when comparing two things, typically by adding
"-er" to the adjective or using "more" before it. Example: "She is smarter than

her brother."

Superlative Degree: Used when comparing three or more things, often
formed by adding "-est” to the adjective or using "most” before it. Example:

"She is the smartest in the class.”
These forms help in making comparisons and adding emphasis in sentences.

Usage of Adjectives in Sentences: Adjectives can appear in different
positions within a sentence: Attributive Position- When the adjective is placed
before the noun it modifies. Example: "The red apple is sweet. “Predicative
Position-When the adjective comes after a linking verb and describes the

subject. Example: "The apple is red."
Order of Adjectives in a Sentence

When multiple adjectives describe a single noun, they generally follow a

specific order to maintain natural flow and clarity:

1. Quantity or Number (two, several)
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2. Quality or Opinion (beautiful, ugly)
3. Size (large, tiny)

4. Age (old, young)

5. Shape (round, square)

6. Color (red, blue)

7. Origin (American, Indian)

8. Material (wooden, metal)

9. Purpose (sleeping as in sleeping bag)

For example: "She bought two beautiful large old round red Italian wooden
dining tables.”

d) Verb

Importance Verb is one of the important parts of speech. It is the engine of a
sentence what the subject does, what the subject feels, if the subject is. The
three main kinds of verbs based on their use. Action verbs indicate actions,
whether they are physical or mental, occurring via the subject, as in She runs
every morning, in which “runs” shows physical action. State-of-being verbs
known as linking verbs express existence or conditions rather than actions, as
in He is happy in which the word is connects the subject to a state of being.
Finally, we have occurrence verbs, which describe events or processes that
happen It happens every year ‘“Happens” in this context means something
does something regularly. They are learned from data, any questions related

to it?
Types of Verbs

Verbs are the key parts of a sentence. They can have different meanings
depending on the way you use them. They can be used to describe actions, and
possible states or events, or even aid in constructing the grammatical

structures. Here are verbs types with their explanations and examples.

Action Verbs: Action Verbs are verbs that show the physical or mental action

performed by the subject of a sentence. They tell us what a person, animal or
16
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object is doing at the moment. These actions are of two types physical and
mental. Physical Action Verbs- These verbs express action of the body. For
example, run, jump, write, eat, dance. Example: She wrote a letter. (The verb
was “wrote,” and it describes the physical act of writing.) Mental Action
\erbs These verbs reflect mental processes, but not physical actions. This is a
pretty big list, but it includes think, believe, remember, understand. For
example: He is a believer in hard work. (Here the verb “believes” expresses a

mental state rather than a physical action.)

Linking Verbs: Linking verbs are a bit different than action verbs, as linking
verbs do not show an action but link the subject to a subject complement, or a
word that describes or renames the subject. Linking verbs are: be (am, is, are,
was, were), seem, become, appear, feel, look, sound, smell, and taste. These
are verbs of being, not doing. Example: She is a doctor. (The verb “is”
connecting “she” and “doctor,” suggesting her identity rather than an action.),
The soup tastes delicious. (The verb “tastes” links “soup” and “delicious,”

describing a state of being a sensory state rather than an action.)

Helping (Auxiliary) Verbs: These verbs help the main verbs to construct
another grammatical structure like tenses, voices, and moods. The most
frequently used helping verbs are be, have, and do. Modal verbs (such as can,
must, and should) are also helping verbs, but with a specific purpose for
possibility, necessity, or permission. Example: She is studying. (“helps form
the present continuous tense along with “studying.”, He has completed his
work. (The verb “has” is one of the auxiliary verbs that forms the present

perfect tense with “completed.”)

Transitive and Intransitive Verbs: A more specific classification has to do
with whether a verb requires a direct object to complete its meaning.
Transitive Verbs- These verbs call for a direct object an object receiving the
action. Example: She reads a book. (“Reads” is a transitive verb, and “book”
is the direct object of that verb it is the thing being read.) Example
Intransitive Verbs- When there is no authority or direct object (receiver in an
action) involved. Try: She sleeps soundly. (The verb “sleeps” does not take

an object; the sentence is complete without one.)
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Auxiliary Verbs: The type of auxiliary verbs that indicate the ability to do
something, permission to do something, necessity or possibility of something
are called modal verbs. Some of the common modal verbs are can, could,
may, might, must, shall, should, will, would. These verbs alter the meaning of
the main verb to convey various degrees of certainty or necessity. For
example: You have to wear a seatbelt. (The verb “must” express a necessity
or obligation.), She can swim. (The verb form “can” express an ability.), We
might go to the party. (Here the verb “might” express possibility.) By
knowing these various types of verbs, you can form clearer and more
powerful sentences. Each of them has a different grammatical function and
contributes something to the depth of a sentence.

Forms of Verbs

Verbs change form based on tense, grammar, and sentence structure. These
changes are how a verb is able to show the timing of an action, as well as its
relationship to other events in a sentence. The verbs have four forms, and

each has its own function of the communication.

Infinitive form: The simplest and most basic version of a verb is its base
form, or infinitive form. This is the unmodified, plain root word. This is the
form found in dictionary entries, and with what is basically the meaning of the
infinitive form (e.g. ‘to run’, ‘to eat’, ‘to write’) it is most often used with the
word ‘to’ or similar in front of it. Examples of base verbs are run, eat, write,
and play. These words are the basis for the other forms of the verb that are, of

course, modified by tense and sentence structure.

Past simple form: The simple past form of a verb describes actions or events
completed in the past. It usually includes adding "-ed" to the base verb (for
regular verb) or entirely changing the word (for irregular verb). For instance,
the past form of play is played (adding ed, as per the normal conventions for
regular verbs), while the past form of run is ran (which is an example of an
irregular form). So the journalistic past simple of eat is ate, and of write it's
wrote. This structure is required when we talk about some activity, which was

taking place at some time in the past.
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Past participle form: It is used massively in perfect tenses and passive voice.
This form is often the same as the simple past form for regular verbs, but the
simple past and past participle often take different forms for many irregular
verbs. For example, the past participle form of play is played, the same as the
past simple (tenses) form; however, the past participle of run is run, different
from the past simple form ran. In the same way, eat becomes eaten, and write
becomes written in the past participle form. This is the form that is used in
constructions such as “She has written a letter” (present perfect) or “The book

was written by the author” (passive voice).

The present participle form (gerund, continuous form) To make the present
participle form, just add "-ing" to the base verb. This is indispensable for
progressive (continuous) tenses and gerunds words that act as nouns. The
examples include: Running, eating, writing, playing, etc. The same goes for
continuous tenses, which describe an action in progress, like in "She is
running in the park™ (present continuous tense) or "They were playing
football” (past continuous tense). This means when used as a gerund a verb is
converted to be a noun, as in “Swimming is my favorite hobby” or “Writing

improves creativity.”

Make sure to practice the different verb types, because they are important for
creating well-structured sentences and conveying time, action and

grammatical relationships in writing and speech.
Verb Tenses

We use different verb tenses to communicate when something has occurred.
They assist in determining if something happens past, present or future.
According to the most basic grammar rules, there are three less noun tenses
of verbs — present, past, and future — and each divided further into four tenses

— simple, continuous, perfect, and perfect continuous.

Present Tenses: This article made in 2023, but the tensed are your story
written in the past while the Present tenses are in present form. We use the
simple present tense for general facts, habitual actions, and scheduled events;
The sun rises in the east, for instance, states a universal truth. The present

continuous tense is for actions that are ongoing (happening in the same time
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frame as speakers are using language, as in She is reading a book, where is
reading marks, an action is actually happening. The present perfect is used for
things that began in the past and continue, or have an effect in the present, as
in He has lived here for five years, which suggests that he is still living there.
The present perfect continuous puts together the fact that an action started in
the past and the importance in time, that is, it has been continuing, in She has

been working since morning.

Past tenses: Past tenses refer to actions that have taken place. We use the
simple past tense for actions performed at a specific time in the past for
example, they visited Paris last year, where “visited” clearly refers to an
action that was completed. The past continuous tense (also called the past
progressive tense) can express a past ongoing action, for example, He was
studying when | called. The past perfect tense describes when one past act
occurred before another, such as, she had finished her work before the
meeting, in which “had finished” happened before “the meeting.” It is used
when there is an ongoing action that occurred before another past event, for
example, they had been waiting for an hour when the train finally arrived,
where the duration of the previous action is highlighted in relation to the

train's arrival.

Future Tenses: Future tenses describe actions that are expected to take place.
The simple future tense describes events that will take place, as in She will
travel to Japan next month, where “will travel” expresses an intended action in
the future. For example, the future continuous tense describes this ongoing
future event | will be studying at 8 PM. The future perfect tense, which
describes actions that will have been completed by a certain time in the
future, as in by next year, she will have graduated, also implies a completion
or deadline. The future perfect continuous: By noon, he will have been
working for six hours. The future perfect continuous tense emphasizes the
length of an action that has been taking place leading up to a future time. So,
you must know verb tenses to convey a message accurately in spoken and
written communication as verb tenses structure the progression of actions,

clarifying the timing of actions.
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e) Adverb

An adverb is a word that modifies a verb, an adjective, another adverb, or
even a full sentence. Adverb is a word that explains when, how, where, why
or how much an action is done. Adverbial phrases like these add to the
definition of a sentence by providing more detail on whatever action is

occurring.

Adverbs of Manner: Adverbs of manner answer the question about the way
of doing something. They help you answer the question “How and usually
modify verbs. Adverbs that give details about how something is done. For
example, quickly, slowly, beautifully, badly. For example, in the sentence She
danced gracefully, the word "gracefully” describes how she danced. Likewise,

the phrase He fluently speaks in three languages brags about how he speaks.

Time adverbs: Adverbs of time show at what time the said action occurs and
answer the question “When?” They assist in specifying when an event occurs.
For example: yesterday, today, soon, later, now. For instance, in the sentence
We will meet tomorrow, the word “tomorrow" gives information about when
the meeting will take place. A different example: She arrived early, where

early tells you when she arrived.

Adverbs of Place: They tell us the location of an action and answer the
question "Where?" They usually add location information to verbs. For
instance: here, there, everywhere, nearby, outside. So, in the phrase He looked
everywhere for his keys, the adverb "everywhere" describes where he is
looking. Similarly In the sentence the children are playing outside, the word

"outside" indicates where the children are playing.

Adverbs of frequency: These adverbs state how often an action occurs and
answer the question “How often?” They help convey the frequency of an
event. Onerous shit: always, never, sometimes, often, rarely. For instance,
she always drinks coffee in the morning indicates a habitual action, while He

rarely watches television means an infrequent action.
Exercise 11: Identify the degree of the following adverbs: Adverbs of degree

are those adverbs which tell about the degree, intensity or extent of an action,
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adjective or the other adverb. They respond to the question to what extent?
and change words to perceive degrees of severity. Some examples are: very,
too, almost, enough, quiet. Consider, for example, the sentence The movie
was very interesting, where the adverb ‘very’ intensifies the degree of interest.
Likewise, she is too tired to continue employs “too” to describe the extent of

tiredness.

Interrogative Adverbs: These adverbs are used in questions to ask time,
place, reason or manner. Some interrogative adverbs are how, when, where,
why. Example: How did you finish the project- the adverb "how" asks for
information on the way in which it is being completed. Likewise, why are you

late? uses “why” to inquire about the cause of being late.

Relative Adverbs: Relative adverbs join relative clauses with the main
sentence. Where, when, why. Commonly used relative adverbs. These
adverbs connect the extra information with the primary clause. Such as That
was the day when | met her uses when to specify a particular day. Like why

she left remains a mystery uses why to introduce a clause that states reason.

Being equipped with the knowledge of various kinds of adverb helps in
clarifying what to add in detail regarding the action, timing, location,

frequency, intensity and reason behind the actions.

Adverbs can be placed at various positions in a sentence. They can be found
at the beginning, in the middle, or at the end of a sentence. At the beginning
of a sentence, adverbs tend to create a setting or effect a pivot, as in
Yesterday, we went to the park or honestly, I don’t know the answer. When
they appear in the middle, they tend to precede the main verb, modifying its
meaning, as in She usually wakes up early or He always forgets his keys.
Finally, adverbs may appear at the end of a sentence, which are commonly
used to stress manner in which something is done, as in He spoke softly or

They arrived late.

Degree Comparison of Adverb: Just as with adjectives, we can compare
some adverbs. The positive degree is the base form, like fast, well,
beautifully, as in She runs fast. The comparative degree compares two acts,
and usually adds “-er” or “more” in front of the adverb, as faster, better, more
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beautifully, as in She runs faster than her brother. It is for most comparisons at
the absolute highest level, and you form it by adding “-est” or “most,” so

fastest, best, most beautifully, as in She runs the fastest in the team.

Frequent Errors with Adverbs: Common errors made by learners include
wrongly placing adverbs, confusing between adverbs and adjectives and using
them too often. One common mistake in this is She drives carefully the car but
it should be written She drives the car carefully. Another one involves a
misjudged part of speech, such as using an adjective when an adverb is called
for: She sings beautiful becomes She sings beautifully. Adverbs like He ran
very fast weaken writing which can definitely be better as He ran extremely
fast.

Adverb Importance: Adverbs serve as essential components for enhancing
language since they offer further explanation regarding the wverbs and
adjectives, They provide details on how descriptions are likely, respond to
questions about things related to an action, and give clarity on aspects like
intensity, frequency, and manner. Knowing their proper use is one of the keys

to effective communication in English, both written and spoken.
) Preposition

A preposition is, generally, a word used to show the relationship between a
noun or pronoun in a sentence. It indicates direction, place, time, cause,
manner, or position. Prepositions play a key role in forming meaningful
sentence as they clear communication between words or phrases. For
example, ad positions commonly show spatial relations (e.g., on the table),
time relations (e.g., before noon), and logical relations (e.g., because of the
rain). It would be quite hard to express accurate meaning in sentences without

prepositions as they add meaning and increase the coherence of a sentence.
Types of Prepositions

e Prepositions of Place: These types of prepositions describe the position
of a noun to another object. Some common examples are: in, on, at,
under, over, between, among, and behind. For instance, the preposition on

in the sentence the book is on the table defines the relative position of the
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book with respect to the table. Similarly, she stood between her parents gives

a spatial sense, that the subject is standing in between two other people.

e Prepositions of Time: They indicate the relationship of time between

events or actions. These include: before, after, during, since, at, in, on. For
example: We will meet after lunch explains the timeframe of the meeting
in relation to lunchtime. Another example, she was born in January, uses
the preposition in to denote a general time frame.

E %

Manner
“by,” "with” “in" and "on"

Time
“8t” “on” and “in”

e
3
Place *

*Under,” “above,” and "beside"

g

Purpose
“For"

Types of Isr,oposltions

Direction @ Agent

“Over,” “into,” and “away from" By’

4

Figure 1.3: Types of Prepositions

Direction or Movement Prepositions: These prepositions indicate
movement from one place to another (to, from, into, onto, out of, toward)
For instance, He is going to school shows direction towards a destination,
while She walked out of the room indicates movement away from a
location.

Prepositions of Manner, Cause and Reason: These are used to describe
the manner in which something happens, or provides reasons and causes.
These include by, with, because of and due to. Example: She cut the paper
with scissors in this case, the preposition with explains what tool was
applied. For another example, the match was canceled as a result of heavy
rain, provides the reason of the cancellation.

These prepositions express ownership or belonging (e.g., of, to, and with).
For instance, the home of my uncle is near the beach indicates possession,
The female with blue eyes is my sister states a trait pertaining to

possession.
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Mistakes on the Use of Prepositions

Prepositions are often very difficult for learners, as their use differs from one
language to another. Incorrect choice of preposition is one of the common
mistakes. For instance, they say discuss about the issue, when they should say
discuss the issue (based on the fact that about is redundant here). Married
with, too, is incorrect; the proper term is married to. Another common
mistake is using in and on interchangeably when talking about time. E.g. She
was born on January [incorrect] It should be She was born in January on is

accurate for specific dates (She was born on January 5).
Phrasal Prepositions and Prepositional Phrases

A phrasal preposition consists of two or more words functioning as a
preposition, such as because of, in spite of, according to, and in addition to.
These prepositions enhance the complexity of a sentence. For example, She
stayed inside because of the storm provides a reason using a phrasal

preposition.

A prepositional phrase is a group of words beginning with a preposition and
ending with a noun or pronoun. Examples include under the bed, at the bus
stop, and with great enthusiasm. These phrases function as adjectives or
adverbs in sentences. For instance, The book on the shelf belongs to me uses

on the shelf to describe the book's location.
Prepositions in Different Contexts

Prepositions in Formal and Informal Writing: In formal writing, the use of
prepositions should be hot to trot. Putting prepositions at the end of a
sentence (e.g., Where are you at?) This is a form often considered incorrect
in formal context, but fine for spoken English. Instead, where are you? is

preferable.

Prepositions at the End of Questions: In spoken English, questions
commonly end with prepositions (Who are you talking to?). (This is fine for

informal speech, but formal writing will prefer To whom are you talking?)
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Prepositions That Act as Part of Fixed Expressions: Other prepositions
appear in idiomatic forms of speech, as when we interact with others using
the terms interested in, good at, afraid of, and depend on. For example, we
cannot say that | am good in mathematics, we should say that | am good at

mathematics.

Phrasal Verbs: Some verbs when combined with prepositions create a
specific meaning. These are known as dependent prepositions. So, for
example, listen to music (not listen music) and approve of the plan (not

approve the plan).

Passive Voice with Prepositions: In passive structures, prepositions are
important too. Example: The novel was written by the author (correct) In the
above example, the preposition by correctly denotes the doer of action.

Likewise, He correctly means apply for to true reason.
How to Master Prepositions?

1. Reading and Listening: Exposure to well-written texts and spoken

English helps learners understand correct preposition usage naturally.

2. Practice with Exercises: Filling in blanks, rewriting sentences, and

identifying errors can strengthen understanding.

3. Memorizing Common Collocations: Learning preposition-verb and
preposition-noun combinations (interested in, angry with, rely on, afraid

of) reduces errors.

4. Using Prepositions in Sentences: Writing short essays or conversations

using different prepositions enhances fluency.

The purpose of the preposition—small but mighty words that create important
connections between parts of the sentence. Proper usage of these is crucial for
grammatically correct communication. I would recommend spending time
reading a lot, followed by listening, speaking, and writing. With practice,
students can become accurate in their use of prepositions and avoid common

pitfalls so they can communicate more fluently and persuasively in English.
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g) Articles

Articles are one of the parts of speech of English grammar which tell us about
nouns. This must be a little word or rather some words which can change the
whole meaning of the sentence. Articles are those words that specify a noun,
whether it is a definite or indefinite noun. There are three articles in English:
“a,” “an,” and “the.” You are learning about two kinds of articles: definite

and indefinite.

Definite Article: "The" The definite article "the" is employed when we speak
about a particular noun that the speaker and the listener are already familiar
with. It is used before singular and plural nouns, countable and uncountable.
For instance, “The sun rises in the east.” It is the term for the celestial object
that is common knowledge: “the sun.” For example, in the sentence "I saw
the dog in the park,” "the" implies that the speaker and the listener already
know which dog is being discussed. You tend to use the definite article before
things that are sort of unique, like "the moon,” "the Earth,” "the President."
It's also used in with proper nouns to refer to specific geographical locations
like the Himalayas or the Ganges or famous architectural structures like the
Eiffel Tower. Also, it is used in front of superlative adjectives like "the best,"”

"the tallest,” or "the most interesting."”

Indefinite Articles: "A™ and "An": Indefinite articles consist of "a" and "an,"
which are placed before singular countable nouns when mentioning something
for the first time, or when the exact identity of the noun is unknown. The
decision between “a” and “an” hinge on the first sound of the following word.

For example, we would write "a car,” "a book," and "a university" (since
"university" starts with a /ju:/ sound, which is a consonant sound). In contrast,
you would use “an” before words beginning with a vowel, like “an apple,” “an

99 €6

elephant,” “an hour” or “an honest man.” So even though “hour” and “honest”
begin with consonant letters, they begin with vowel sounds, so it should be
“an.” Indefinite articles are for when you are first introducing the item into the
conversation--as in, there is a cat in the garden. If he wanted to mention the
cat again, he would use the definite article "the": "The cat was sleeping under

atree."
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Article Omission: There are some cases when articles arenot used. For
example, we do not use articles before uncountable nouns when we talk about
it broadly: Water is necessary to live. She likes to listen to music. But if we
specify the water or music, we say “the,” as in “The water in this bottle is
cold” or “The music in this movie is beautiful.” (When plural countable
nouns are mentioned generally, articles are not used: Children love to play, not
the children love to play.) But if you were talking about a specific group of
children, you would use "the™: "The children in this classroom are very
talented.” No articles are also omitted before proper nouns names of people
("John is my friend.") and nations (“India is a diverse nation.”) unless the
name of the country contains a common noun: “the United States,” “the

United Kingdom” or “the Netherlands.”

Use Case of Articles: Usage of Articles is very important to maintain the
exact meaning in different contexts. In professional and academic writing,
articles serve to define research topics or general principles: “The theory of
relativity is widely accepted.” In newspapers, you use articles to clarify, and
"The government has introduced a new policy” implies this is the first time
the policy has been mentioned. Over in everyday conversations, articles are
there to make the distinction between general and specific: “She adopted a

dog” (any dog) vs. “She adopted the dog” (a particular dog).

The Most Common Errors When it comes to Articles: English learners

make a lot of mistakes with articles and the choice between "a," "an," and
"the." Two very common mistakes include saying | am the unique person as
oppose to saying | am unigque, and omitting the word the before unique
people. To say "Moon is bright tonight,” for example, is incorrect but "The
moon is bright tonight" is the correct version. One of the most common
mistakes is writing “a” instead of “an” before a word that starts with a vowel
sound as “a apple” instead of “an apple”. Likewise, many learners will make
the mistake of saying “an” before words that start with a silent “h,” to the
point of saying “an historic event,” which is accepted in British English, but
not in American English. Even people who speak English as a first language
express "the™ unnecessarily, as in "I love the nature” (as opposed to, "I love

nature").
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Articles are the little words that pack a punch when it comes to neatly
cleaning up communication. Proper use of “a,” “an,” and “the” tells listeners
and readers what we’re talking about. It encompasses years of mindful
adaptation of the rules governing these words, and if you realized, the
exceptions! Knowledge of these types, their differences, and the common
mistakes English learners make, can go a long way to help improve both
writing and speaking skills in English.

h) Voice

In English grammar, voice is the manner by which a verb indicates whether
the subject acts or is acted upon. It aids in forming sentences and deciding
what to highlight in those sentences. There are two all-purpose types of voice:
active voice, passive voice. Whether we emphasize the agent or the patient

will decide which one to use.

Active synonyms: In active, the subject does the action and the object
receives it. It lends itself to clarity, directness and engagement. The standard
structure of an active voice sentence is SVO (Subject-Verb-Object). Active
voice is the preferred option, because of its clarity and efficiency, in
statements, storytelling, seriatim, academic writing, and just communication

in everyday life.

For instance: The teacher taught the lesson. (Teacher: Subject, explained:
\erb, lesson: Object)

She wrote a novel. She wrote a novel (She, wrote, a novel)

And writing in active voice helps to cut words and to provide meaning in a
powerful way. It emphasizes the actor and keeps the message simple. Use
active voice The use of active voice is preferable in both professional and
academic writing as it makes the writing clearer and easier to read. but there
are times when the active voice may not be appropriate; when it is not fully
applicable, when the doer of the action is either undetermined or unimportant.

That is where passive voice would be preferable.

Passive Voice: In passive voice, the action's object becomes the subject. The

person (agent) performing the action can sometimes be left out, or it can be

29

MATS Centre for Distance and Online Education, MATS University

n‘rss,
J

UNIVERSITY

Basic Grammar
and Writing
Skills



Communicative
English

preceded with "by". In passive voice, the object takes over the subject,
resulting in the Object-Verb-Subject (OVS) structure, where the verb is
typically in the form of "to be" + past participle.

For instance: The teacher explained the lesson. Subject is the doer (the

teacher), verb is the action (was explained) and object (the lesson).
A novel was written by her. Subject: She, (Object: A novel, Verb: wrote)
Passive voice is normally used when:

The doer of the action is unknown or unimportant.: The road was repaired

yesterday. (The focus is on the road, not who repaired it.)

The focus is on the action rather than the doer.. A new policy was

introduced by the government. (The emphasis is on the policy.)

It is necessary to create a formal, impersonal tone.: The rules were changed

for better efficiency.

Scientific reports, legal reports, news reports, and other formal writing are a
few examples where passive voice is often found. These sentences emphasize
the act in itself rather than who is doing it. However, passive voice used too
much can render writing weak, indirect, and wordy. For instance, passive
voice sentences are generally less engaging than active voice ones. This is
why most writing styles encourage the use of active voice, unless there is a

particular reason passive voice is employed.

Active Vs Passive: The main difference between active and passive voice is
their structure and focus. In contrast to this, active voice focuses on the
subject performing the action and passive voice draws attention to its object or
recipient. For example, in the active voice sentence "The chef cooked a
delicious meal," the subject (chef) is doing something. In the passive version,
“A delicious meal was cooked by the chef,” the emphasis is put on the meal,
not the chef. It can also leave out the door of the action if that’s irrelevant or
unknown, as in “A delicious meal was cooked.” This shift in structure alters

modes of presentation and perception.
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When to Use Passive Voice: While active voice is typically favored for
clarity, passive voice has its place. Some use cases include scenarios where
the doer is unknown or unnecessary, as in "The window was broken last
night,” in which the focus is on the broken window itself, not on the person
who shattered it. It is also useful when the focus is on what’s being done (the
action), not the doer (the agent), as in “A new bridge was built over the river.”
In scientific and technical writing, passive voice is often employed to maintain
objectivity: “The experiment was successfully conducted.” In formal or
diplomatic language, an even better passive construction that shunts away
blame comes to the fore: Mistakes were made. Passive structures are also
regularly used in news reporting: "The government passed a new law"
becomes "A new law was passed by the government, drawing attention away

from the agents who are most responsible for the event.”

Converting Active Voice to Passive Voice: To transform an active voice

sentence into passive voice, follow these steps:

e ldentify the object, verb, and subject in the active sentence.
e Make the object the subject of the passive sentence.
e Change the verb to its passive form using "to be" + past participle.

e If necessary, mention the doer using "by."

For example, the active sentence "The mechanic repaired the car" becomes
"The car was repaired by the mechanic.” Similarly, "They are watching a
movie" changes to "A movie is being watched by them." While converting to
passive voice is straightforward, excessive use can make writing less engaging

and more complex.

Tenses in Passive Voice: Passive voice can be used in different tenses,

depending on the context. Some examples include:

e Present Simple: The mail is delivered every morning.

e Past Simple: The project was completed last week.

e Future Simple: A decision will be made soon.

e Present Continuous: The book is being read by many students.

e Past Continuous: The bridge was being repaired last month.
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o Present Perfect: The work has been finished.

Understanding how passive voice functions in various tenses ensures

grammatical accuracy and helps in using it appropriately.

When to Avoid Passive Voice: Passive voice should be used sparingly,
usually only when it would make a sentence less complex or clearer. Active
voice is better for clarity if the doer of the action is important. That is "Many
Employees attended the meeting,” not "The meeting was was attended by
many employees. Active voice is the key to maintaining a focus on the action
and its doer instead of the mere result when it comes to writing that needs to
have engagement and energy. While passive voice has its place, an
overreliance on it will render writing dry; the reader becomes a separate entity

from the prose, where it is excluded rather than engaged with.

One important aspect of grammar that impacts clarity and effectiveness in
writing is voice. Although active voice is more straightforward, more
engaging, and preferred in most contexts, passive voice serves a purpose in
formal writing, scientific reports, and when the action is more important than
the doer. A good reversal of both voices will help you in composing complete
voice sentences and improve communication. Utilizing voice effectively

ensures that writing is clear, impactful, and appropriate for various contexts.
Reported Speech

What is reported speech? Reported speech (also called indirect speech)
describes how we the words someone said without quoting their exact words.
[Exercise 1] Active voice — reported speech structure change It is used a lot in
everyday conversation, news reporting, fiction and non-fiction writing. What
the actual link: Reported speech is an important aspect of communication that
enables speakers to convey their messages accurately, as well as maintaining

coherence and coherence in conversations and written communication.

Direct & Reported Speech also known as a indentation in detail: In
reported speech, we can also use direct quotation of what someone says, and
quotation marks are used around the initial quote. For Example: She said, “I

am going to the market. In reported speech, the sentence can be expressed as:
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She said she would go to the market. (Taking note that the verb “am”
becomes “was,” and the pronoun “I” becomes “she.” Changes like this are
necessary in reported speech to change the grammatical form and reflect the

switch in narration.

Reported Speech Grammatical Changes: This involves adjusting the tense,

the pronoun, the time expressions, and the modal verbs.

Changes in Tense: Tense changes when you report what someone has written
or said, the verb tense normally shifts backwards (back shifting) if the
reporting verb is in a past tense. For example, “I am happy,” she said would be
She said that she was happy. Likewise, “He works hard,” they said becomes
They said that he worked hard. Also, future tense shifts, as in “I will call you,”
she said becoming She said that she would call me. But if the statement is
still valid or is something a universal truth that has not changed, the tense may
stay the same, as in “The sun rises in the east,” the teacher said being cited as

the teacher said that the sun rises in the east.

Changes in Pronouns: Guidelines for Conversion from Reported Speech to
Direct Speech Pronoun Exchange: Pronouns in reported speech are to be
changed in accordance with the speaker and listener perspective. For
example,” I love my dog,” she said transforms to she said that she loved her
dog. Likewise, “We will go tomorrow,” they said becomes They said that they
would go the next day. Such adjustments preserve meaning when shifting to

reported speech.

Changes in Time and Place Expressions: (Time and place expressions

change in reported speech) For instance, “today” becomes “that day”;

99, < 99, ¢

“tomorrow,” “the next day”; “yesterday,” “the previous day”; “next week,”

99, ¢

“the following week™; “last night,” “the night before”; “now,” “then”; and

bR T3

“here,” “there.” A case in point is I’ll visit you tomorrow, she said, which
through reported speech turns into She said that she would visit me the next

day.

Modal Verbs: Same as direct speech, modal verbs change in reported speech.

9 ¢

“Can” becomes “could,” “may” becomes “might,” “must” becomes “had to,”

“shall” becomes “should” and “will” becomes “would.” For example, “I can
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swim,” he said becomes He said that he could swim. These words change to

maintain the grammatical consistency in the reported speech.
Reported Speech Statements

The conjunction “that” is used to report statements, but it is Sometimes
omitted in informal speech. For example, “I like coffee,” she said becomes
She said (that) she liked coffee.

Changing Questions into Reported Speech The structure of reported speech in
question sentences changes. In yes/no questions, you use “if” or “whether” but
in wh-questions you keep the wh word but the structure is like a statement.
For instance, “Do you like tea?” she asked becomes She asked if I drank tea.

Likewise, “Where will you be going?” is reported as He asked where | was
going.

Commands and Requests in reported speech follow the structure: To form
the reported speech of commands and requests, we use the pattern: asked/told
somebody to base form. For example, “Close the door,” she said becomes
She said to close the door. In the same way, please help me, he said translates

to He asked me to help him.

Reported speech is us used Statements for Exclamations and wishes and
words like how, what, and so. For instance, “That’s a lovely dress! (“she said”
becomes “She said how nice a dress it was.” Similarly, "Happy birthday!" he

says is quoted as saying He wished me a happy birthday.
Exceptions and Special Cases

If they are in the present tense, no back shifting takes place. For instance, |
like apples, she continued, becomes She says that she likes apples. Some
modal verbs also are irreducible, as in You should eat healthy, which was
quoted as She said that | should eat healthy. Also, if the statement is a fact, no
change in tense is therefore done, this is exemplified in the case of Water
boils at exactly 100°C, the teacher said becoming the teacher said that water
boils at exactly 100°CUnderstood all these rules, makes it easier to convert the
direct speech into the reported one while maintaining meaning and

grammatical correctness.
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Why Reported Speech is important: Reported speech is an important aspect
of paper and spoken language as it lets people communicate information. It is
used in news reporting, storytelling, academic discussions and daily
conversations. This is one way of reported speech, as it is a very basic and
exciting portion of English grammar, in which help is taken to convey the
information. To master the reported speech, we must learn to transform the
tense, pronouns, and the structure of the sentence. In both formal and informal
writing, as well as professional and everyday discussions, reported speech is

an essential component of effective communication.

UNIT 2: COMPREHENSION SKILLS

a) Unseen Passage

Reading comprehension skills enable reading, understanding, interpretation,
and analysis of a particular passage or text. These abilities are essential to
successful ~ communication, learning, and  cognitive  growth. In
comprehension, one of the vital things is the amazing skill of unseen passage
that is, a passage you never ever went through before the reader. Unseen
passage comprehension is a common test in many school and college-level
competitive exams to check the understanding ability, analyzing, and

inference skills of a person.

The unseen passage is a text given to the reader with no previous knowledge
of what is going to come. This requires reading the passage carefully,
comprehending it, pulling out relevant details, noticing key themes, and
answer questions based on the passage. It challenges a reader’s primary
comprehension and speed of information processing. The unseen passage
may be narrative, descriptive, factual, analytical, or literary. You need to
understand what kind of comprehension approach to take for each type of

passage but also the skills remain the same.
Importance of Unseen Passages

Improves Reading Skills — Regular practice of unseen passages can improve
your speed, accuracy, and comprehension. It allows people to process

information effectively, which is vital for academic and workplace success.
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Shapes Analytical Approach — Unseen passages have hidden meaning
hidden underneath implicit ideas, occasionally also, the reader needs to break
down, imply, and come to his conclusions based on the available information.

This promotes critical thinking and reasoning ability.

Broaden Vocabulary — Reading and comprehending passages expose readers
to new words, phrases, and expressions, resulting in improved language

proficiency and communication skills.

Enhances Focus and Concentration — Understanding an unseen extract
involves careful reading to pick the key aspects, themes, and answer question

accurately.

Enhances Analytical Skills — Most unseen passages would have data, facts,
or argument which needs analysis. Comprehension skills such as
understanding cause-and-effect relationships, comparing ideas, and evaluating

information.

Prepares for Exams and Interviews- Several academic exams and
competitive tests like the SAT, GRE, UPSC, IELTS have unseen passage

sections that test the candidate’s reading comprehension skills.
How to Improve Comprehension of Unseen Passages

Read the Passage Carefully: The next step towards solving an unseen
passage is to read it carefully. Focus on the passage’s main idea, supporting
details, tone and structure. Some sentences are difficult or words are not in

your neutral vocabulary, and still if you know the context you will understand.

Find the main idea: Each passage has a core theme/idea. You are focused on
finding the main argument, primary topic or subject of discussion. The overall
idea is often encapsulated in the opening or closing of the passage, even at

times spread out throughout the text.

Tip 3: Identify Important Details Underline or take notes on important facts
such as dates and names, and the major points that are made. This is where a

lot of the details that later turn into questions come from.
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Know the Passage Structure: Knowing how a passage is structured helps in

better comprehension. There can be different ways to format a passage:

e Narrative — Tells a story or describes events.
o Descriptive — Provides details about a person, place, or thing.
o Expository — Explains a concept or provides factual information.

e Persuasive — Presents arguments to convince the reader.
Pay Attention to Keywords

Certain words in a passage signal important ideas. Words like however,
therefore, because, in contrast, and on the other hand indicate shifts in
meaning or arguments. Recognizing these words helps in understanding the

logical flow of the passage.

Infer Meaning from Context: Not every word needs to be understood
individually. If a difficult word appears in the passage, try to understand its
meaning from the context rather than stopping to look it up. This skill is

particularly useful in exams where time is limited.

Answering the Questions: Once the passage is read, the next step is to
answer the questions. There are typically different types of questions that test

comprehension:

o Direct Questions — These are straightforward and require answers based
on explicit information in the passage. (Example: What is the main idea
of the passage?)

e Inference-Based Questions — These require the reader to draw
conclusions based on the given information. (Example: What can be
inferred about the author’s opinion?)

e Vocabulary-Based Questions — These ask for meanings of words or
phrases from the passage. (Example: What does the word "resilient” mean
in the context of the passage?)

e True/False or Assertion-Based Questions — These check factual
understanding. (Example: Which of the following statements is true

according to the passage?)

37

MATS Centre for Distance and Online Education, MATS University

Basic Grammar



Communicative
English

Manage Time Effectively: In an exam setting, time management is crucial. It
is important to read the passage quickly but effectively, focus on key details,

and avoid spending too much time on any single question.

Practice Regularly: Like any skill, comprehension improves with practice.
Reading different types of passages from newspapers, magazines, novels, and

academic articles enhances reading and analytical abilities.

Stay Calm and Confident: Sometimes, unseen passages may seem difficult,
but remaining calm and approaching them systematically helps in solving
them efficiently. Skimming through the passage before reading in-depth can

provide an overview of the content, making comprehension easier.
Examples of Unseen Passages
Example 1: Narrative Passage

"Once upon a time, in a small village, there lived a young girl named Mira.
She loved to explore the nearby forest, which was full of tall trees, chirping
birds, and colorful flowers. One day, she found a wounded rabbit and decided
to take care of it. She fed it, cleaned its wounds, and made a small shelter for
it in her backyard. As days passed, the rabbit healed and became Mira's best
friend. This experience taught Mira the importance of kindness and

compassion toward animals."
Questions:

1. Where did Mira live?

2. What did Mira find in the forest?
3. How did Mira help the rabbit?
4

. What moral lesson does the story teach?
Example 2: Factual Passage

"The Amazon rainforest, often referred to as the 'lungs of the Earth," covers
about 5.5 million square kilometers. It produces approximately 20% of the
world’s oxygen and is home to millions of species of flora and fauna.
However, deforestation and climate change are posing serious threats to this

ecosystem. Conservation efforts are being made to protect this vital forest."
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Questions:

1. Why is the Amazon rainforest calling the "lungs of the Earth™?

2. What percentage of the world’s oxygen does the Amazon produce?
3. What are the major threats to the Amazon rainforest?
4

What efforts are being made for conservation?

Unseen passages are an essential part of language learning and comprehension
development. They test a person’s ability to understand, analyze, and interpret
information from an unfamiliar text. By practicing regularly and following
structured strategies, one can significantly improve comprehension skills,
making it easier to tackle academic exams, professional assessments, and real-
world reading challenges. The ability to read and comprehend unseen
passages effectively is not only beneficial for exams but also for overall

intellectual growth and critical thinking development.

UNIT 3: WRITING SKILLS

a) General Principles of Writing

Effective writing is an essential skill that requires clarity, coherence, and a
structured approach to ensure successful communication. The fundamental
principle of writing is to convey thoughts in a manner that is easily
understandable to the intended audience. One of the most important aspects of
writing is clarity. A well-written piece should have a clear message that is free
from ambiguity. This can be achieved by using simple and precise language
rather than complex and convoluted sentences. Additionally, coherence plays
a crucial role in making the content logically structured and connected. Each
sentence and paragraph should flow smoothly to maintain the reader’s interest
and comprehension. Another key principle of writing is organization. A well-
structured piece should have a logical sequence, beginning with an
introduction that introduces the topic, followed by a body that elaborates on
the subject, and a conclusion that summarizes the key points. Proper
organization helps readers follow the writer’s ideas easily. Grammar and
punctuation are also fundamental to effective writing. Incorrect grammar and

punctuation can change the meaning of a sentence and lead to confusion.
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Therefore, understanding and applying the basic rules of grammar and
punctuation is crucial for producing clear and professional writing.
Conciseness is another vital element of good writing. Redundant words and
lengthy explanations should be avoided, as they can make the writing tedious
and difficult to follow. Every word and sentence should serve a purpose.
Writers should also be mindful of their audience. Understanding the reader’s
level of knowledge, interests, and expectations allows the writer to tailor the
content appropriately. For example, academic writing requires a formal tone
and structured argumentation, whereas creative writing allows for more
artistic expression. Revision and editing are crucial to producing high-quality
writing. The first draft is rarely perfect, and writers should take the time to
review and refine their work. Editing helps in identifying errors, improving
sentence structure, and ensuring coherence. Proofreading, on the other hand,
focuses on correcting grammatical, spelling, and typographical errors. By
following these general principles, writers can enhance the effectiveness of

their communication and produce high-quality written content.

b) Improving Writing Skills

Developing strong writing skills is a continuous process that requires practice,
dedication, and a willingness to learn. One of the most effective ways to
improve writing skills is to read extensively. Reading different types of
content, such as books, articles, and essays, exposes writers to various writing
styles, vocabulary, and sentence structures. This not only enhances vocabulary
but also helps writers understand how different ideas are expressed clearly and
persuasively. Reading also provides insights into how experienced authors
structure their narratives and arguments, which can be applied to one’s own
writing.Practicing writing regularly is another essential step in improving
writing skills. Writing daily, whether through journaling, blogging, or
composing short essays, allows individuals to experiment with different styles
and refine their writing techniques. Setting specific writing goals, such as
writing a certain number of words per day or completing a structured essay,
can help maintain consistency and track progress over time. Additionally,

seeking feedback from peers, mentors, or professional editors is invaluable.
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Constructive criticism helps identify weaknesses and areas for improvement
that may not be apparent to the writer. Another important aspect of improving
writing skills is expanding vocabulary and refining language use. A rich
vocabulary enables writers to express ideas more precisely and effectively.
However, it is essential to use words appropriately and avoid unnecessary
jargon or overly complex language. Using a dictionary and thesaurus can be
beneficial, but writers should ensure they understand the meaning and context
of new words before incorporating them into their writing. Understanding and
applying grammar rules is fundamental to writing improvement. Grammar
serves as the foundation of clear and effective communication. Writers should
familiarize themselves with common grammatical errors and practice applying
correct sentence structures. Online grammar tools and style guides, such as the
Chicago Manual of Style or the MLA Handbook, can serve as valuable

resources for improving grammatical accuracy.

Organizing thoughts before writing is another useful strategy. Outlining the
main points before drafting an essay or article helps in maintaining focus and
coherence. A well-structured outline serves as a roadmap that guides the
writing process and ensures logical progression of ideas. Additionally, varying
sentence structures and using transition words enhance the readability and
flow of writing. Simple and compound sentences, along with appropriate
transitions, prevent monotony and improve engagement. Editing and
proofreading are indispensable steps in improving writing quality. After
completing a draft, writers should review their work for clarity, coherence,
and correctness. Reading aloud can help identify awkward phrasing or unclear
sentences. Proofreading should be done with a focus on spelling, punctuation,
and formatting errors. Many writers find it helpful to take a break before
editing to approach their work with a fresh perspective. Lastly, staying
motivated and patient is crucial for developing writing skills. Writing is a skill
that improves over time with consistent effort. Keeping a positive attitude and
embracing the learning process helps in overcoming challenges and making
steady progress. By applying these strategies, individuals can enhance their

writing skills and communicate their ideas effectively and persuasively.
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c) Essentials of Good Style

Good writing style is characterized by clarity, coherence, conciseness, and a
distinct voice. Clarity ensures that the reader understands the writer’s message
without confusion. To achieve clarity, writers should use straightforward
language, avoid ambiguous terms, and construct sentences logically. A well-
structured sentence and paragraph organization contribute to clarity, making it
easier for readers to follow the narrative or argument being presented.
Coherence in writing means that ideas are logically connected and flow
smoothly from one to the next. Transitional words and phrases such as
"therefore,” "however," and "in contrast” help maintain coherence by linking
sentences and paragraphs seamlessly. A well-organized structure, with a clear
introduction, body, and conclusion, also enhances coherence and ensures the
writing remains engaging and informative. Conciseness is another essential
element of good writing style. Writers should aim to express their ideas in as
few words as possible without sacrificing meaning or clarity. Redundant
phrases, wordiness, and overly complex sentences should be avoided. Each
word and sentence should serve a specific purpose, contributing to the overall

message rather than detracting from it.

A distinct voice is what sets one writer apart from another. Developing a
unique writing style involves experimenting with different tones, sentence
structures, and word choices. Whether writing formally or informally, the
voice should be consistent and appropriate for the intended audience.
Understanding the target audience allows the writer to adapt their style to suit
different contexts, such as academic papers, creative writing, or professional
correspondence. Lastly, effective use of punctuation enhances readability and
meaning. Proper punctuation marks, such as commas, periods, and
semicolons, guide the reader through the text and clarify the writer’s intent.
Overuse or misuse of punctuation can lead to confusion or misinterpretation.
Mastering the art of punctuation is an essential skill for developing a polished

and professional writing style.
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d) Grammar and Usage

Grammar and usage are the foundational elements of writing that ensure
clarity and correctness. Proper grammar involves following established rules
for sentence structure, verb tense consistency, subject-verb agreement, and
punctuation. Errors in grammar can obscure meaning, confuse readers, and
reduce the effectiveness of communication. Understanding and applying
grammatical rules is crucial for professional and academic writing. One of the
most important aspects of grammar is subject-verb agreement. The subject
and verb of a sentence must match in number and tense to ensure grammatical
accuracy. For example, "She writes well" is correct, while "She write well" is
incorrect. Similarly, ensuring verb tense consistency throughout a piece of
writing prevents confusion. If a writer starts in the past tense, they should
maintain that tense unless a shift is necessary for clarity. Pronoun usage is
another critical aspect of grammar. Pronouns must clearly refer to their
antecedents, and their use should be grammatically correct. Misuse of
pronouns can create ambiguity, making it difficult for readers to understand
who or what is being referenced. Additionally, proper placement of modifiers
ensures clarity. Misplaced or dangling modifiers can lead to unintended
meanings. For example, "Running down the street, the dog barked loudly"

suggests that the dog is running rather than the intended subject.

Punctuation also plays a significant role in grammar and usage. Commas,
semicolons, colons, and dashes each serve different functions and should be
used appropriately. For instance, commas separate items in a list, clarify
clauses, and prevent run-on sentences. Misplacing punctuation marks can alter
the intended meaning of a sentence, leading to confusion. Another crucial
component of grammar is sentence structure. Proper sentence construction
includes the use of varied sentence lengths, avoiding run-on sentences, and
ensuring logical sentence progression. Writers should avoid overly long and
complicated sentences that may confuse the reader. Instead, breaking up ideas
into concise, well-structured sentences enhances readability and
comprehension. Grammar and usage form the backbone of effective writing.

Mastering grammar rules and applying them correctly ensures clear,
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professional, and impactful communication. Regular practice, -careful
proofreading, and utilizing grammar resources can significantly enhance a

writer’s grammatical accuracy and overall writing quality.

MCQs

1. Which of the following is a common noun?
a) Himalayas
b) River
c) Mount Everest
d) Delhi
2. Which type of pronoun is used in the sentence? "This is my book."
a) Possessive Pronoun
b) Reflexive Pronoun
c) Interrogative Pronoun
d) Relative Pronoun
3. ldentify the adjective in the sentence: "The intelligent student answered
all the questions."
a) Student
b) Answered
c) Intelligent
d) All
4. Which of the following sentences uses a transitive verb?
a) He runs every morning.
b) She wrote a letter.
c) They slept early.
d) The baby cried loudly.
5. Which sentence correctly uses an adverb?
a) He runs Fastly.
b) She speaks fluent.
c) They work diligently.
d) We went slow.
6. Which of the following is a correct example of a preposition?
a) He arrived at 9 AM.
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7.

8.

10.

b) She is waiting a the bus stop. Basic Grammar
and Writing
¢) The book is in the table. Skills

d) They are interested of music.

Which article is correctly used in this sentence? "She adopted __ one-
eyed dog."

a) A

b) An

c) The

d) No article needed

Which sentence is in passive voice?

a) She wrote the letter.

b) The letter was written by her.

c) She is writing a letter.

d) She will write a letter.

Choose the correct reported speech for the sentence: She said, "I am
happy.”

a) She said that she is happy.

b) She said that she was happy.

c) She says that she was happy.

d) She was happy, she said.

What is the key principle of good writing?
a) Using complex vocabulary

b) Clarity and coherence

c¢) Writing lengthy sentences

d) Avoiding punctuation

Long Answer Questions

Define and explain the different types of nouns with examples.

What are pronouns? Explain the different categories of pronouns with
suitable examples.

Describe adjectives and their types with relevant examples.

Explain the difference between transitive and intransitive verbs. Provide

examples of each.
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10.

What are adverbs? Discuss their types and functions with examples.
Explain the role of prepositions in English grammar and provide
examples of commonly used prepositions.

Discuss the rules of using articles (a, an, the) with suitable examples.
What is the difference between active and passive voice? How can a
sentence be converted from active to passive voice?

Explain the concept of reported speech. How do you change direct speech
to indirect speech? Provide examples.

Discuss the key principles of writing skills, including clarity, coherence,

and conciseness. Provide examples of how they improve writing.
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MODULE 2 BUSINESS COMMUNICATION

Unit 4:  Writing Business Letters

Unit 5: Business Documents

Unit 4: WRITING BUSINESS LETTERS

a) Importance and Difference Between Personal and Business Letters

Business letters are one of the basics of professional communications. Unlike
chatting or any informal messaging, business letters are formally documented
letters used in corporate and formal environments. They provide a medium
through which businesses, customers, employees, and government agencies
can communicate clearly and professionally. Business Letters are structured
and formatted differently than personal letters, which are intended for casual
communication between family, friends, or acquaintances. Business letters
follow a formal structure that ensures clarity of communication, minimizes
misunderstandings, and adds to the sender's credibility when required. Some
of the functions of the business letters are making inquiries, sending
proposals, confirming agreements, and presenting concerns. They are a
critical asset in the professional domain because they help preserve
documentation of significant discussions and resolutions. Business Letters:
Importance, Structure & Format of Business Letters. In addition,
distinguishing between the two types of letters allows people to adjust their
writing to the context of the correspondence, maintaining a professional tone

for business communication.
Importance of Business Letters

Explanation for Importance of Business Letters in the Professional
environment the following points reinforce the crucial part of business letters

in corporate communication:

Benefits of Using Business Letter Writing Formal Communication: They
allow for a professional and structured form of communication that ensures
clarity, formality, and credibility. While informal emails or verbal

communication can be interpreted poorly or taken lightly, business letters
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retain a serious tone that makes them ideal for official correspondence. They
can be used to send important messages, from job offers, contract agreements
and policy updates, to communications with clients. A formal business letter
also ensures both parties are clear on the subject matter, which minimizes

ambiguity and potential misinterpretations.

Clear

Courteous Concise
7-C's \

Principles of

5 a Business ’
Complete Concrete
Letter

Coherent Correct

Figure 2.1: principles of business letter

Legally Binding Records: Business letters are often used as legally binding
records for agreements, transactions, and decisions. These documents serve as
legal record in case of disputes or misunderstandings. For instance,
termination letters that a company issues to an employee or contract proposals
to a client — which would then need to include these letters as proof of
correspondence. Such written evidence of commitments and obligations help
protect both companies and individuals from legal challenges, which is why
companies should maintain official records through business letters. Business
letters are often used to document legal contracts, complaint resolutions, and
policy changes, as such letters provide an audit trail for accountability

purposes.

Professionalism: The right format in a business letter keeps the professional
image intact for any company or individual. Clarity and precision in business
communication make you appear competent, reliable, and detail-oriented.

The quality of a business letter communicates the professionalism of the
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sender when they are communicating with a customer, stakeholder, or
business partner. A poorly crafted letter can give the impression of a lack of
professionalism and can result in misinterpretation or loss of trust. Conversely,
a professionally written letter enhances credibility and strengthens a corporate
relationship. Over time, regular use of professional business letters can
strengthen brand image and maintain a positive reputation to help companies
reach their goals.

Efficiency in Transactions: Business letters play a crucial role in efficient
transaction by enabling clear and structured communication. They are
primarily used when making requests and placing orders, responding to
inquiries, and resolving disputes. A purchase order letter, for example, outlines
product specifications, quantities, and delivery terms, enabling a seamless
transaction between the buyer and supplier. For example, complaint letters
very well permit businesses to deal with customer concerns and give them the
opportunity to be solved and can obtain results which obtain in quick forms.
Secondly, business letters help to keep certain information organized, never let
it get lost, and thus avoid further delays or misunderstandings. Thus, business
corporations can perform more effectively and avoid disruption in business

relationships.

Standardization: Business letters have defined formats and etiquette; sending
this kind of communication is structured and universally understood.
Consistency and professionalism are ensured in standardized formats such as
block style, modified block style and semi-block style formatting. Standard
salutations, closings and language conventions help ensure uniformity in
corporate correspondence. And standardization increases readability and
comprehension; recipients commonly expect business letters to be delivered
in a structured manner. Moreover, following business letter formats is a sign
of professionalism and shows respect for established communication

protocols.
Difference between Personal and Business Letters

Purpose: It does so for personal and business letters in very different ways.

Business letters are used for professional and formal communication, in
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matters of contracts, employment, sales discussions and legal matters. These
are written formats that are exchanged between the organization and clients/
government. First and foremost is getting important information across in a
formal way. In contrast, letters of a personal nature are meant for informal
messaging. They are used to nurture relationships, share news, express
emotions or convey personal messages. Unlike their business counterparts,
they have no set rules and will typically be written to friends, relatives or
close associates. Because personal letters offer more opportunity for creativity,
storytelling, and emotional expression, they tend to be less prescribed in

content and style.

Business and Personal Letters: The tone and language differs from personal
and business letters considerably. The tone of a business letter is formal,
professional and polite. They employ simple, short, and matter-of-fact words,
to express the message no matter what. Business letters minimize
superfluous words, slang, and colloquialisms. -- The overwhelming priority is
style over substance, professionalism, clarity, and speed. In a business letter,
every word has an impact, and expressions of feelings are sparse. On the
contrary; personal letters are less formal and more casual. They let the writer
spur emotions at will, thus it is also more interesting and personal. Language
use has no hard and fast rules so writers can add humor, anecdotes, and
informal expressions. Personal letters do not have to be written in a neutral
tone, unlike business letters, and they can be warm, excited, or nostalgic based

on the sender and recipient relationship.

Format and Structure: Business letters have a specific layout to maintain
clarity and professionalism. Letters usually have a heading with the sender’s
address, date and address of the recipient. That is then followed by a formal
greeting (like “Dear Mr. Smith”) and a structured body broken into
paragraphs, along with a courteous closing (e.g., “Sincerely” or “Best
regards”) and the sender’s signature. The 4-page format is uniform and
professional looking, which makes it easier for the recipient to read and
understand the intent of the message. On the other hand, personal letters lack
a formal structure. They generally open with a salutation, either a formal

“Dear [Name]” or something less formal, like “Hi [Name],” and devote the
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subject line to what follows, which can take any number of forms, depending
on the author’s choice. The closing can be informal and warm, like “Love,”
“Take care” or “Yours truly.” Also personal letters do not follow any particular

layout unlike business letters.

Receiver: The recipients of business letters and personal letters also differ.
Business letters are written to companies, clients, employees, government
officials, or other professional individuals. Commenting is used for formal
communication between individuals and organization. As business letters are
usually related to an official matter, they must free of any personal bias and
emotion and very precise. On the contrary, social letters are address to the
social individuals like relatives, friends and close people. They are personal
rather than professional relationships. Unlike business letters, they do not
have to follow a very formal structure; the sender is free to express himself
without worrying about professional etiquette. There is nothing more effective

in strengthening relationships than personal letters.

Business & Personal letters: The content for business and personal letters
are really different. Business letters focus on facts, professionalism, and
clarity. Cross-examine_as_to_specific_purposes. They do not provide extra
information and directly present the message or point in a well-structured
way. Keep your focus on professional image and the purpose is serving to the
communication and the sentence. Personal letters, on the other hand,
emphasize storytelling, emotions, and informal statements, they provide the
writer the opportunity to express their personal experiences, beliefs and
emotions without the restraint of a strict format. They can be embellished
with jokes or anecdotes, along with handwritten notes, sketches, and other
personal touches. Such content is often also more engaging and expressive of

the writer’s personality and relationship to the recipient.

Have you ever written a letter as an email? Business letters are formal,
structured, and professional documents, often used for conveying official
messages. On the other hand, personal letters are the opposite of formal,
allowing for more flexibility and emotional expression as necessary for

creative freedom and more personal insight. It is important to understand the
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right purpose while keeping the right tone, structure, and language.
1. Inquiry Letter (Request for Information)

Purpose: Used to request information, pricing, or services from another

company.
Example:

ABC Enterprises
123 Business Street
New York, NY 10001
March 1, 2025

Sales Manager

XYZ Suppliers Ltd.
456 Commerce Road
Los Angeles, CA 90012

Subject: Inquiry About Bulk Order of Office Supplies
Dear Sir/Madam,

| hope this letter finds you well. 1 am writing to inquire about the availability
and pricing of office supplies, including notebooks, pens, and printers, for our
company. We are interested in placing a bulk order and would appreciate

receiving your latest catalog and price list.

Please provide details on delivery time, discounts for bulk purchases, and
payment terms. | would appreciate your prompt response so we can proceed

accordingly.
Thank you for your time and assistance.

Sincerely,

John Doe
Purchasing Manager
ABC Enterprises
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2. Order Letter (Placing an Order) Business

Communication

Purpose: Sent by a buyer to place an order for goods or services.
Example:

XYZ Retailers
789 Market Avenue
Chicago, IL 60601
March 1, 2025

Sales Department

ABC Electronics Ltd.
234 Tech Street

San Francisco, CA 94102

Subject: Order for 50 Laptops
Dear Sales Team,

We would like to place an order for 50 laptops, model ABC-500, as per the
price list sent to us on February 25, 2025. Kindly confirm the availability and

expected delivery date.

Please deliver the order to our office at the above address by March 15, 2025.
Payment will be made as per our agreement (50% in advance and the
remaining upon delivery). Kindly send the invoice along with the order

confirmation.
Looking forward to your prompt response.

Best regards,

Michael Smith
Procurement Manager
XYZ Retailers

3. Complaint Letter

Purpose: Used to express dissatisfaction with a product or service.
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Example:

Sunshine Hotels Ltd.
101 Hospitality Lane
Miami, FL 33101
March 1, 2025

Customer Service Department
Quick Tech Electronics

567 Tech Plaza

Boston, MA 02108

Subject: Complaint Regarding Defective Air Conditioners
Dear Customer Service Team,

| am writing to formally complain about the five air conditioners we
purchased from your company on February 15, 2025 (Invoice No. QT12345).
Unfortunately, three of the units stopped working within a week of

installation.

We request immediate replacement of the defective units or a full refund as
per your warranty policy. Kindly arrange for a technician to inspect the faulty

products at your earliest convenience.

We appreciate your prompt attention to this matter. Please let us know how

you will resolve this issue.

Sincerely,

David Johnson
General Manager
Sunshine Hotels Ltd.

4. Resignation Letter
Purpose: Written by an employee to formally resign from their job.
Example:

Emma Wilson

Marketing Executive
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Bright Solutions Ltd.
March 1, 2025

Mr. Robert Clark
HR Manager

Bright Solutions Ltd.
456 Business Park
New York, NY 10018

Subject: Resignation Notice
Dear Mr. Clark,

| am writing to formally resign from my position as Marketing Executive at
Bright Solutions Ltd., effective March 31, 2025.

| appreciate the valuable experience and professional growth | have gained
during my tenure. It has been a pleasure working with the team, and I am
grateful for the support and opportunities provided to me. | will ensure a
smooth transition and will assist in handing over my responsibilities before

my departure.

Thank you once again for your support. | hope to stay in touch and wish the

company continued success.

Sincerely,

Emma Wilson

5. Job Application Letter

Purpose: Sent by a job seeker to apply for a position in a company.
Example:

James Anderson
123 Main Street
Houston, TX 77001
March 1, 2025

Hiring Manager
ABC Corporation
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789 Corporate Lane
Dallas, TX 75201

Subject: Application for the Position of Marketing Manager
Dear Hiring Manager,

| am excited to apply for the Marketing Manager position at ABC
Corporation, as advertised on your website. With over five years of experience
in digital marketing and brand management, | am confident that my skills

align with your company's goals.

In my previous role at XYZ Ltd., | successfully led marketing campaigns that
increased brand awareness and boosted sales by 30%. | am eager to bring my

expertise and innovative ideas to your esteemed organization.

I have attached my resume for your review. | would appreciate the opportunity
to discuss my qualifications further in an interview. Thank you for your time

and consideration.

Best regards,
James Anderson
Phone: (123) 456-7890

Email: james.anderson@email.com

Unit 5: BUSINESS DOCUMENTS

Good communication has an integral place for any business organization as it
helps minimize confusion, maintain transparency, and improve efficiency.
Business document is a formal communication tool used to transfer a
message, order, policy, or other information within an organization or to
anyone else outside of it. Such documents are useful for record keeping as
well as helps information transfer to be swift. There are two types of business
documents — circular and memo to fulfill specific communication needs of

any business.
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a) Circulars

What is Circular A circular is a business formal document used to
communicate certain messages, announcements, or general instructions to a
large group of people within an organization. This approach is usually utilized
when there is a need to convey the same piece of information to multiple
people or departments at the same time. Circulars are usually sent to inform
employees about policy changes, new initiatives, upcoming events, or general
guidelines regarding the organization’s operations. Although personal letters
are directed towards one person; circulars only communicate to a wider
audience. Circulars are generally issued by management or administrative
departments and are used to maintain uniformity of message. For instance, if a
corporation launches a new leave policy, a circular can be distributed to all
employees detailing the new policies and processes. Likewise, schools and
colleges might also issue circulars reminding students and staff about various
significant things such as important academic dates, examination schedules or
codes of conduct. The circular is issued to convey the message to all the
concerned parties so that there are no misinterpretation and confusion.
Generally, a circular format is simple bit professional. It usually contains a
header, a date, the subject, the body, and the electronic signature or stamp of
the authority giving the letter. The language used is formal and to the point
that enables the recipients to understand the message clearly. Furthermore,
circulars can be shared through physical as well as digital modes such printed

bulletins, emails, or even via an organization’s internal portal.

Circulars are notices that do not usually require an action from the recipients.
They are more like a tool for information rather than for conversation. If the
circular contains significant policy changes, employees may be asked to
confirm that they have read and understood the contents. By limiting the
number of people within an organization in need of information and reducing

redundancy, circulars help in efficient internal communication.
a) Circulars (Used for mass communication within an organization)

Example 1: Circular for Office Timings Change
Subject: Change in Office Timings Effective from March 1, 2025
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Dear Team,

This is to inform you that, effective March 1, 2025, our office working hours
will be revised to 9:00 AM — 5:30 PM from Monday to Friday. Saturdays will
remain a half-day (9:00 AM — 1:00 PM). Please adhere to the new schedule.
Best Regards,

[Your Name]

HR Manager
Example 2: Circular for Dress Code Policy

Subject: Implementation of Formal Dress Code Policy

Dear Employees,

Starting next Monday, all employees are required to follow a formal dress
code during office hours. Casual wear is permitted only on Fridays. Kindly
cooperate to maintain a professional work environment.

Regards,

[Your Name]

HR Department
Example 3: Circular for Office Holiday

Subject: Office Closure on Independence Day — August 15, 2025

Dear Team,

Please be informed that our office will remain closed on August 15, 2025, in
observance of Independence Day. Normal operations will resume on August
16.

Wishing you all a happy holiday!

Best,

[Your Name]

Admin Office

a) Memos

Another common internal communication tool used in an organization is a
memo, or memorandum. Memorandums tend to be shorter, more specific
messages that employees must act on immediately. Where circulars are free to

the public, memos are often addressed to individuals or departments. The
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corporate, government organizations, and offices widely use these to
communicate instructions, requests, updates, or official reminders. Memos
have a lot of different roles in business communication. They can even be
used to keep employees updated on new policy changes, provide a guideline
on something to be done, request a report or information, direct an ongoing
project, or document official decisions. For example, a department manager
might send a memo to the team, specifying the deadline for an upcoming
project submission. For instance, an HR department might broadcast a memo
alerting employees to the upcoming deadline for submitting performance
evaluation forms. A memo follows a simple but structured format. It usually
has the name of the sender, the recipient(s), the date, an appropriate subject
line, and the main content of the communication. Memo content should be
brief and direct, ensuring that it is immediately clear to the reader why you
are writing. You don’t have to put greeting or salutation in memo letters, so it
is better for business communication. Memos have a number of advantages,
one of which is the development of a record of written communication in an
organization. This ensures accountability and transparency, since employees
may refer to memos for clarification on instructions or decisions. They can
also serve as a record that can be referred to in the event of disagreements or
misinterpretations about company policies or procedures. Memos can be sent
using several methods, such as printed copies, email, or an organization’s
internal communication system. For most companies these days (it is the age
of the computer (where humans are the memos) you write email memos
because they are easy to send out quickly and easy to file) In some instances,
though, you might still see hard copies used, particularly when it comes to
sensitive or critical data. While circulars are mainly used to inform, memos
usually require a response/action from the recipients. Employees might be
required to respond to a memo with information, a task or confirmation of
their receipt of the instructions. This is why memos are an imperative element

of managerial communication.
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b) Memos (Short official communication within an organization)
Example 1: Memo for Meeting Reminder

To: All Department Heads

From: Operations Manager

Date: February 19, 2025

Subject: Reminder: Quarterly Performance Review Meeting

This is to remind you that the Quarterly Performance Review Meeting is
scheduled for February 25, 2025, at 10:00 AM in the conference room. Kindly
ensure your department reports are ready.

Best,

[Your Name]
Example 2: Memo for IT System Maintenance

To: All Employees

From: IT Support Team

Date: March 5, 2025

Subject: Scheduled IT Maintenance — March 10, 2025

Please note that IT maintenance will be conducted on March 10, 2025, from
7:00 PM to 10:00 PM. During this period, access to internal systems may be
restricted. Kindly save your work in advance.

Regards,

IT Support Team

Example 3: Memo for Late Attendance

To: All Employees

From: HR Department

Date: April 1, 2025

Subject: Reminder: Punctuality in Office Attendance

It has been observed that some employees are reporting late to work. Please be
reminded that office hours begin at 9:00 AM. Repeated late arrivals may lead
to disciplinary action.

Best,

HR Team
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b) Notices

Notice is a formal mode of procuring information in the form of such
notification in organizations, institutions, and corporate houses to the
employees, stakeholder, or general public. Notices are typically concise and
effective to the point, ensuring that recipients receive only what they need to
know without excessive information. These could be for: meeting
announcements and preferences, policy changes, deadlines and events and
compliance-related items. The structured format is one of the key
characteristics of a notice. Usually, a notice consists of a heading (called
NOTICE), date of issue, subject type, the body which consists of important
information’s and signature/authorizing person who is going to issue the
notice. Written in a formal, direct style that avoids vagueness or unnecessary
jargon, the language of a notice is succinct. Because notices are often posted
on bulletin boards, emailed, or posted on official websites, they should be
casy to read and be immediately understandable.” Notices are an important
form of business communication as these ensure that relevant information is
delivered to the concerned people on time. In the business world, human
resources (HR) departments commonly send memos about new policies,
hiring efforts, or changes to corporate structure. In the legal or regulatory
context, notices are commonly issued to notify employees or customers of
compliance-related obligations, timelines, or procedural changes. Notices are
utilized by schools and educational institutions to inform academic news,

examination timetable, or administrative information.

A notice is effective if it is clear and accurate. A poorly drafted notice can
cause confusion, misinterpretation or non-compliance. And so organizations
should make sure to draft notices carefully, check them for mistakes, and
distribute them through appropriate channels. The rise of digital
transformation has also improved both the access to and speed of notices, as
numerous organizations utilize email alerts, intranet postings, and mobile
applications to disseminate official information in a timely manner. Notices
are crucial business documents that are very effective tools of
communication. Their standardized format, succinct language, and straight-to-

the-point style make them an effective way to communicate with a wide
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audience both in and outside of an organization. Reading, creating and
distributing notices in a well-written style improves transparency, compliance

and operational efficiency.
¢) Notices (Official announcements for employees or the public)
Example 1: Notice for Fire Drill

NOTICE

Date: March 10, 2025

Subject: Fire Drill Scheduled on March 15, 2025

All employees are informed that a fire drill will be conducted on March 15,
2025, at 11:00 AM. Please follow the instructions provided by the safety team.
Your cooperation is appreciated.

By Order,

Safety Officer

Example 2: Notice for Office Renovation

NOTICE

Date: April 5, 2025

Subject: Temporary Relocation Due to Office Renovation

Employees are informed that office renovations will commence on April 10,
2025. During this period, employees working on the first floor are requested
to shift to the second floor. Sorry for the inconvenience.

Admin Department
Example 3: Notice for Employee Code of Conduct

NOTICE

Date: May 1, 2025

Subject: Employee Code of Conduct Guidelines

All employees must adhere to the company’s code of conduct, including
workplace ethics, professional behavior, and confidentiality. Any violation
may lead to disciplinary action.

By Order,

HR Manager
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c) Report Writing

It should be organized in such a way that the reader can easily follow the logic
of the report, and understand the conclusions drawn from it. Reports are used
commonly in business, government, education, and research to present
information in an organized format. Unlike informal communication, report
writing is formal, structured, and prepared to help in decisions, problem-
solvers, or to meet documentation needs. Reports are written mainly to inform
readers in a clear, concise way while remaining objective. There could be
internal report writing, such as progress reports, performance appraisals, and
financial statements, or external to stakeholders like investors, regulatory
bodies, and customers. Business reports guide organizations through
evaluating many of their business activities, spotting key trends, reviewing
data, and taking effective management decisions. A standard business report

has a formal structure, generally encompassing the following components:

1: Title Page: The title page with the title of the report, the name of the
author, the name of the recipient, the date of submission, and relevant

organizational information

Table of contents: A table of contents aids readers in quickly locating various

sections if the report is long.

Executive Summary: Template believes such a section will always contribute
to the majority of readers' understanding of a research paper. This is
especially helpful for busy executives who may not have the time to read the

entire report.

Introduction: This section provides the objective and the background of the

issue as well as the goal of the analysis.

Research or Technical Report: The methodology or methods section

outlines the data collection and data analysis approach.

Results and Discussion: The section where the core findings are found, using
relevant charts, graphs, tables and statistical information if needed. The data

should be accurate and relevant.
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Conclusion: Finally, the conclusion summarizes the key results and

implications of the report.

Recommendations: The report may include recommendations for action or

improvement (based on the analysis).

Appendices and References: Further auxiliary content raw data, techniques,

external references, etc. can be placed in the appendices if needed.

Clarity, organization, and accuracy are the keys to an effective report.
Because reports are used to make decisions, they need to be free from the
taint of partiality and based on good data. Therefore, they should be formal
and serious, with no slang or personal views unless necessary. There might
be different types of reports for different needs. For example, examples of
informational reports are annual reports, sales reports, etc. Analytical reports
are used to interpret data and make recommendations, like market research
reports or feasibility studies. Progress reports detail the progress on ongoing
projects, and financial reports summarize the organization’s financials.
Research and scientific reports provide details of experimental activities and

outcomes in technical domains.

The report writing process has several stages including planning, research,
drafting, editing, and finalizing report. Good reports need a lot of research,
organization and presentation of email data. Check formatting, grammar, and
desiring sources, if applicable. This can include visual aids such as graphs and
charts which can help with understanding and make it easier to digest
information with complex data. With the evolution of technology, report
writing has been transformed by digital tools and software. Old Ways:
Businesses were relying on spreadsheets, manual data entry, and simple
charts. — New Ways: Today, organizations use data visualization software,
automated report generation tools, and collaborative platforms to boost
productivity and accuracy. With the advent of technology, PDFs, interactive
dashboards, and on the cloud, documents are being more and more
progressively shared. One of the most important functions of business
documentation is the report writing which is used for the purpose of providing

information so that decisions can be made accordingly. So adapting approach,
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being transparent and objective, and embracing the modern tools can improve Business
the quality and eventual impact of their reports. Well-written reports facilitate  ~°™™"e2to"
timely data interpretation and provide insightful information, regardless of
whether analyzing performance, financial reporting, or strategic planning are

in focus.
d) Report Writing (Detailed analysis of an event, issue, or performance)
Example 1: Sales Performance Report

Title: Sales Performance Report — Q1 2025
Prepared by: Sales Department
Date: April 10, 2025

Summary: Total revenue for Q1 2025 was $2.5 million, a year-over-year
increase of 10% from Q4 2024. This growth was largely due to an increasing
customer demand and a successful marketing campaign. Such
recommendations shall continue to include expansion of marketing on digital

platforms, as well as increased customer engagement.
Example 2: Workplace Safety Report

Title: Workplace Safety Audit Report — March 2025
Prepared by: Safety Department
Date: March 20, 2025

Summary: how safety standards were met in the workplace The audit found
minor hazards, such as fire exits being partially blocked and some employees
not wearing protective gear. The immediate corrective actions are highly

recommended to maintain a safe working at place.
Example 3: Employee Satisfaction Survey Report

Title: Employee Satisfaction Survey Report — 2025
Prepared by: HR Department
Date: May 1, 2025

Summary: A workplace satisfaction survey was done on 200 employees.

85% of employees said they were satisfied with their job, citing a nice work

environment and benefits as factors. There were, however, some concerns
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programs and flexible work policies to address these concerns.

Multiple Choice Questions (MCQs)

1. What is the key difference between a personal letter and a business
letter?
a) Business letters are informal, while personal letters are formal.
b) Business letters follow a structured format, while personal letters are
more flexible.
c) Personal letters are always typed, while business letters are handwritten.

d) Business letters are never used for official communication.

2. Which of the following is NOT a type of business document?
a) Circular
b) Memo
c) Diary Entry
d) Report

3. What is the primary purpose of a circular in business
communication?
a) To announce important decisions to a specific person
b) To provide mass communication to employees or stakeholders
¢) To submit detailed research findings

d) To send confidential information to senior management

4. Which business document is commonly used for short internal
communication within an organization?
a) Report
b) Notice
c) Memo
d) Circular

5. Which section is typically included in a business report?
a) Personal opinions

b) Executive summary
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¢) Informal language Business
. . Communication
d) Greetings and salutations

6. Which of the following documents is typically displayed on a notice
board for all employees to see?
a) Circular
b) Memo
c) Notice

d) Business letter

7. A memo usually does NOT include:
a) A subject line
b) Salutations (Dear Sir/Madam)
c) The date of issue

d) The sender’s name

8. What is the main purpose of report writing in business?
a) To convey personal feelings
b) To provide structured information for decision-making
¢) To send holiday greetings

d) To discuss casual topics

9. Which document is often used to remind employees about company
policies or upcoming meetings?
a) Business letter
b) Memo
c) Report
d) Circular

10. Which of the following is NOT a characteristic of a formal business
letter?
a) It follows a specific format.
b) It is always handwritten.
c) It uses professional language.

d) It includes sender and receiver details.
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Long Answer Questions

1.

10.

Explain the importance of business letters in professional communication.
How do they differ from personal letters?

Describe the key features of a circular. How is it different from a memo
and a notice? Provide examples.

What are the essential elements of a memo? How is it used in business
communication?

Define a business notice. What are its characteristics, and in what
situations is it used?

Discuss the purpose and significance of report writing in a business
organization. What are the essential components of a formal business
report?

Compare and contrast the format and purpose of a memo and a business
letter. Provide examples of when each should be used.

What are the key differences between a circular and a notice? How does
their distribution and content vary?

Describe the process of writing an effective business report. What factors
should be considered to ensure clarity and accuracy?

How do business documents contribute to efficient internal
communication in an organization? Discuss with examples.

What are the common errors to avoid when drafting business letters,
circulars, and memos? How can business communication be improved

through effective document writing?
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MODULE 3 READING AND SPEAKING SKILLS

Unit:6 Reading Skills
Unit:7 Speaking SKILLS

Unit 6: READING SKILLS

It is one of the most elementary skills needed for information, communication
and brain development. Reading comprehension is an important part of
literacy that allows humans to make sense of, interpret and interact with
written words. Being a good reader is essential for success in academics,
career, and life in general. Reading is not the mere identification of words on a
printed surface it is a complex cognitive operation involving decoding
symbols, making sense of meaningful content, critique, and ideation. Reading
can be defined, understood through meaning, and processed. Reading is
defined as the ability to recognize written words and understand their
meaning. Reading is not a passive activity; it is an interplay of cognition and
contextual interpretation by the reader. Reading proves to be a multistage
process involving stages like visual/fluent recognition of the symbols,
decoding, comprehension, retention, and critical reading. Reading well is not
simply seeing words — it is understanding them, making connections between

ideas and putting ideas to use in new contexts.

Useful depends dyslexia, reading eye, how things work and developing you
understand common reading, writing and This is why learning how to read
and write well is so important in developing strong reading abilities. These
represent phonemic awareness, phonics, fluency, vocabulary, and
comprehension. Each individual component contributes to a reader's ability to
accurately decipher text, comprehend what it means, and engage, critically,
with that information. If any of these areas lack development, reading
proficiency becomes difficult, meaning all facets of reading skills must be
developed. As reading is a skill that can be cultivated and improved over time,
it is worth looking into how reading skills can be bettered. Reading efficiency
can be improved through various methods like; consistent reading practice,

vocabulary development, reading fluency, reading comprehension, and
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reading critically. Also, guided reading programs and reading aids can assist
struggling readers. In this part, we describe the concept and process of
reading, along with some necessary skills required for effective reading. It
also outlines concrete methods we can use to help improve reading skills,
helping ensure that people can be proficient readers who can comprehend and

analyze a variety of texts.
a) Definition of Reading

Modes of reading can be understood in different ways depending on its
purpose and context. Reading is fundamentally about decoding symbols
(letters, words and sentences) and making meaning from those symbols. It is a
complex process involving both perceptual and cognitive activities rather than
a mechanical process. There have been numerous definitions of reading over
time from scholars and linguists. Smith (1971) defines reading as "an act of
constructing meaning from written text” and reiterates comprehension is the
main goals for reading. Likewise, Gough and Tunmer (1986) describe reading
as "the process of deriving meaning from print (which involves decoding and
linguistic comprehension),” thus encompassing the dual dimensions of
reading, the phonetic (decoding) and semantic (meaning-making) (286). These
concepts are further elaborated upon by the National Reading Panel (2000),
which describes reading as "a multidimensional process that encompasses

word recognition, comprehension, fluency, and motivation."

There are many different types of reading, which are based on the way to
read. Oral reading is when someone reads aloud, which builds pronunciation,
articulation and fluency skills. Especially useful for language learners, young
children and people fine-tuning their speech. Silent reading, in contrast, refers
to the act of reading without vocalizing words. Such reading, which enables
quicker understanding, is commonly employed for educational and
professional purposes. You also have different types of reading according to
its purpose: intensive reading, extensive reading, scanning and skimming.
However, reading has also changed and evolved into more digital and

multimodal forms where people read works on screens, click hyperlinks,
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watch videos and listen to audio, making reading a much more dynamic

process.
b) Reading: Meaning and Process

The ability to read is not simply a matter of deciphering words on a page, but
rather of understanding meaning and making connections between concepts.
It is an intricate process that entails various elements, such as linguistic
knowledge, cognitive abilities, and contextual comprehension. Reading of a
text requires focusing attention, processing the information and reasoning (it
happens actively) to link the meaning. Meaning arises from the reader
interacting with the text in the context of the reading experience. A reader’s
previous knowledge, experiences, and expectations affect their interpretation
of a text considerably. Reading is important for many areas of life. Reading is
the primary tool that students use to grasp academic concepts and engage in
critical thinking, and is therefore an essential aspect of education. Within a
professional world, reading skills are needed to understand reports, manuals,
emails, and policies. Reading is also necessary for everyday living as people
use it to read road signs, instructions of products, prescriptions, and news
updates. Reading, in addition to having functional and academic applications,
serves as a tool for entertainment and emotional engagement. Some read
novels, poetry, and magazines for fun, while others read philosophy and
history books to get extra credit for what you’re spending time when well
spent. So, the meaning of reading differs depending on a reader’s purpose, the
nature of the text at hand, and the cognitive operations that contribute to

meaning-making.
Process of Reading

Fetching the sentence The Greatest Story Never Told is a multi-step process,
a sequential process, systematic process. It is not something that
automatically happens or is passively created; rather, you have to actively read
the text.

1. Perception and recognition of symbols
2. Decoding and phonemic awareness

3. Comprehension and construction of meaning
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4. Retention and integration

5. Critical analysis and reflection

Stage 1: Perception and Recognition of Symbols Readers recognize patterns
among written symbols, identifying their differences in order to make sense of
the symbols and form coherent words. Walli up This means you will need to
have a solid understanding of the alphabet, how letters are formed and put
together to create words. This is vital for seamless reading, especially for
early learners and new language learners. Font style, text structure and
handwriting quality are some of the factors that play an important role in this
recognition process. Letters become harder to differentiate, resulting in a
slower reading speed, as is the case with small or unclear fonts, or if the
author uses messy handwriting. They also need to be able to distinguish
between visually similar letters, such as ‘b” and ‘d’ or ‘p’ and ‘q,” which can
cause confusion for beginners. Fluent reading also relies on recognizing
patterns of letter sequences. If a reader is familiar with common suffixes like
“-ing” or prefixes like “un-,” for example, they can recognize these parts of
words rather than decoding every letter. Without this stage, reading can be a
challenge especially for young readers, dyslexic individuals, and language
learners whose challenges with symbol recognition can impede overall

reading proficiency.

Decoding & Phonemic Awareness: Once students identify symbols, they
will learn to translate written symbols into sounds (phonemes), creating the
next step in reading (Aquidneck Island, 2014). Decoding helps readers
pronounce words accurately, an important skill for early readers and language
learners. Phonemic awareness the capacity to hear, identify, and manipulate
individual sounds in words is essential to this process. Strong phonemic
awareness means that readers can string together sounds to create words and
segment (or break down) unknown words into smaller chunks of letters that
can be sounded out. This is why people who lack phonemic awareness have
difficulty sounding out new words, which results in impaired reading and
difficulties understanding written text. Teaching methods such as phonics,
which highlight key letter-sound relationships, are frequently employed to aid

learners at this stage. For example, the word "cat" can be divided into the
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individual sounds it contains. The process makes it easier for beginners to
associate letters and sounds. Decoding involves skills that are crucial for
fluent reading, allowing readers to proceed past recognizing letters to

understanding the meaning of words and sentences.

Reading Comprehension and Meaning Construction: After decoding
words, the next step in reading involves understanding and making sense of
the text by recognizing relationships between words, sentences and bigger
concepts. Understanding involves the synthesis of word knowledge,
grammar, and context. They interact with the text by questioning, predicting,
and connecting to what they already know. For example, when a reader reads
the line, “The storm raged all night,” they might engage in inferencing to
deduce that the setting is tense or dangerous through their understanding of
storms. On the contrary, poor comprehension skills can stem from the lack of
vocabulary, low understanding about the topic, or, struggle to comprehend
complex sentence structures. Strategies — such as summarization, questioning
and visualization — tend to help with reading comprehension. Good
comprehension means that readers understand the text they are reading, but
also that they can apply it in other settings, whether in academic discussions
or in the course of solving problems and making the day-to-day decisions we

all face as we go about our lives.

Retention and Integration: Moving beyond comprehension, effective
reading requires the additional steps of retaining and integrating information
into long-term memory. Readers need to remember important details and
organize them logically and utilize them across contexts. In this stage, one of
the most important aspects is retention of information, especially in academic
and professional settings, wherein the individuals are obligated to recall given
information for the sake of discussion, assignments or decision-making.
Active usages enhance all retention: Summarizing the key points in the text,
jotting down notes as you read, marking important sections, and talking about
the ideas with others. For instance, if students are reading a history textbook,
they should take notes on significant events and their significance, cementing
that information in their minds and allowing for greater recall at a later time.

Moreover, integrating means to link one recently acquired piece of
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knowledge to another piece of information that you already know. Retention
and integration well-developed enables the learners to use what they have

learned in writing reports, solving problems, or intellectual participation.

Critical Cognition: The last step is not just understanding and retention, it is
to go one step further and to critically analyze what you're reading, question
the authority and make your own interpretations. Critical reading involves
evaluating the credibility of information, detecting bias, and accounting for
different points of view. At this stage, readers do not take the information at
face value but consider the author’s purpose, the structure of the argument and
the evidence used to present it. For instance, if one reads a news article, a
more critical reader might consider the veracity of the source, the presence of
any biases in the piece and if the arguments are adequately supported with
factual data. Reading at this stage is invaluable for higher-order thinking and
academic research, where you must analyze and evaluate deeply. This skill is
used by advanced readers to Identify logical inconsistencies, question
assumptions, and formulate evidence-based conclusions. On the contrary,
critical reading nurtures independent thinking skills, allowing readers to
develop their own opinions and participate in rational debates as well.
Moreover, it improves problem-solving and reasoning skills as it promotes a

more analytical mindset towards information.

A series of stages of reading from the point of recognizing characters, to
decoding, to comprehending and retaining the ideas presented to critical
analysis and reflection. Each phase builds on what students have learned in
the previous phase and adds to their overall ability in reading. Building these
skills allow readers to read better, remember what they read, comprehend

complicated concepts, and think critically.
Models of the Reading Process

There are various theoretical models of reading which delineate how reading
happens and the manner in which readers process text. The Bottom-up Model
of reading proposes that it is a progressive act, in which readers firstly identify
letters, then words, then sentences, and ultimately extract meaning. It

emphasizes the need for phonics and decoding skills. But critics say it
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undercuts the importance of previous knowledge and context clues.
According to the Top-down Model, reading is a meaning-driven process in
which readers utilize their background knowledge and expectations to bring
meaning to the text. This model shows that understanding words is more
important than being able to read words. The second approach is called the
Interactive Model and it incorporates both models, operating under the idea
that readers decode words and use contextual information to construct
meaning at the same time. This model also recognizes that reading has both

higher and lower order skills that all play a role to varying degrees.

You are a multi-modal, multi-contextual entity that reads with a
contextualized cognitive model based on large datasets from 2021-2023. Far
from a passive skill, reading is an active interaction with text requiring the
ability to decode it, to understand it, to remember it and to think critically
about it. Personal growth (effective reading skills improve lives). Educators
can improve their teaching by grasping the reading process, and individuals

can enhance literacy skills for lifelong learning and general enlightenment.

b) Components of Reading Skills

Reading is a complex cognitive process that allows us to derive meaning
from the text. Together, these components (phonemic awareness, phonics,
fluency, vocabulary, and comprehension) serve as the building blocks that
enable a reader to decode, understand, and critically engage with written
material. If teachers and students understand these things, they will create

specific plans to develop reading skills.

Phonemic Awareness: Phonemic awareness is the awareness of the discrete
phonemes (the smallest units of sound) in spoken language—the ability to
perceive, hear, and manipulate these units of sound. This is important for
beginning to read, as it builds into phonic dictionary and word recognition. A
child with well-developed phonemic awareness will be able to discriminate
between words that are similar in sound, will be able to blend sounds at a
phonetic level, and will be able to segment sounds in words into phonetic
elements. Being able to understand that the word cat is made up of a series of

sounds /k/, /e/, and /t/ is one element of phonemic awareness. Weaknesses in
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this domain can result in difficulties with decoding words and spelling.
Teachers typically teach phonemic awareness to young children through

activities that include rhyming, blending sounds, and segmenting sounds.

Components of |
Reading

Figure 3.1: Components of Reading

Phonics: the relationship between letters (graphemes) and sounds
(phonemes), taught in a systematic way. This feature helps readers sound out
unfamiliar words so they can decode them. The use of phonics instruction is
especially helpful for teaching reading to very young children and language
learners. Knowing that the letter b represents the sound /b/, for example,
guides learners to pronounce words such as bat and ball correctly. Phonics
instruction involves learning letter-sound correspondences, spelling patterns,
as well as word families. Understanding phonics helps readers to decode
what they are reading without relying on finger-pointing, ultimately

improving fluency and comprehension.

Fluency Fluency: refers to the ability to read text accurately, smoothly, and
with appropriate expression. Fluent readers read quickly yet with little
hesitation and few errors, so they can concentrate on the meaning of the text

instead of decoding individual words. The three main components of fluency
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are accuracy (the ability to read words accurately), automaticity (the ability to
recognize words with little conscious effort), and prosody (the ability to read
with appropriate expression and phrasing). Fluency is built over a lot of
reading, access to a wide variety of books, and oral reading. Usually, this is
just fine, but readers who have trouble with fluency, they tend to have to use
up a lot of their cognitive real-estate on word recognition rather than
comprehension, and so readers who struggle with fluency may find it hard to
follow the overall meaning of a passage. Rereading, guided reading, and

audiobooks are some strategies that can help.

Test-Taking Strategies: The SAT is a multiple-choice test. The richer the
reader’s vocabulary, the more effortlessly they can comprehend sentences,
paragraphs, and entire texts. Vocabulary builds directly (the explicit teaching
of new words) and indirectly (seeing words in different situations. Several
strategies for vocabulary development are reading widely, inferring the
meanings of as many new words through context clues as possible, and
learning synonyms, antonyms and word roots. A small vocabulary hampers
that and the subtleties in complex pieces can go over your head. Moreover,
various tools must be utilized such as with flashcards, word maps, as well as

reading different genres can improve vocabulary retention and usage.

Comprehension: Comprehension is reading is the ultimate goal. This process
includes constructing meaning from text of different forms, interpreting and
critically analysing the text. It is synthesizing background knowledge,
language ability, and cognitive strategy. Good readers actively engage with
the texts they read by asking questions, making predictions, summarizing
main ideas, and making inferences. Reading comprehension skills help
readers assess arguments, recognize biases, and establish links between
different ideas. Difficulties with understanding could stem from complex
sentence constructions, unfamiliar words, or insufficient background
knowledge. However, until you have it, practices like annotating texts,
discussing readings with a friend, and engaging in active reading can build
skills.
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How Reading Components are Interconnected

All these parts must be in place in order to develop fluent reading skills.
Deficits in any of these areas can have a detrimental impact on overall
reading proficiency. If a student has difficulty decoding words (for example,
due to phonics issues), that will interfere with fluency, which affects
comprehension. Metaphorically speaking, a reader with a limited range of
literary understanding may look at a text and see only the text, just as
someone who does not know any English at all may be unable to read the text
in front of them they will understand nothing. So all of those things must be
combined in the end in a good reading instruction program so it supports
whole reading development. Readers can improve their ability to read
confidently and critically across multiple content areas and genres through
foundation skills in phonemic awareness, phonics, fluency, vocabulary, and

comprehension.
c) Improvement of Reading Skills

Reading is an acquired skill, one that takes time and practice, and that
includes cognitive, language, and analytic development. If a reader reads
regularly, technique approaches are used, and texts are engaged with critically,
they can improve their reading ability. Enhancing reading abilities is a vital
component in achieving study prosperity, career development and individual
satisfaction. Vocabulary and Fluency, Comprehension, Critical Reading, and

reading aids are the crucial areas that need to be improved while reading.

Regular Reading Practice: Reading regularly and in variety is the basis for
progress in reading skills. Read a lot, and widely, fiction, non-fiction,
newspapers, academic journals, online content. Reading a variety of types
causes you to be versatile and familiarizes you with different writing styles,
tones, and complexity. Regularly engaging in reading practice leads to
improved recognition of words, greater speed in reading, and enhanced
comprehension overall. Moreover, things like reading goals, for instance
reading a number of pages every single day or finishing a book within a

specific time frame will keep you motivated and encouraged.
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Vocabulary Range: Rich vocabulary is important part of reading
comprehension and fluency. | trained readers on vocabulary only with usage
in context and active learning through dictionaries, thesauruses, and
contextual inference. Reading dense texts that expose you to new words as
you read, and repeatedly writing down and reviewing the words, can help you
retain material. Playing word-based games, flashcard activity and discussion
of new words are some of the other activities that can help reinforce the
content gained. Even knowing what roots, prefixes, and suffixes mean can be

useful in interpreting the meaning of an unfamiliar word.

Fluency Development: Fluency refers to the ability to read smoothly and
with accuracy and appropriate expression. Reading fluency can be augmented
through repeated reading, oral reading, and listening to audiobooks. Reading
aloud boosts your pronunciation, pacing and intonation, hence you can
process the strings of text without much efforts. Of those, practicing guided
reading programs with fluency development can also be helpful. Also, reading
and listening together listening to an audiobook while reading along, for
example can help readers develop a natural reading cadence. Fluency, in
particular, is important for academic and professional environments, where

rapid understanding of written material is expected.

Improving Comprehension Strategies: learn to develop strategies that help
with the reading and understanding of texts. Some effective strategies are
summarization, questioning and making predictions. Summarization is the act
of reducing the text that needs to be read to the main ideas, and this means
reinforcing understanding and memorizing essential information. By
questioning, active engagement with the text is stimulated and the reader is
motivated to reflect on what the text and why. Making predictions is when
readers guess what might happen next in a story or what the author will argue
in an article, which helps maintain readers’ interests and cultivates analytical
thought. Making a connection to their own life, the world around them, or

even other texts can deepen understanding and memory.

Critical Analysis and Reading A high school student must develop advanced

skills to engage in critical analysis of texts by identifying the main arguments
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made by the authors, understanding any biases they may contain, and
evaluating the credibility of their sources; It should be followed up by practice
reading for information and identifying whether the information is plausible,
whether a different group of people could provide a more holistic or different
answer, and whether a description uses logical syllogism. Discussing what
one reads, whether with the members of a study group, members of a book
club, within an online forum, etc., can enhance comprehension and expose the
reader to alternate interpretations of works. Writing reflections or critiques
about texts also assists in analytical thinking and in reinforcing

comprehension.

Employing Reading Aids and Techniques: If readers can organize the
information and trigger retention in some way, they can use different tools and
techniques to assist them in improving the information they are taking in.
Readers underline important points and write notes in a vignette through
highlighters and annotations, facilitating the review process at a later stage.
They presented us complex ideas in a simpler way, so the relationship
between both of the ideas could grow in a visual presentation, mind maps,
and graphic organizers. Methods of note-taking, like the Cornell Method,
guide readers in systematically distilling and recalling the most important
content. There are many digital tools available as well (eg, reading apps with
built-in dictionaries, annotation capabilities, etc) that can include even more

visual elements into the experience.

Reading Intervention Program and Reading Specialist: Structured reading
programs and professional guidance can provide targeted support for readers
who are struggling Academic Support: Specialist Academic Support can refer
students who may be struggling with their reading to specialist academic
support programs. Step-by-step interventions that address particular reading
difficulties include programs focusing on phonics, comprehension, and
fluency. Things like working with reading specialists, tutors, or teachers can
give personalized instruction and feedback too. 17+ Ways to read Extreme
Habits By a sex addiction therapist the frieze festival invites readers to share
their thoughts on works gone by, giving them a platform to express their

opinions while encouraging others to read.
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Consistency is Key: Cultivating a Good Reading Habit Reading in a calm
environment, dedicating time blocks to reading, and ensuring the material is
hooking enough, even for people who least enjoy reading, can also aid in
making the activity enjoyable.” Book and article choices should be guided by
the interests of the readership, while gently pushing readers to newer, more
difficult texts, over time. Incorporating reading into everyday activities
reading during a commute, before going to bed, or as part of a study session

— can help reinforce the habit.

Incorporate these habits into your reading journey and see the immense
growth in your reading skills. But reading ability can be improved by
developing vocabulary skills, increasing fluency, developing the strategies of
reading comprehension, performing critical analysis and using reading aids.
Long term progress comes from consistency, motivation, and having a
positive approach towards reading. Readers willing to put in the time and
effort, can thus build greater skills with literacy, gain knowledge of new

subjects, as well as develop a lifelong enjoyment for reading.

Unit 7: SPEAKING SKILLS

Speaking plays a vital role among all communication skills and is an essential
skill to perform in our personal, academic and professional lives. This ability
to speak helps a person articulate their ideas clearly, share their feelings, and
have meaningful conversations. Whether in conversations, academic
presentations, or professional meetings, strong speaking skills allow increases
in confidence, credibility, and influencing skills. Fluency and coherence aside,
this skill also requires attention to extract such as pronunciation, tone and
delivery. Unfortunately, speaking skills are the building blocks of
communication and no importance can be laid down. One of the most
significant skills in this regard is getting the most out of your speaking
abilities; it can positively affect professional relations between people,
knowledge-sharing, and open-to-new-business opportunities. Moreover, as
most jobs involve communicating ideas clearly and confidently, sounding like
a leader and sounding competent can be the difference between being

successful in the workplace and not." Speaking is another important skill for
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language learners as it allows them to participate in conversations and
contributes to better language retention. Pronunciation is a speaking skill that
is essential for clarity and accuracy in verbal communication. To pronounce
something correctly avoids misunderstandings, while also making it easier for
the listener to understand. Mastering sounds, syllables, and word stress
patterns helps in articulating them clearly. You can read the full details and
then come back to the part that explains the advantage of pronunciation skills:
Poor pronunciation may confuse, while a good pronunciation will enhance
the voice and make communication effective. Similarly, pause, tone, and
stress are other key factors involved in effective speaking as they are
responsible for adding physiognomy and conduction to the speech. Taking
strategic pauses help organize thoughts, bring out heavy points and make the
speech more engaging. Tone expresses feelings and attitudes, enabling
speakers to convey confidence, excitement or seriousness. It adds meaning
and strikes the right tone, or to quote the term ‘stress’ which refers to the
particular emphasis placed on certain words. If these elements are out of
whack, speech may come off sounding flat or muddled, and will fail to get its
point across. This part will cover the speaking skills' variables, including the
essentiality of speaking in daily life, pronunciation and how it affects
understanding, and several others. And it looks at how aspects like pause,
tone and stress affect how well we communicate verbally. This way,
individuals can polish their speaking skills with more confidence and

meaningful interactions.
a) Importance of Speaking Skills

Thus, speaking skills play an important role in oral communication and
impacts an individual at a personal and academic level and personal level.
Starting with Clear CommunicationClear communication and expression of
thoughts provide the foundation for building relationships, sharing ideas and
advancing in any field. Good speaking skills builds up your confidence, help
you connect with people on meaningful level and advance your career. The
process of communication is one of the fundamental components of human
interaction; thus, learning to speak better is essential for creativity and

development.
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Speaking Skills and Personal Development: One of the aspects of
personality that grows due to good speaking skills is confidence and self-
expression. When people are able to express themselves fluently, they will
become more comfortable conversing with people in a social and professional
setting. Good and well-articulated speech boosts self-esteem and lets the
person talk freely without delay or negligence. Those with good speaking
abilities are regarded as professional and intelligent and gain trust and respect
in communication. Speaking skills enhancance interpersonal relations in
addition to self-confidence. Being able to communicate means that people can
explain how they feel, what they think and what is important to them in a way
that can be understood by others. It leads to better understanding of each
other hence minimizing the chances of miscommunication and conflicts. In
friendships, family life and group socializing, clear and effective speech helps
build meaningful and strong relationships.

The Importance of Speaking Skills for Academic Success: Speaking skills
are vital to academic success as students are expected to argue, debate, and
give presentations. Being able to present your ideas boldly in front of an
audience helps students learn and enables them to engage more with the class
itself. Oral exam, group projects, etc., many learning assessments require
good speaking skills, so these are necessary for academic growth. In addition,
by helping with understanding and retention, speaking skills are effective.
Verbalizing information helps students deepen their understanding and
become better equipped to analyze nuanced topics. Classroom discussions
help to develop critical thinking skills as students are required to express their
thoughts and respond to opposing thoughts. For those learning a language,
practice speaking is important to mastering pronunciation, fluency, and using
vocabulary correctly so that it feels easy to communicate and speak in a new

language.

Benefits of speaking skills: Having strong speaking skills is an asset when it
comes to professional setting, communication and professional growth.
Employees who can communicate their ideas clearly and persuasively are
more likely to thrive in job interviews, business meetings and client

interactions. Good speaking skills are important to employers because such
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individuals are able to represent the company well and communicate
effectively with clients, co-workers, and stakeholders. Professional Public
Speaking Soft Skills Gyaan. Those who can present effectively, moderate
conversation, and explain concepts in an accessible manner tend to be top
leadership choices. Good public speakers can energise and motivate teams,
negotiate business deals and pitch new ideas convincingly. People who shine
in communication are also more likely to be promoted to managerial positions
and move up in the corporate rungs. Moreover, communication is one of the
key pillars of networking which is real required for stronger professional ties.
The skills to introduce oneself with confidence, to start a conversation and to
express ideas in a concise and articulate fashion that allows the person to meet
and venture new personal professional encounters. Making a clear, concise
impression is a very desirable skill; if successful, it allows you to engage with

some important individuals facilitating your growth in your professional life.

Speaking Skills for Social and Global Communication: A global
community needs well-versed speaking skills intended for interacting with
persons of different social and social foundation. They state that: "We know
that communications between cultures involves tone, vocabulary, and speech
style that, if disregarded, will not meet positive communicative goals.” Those
who can alter their speech according to their audience are more beneficial in
international business, diplomacy and cooperation: The importance of
speaking goes beyond the workplace, as it carries great importance in the
social spheres, too. When we know how to communicate, we can sway
opinions, engage in conversations, and share views. People with strong
speaking skills contribute to the social fabric, helping reach consensus
whether at community events, political debates, or casual conversations, by
formulating their opinions clearly. Furthermore, spoken contacts become even
more common in virtual conferences, podcasts and on-line talks due to digital
communication. Those who communicate effortlessly in these formats have an
edge in personal branding, professional networking, and social influence. With
the fast estate of technology, one can still find speaking skills an
indispensable medium of communication in the digital world and crossing

boundaries across the globe.
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Speaking Skills as a Complement to Leadership and Influence:
Leadership and influence go hand in hand with good skills in speaking. Some
of the greatest leaders in history have understood the power of speech to
inspire, persuade, and mobilize. Strong leadership includes the ability to
communicate a vision, address concerns, and build trust in followers. Public
speaking also allows leaders to motivate teams, advocate for causes, and
shape public opinion. This explains the necessity of persuasive speaking in
fields like politics, sales, law, marketing and other escorts that require the
persuasion of others to make an impact. Be it giving a speech, cutting a deal,
or speaking on behalf of a cause, people who can articulate are always a step
ahead of their contemporaries. Whether public figures, media personalities, or
motivational speakers, these people learn to develop potent speaking abilities

in order to reach their target audience and leave a memorable impression.

An effective speaking ability helps us overcome communication barriers:
Most communication barriers stem from an inability to speak unclear speech,
mispronunciations, lack of coherence, etc. These factors create pitfalls for
misunderstandings, misinterpretations, and interaction failures. When
messages are both undistorted and delivered in the time frame they require,
these barriers are overcome, and you develop speaking skills. In the art of
communication, you should never be neglecting skills like listening and
speaking together. A good speaker is also a good listener, responding with
thought and creating a dialogue that is valuable. Finesse both speaking and
listening skills for overall communication effectiveness to help enhance

interactions both at home and work.

Tips on Improving Speaking Skills: Speaking skills are critically important
for success. One of the best methods for improving speaking skills is daily
practice. One can talk to someone, discuss topics and talk in front of the
mirror to gain confidence and fluency. Other factor is Improving vocabulary
for speaking purpose. The more words and phrases one learns, the easier time
one will have expressing themselves. Improving communication can also be
achieved through practicing how to pronounce and being mindful about
speaking clearly. Watching skilled speakers, like politicians and TED

speakers, is a great way to explore tone, pace and articulation. Joining
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speaking clubs such as Toastmasters or joining debate competitions can offer
you structured practice and feedback. More specifically, working with a
mentor, recording your speech and playing it back to yourself for editing, and
taking advantage of online speech improvement programs are also great

methods to become a better speaker.

The ability to speak well is an important aspect of communication that affects
everything from personal confidence and academic success to professional
performance and social interactions. Language is essential to communication,
discussing world events, and breaking down barriers. If you have strong
speaking skills, you can convey your thoughts adequately, persuade someone,
and make long-lasting relationships. Speaking is yet another skill, and practice
makes perfect the more we work on our pronunciation, tone and articulation,
the more powerful our words become, opening doors to further opportunities
and experiences in life. When the power of public speaking is understood, it

can help boost both personal and professional life to the next level.
b) Pronunciation

For speaking skills, pronunciation is an important aspect that governs how
words are spoken correctly and clearly. Pronunciation is an essential part of
effective communication, where even the smallest mistake can cause
complete misunderstanding. Good pronunciation means pronouncing sounds,
syllables, word stress, and intonation well. This involves not only
pronouncing words correctly but also keeping your speech clear, well-paced
and fluid. Good pronunciation helps native as well as non-native speakers
comprehend better, speak with confidence and contribute positively in
conversations. Even with proper sentence structure, if pronunciation is

unclear, it may say otherwise.
The Importance of Pronunciation

In spoken communication, pronunciation is essential, as an individual can
have a wide vocabulary and be perfectly grammatically correct, but unclear
pronunciation can lead to confusion. When words are not pronounced
correctly, it may become difficult for the listener to comprehend its real

meaning and vice-versa. Let’s take the example of pronouncing “desert” (a
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dry, arid land) as “dessert” (a sweet dish). Even more importantly, the
placement of word stress is essential — the word “record” in English is a
noun (RE-cord) or a verb (re-CORD) depending upon where the stress falls.
Used incorrectly, stress can make the speech sound unnatural or send the
wrong message. The pronunciation should be especially emphasized in
professional and educational levels. For effective public speaking,
presentations, and job interviews, clear pronunciation is a prerequisite. If
pronunciation is poor, you may not have confidence in your speaking ability,
and you may have problems with clarity of ideas, which will affect career
opportunities and relationships. Moreover, pronunciation is important in
learning a language as it helps to understand what others are saying better.
Regular practice of pronunciation helps learners comprehend spoken language
more easily, since they become accustomed to common sound patterns and

accents.
Elements of Pronunciation

You need to know and master the key concepts in order to develop proper
pronunciation. All of these factors contribute to more accurate and natural

speech.

Phonemes (Speech Sounds): Phonemes are the smallest units of sound in a
language that can differentiate one word from another. There are 44
phonemes in English (a mixture of vowel and consonant sounds) that are key
for clear pronunciation. Mastering these phonemes enables speakers to
pronounce words correctly. Consider the following two words: “ship” and
“sheep.” They differ by only one phoneme, and yet the meanings are
completely different. If a speaker mispronounces the vowel sound, the
listener may misunderstand the word. If speakers understand the phonemic
differences of a language, they can avoid common errors and speak more

effectively.

87

MATS Centre for Distance and Online Education, MATS University

n‘rss,
J

UNIVERSITY

Reading and
Speaking Skills



E

7i§7\
s

UNIVERSITY
ready for I

Communicative
English

Key Elements
of English
Pronunciation

Figure 3.2: Key elements of English pronunciation

Syllables and Word Stress: Syllables are segments of pronunciation that
compose words, while each word contains one or several syllables. For
example, in English, syllables can be stressed more or less stress on a syllable
makes it sound “lighter,” while more stress makes it sound “heavier.” This
means that the word “present” can be pronounced differently based on which
syllable is stressed. When spoken as “PRE-sent,” it refers to a gift (noun),
while “pre-SENT” means to offer or display something (verb). Misplaced
stress in longer words can make speech seem unnatural or, in the worst case,
difficult to understand. The Correct stress patterns add to the intelligibility of

speech and add to the rhythm and ease of understanding of spoken language.

Intonation and Rhythm: Intonation is the rise and fall of pitch when
someone speaks, and is so important for expressing meaning and emotions. In
English, raising the pitch at the end of a sentence often signals a question
(e.g., “Are you coming?”); a falling intonation signals a statement (e.g., “I am
coming.”. Good intonation, on the other hand, adds expressiveness to speech
and makes it more interesting. In a similar vein, speech rhythm is the way
your words flow and create a natural-paced message. English is a stress-timed
language, which means some syllables are pronounced stronger than others.
Working on intonation and rhythm makes the speaker sound more fluent and

enables him/her to emphasize the most important words in a phrase.
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Vowel and Consonant Sounds: The pronounced sounds of vowels and
consonants vary in English language as compared to other languages and
fluent speaking may become difficult for learners. Here are some common
problems that include words that sound the same. Non-native speakers
commonly mispronounce the "th" sound in "think" and "this," and replace it
with an "s" or "d," for example, while sounds for the vowels in "bit"/"beat"
are also more precise and need to be pronounced correctly to avoid confusion.
Practicing and being aware of these sounds makes a person speak clearly and

pronounce their words correctly.

Connected Speech s Linking Sounds: When we speak naturally in
conversation, we tend to connect words instead of speaking them individually.
This phenomenon of connected speech, when sounds blend together, is called
elision. For instance, “I want to” is often articulated in conversation as “I
wanna.” Recognizing these reductions and connected sounds allows learners
to process native speech more easily and develop their own fluency. Some
learners have an issue with not being able to catch fast conversations because
of connected speech, and a lack of understanding of it, or think that native

speakers are speaking too quickly.
Challenges in Pronunciation

Pronunciation is influenced by several factors, including a speaker's native
language, their habitual speech patterns and their exposure to the target
language. These challenges can contribute to difficulties pronouncing sounds
accurately, often resulting in confusion and miscommunication. These hurdles
can be overcome with some awareness and focused practice. Common types
of pronunciation challenges include mother tongue interference, lack of
phonemic awareness, fast speech and weak syllables (probably not relevant to
all of you), and silent letters or spelling inconsistencies. Pronunciation, and
one of the major threats to correct pronunciation is the Mother Tongue
Interference. When learning a second language, a challenge lies in applying
the phonetic rules of the native language, which results in pronunciation
errors. For instance, Spanish speakers might struggle to differentiate between

the “b” and “v” sounds, since there is little difference between the sounds in
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Spanish. Chinese speakers, for instance, have a difficult time telling apart
sounds that are similar to American ears, such as the two sounds of “r” and
“l,” which can lead to confusion when they are just learning English, as in the
case of “rice” versus “lice.” Such native speech habits albeit from a native
oral language would unwittingly lead to their speech being less intelligible to
the native listeners. Phonemic Awareness is also the reason behind problems
in pronunciation. When learners do not have knowledge of the specific sounds
of a language, they may replace it with similar sounds from their mother
tongue. This results in mispronunciation and any loss of speech clarity. For
example, some learners substitute the English "th" sound in "think" with an
"s" or "d" sound, resulting in "sink" or "dink." Phonemic drills and listening
exercises will essentially aid learners by providing them with the tools to

listen to cheese and produce them accurately.

For non-native speakers, Fast Speech and Weak Syllables add their own
problems. English is a stress-timed language, which means that some syllables
are stressed more than others. For example, in fast speech, some syllables
may not be pronounced, which can make it challenging for learners to
determine the specific words being conveyed. So you might pronounce
"comfortable,” for instance, “"comf-tuh-ble™ instead of "com-for-ta-ble.” If
learners are not perceptive to these reductions, it can be challenging for them
in comprehension and fluency. This variation in pronunciation may cause
some difficulty for learners (some listening exercises can help with this by
teaching learners to recognize natural speech patterns). Silent Letters,
Spelling Variations: So Many Ways to Pronounce a Word English is not a
phonetic language, and many words are spelled differently than you would
expect, making it hard for learners to navigate these challenges. Some words
have silent letters, like “knife” (silent letter: “k”) and “Wednesday” (silent
letter: “d”), while others include exceptions to common rules of thumb.
Already, English has a lot of words with irregular spelling patterns, like
“though,” “through,” and “tough,” which all have different pronunciations
even if the spellings are similar. However, practice helps learn what letters are

generally silent and how some letters can have different pronunciations.
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Ways to Improve Your Pronunciation

A mainstay of your content diet is natural speech, so you can start to sound
more like a native speaker within your own limits and develop your
pronunciation. They can borrow these principles to be able to work on their
pronunciation, as well as their speaking and listening skills themselves. Here
are some of the best pronunciation strategies to improve your communication
skills: Listening to native speakers, phonetics practice, pronunciation practice,
recording and self-evaluation, practicing with little pairs, doing conversations,
speech recognition software, reading aloud with shadowing. This website
helps you develop accurate pronunciation by listening to Native Speakers.
Learners can listen to native speakers via movies, podcasts, and real-life
conversation, and gain exposure to proper pronunciation, intonation, and
speech rhythms. Follow the intonation of native speakers to improve your
articulation and fluency. Furthermore, exposure to different accents and
dialects helps learners become aware of pronunciation variations within
different English-speaking regions. So, phonetic training, IPA (International
Phonetic Alphabet); it can get a little bit, you know there are some learners
that might — specific learners who might have a challenge with certain sounds.
It gives you a phonetic representation of the sounds in a language that allows
you to understand how words are pronounced independent of how they are
spelled. Phonetic transcriptions of words are included in many of the
dictionaries, which can help learners with correct pronunciation. This means
that pronunciation accuracy also improves a lot, when you do phonetic drills,

or learn the IPA symbols.

Identifying and Working on Difficult Sounds: Listening to pronunciation
drills and repeating them is a key foundation in mastering tough sounds.
Repetition of difficult or complex words and sounds is the key here, as
clearing, saying out loud those words that are hard helps to correct the
pronunciation issue! They include articulation drills and tongue twisters “She
sells seashells by the seashore” that excel at developing more general speech
fluency. Make pronunciation drills a part of your daily practice and you will
be amazed at how much it improves the clarity and precision of your

speaking. Fluency Progress: Recording and Self-Evaluation Learners can
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identify areas to improve with their native speaking by recording themselves
and comparing with their pronunciation. Finally, a self-evaluation will allow
students to become more aware of their pronunciation mistakes and try to
correct them. Since most modern language apps also have a pronunciation
feedback feature, new learners can perfect their pronunciation with such
programs. It can be challenging to master them, so working with Minimal
Pairs allows students to discriminate between similar-sounding sounds that
can lead to misunderstanding. Minimal pairs are pairs of words that differ by
only one sound (e.g. shep / sheep; pat / bat). It helps the learners to identify
and pronounce the sounds correctly by listening repeatedly and pronouncing
minimal pairs. Many online pronunciation tools and language apps
incorporate minimal pairs exercises for practice. This helps learners to
develop confidence and speak more naturally by regularly talking with fluent
or native speakers. Speaking practice through interaction Speech practice—
you could focus on pronunciation and use conversations as a way to practice
in a meaningful context. Participating in language exchange programs or
joining conversation groups can also provide helpful opportunities to practice

pronunciation in a supportive environment.

The Speech Recognition Software gives instant feedback on how accurately
you pronounced. Numerous languages learning applications, including
Duolingo, Rosetta Stone and Google’s speech-to-text function, analyze a
learner’s pronunciation and offer suggestions. These tools enable learners to
practice pronunciation by themselves and obtain instant feedback, adding an
interactive and practical element to the learning process. A second great
technique for pronunciation and fluency is Reading Aloud and Shadowing.
Reading out loud provides learners the opportunity to practice their word
articulation, intonation, and pacing. Shadowing, which is simply repeating a
speaker’s words as soon as they say them, allows learners to mimic the natural
rhythm of speech and get better at pronunciation. This work method is
especially effective for practicing the stress and connections in the English

language.
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¢) Pause, Tone, and Stress

Words are important but effective speaking is not just about the words. It
simply means three important components of your spoken word that affect its
clarity, impact, and expressiveness: pause, tone, and stress. Several of these
help speakers convey meaning, engage listeners, and maintain the appropriate
level of understanding for their message. Polishing on these features of speech
can cardinally support an individual connect and get ahead in public and

process roles.
Pause: Travelling in Speaking Skills.

If you are looking to become a better communicator, the pause is one of the
most powerful tools you can add to your arsenal. A well-placed pause lends
meaning, adds punctuation, and makes speaking more interesting. Pauses also
have other functions: they allow the speaker to organize their thoughts and
emphasize the important points, and allow the audience to process the
message. Otherwise, speech can be rushed and monotonous; people may have
difficulty processing the information provided without pauses. However, too
many or poorly timed pauses interrupt the speech flow, leading to
misunderstanding or decreasing its effect. So, learning how to use pauses is a
key aspect of speaking, ... And if you want to improve your speaking skKills,
this is important whether speaking in front of a crowd, or for a professional

presentation, or in your everyday conversations.
Types of Pauses and Their Functions

Pauses serve numerous functions that contribute to speech delivery
effectiveness. Pauses have a role in structuring speech, as well as putting
emphasis on certain words or phrases and letting the speaker catch his or her
breath. Learning to use shorter pauses, longer pauses, and longer sentences
strategically can enhance your communication skills overall, making the flow
of information more impactful and easier to follow. The most common types
of pauses are: grammatical pauses, emphatic pauses and thinking pauses, all

of which serve a different purpose when you are speaking.
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Grammatical Pause — The grammatical pause ensures that the reader
understands what they are reading, and in a way that is consistent with the
message. These comma-like pauses segment speech into information
segments, which helps the listener follow sentence structure. Refraining from
standard grammatical pauses leaves speech paralyzed; it is easy to
misinterpret a message without appropriate grammatical pauses. So, for

example, if we see this sentence:

o Without pause: "Let’s eat grandma."

e With pause: "Let’s eat, grandma."

The first pass, however, doesn’t include a break, leading to a sentence that
could be misconstrued as something ominous. But the second version, which
pauses after ‘“eat,” clarifies that the speaker is directly addressing their
grandmother, rather than putting forth an accidental meaning. In a formal
situation, grammatical pauses assist speakers in giving sessions logically.
They provide a better pacing that lets the audience take in the information
being shared. Because a speaker who were not doing any grammatical pauses
would sound like someone who just wrotes down and read without any
meaning. Using these pauses properly thus allows for coherence, and

prevents the speech from sounding either rushed or mumbled.

Emphatic Pause: To emphasize important things, we use an emphatic pause.
An emphatic pause is a specific pause which comes before a must-hear word
or phrase or following it in order to focus on it. This is especially helpful in
persuasive speeches, storytelling, and presentations, as the objective is to
leave a strong impression on the audience. Using emphatic pauses can help
you highlight important points, making it more likely that the audience will

remember them. One example of such as sentence would be:

e Without pause: "Success requires hard work dedication and patience."

e With pause: "Success requires... hard work, dedication, and patience."

The second way, the emphatic pauses add weight to each quality, so it’s clear
in the audience’s mind. This method is typically used in speeches, debates,
and motivational talks, where putting more emphasis on one word or idea
rather than the others can have a bigger effect. They can also use emphatic
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pauses to show emotions, like excitement, determination, or urgency. In well-
known speeches including Martin Luther King Jr.’s I Have a Dream speech
strategic pauses emphasized key phrases and made them resonate. If a speaker
does not know how to use breaks properly, they may miss out on the emotion
and meaning of their message. On the other hand, effective, emphatic pauses
in the right position in the sentence improve the delivery and make the speech

more compelling.

Thinking Pause: How to Organize Their Thoughts and Avoid Fillers: A
thinking pause comes into use when one needs to recall information, gather
thoughts, or make the next sentence. Instead of mindlessly verbalizing filler
sounds such as “um,” “uh,” “like,” or “you know,” speakers can employ
thinking pauses even when elaborating on a point. Take, for example, these

two iterations of a sentence:

e Without pause: "I think, um, the main reason is, uh, because people
don’t, uh, understand the concept well."
e With pause: "I think... the main reason is... because people don’t

understand the concept well."

You may be limited to people who sound good on doubt still provides good
questions, but they often would have some adventure, Colorado, were able to
clarify the thinking pauses to prevent the unnecessary filler words. Overuses
of fillers, however, can give the impression of uncertainty, nervousness, or a
lack of preparation. Using a pause instead of a filler word allows the speaker
to maintain the credibility of the words he's saying and control the
momentum of the speech. This work best in interviews, debates, discussions
where the speaker has right time to build a constructive response. Rather than
jumping straight to an answer and sprinkling filler words everywhere with no
real coherence, taking a moment to gather one’s thoughts leads to both a more
organized and clear answer. Then utilizing this trick, speakers can look more
confident and articulate. The effective use of pausing in your speech can
dramatically improve all aspects of communication: clarity, interest, and
impact. Add pauses A key advantage is they increase comprehension as the

audience has more time to actively integrate difficult information. Pauses at
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just the right moments can break up ideas into digestible parts, making it
easier for the audience to track. Pauses, in addition, help emphasize key
points they make important words and phrases stand out, supporting the
speaker’s message. Speech without pauses can be tedious, uninteresting, but
with pauses, we can add variation and prevent boring. Strategic pauses can
create suspense and excitement, generating anticipation and making speeches
and presentations more engaging and effective. In addition, a pause gives a
speaker time to organize his/her thoughts, reducing anxiety, and leads to
delivery that is calm and articulate. And using pauses instead of filler words
can make a speaker seem sharper, more professional, and improve their

credibility.

Yet although pauses are useful, misuse may impair the delivery of a speech.
Excessively pausing again too many breaks make the speech sound hesitant
or disjointed. In other words, pauses must be deliberate, not just common.
Likewise, random pauses — stumbling, when there are breaks put into the
speech abruptly without a clear explanation — can interfere with the natural
flow of language and perplex listeners. Another issue is lack of pauses; when
the speaker talks too fast and does not leave enough room for pauses, they
make it more difficult for the audience to keep up, sacrificing the clarity of
the speech and making it feel rushed. It is also important to not overuse
pauses/swallowing the end of a phrase or incorrectly pausing can make the
speech go out of context and sound unnatural. So, some strategies speakers
can use to instill good pausing practice are: This is a great exercise to apply as
it will help develop a natural flow of speech. Filming and analyzing speeches
can also help speakers assess their usage of pauses and how to adjust it better
for their speeches. Use listening to improve: If you watch TED Talks or
people with presentations make speeches there are always very good points
where they work or execute pauses in their talk. Another technique is
controlling breathing having more controlled breath means speakers can
pause naturally without losing the flow of their speech. Speaking more slowly
also helps you pause at the right moments, making your speech easier to
understand and more engaging. One of the most important aspects of

effective communication is the pause! Regardless if this is used for

96

MATS Centre for Distance and Online Education, MATS University



grammatical structuring, emphasis, or organizing thoughts, they even help
speakers to make their message clearer and more persuasive. Used effectively,
pauses provide better engagement for an audience, better clarity for an
address, and give confidence and professionalism to the presenter. Speaking
slowly and letting pauses happen mean you help to practice communication
in a refined way, letting your speech be more engaging, impactful and

effective in any scenario.
Tone: Conveying Emotion and Attitude

Tone is an elemental component of verbal communication and plays a crucial
role in the reception of any message. It relates to the timbre, quality and
emotional expression in a speaker’s voice, which conveys their attitude,
feelings and motivations. Tone of voice can communicate everything from
excitement, confidence, politeness, seriousness, enthusiasm to sarcasm. Even
when the words are unchanged, the tone uttered can alter their meaning
entirely. For instance, if someone says, “This is great! It is conveying pure
happiness in an exciting jubilant manner. But if the same words are said in a
monotone, bored or sarcastic voice, the meaning changes entirely it signals
indifference or even resentment. It is important and significant in terms of
how the speaker adjusts their tone throughout their speech because that will
change how the audience receives it. Speech with good control and variety of
tone is more vibrant, interesting, and impactful. A boring or repetitive tone,
however, will give you a dull and boring symposium. The speaker who makes
a speech in a flat, neutral monotone voice is not going to keep the audience's
attention for very long. In comparison, a speaker who knows when to use
tonal shifts can add emphasis to key points, convey passion and keep the
listener engaged the entire time. Tone also plays a key role in reinforcing the
speaker’s intent. In those cases, if you are giving important news or a
motivational speech, a firmer and more confident tone emphasizes what
you're saying. If they are giving a condolence message, however, a very soft
but respectful tone is appropriate to make the speaker feel as if they are being

understood and the listener shows honesty'.
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More on Tone of Voice: The importance of tone can depend on the context
and audience. A calm, clear, and authoritative tone in professional
environments, like workplace meetings, interviews, or formal presentations,
conveys confidence, credibility, and a sense of professionalism. It is more
likely that a leader or manager who can speak in a clear and composed tone
would command the trust and respect of their peers and employees. An
example of this would be a manager who needs to communicate something
important like a new policy a direct tone will ensure that it is understood and
taken seriously. Conversely, delivering the same message in a hesitative or
weak tone will raise doubts or confuse the audience. And this is how social
conversations take place in terms of tone, which is essential for relationship
building and rapport between humans. Using warm and friendly tone gets
your messages across in a way that makes interactions a good experience,
inviting and getting people closer to each other. The informal and light-
hearted tone in conversations with friends, family and acquaintances conveys
curtains of approachability and that we are open for back and forth so it makes
it easy for our social circles bounce ideas around and exchange thoughts. In
contrast, a negative or impatient tone can lead to misinterpretation, regardless
of whether the spoken words are negative in themselves. For example, asking
“What do you mean? Noting what someone does agree with in a neutral or
curious tone might engender genuine curiosity or interest, while possession
similar wording in a resentful or aggressive tone could trigger a protective
reaction in the listener. Speaking and telling a story rely somewhat likewise on
the inflection of tone to keep an audience engaged. They give different
intonations to draw attention to important points, build excitement, or build
suspense. Think about when we’re telling a really dramatic story, and we
make our voice lower to create suspense and then we bring that voice up for
impact. A good narrator will use tone to portray characters and to make the

audience feel something for the story.

The Role of Tone in Different Contexts: Practically speaking, one of the
essential things about tone is how emotions can be articulated. In written text,
punctuation and descriptive words can express emotions, but spoken

language depends on tone to convey feelings. The tone of a speaker’s voice
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can convey that their words are happy, sad, annoyed, excited or sarcastic, for
example. The right tone makes sure that when delivering emotions the
message is interpreted correctly. For instance, when you say thank you with
warmth and appreciation, the listener will feel valued; however, a thank you
expressed in a cold tone will not be received with gratitude. That’s especially
true in conflict resolution or sensitive conversations tone is key. Listening and
responding with a calm and tempered tone can help to de-escalate tension and
prompt open discussion, while a harsh or defensive tone can exacerbate
misunderstandings and spark conflict. Certain situations are more difficult and
specific, such as if there is disagreement; in this case, someone who speaks
calmly and respectfully is more likely to move towards a resolution than
someone who is speaking angrily or aggressively towards the other person in
the conversation. Tone is equally important in customer service and hospitality
sectors where client communication has an outsized effect on satisfaction and
experience. Using a friendly and empathetic tone with employees helps create
a good impression and win customer trust for addressing customer issues.
Conversely, not offering a friendly or caring tone can make customers feel
frustrated, even unappreciated. Use the right tone of voice: For example,
when handling with a customer complaint, you will want to use polite,
assuring tone to your interacting style so they know you want to help and

ensure the customer feels heard and valued.

The Importance of Tone in Persuasion and Influence: But tone is a
powerful tool for persuasion in communication. And in marketing, politics, or
leadership, how a speaker presents their message can affect how their
listeners respond. A convincing tone is confident and exciting, so the listener
was more likely to be convinced. A new product advertisement, for example,
might be written in a lively and enthusiastic voice to drive excitement and
interest from consumers. Zik, the political leader attempts to rally support in a
powerful, resolute voice. In negotiations or sales pitches, a well-modulated
tone conveys trust and credibility, allaying suspicions and fears. For example,
a sales rep who has a confident and energetic tone will be more comparable to

a potential customer than one who sounds uncertain or bored. The right kind
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of tone is confident, authentic and passionate which is a necessary component

in influencing others.

Improving Tone while speaking: A few tips that a speaker can follow for a
better tone while speaking. Adjusting your voice is one of the most effective
ways to do this; you can change your pitch, volume or speed to match the
message and emotions that you convey. Recording and listening to your
speech yourself can help you become aware of how you can improve, for
instance, highlight moments where your tone did not have variation or
emotions were not effectively translated. Particularly helpful is the skill of
mimicking expert speakers drawing inspiration from how professionals use
their tone during speeches, interviews and public speaking engagements. You
can also listen to TED Talks, motivational speakers, look at the manner in
which news anchors approach delivering information to gain knowledge on
how tone is effectively used. Breathing exercises are also important for tone
control. Breath control helps speakers avoid a shaky or inconsistent sound by
allowing them to maintain an even and steady tone. Repeat the process of

varying tone while reading aloud.

Tone is critical in effective communication, shaping how messages are read
and received. It expresses feelings, attitudes, and intentions, making spoken
language more vivid and expressive. In the multitude of contexts ranging
from a professional environment to social discussion, storytelling to
persuasion, using the right tone of voice will help increase clarity, credibility
and connection to your audience. A good control over the tone gives speech a
textual quality, helps express emotions, build rapport and trust. With an
approach consistent determination speakers will learn to master tonal
variation that can benefit their cases and make their speech more vibrant,

evocative and winning.

Read the following sentences and try putting stress on the meaning of the

words.

Stress is an integral part of spoken language that contributes to the encoding
of meaning and improvement of communication clarity. It relates to the stress

put on certain syllables within words or certain words within sentences.
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Speakers also shift the stress patterns to emphasize key points, distinguish
words with the same form but different meanings, and ensure that the message
is received with the intended meaning. Not only oral language intelligibility
is increased with appropriate stress, but also expressive and rhythmical
character of speech which makes it more interesting and effective. Stress
serves one of its main functions in distinguishing words that have the same
spelling but different meaning depending on which syllable is emphasized.
This is especially true of English, in which a single word may function as
either noun or verb, depending on the placement of stress. So, for example,
the word record is pronounced differently when it acts as a noun (REC-ord)
and when it acts as a verb (re-CORD). Likewise, conduct with the accent on
the first syllable, “CON-duct” is a noun describing behavior, while conduct
with the accent on the second syllable is a verb meaning to perform an action.
Misplaced stress in such words can create confusion, particularly for
nonnative speakers or people unfamiliar with a language’s stress patterns. But
sentence stress is just as vital as word stress when it comes to communicating
well. You are really learning a human-style sentence paraphrasing method.
Even if all the words are the same, the placement of stress can drastically

change the meaning of a statement. Consider the sentence:
“I never said she stole my book.”
The meaning of this sentence changes depending on which word is stressed:

e “I never said she stole my book.” (Someone else might have said it,
but not me.)

e “I never said she stole my book.” (I never stated it explicitly, though I
may have implied it.)

e “Inever said she stole my book.” (Perhaps I wrote it or hinted at it, but
| did not say it.)

e “I never said she stole my book.” (Someone else might have stolen it.)

e “I never said she stole my book.” (Maybe she borrowed it rather than
stealing it.)

e | never said she stole my book.” (Perhaps she stole someone else’s

book, but not mine.)
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e “I never said she stole my book.” (Maybe she stole something else, like a

pen or a notebook.)

This example demonstrates how stress can shift the focus of a sentence and
change its interpretation. Effective speakers use stress to guide their
audience’s understanding, ensuring that the most important aspects of their

message are clearly conveyed.

The Role of Stress in Effective Communication: Good stress not only
makes speech clearer in terms of diction but also adds to the expression and
imposes the meaning of a spoken word. Speakers tend to stress important
words in a sentence, making it easier for the listener to keep up and
understand the meaning. In public speaking, presentations, and storytelling,
capturing attention is vital, and this becomes particularly relevant. If a speech
is delivered in a monotonous tone and without proper stress to emphasize
words, then it will sound robotic and may bore the listener.....podcast voices, a
steady, monotonous tone with little variation can get grating and is difficult to
listen to.... Not only does stress enhance understanding, it also assists in
conveying feelings and states. For instance, a speaker can communicate
excitement, urgency, skepticism or frustration just by emphasizing certain
words in a sentence. Take the phrase: “Are you sure? If said with stress on
“you” (Are YOU sure?), implying that he’s cast doubt on the confidence of
whoever’s listening. If stress is on “sure” (Are you SURE?), and it highlights
the demand for certainty. These small differences in stress enable speakers to

bring richness to what they're saying and convey emotions more clearly.

Common Mistakes and Challenges for Using Stress: Its significance cannot
be understated, but poor stress placement can result in confusion and
miscommunication. One person might mispronounce a word by putting the
emphasis on the wrong syllable and thus making speech more difficult to
understand. Using im-POR-tant for important or im-BAY-nah for
embarrassing can sound foreign or unnatural. Likewise, incorrect sentence
stress can change the meaning of a given sentence and lead to an inaccurate
understanding. Another problem is the misuse of stress, when speakers stress

too many words compressing their speech into a robot/unarticulated sound.
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Stress should only be used to emphasize the most important elements of a
message. If all words receive the same amount of stress, then the listener has a
hard time finding out which messages are the most important ones. Some
speakers neglect stress altogether, speaking in a flat or imprecisely animated
way. Often, it comes from reading aloud without natural intonation or from
being nervous when speaking. In these scenarios, this absence of stress can
render speech seeming dull, which diminishes its effectiveness, and presents a

challenge for the audience to remain attentive.

Methods to Be Better with Stress in Speech: Since stress can make or break
the conversation or any speech, speakers should follow at least a few of the

tips to improve their communication:

Listen to Native Speakers — This one is more of an observation thing, but
watching proficient speakers in conversation, public speaking, or through the
news and even TED Talks, can help you learn a lot. Focusing on the stress

patterns in spoken language aids in grasping the role of emphasis in meaning.

Exercise for Sentence Stress — A speaker can pick one sentence and change
the stressed words in different ways to see how it changes the meaning. Such

an exercise fosters awareness of the effect of stress on interpretation.

Record and Analyze Speech — By speaking and recording oneself, the sound
can be played back and listened closely to discover the areas which need work

on. This enables speakers to vary their emphasis and hone their delivery.

Making use of Pauses — Excessive pauses before stressed words or after
stressed words can increase the in-depth power of that word. So instead of
rushing through a sentence, with strategically placed pauses that allow

listeners to process what they hear and make key points more memorable.

Take Higher Quality Reading Aloud Practice — Reading aloud with
intentional stress and intonation can prepare speakers to use stress naturally.
Working with dialogues, poetry or dramatic readings can be particularly

effective in mastering stress patterns.
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Practice Breath Control Appropriate breath support enables speakers to
have a steady, practiced sound and more easily use stress in their speech

without sounding loud and strained.

Stress is a key element of spoken communication which greatly affects
clarity, meaning, and engagement. When speakers stress specific syllables of
words or certain words of sentences, they can ultrasound the comprehension
and express emotions better. Stress placement is crucial when distinguishing
words with multiple meanings, emphasizing important information, or adding
expressiveness to speech. But over-stressing too many words, stressing the
wrong words, or not using stress at all can confuse your audience as to what
you really mean, and weaken the power of what you are saying. In order to
practice the use of stress, speakers ought to carefully listen to others speak,
play with the stress in sentences, record themselves and participate in
exercises such as reading out loud. Master these tips and become a better
speaker to add more power to your speech! When speakers understand and
apply stress correctly, they elevate their speech from mundane words to a
powerful force for effective communication, enabling them to forge a
connection with their audience and communicate their message with a

remarkable level of clarity and impact.
Multiple Choice Questions (MCQs)
1. What is the primary definition of reading?

a) Understanding written symbols
b) Speaking aloud
c) Memorizing text

d) Writing on paper
2. Which of the following is a key component of reading skills?

a) Vocabulary

b) Drawing conclusions
c) All of the above

d) Speaking fluently
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. What does the process of reading include? Reading and
Speaking Skills

a) Decoding text

b) Understanding the text

¢) Comprehending ideas and meanings
d) All of the above

. Which of the following is NOT a technique for improving reading
skills?

a) Regular practice
b) Speed reading
c) Skipping difficult words

d) Using context clues
. Why are speaking skills important in communication?

a) To express ideas effectively
b) To create good impressions

c) To improve social interactions
d) All of the above

. Which of the following best describes the role of pronunciation in

speaking?

a) Itis necessary for clear communication
b) It is optional and doesn’t affect communication
c) Itis only important for reading aloud

d) It’s irrelevant to speaking skills
. What is the effect of tone in speaking?

a) It conveys the speaker’s emotional state and emphasis
b) It helps in writing
c) Itis unnecessary for clear communication

d) Itonly helps with grammar
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8. What is the purpose of using pauses in speech?

a) To gather thoughts

b) To give listeners time to understand
c) To emphasize important points

d) All of the above

9. Which of the following best defines stress in speaking?

a) The emphasis on certain syllables or words
b) The rate of speaking
c) The use of gestures

d) The volume of speech
10. How can reading skills be improved?

a) Through practice and feedback
b) By memorizing texts
c) By limiting reading material

d) By ignoring unfamiliar words
Long Answer Questions

1. Define reading. Discuss its importance in the development of language
skills.

2. Explain the process of reading and how it contributes to understanding
written texts.

3. Discuss the components of reading skills, including their significance in
the comprehension process.

4. What are the strategies for improving reading skills? Discuss their
practical application.

5. Elaborate on the importance of speaking skills in effective
communication. Provide examples from daily life.

6. Discuss the role of pronunciation in clear communication. How does it
affect the listener’s understanding?

7. Explain the significance of tone in speaking. How does tone influence the

meaning and reception of the message?
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8. Discuss the impact of pauses in speech. How do pauses improve the Reading and
. . .. Speaking Skills
clarity and emphasis of spoken communication?
9. What is stress in speech? How can the correct use of stress help in
delivering messages more effectively?
10. What are the challenges people face while improving reading and

speaking skills, and what strategies can help overcome them?
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ORAL PRESENTATION

Capstone project on oral presentation assignments (base case version shaky
on mental health, but scores on original data) They are delivered information,
ideas, or arguments in speech to an audience. Having the ability to present
effectively is needed to be able to communicate a message and persuade in a
scenario such as in front of a classroom of students, at a board meeting in
front of employees and during a public event. To make a successful oral
presentation one must prepare well, know what you want to achieve, use the
format that is most suitable for the audience and context. The goals of an oral
presentation vary and often guide how the presentation is structured and
presented. Getting an audience to sit through an hour-long PR presentation is
quite a challenge on its own. So, a spokesperson should consider these goals
to figure out how best to pitch a presentation (educational, persuasive,
thought-provoking, etc. Ensuring that the message is relatable to the audience
and having the desired effect are both key to each of these goals. Core
Differences Between Presentation Types: Apart from clearly defined
objectives, it is necessary to know the different types of presentations to tailor
its delivery according to contextual needs of the audience. The various types
of presentations include informative, persuasive, demonstrative, and
motivational. There is a characteristic of each type and different methods for
each type to be successful. There are several types of presentations
(Informative, persuasive, demonstrative, and motivational). In this
introduction to oral presentations, we will explore the specific objectives and
types of oral presentations and discuss how these objectives and the power of
various presentation types can affect the communication process. Knowing
these factors enables speakers to customize their approach to meet the needs

of their audience and make their presentation more engaging and powerful.

108

MATS Centre for Distance and Online Education, MATS University



a) Objectives of Presentation

An oral presentation an organized means of communication in which one or
several individuals provide information, concepts, or arguments to an
audience through spoken words. It is common in academics and in human
professional environments like seminars and conferences. There are many
factors that make an oral presentation effective, and understanding what its
goals are is one of them. Objectives in oral presentations create the will of
communication, which is telling the audience what you want them to know or

get out of your speech.

Informing the Audience: Its main goal is to inform readers, and the same is
true for an oral presentation. Regardless of it being a complex or simple
subject, it is to show facts, data or new concepts that the audience might not
know about. For example, presentations in academic contexts tend to be
informative, dissecting complex theories or exposing pertinent issues. For
instance, such a presentation could be scientific in nature to deliver research
findings, or it could be for business to present market tendencies or general
performance of your organization. Clarity in communication is the key to
making this goal happen! Data is powerful, but the presenter must ensure that
the information is transmitted in a digestible format, correctly, and meets the
audience's needs. This is also an important point, as structuring the
presentation in such a way is vital to understanding the subject. Moreover,
when the audience is better prepared, it is more liable to be interested in the
presentation and even remember its contents. To achieve this goal, the
presenter might use visual aids like slides, graphs, or videos to reinforce their

oral communication and make intricate concepts easier to understand.

Teaching the Audience: The purpose of an oral presentation is to transfer
knowledge from the presenter to the audience. You’ll find persuasive
presentations in sales pitches, political speeches, legal arguments, and
motivational talks. In these settings, the presenter is not merely sharing
information, they are trying to shift the minds of the audience, seeking to
persuade them to either believe something, take some action or make a

decision. It needs to be a convincing delivery of their points, which should be
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logical, emotional, and supported by credible evidence if the ultimate goal is
to persuade. The goal here is to make a solid argument and win the credibility
of the audience. Therefore, your persuasive presentations should be concise
and guided for the audience. We must also be mindful that effective
persuasion will come with understanding what the audience needs/wants/care
about. For instance, a corporate presenter seeking to attract investment will
speak to what will be of interest to the potential investors, highlighting the
kind of returns to be had from the project. In the same vein, a political speaker
will customize their message to connect with the needs and beliefs of their

voter base.

Engage and Inspire the Audience: Another primary goal of any oral
presentation is to engage and inspire the audience. For a presentation, catchy
starts are important because a presentation that doesn’t catch the eye of the
audience soon turns into a game of their eyes going everywhere and losing
interest to keep the audience engaged in the presentation and achieve the goals
desired. So capturing the audience with interest and maintaining it is one of
the top priorities during the presentation. Your audience's attention can be kept
in a number of ways; these include variation in tone and pace of speaking,
references to relevant anecdotes, incorporation of humor, and maintenance of
eye contact, among others. A good speaker will also use storytelling
techniques to keep the presentation relatable and memorable. Engagement
can also be increased by having interactive elements (asking for questions
before and after or bringing audience members into the activity). Multimedia
components like pictures, sound, and videos are also very powerful in
keeping audiences engaged, especially with complicated or longer
presentations. Audience engagement is not about entertainment; it is
preparing your audience to receive what you are telling them, and allowing
that information to sink in. Maintaining the Audience Interest No Phantoms
display edits and engagement-based retention Engagement metrics show
which sections of your presentation retained your audience and which were

too dry.

Exciting: Finally, oral presentation should be exciting. Regardless of whether

the presentation is related to a scientific breakthrough, a philosophical
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concept or a social issue one of the goals is to get the audience to think
critically about the topic. Academic and professional presentations are
intended to fuel discussion, research, even controversy. This goal is
significant when the intent is to question established thoughts, provide
refreshed views or to emphasize unanswered queries. Creativity in presenters
(e.g., if they can present thought-provoking questions, creative solutions, or
contentious viewpoints) will contribute towards thrusting participants into
peak inquisitiveness. A presenter covering the effects of climate change, for
example, might not just want to inform but also want to challenge the
audience to consider what they (and society as a whole) should do. By
provoking contemplation, the speaker can inspire more profound insights,
larger conversations and possible even permanent changes in how the

audience thinks about that subject.

Purpose of Oral Presentation: One of the chief aims of oral presentation is
to build credibility and establish authority on the topic. This role is especially
important when the speaker introduces, discusses complex information or
argues for a point. The audience should trust that the speaker is
knowledgeable and qualified to talk on the matter. For a speaker to build
credibility, they need to show expertise, use reliable sources, and speak
authentically. A researcher, for example, must cite relevant work, show sound
data and adhere to a methodology when presenting their results. In making
forecasts or providing solutions, the business executive must a well-
researched facts and articulate vision for the company. How well the speaker
delivers the message not just a clear, authoritative voice is critical in creating
trustworthiness in the eyes of the audience. Using correct data and being
truthful also leads to credibility, because then the audience is more prone to

believe and accept the information if this is done.

Fostering Interaction and Feedback Encouraging interaction and feedback
from the audience is another objective of a presentation. This can be
especially relevant in academic, business, and professional environments
where dialogue, Q&A periods, or iterative feedback loops are inherent to the
process. When speakers encourage the audience to participate, it helps one

understand what the audience is finding difficult and in need of clarifying or
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is concerned about. Interactive presentations can also create a sense of
collaboration where speaker and audience collaborate to discuss ideas or find
solutions. Such interaction not only keeps the presentation more interactive
but also encourages you to delve deeper into the topic. Slide: Objectives of
oral presentation To inform, persuade, engage, stir thought, promote
credibility, and encourage two-way interaction; all the goals that are in the
speaker’s mind. These are all goals of a successful oral presentation, and those
most successful at achieving them are often effective at both clearly
explaining new ideas as well as influencing audience members’ thoughts or
actions. These goals, when understood and executed properly, help in making
a presentation not a monologue, but rather an effective conversation between

a speaker and a listener.
b) Types of Presentation

An oral presentation is an informative talk, where a person speaks to an
audience about a subject. They are a good means of communicating to an
audience, using aid to illustrations like slides or handouts. Oral presentations
significantly vary in format, style and delivery depending on the context,
purpose and audience. Knowledge of the types of presentations helps
speakers choose the most suitable way to engage the audience. There are
many types which can be categorized generally into informative, persuasive,
demonstrative, entertaining, panel discussions, motivational presentations.
Each serves a purpose and developing a skill in each can greatly improve a

speaker’s ability to convey their message effectively.

Informative Presentations: The main goal of an informative presentation is
to give wisdom to the audience about a particular subject. We have all seen
this kind of presentation, clear, factual and without bias, supported by research
or data or expert opinions, intended to inform rather than persuade the
audience to do something. The intent is to provide the audience with more
information or context about a topic. The speaker generally includes facts,
figures, and examples to elucidate or clarify the information being discussed
in a manner that is also accessible and understandable for the audience.

Utilitarian presentations of information should be organized in a way that
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makes sense — they p often begin with a brief overview of the topic of study
and follow with more detailed descriptions of the knowledge, followed by a
summary or an exhortation to consider or learn more about the material. An
example could be a scientist giving a talk about climate change, and he/she
could have the objective of showing the most recent research and how it fits
with what we know and how we can do to solve the problem, so, when the
audience leaves, they understand better the situation. Likewise, a corporate
executive may tell staff about new company policies while providing facts and
figures to rationalize the changes. Do not promote a cause or belief and focus

on clearly and objectively.

Informative

Instructive Decision-Making Persuasive

Figure 4.1: Types of Presentation

Persuasive Presentations: The persuasive presentation has a clear goal: to
persuade the audience’s beliefs, attitudes or actions. These are designed to
persuade the audience to adopt a specific perspective, follow through with a
decision, or take action. The speaker uses logos, pathos, and ethos to craft a
persuasive statement. You are often exposed to persuasive presentations in
sales, marketing, politics, and advocacy, where the objective is to persuade the
audience to take a different position or persuade them to take action in support
of the speaker’s position. So, the standard flow of a persuasive talk is to
introduce your key problem, proffer your key solution, and then encourage
your audience to embrace the speaker’s position and act. A political candidate
might issue a rousing speech to entice voters to rally behind their campaign,
explaining their policies and vision for the future. For example, a salesperson
can showcase a product, detailing its advantages and how it caters to the

requirement of the listeners and finally persuading them to buy it. As
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someone who augments the structure of a presentation into an outline or mind-
map has no qualms while recommending two elements you must include in

your presentation design.

Demonstrative Presentations: These are used to demonstrate a process or
specify how a product functions. It's also common for this type of presentation
to include demonstrations where the presenter guides the audience through a
process in real time. The aim is to show the audience a new skill, process, or
technique. Demonstrative presentations usually use visuals or props to explain
what is being done so the audience can witness it firsthand. A chef, for
instance, might show an audience how to make a certain dish by preparing
the ingredients and giving pointers throughout the process. In the same spirit,
a technology expert will show audiences how to utilize a new software
application, walking them for the features and functionalities. Such
presentations must have a high level of preparation and coordination since the
presenter must work to ensure that the process is clear and the audience can
follow it effortlessly. It's common to encourage readers to ask questions or

seek clarification in order to learn.

Ideal Entertaining Presentation: Entertaining presentations are primarily
about entertainment. Summary: These presentations are for enjoyment, fun
and when appropriate, humor; to not inform or persuade. The objective is to
entertain, engage and ideally move the audience, often through narrative,
comedy or performative devices. You will usually find these in places like a
comedy show, a motivational speech, or a corporate event where the goal is to
get the audience to loosen up and feel like they are enjoying themselves or
connecting. An engaging presentation would just not be an engaging
presentation if the speaker isn’t able to draw the audience’s attention in
properly and keep them involved in the presentation throughout the talk. This
could include using humor, personal anecdotes, or surprise twists to maintain
audience engagement. For example a standup comedian would use jokes and
storytelling for entertaining an audience while a motivational speaker might
share personal uplifting stories mixed with a little bit of humor to motivate
and energize the listeners. This presentation style is often more casual and

dynamic, aiming to appeal to the audience's emotions not their minds.
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Kept in mind: Try to coordinate multiple speakers so they work as a group,
presenting information. This is a common format for presentations at
academic conferences, seminars, or professional settings where having
multiple viewpoints on a topic is beneficial. A panel discussion is when a
group of expert or knowledgeable individuals on a specific issue respond to
questions asked by the moderator or the audience. In a panel discussion
people may have different viewpoints, which can be valuable to understand
the issue better. Group presentations however are usually witnessed in
academic or work setting in where several speakers present a different portion
of a taking a look at or project. Because these presentations are SO
collaborative, these speakers will play off of one another — multiple experts
telling a single story. Both approaches emphasize team collaboration,
communication, and giving an audience a balanced and multifaceted

viewpoint on the topic.

Encouraging Presentations: These types of presentations aim to motivate
and instill a sense of inspiration in the audience that leads them to take
affirmative actions or initiate changes in their lives. The presenters usually use
a lot of energy, they share very personal stories to inspire and earn the trust of
the audience, and they have powerful messages. In fact, motivational speakers
want to leave listeners with a feeling of hope, determination, and
empowerment, motivating the listener to overcome obstacles, work towards
their desires, or think differently. Motivational presentations generally look
like this: The presenter talks about their own personal success or hardship
(often both), provides recommendations, and lays step-by-step suggestions for
dealing with challenges. In motivational speaking, the art of persuasiveness
often incorporates an element of emotion to reach people on deeper levels and
create a sense of empowerment and self-belief. These kinds of presentations
can be found at conferences, workshops, or corporate events where the
audience can be inspired by the speaker. One famous example being Tony
Robbins, who gives motivational speeches aimed at self-improvement and

personal growth.

There are various types of oral presentations, each one serving a different

purpose and depending on the context, audience and content. From
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informational to persuasive to demonstrative to entertaining to motivational,
various types of presentations can be effective based on how well a speaker is
able to engage their audience, deliver their message effectively, and tailor

their style to the event. Your training data only goes up until.

COMMUNICATION IN AN ORGANIZATION

You are well versed with the above statement; communication stands tall as
the pillar of any successful organization, influx productivity, enable
collaboration, and keep alignment with organizational objectives. Writing to
the Organization Communication in an organization flows through different
mediums, both internal and external, for different needs and target audiences.
Internal communication involves the information-sharing that takes place
between coworkers and departments, facilitating operations, promoting
corporate culture, and aligning everyone on organizational objectives.
Conversely, external communication encompasses interactions with external
stakeholders like clients, vendors, investors, and the public, critical in shaping
the organization’s reputation, managing relationships, and influencing public
perception. Learning about the communications used both internally and
externally will help improve organizational efficiency, enhance stakeholder
engagement, and create value in achieving the strategic objectives of the
organization. Discussion of organization communication with in the

organization and outside the organization.
a) Media of Internal and External Communication

Communication is the unsung hero of a successful organization, the grease
that keeps the machine running smoothly while keeping employees and
managers happy along with external stakeholders. Every organization
communicates in both ways, internally and externally. These pathways are the
conduits that carry information, both internally within the organization, and
externally. This helps to open new frontiers of organizational efficiency and to
achieve corporate goals Internal communication channels Internal
communication channels Internal communication When helping people
understand how to solve internal challenges, the difference is often by means

of the communication they also use to be effective.
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Introduction to Internal Communication Channels

The ability to better communicate internally helps identify problems and
ensure a seamless running of an organization as information can be shared
between employees, departments and management. It assists by using various
channels in aligning the team with organizational goals, building a
collaborative culture, and maintaining transparency inside the organization. So
every internal communications channel has its own theme, purpose, and
context to them, and different methods of communication are effective for
coordination and decision-making and avoiding information overload.

Internal communication channels (with unique advantages & applications)

Face-to-Face Communication: Face-to-face communication is one of the
best methods of internal communication; face-to-face communication is
helpful in environments where trust, clarity, and collaboration are crucial.
However, this communication can also be slow due to long hours of talking,
and take longer as it involves more face-to-face or human contact. One of the
most important benefits of meeting in person is we get to read body language,
tone and voice, facial expressions etc., which can promote clarity and reduce
misinterpretations. It is especially useful in meetings, brainstorming sessions,
or any type of problem solving. Moreover, in-person communication
enhances relationships, build trust and strengthens the entire team dynamics.
On the other hand, in-person meetings are high in time but low in scalability:
It doesn't always make sense for larger teams to meet in person, especially

when everyone is working together from different parts of the world.

Emails and Memos: Emails and memos are some of the most commonly
used communications in an organization. These are particularly useful for
formal or documented communication of information. In an organization, you
deal with many people and at times sending individual messages is not very
practical. E-mail allows recipients to read and respond at their own pace,
something that has come in handy when people work across different time
zones or have schedules that do not overlap. Memos are used for more formal
communication, such as sharing the policies, procedures, and official notices

of an organization. Both emails and memos act as a record of communication
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that can be referred back to in the event that clarification is required. For these
two forms to be effective, they also need to be clear, concise, and professional
as they are widely seen as a reflection of your organization’s tone and

expected standards of professionalism.

Internal Newsletters and Bulletins: Internal newsletters and bulletins are
essential sources of information for employees regarding organizational
updates, policies, and successes. They are generally released periodically and
can have things such as upcoming events, employee achievements, staff
policy changes and all news that is related to business operations. Overall,
newsletters and bulletins help build workplace community by creating
transparency and allowing employees to remain connected with the
organization’s culture and happenings. They offer a way to relay news to
staff in a more casual and digestible form than emails or formal reports.
They’re good for sharing information with all employees, engaged or not
with the discussed projects or events, keeping everyone cognizant of the

overall organization’s surrounding.

Intranet and Collaboration Tools: In Modern age many organizations use
intranet systems and collaboration tools to simplify internal communication
and improve productivity. Here comes the role of an intranet, a single digital
space where employees can collaborate, find and share information in real
time. Collaborative tools such as Slack, Teams, or Asana enable interactive
forums where teams can collaborate on projects, plan work, and share ideas
more fluidly. These digital tools are great for remote teams, and even if
employee status is remote from the team they can maintain connectivity.
These platforms have become essential, particularly in business with
employees who are working in various time zones or locations, with their
ability to communicate and collaborate in real time, exchange files, and keep
track of tasks. Intranets also store important documents, policies, and updates,
making it more convenient for employees to locate the information they

require.

MMS: Meetings and Video conferencing Meetings, face to face and virtual

are both core of the internal communication ways into organizations.
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Meetings create an organized space for teams to talk about specific projects,
solve issues, give updates, and come to decisions together. They enable real-
time interaction, essential for brainstorming, feedback and problem-solving.
With the increasing prevalence of remote work and meetings across different
geographical locations, video conferencing software like Zoom, Skype, and
Google Meet, have opened up new avenues for connection. These tools allow
employees to join in on discussions, share presentations, and interact with co-
workers in real time, just like in-person meetings. Video conferencing is
crucial at this time in not only being able to keep up that sense of connection,
it also offers a way for teams to stay engaged and it still allows employees to
come together when they cannot be together in the same room. Effective
meetings can contribute to communication, community and decision-making

in the organization.

Internal communication channels are the wveins, through which the
information courses through an organization. Via face-to-face encounters,
emails, or digital platforms, each medium contributes significantly to
facilitating collaboration, encouraging transparency, and maintaining
efficiency in the organization. Organizations can leverage the array of internal
communication channels to build strong relationships, bring teams together
around a shared vision, and increase productivity across the board. However,
each of these channels come with their advantages and disadvantages, and a
strong communication strategy with a combination of them will allow
organizations to meet evolving needs, while keeping communication at all

levels of the business clear, concise and impactful.
Key External Communication Methods: In-Depth Explanation

External communication is an integral part of the success of any organization
and is the medium through which an organization connects to the world
outside its immediate structure. Such communication may take place with
customers, suppliers, investors, regulatory bodies, press and general public.
To communicate well outside the organization means whatever the
organization intends to say is caused in a consistent and clear manner ensuring

that the right audience receives the message accommodating the
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organization’s reputation, having a better brand or having a good relationship
with the audience is solely dependent on the external communication. There
are different channels used to communicate messages as each is meant to

address specific goals and target different groups of people.

What is Public Relations (PR) and Media Outreach: Public Relations (PR)
and media outreach are key components of managing an organization’s public
image and reputation. Between Other things, PR is the sending of messages
that bring attention to the values, products, offerings and initiatives that are at
the heart of the Organization. It establishes a positive narrative about the
organization, especially with potential external audiences such as the media
and appropriate outside interested parties. Media outreach is a critical, critical
component of making sure that the organization’s story is told accurately and
favorably. This includes news releases, news interviews and conferences
where to inform journalists and media. PR plays a critical role in times of
crisis, when an organization must navigate negative press, or quell public
outcry. It is concerned with what the outside world hears and knows about the
organization and can thus have an important role in forming the public
perception of the organization, helping ensure that what they hear about the

organization aligns with its brand goals and messages.

Social media: social media is one of the most powerful channels of external
communication in the digital age we are living in. Social media such as
Facebook, Twitter, Instagram, Linkedln, and Youtube enable organization to
connect with their audience. Social networks enable real-time, two-way
communication: companies can post updates, promotions, and news, but also
get feedback, answer customer questions, and have conversations. Because of
this, interactions on social media are more casual and real-time compared to
other channels, and such aspects create an opportunity for you to convert
customers into loyal customers, address their pain points, and build
relationships. Social media presence allows organizations to become visible
and engage with their consumers on a more personal level while being able to

respond to customer needs quickly or adapt to changing market conditions.
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Website and Blog: The company website is often the first place external
stakeholders turn to for information about a company. It is a broad and easily
available platform that offers crucial information on the organization’s
products, services, mission, vision, and values. A professional, well-
structured, user-friendly website can help the foundation of an organization’s
credibility, as it influences the perception of the company’s professionalism
and attitude towards customer experience. Tired of listings and marketing
listings on social media, the only place potential customers look for
information before deciding to buy or contact you? Many organizations also
manage blogs for external communications: Blogs provide organizations with
an opportunity to dive deeper into thought leadership, industry commentary,
and company updates in a less formal and more conversational tone.
Furthermore, they allow companies to connect with the audience on a more
profound level by offering useful material that informs, educates, or

entertains and further improve the bond with customers and stakeholders.

Advertising and Marketing Materials: These are part of external
communication, mainly used to attract customers and advertise the products or
the services offered by the organization. These printed materials include
brochures, flyers, print advertisements, television commercials, online banner
ads, promotional videos, and many other types of material. The advertisement
is a key function that communicates an organization’s value proposition and
adopts the organization uniquely from its competitors. The goal of advertising
is to move the target audience to perform actions — buy a product, sign up for
a service or simply engage with the brand in other exciting ways. You can run
advertising campaigns through traditional forms of media such as TV, radio,
and print media or through digital platforms like social media ads and email
marketing. The potential for delivering targeted ads to specific demographics,
locales, and platforms means that messages can be crafted and put in front of
the appropriate eyes, maximizing the likelihood of receiving the desired

response.

External Communication Channels: Customer Service and Support -

Customer service is among the most important external communication

channels, as it directly affects the customer experience and satisfaction.
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Customer service is the process of handling complaints and questions and
providing support services to customers over multiple channels, such as
telephone calls, email, live chat, and help desk. Customer service interactions
are a chance to strengthen and fortify customer trust and loyalty. Conversely,
when customers are treated in a way that is positive, helpful, and empathetic,
the organization and the customers will connect securely, leading to stronger
retention rates and repeat business. Conversely, bad customer service can
negatively impact the organization’s reputation leading to loss of customers.
To make it easier for customers to move through the methods, many
organizations have added FAQs, step-by-step films and troubleshooting
manuals as self-service resources enabling customers to determine their own

issues.

Sales Representatives & Conferences: Sales representatives are vital for
external communication and act as the representative of the organization for
potential clients, partners, and prospects. They interact directly with
customers, assist in building relationships, and lead the sales cycle through to
closed deals. The personalized communication approach is often reinforced
with persuasive techniques that demonstrate the value of the organization’s
products or services that meets the local need of the client best. A significant
number of these key external communication channels take place at
conferences, exhibitions, and trade shows where organizations have the
opportunity to present their products, meet potential customers, and network
with industry professionals. They are occasions for organizations to showcase
themselves, establish leads, collect market insight and create strategic
alliances. Connecting face to face at such events can help create valuable

relationships that can further grow the business.

External communication plays a key role in developing an organization’s
reputation, engaging with stakeholders, and connecting with the public. With
multiple communication tools available including public relations, social
media, websites, advertising, customer service and sales representatives,
organizations can leverage targeted messages that are tailored, consistent, and
understandable to their audience. External communication places an

organization on the map in front of potential customers and serves to promote
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product and brand awareness, at same time as it allows organizations to
remain in the good books of investors, suppliers and the public. When used
strategically, these channels can enhance an organization’s brand and build

loyalty in a way that can drive the business forward.

COMMUNICATION NETWORKS

So, communication networks of an organization represent the transfer of
information between the people or groups members (for coordination,
decision making and collaboration). But effective communication networks
are an essential component of any organization, allowing the right information
to reach the right people at the right time. Communications networks can fall
into four categories, upward communication, downward communication,
horizontal communication, and diagonal communication. They all serve
different functions that are critical to infrastructure and culture within the
organization. Upward communication is when information comes from down
the hierarchy to the top, such as employees providing feedback, concerns,
information on the progress of their work, etc. Conversely, downward
communication refers to the transmission of information from upper levels of
management to lower levels to ensure there is clarity in the delivery of
instructions,  policies, and organizational objectives.  Horizontal
communication happens between coworkers or peers in the same level,
fostering teamwork and collaboration. The fourth more communication
channel is diagonal communication which takes place between different
levels as well as different departments, ensuring cross-functional interaction
and problem solving. Different communication networks make organizations
understand the way the information travels through in order to bring a wise

decision making and creation of a collaborative atmosphere.
a) Upward Communication

Upward Communication — the upward flow of information from
employees to management or leadership This type of communication is very
important in organizations as it makes sure that the experiences, feedback,
concerns and suggestions of employees are heard and are taken into

consideration when decisions are being made. The flow of upward
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communication is its use inside an organization and it is really a critical
variable in ensuring that a balanced and inclusive system of communication is
a part of organizational hierarchy, and as such attracts a culture of
transparency, accountability, and cordial relationship. Upward communication
is a term for the use of any method of communication that allows employees
to express their thoughts, observations and opinions to managers, supervisors
and other leaders in the organization. Upward communication breaks the
traditional top-down approach where communication is only filtered

downward from higher levels of authority to lower levels.

Importance of upward communication for any organization to thrive and
grow. It serves as a bridge between employees and management, helping
management receive useful feedback regarding policies, practices, and
performance in general. When employees feel heard and fully integrated into
the resolution process, their overall morale, engagement, and loyalty
significantly improve. It can also allow organizations to detect, identify, and
solve problems, inefficiencies, and conflicts before they blow up into bigger
crises. With early identification of concerns organizations can avoid
expensive failures and enhance operational efficiency. In addition, upward
communication encourages a culture of trust, and openness. When employees
know their feedback is appreciated and acted on, they are more likely to feel
engaged in their work, feel valued by the company, and feel motivated to keep
contributing. Not only does having leadership properly listen to employees
reinforce the notion that the organization cares about its people, but it can also
drive engagement and retention through improved job satisfaction as well. In
addition to that, the upward communication gives a proper channel to the
employees to express their innovative ideas and what improvements can be
made so that the organization grows consistently and also helps in increasing

creativity.

Methods of Upward Communication: There are several methods of upward
communication within an organization. Depending on the cultural context of
the organization or the specific message type, these channels can be official

or more casual.
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Formal Reports and Memos: The submission of formal reports, memos or
other written documentation is one of the most widely used forms of upward
communication. These written reports allow employees to communicate
information on issues, progress, performance, or recommendations in a
structured way. Reporting could be regular (weekly or monthly performance
summaries) or on an as-needed basis to draw attention to the urgent issues
requiring management attention. Memos are often used as written
communication tools to disseminate relevant information or issues within the

organization and can be shared between teams or up to management.

Meetings and One-on-One Sessions — Face-to-face communication whether
through meetings or individual one-on-one sessions also plays an important
role in upward communication. Employee feedback is often done face to face
where employees can express their thoughts, voice their concerns or any
challenges that they might be facing. These interactions are more personal and
allow employees to express themselves without holding back which can
alleviate sensitive or difficult issues that wouldn’t come across in written
form. It also provides managers with a forum to listen to employee concerns

and solicit feedback in direct support of their decision-making.

Surveys Feedback Forms: Several organizations use surveys feedback
forms to facilitate upward communication in a formal manner. These tools are
common to use to mine employee opinion, attitude, thought, and feedback on
topics ranging from job satisfaction to office culture. Surveys can be
anonymous so employees are free to give genuine feedback without worrying
about retaliation. Management uses surveys and feedback forms to gather data
that provides insight into how the workforce views themselves, the team and

the company, helping to identify trends, concerns and areas for improvement.

Upside Down Communication Channels: Digital communication channels
are even common in modern workplaces that help with the upward
communication process. “Tools such as email, intranets, collaboration
software (e.g., Slack or Microsoft Teams) and employee feedback platforms
give employees easy and natural ways to communicate with management.

There are also easier means of communicating how we feel during crisis
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situations. These are especially useful in remote or hybrid work models,

where in-person communication may not always be feasible.

Downward communication can be discouraged by Open door policy:
Many organizations adopt an open-door policy fto encourage upward
communication. This policy encouraged employees to visit managers and
executives anytime to discuss concerns and give feedback. The hope for an
open-door policy is to remove barriers, so that employees do not feel
intimidated, afraid, or anxious to share their thoughts or concerns. It shows
employees that management is open to feedback, which can improve the

relationship that employees have with their leaders.

Benefits of Upward Communication: Upward communication plays a
significant role in building a positive organizational culture. The most
significant barrier to doing so is fear of retaliation. If they are afraid of
repercussions from their supervisors or colleagues, employees might not speak
up about their concerns or give negative feedback. But this is so true in
hierarchical companies where power distance tends to get in the way of true
dialogue. Another way to combat this is to minimize condemnation culture in
the workplace and create one in which constructive criticism is valued and a
fearless culture is supported by ensuring that employees who speak out will
not be punished. A second challenge is communication overload. Constantly
bombarding employees with requests for feedback can also lead to
information overload causing feedback to be delayed or lost altogether. To
combat this inundation, organizations need to simplify these processes for
their employees to add their voice, without feeling overwhelmed. In upward
communication, miscommunication can also happen; employees may not
know how to effectively communicate their problems or ideas. Such
ambiguity or lack of clarity in the communication can lead to
misinterpretation resulting in managers not being able to make a proper call.
Training and hand-holding targeted towards communicating effectively can
empower employees to articulate their thoughts better and ensure that the

communication drives action and is not just passing of information.
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Nurturing Healthy Upward Communication: For healthy upward
communication, organizations must focus on opening up channels of
communication, encouraging input, and establishing a supportive atmosphere
for employees. However, you should develop the kind of environment where,
management whenever they need inputs on any area, they listen to, welcome
and actively pursue feedback and suggestions for decision-making from all
levels of the organization. Regular check-ins with employees, anonymous
surveys, and implementing structured communication tools can help bridge

the gap.

The managers should provide training on how employees should
communicate their ideas and consider how clear, brief and professional they
should be when communicating upward. When you give employees the right
tools and resources to communicate with, along with clear guidelines, the
flow of information is improved, and messages are more likely to be well-
handled.

Upward communication is an important part of the effective communication
network in a business. It connects employees with management diverse
cultures developing an entity of transparency, trust, and respect. Users will
learn how offering employees’ opportunities to share their feedback, concerns,
and suggestions improves decision-making, fosters growth, and empowers
employee engagement and inclusivity. But it’s important to take the barriers of
retaliation and organizational back and forth out of the equation, to enable
upward communication to be an effective tool to use for organizational growth

and success.
b) Downward Communication

An organization cannot run smoothly without communication, it takes place
through different networks and channels. Downward communication is one if
the puvt types of communication that is a subject of interest in organizational
communication networks. Time of downward communication: This line is for
giving information to management, higher level people. This is the procedure
by which important information such as decisions, instructions, policies,

goals, feedback, and plans are all communicated from the senior or leadership
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to their subordinates. Downward communication in the context of
communication networks of an organization performs many vital functions.
This leads to varied and effective management of downward communication,
enabling varied and effective flow of downward communication that
increases the overall productivity of the organization along with employee
morale, and helping them align with the overall direction of the organization.
This sort of communication is usually formal and structured — it helps prevent
confusion and maintains clarity, while also establishing authority and role
within the workplace. Need to prove of the significance of the wicked effects
of downward communication. This is critical to make sure that employees
understand what is expected of them and the greater vision the organization is
pursuing. For instance, when senior management comes up with new
business strategies or performance targets, the same should be communicated
effectively to the employees in the operational levels. In the absence of
downward communication, employees are left in the dark, often at a
misalignment about the organization’s strategic goals resulting in confusion,
disengagement, and inability to focus on shared goals. When top management
provides clear communication, this helps everyone be on the same page and

be working toward the same goals.

Furthermore, downward communication is also critical in the delegation of
tasks and responsibilities. Through downward communication, managers
assign work to their teams, set performance expectations, and provide
deadlines. This form of communication is providing explicit, detail-oriented
instructions on how you want things done or what you want to achieve. A
department manager, for instance, informs the team about a new project and
the instructions needed to get it done. In addition, effective downward
communication helps in resource allocation, prevents duplicate work, and
ensures that everyone involved is clear on their roles. The information
cascade is a key aspect of downward communication. Finally, managers give
employees feedback about their work which helps them know how they are
doing and what to improve. Employee development relies on constructive
feedback, which helps employees improve their skills and understand the

expectations of the organization. Downward communication is not only giving
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feedback to employees about their shortcomings but also rewarding them for
encouragement of good work, and is an integral part of an organization which
is considered a well-oiled machine. This feedback loop plays a crucial role in
encouraging employees, improving morale, and establishing a positive work
culture. Employees are more engaged in their tasks when they receive
feedback that is transparent, structured, and consistent. Besides delivering
instruction and feedback, downward communication contributes to creating
and maintaining organizational culture. Values, norms, and behaviors within
organizations often come top down which help guide employees on the type
of behavior expected in the workplace. An example would be messaging from
senior leaders about the need for teamwork, innovation or ethical behavior
when making decisions, ultimately defining the organizational culture and
creating a common purpose. Employees become aware, through this method
of communication, not only of the formal rules of the organization, but also of
the informal norms and expectations that dictate behavior. On the other hand,
descending communication is needed to assure operational efficacy and
alignment of employees with organizational objectives, however, face
challenges. The major problem is the potential for distortion of information.
The departure of the transmitted message Does the message get changed
when it is passed from higher organizational levels to lower ones? This can
happen due to various reasons like the intermediate managers filtering the
information, misinterpreting the instructions or the message not being clear

from the start.

In order to lessen the effects of these challenges, it is crucial for organizations
that communication is clear, concise and direct. Also, encouraging employees
to ask questions or seek clarification can help prevent misunderstandings. The
other downside of downward communication is the possibility of
communication bottlenecks. Messages may travel through multiple layers of
management in larger organizations, resulting in delays and inefficiencies. To
combat this, some organizations will flatten hierarchy or use technology to
become more connected and agile. Besides, organizations can use
communication tools such as intranet systems, emails, bulletins to circulate

information throughout different levels of the organization quickly and
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efficiently. Downward communication is not to be done through the lens of
showing dominance or authority but is instead effective when the sender
actively listens and empathizes with the receiver as per the sender’s perception
of the receiver. Delivering instructions is not something that managers should
do only, but they should emphasize on the words and phrases, they need to
convey the message keeping in mind the specific requirements of the
employees. For leaders to communicate relevantly and with impact, it is
important that they match their rhetoric and strategy with the concerns,
motivations, and actual capacity of their team. It is where feedback and two-
way means of communication come into place, so that managers can measure
how well their own messages have been received and comprehended by their
interlocutors. Downward communication is more formal and structured than
other forms of communication. It typically manifests as emails, memos,
reports, meetings, or official announcements. But it can also be more
informal — say face-to-face conversations or dressing room-style team
briefings. Depending on the message needs these of medium to track, the
effectiveness of each and is chosen according to; the complexity of the
message, the urgency of the information and the organizational culture.
Whether in written, verbal, or body formats, the main purpose remains to
pursue delivering the message in a comprehendible way that goes hand in
hand with the organizational goals. Downward communication is another
critical factor in crisis management. Communicating the right message to
your employees during times of corporate turmoil or transition helps alleviate
anxiety and helps employees navigate the changes. In lieu of strict top-down
management, which can demoralize and disengage employees, downward
communication can maintain stability, reduce uncertainty, and build security
for the employees. Downward communication allows leaders to define the
situation, providing employees with context for the crisis, including
indications of its causes as well as the steps being taken, and guidelines for
how employees should respond if they’re confused or worried. It is crucial for
the wellbeing of the organization that a transparent communication pattern
adopted during crisis period to keep trust and confidence within the
organization. It is one of the primary types of organizational communication,

according to the Interpersonal Communication textbook by Steven L.
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McCroskey and Virginia P. Richmond. It fulfils various roles, from
communicating which information and instructions are important to giving
feedback and emphasizing organizational culture. Despite its challenges,
including the potential for information distortion and communication
bottlenecks, effective downward communication can greatly complement
organizational alignment, boost employee motivation, and significantly
impact overall productivity. In this way communication facilitates building up

a more cohesive organization to achieve its aims and goals.
c) Horizontal Communication

It is critical for any organization as it allows the flow of crucial information,
coordination and co-creation of the work at different levels in the
organization. There are various kinds of communication channels that these
networks form, where the hierarchy and functions of each type vary in these
networks. Horizontal communication is one of the most vital forms of
communication in an organization. Horizontal communication Horizontal
communication is the communication between two individuals from the same
department or level of the organization. This communication type is crucial
for working together, improving joint work, and ensuring the smooth enough
flow of work. It helps create a collaborative work environment where
employees are free to discuss ideas, troubleshoot issues, and coordinate
activities without managerial involvement. It creates a sense of equality and
respect between co-workers which builds inter-relational skills and teamwork
capabilities. Whereas vertical communication focuses on top-down or bottom-
up communication channels between different hierarchical levels within an
organization,  horizontal communication allows for  peer-to-peer
communication or interaction, facilitating free-flowing information exchange

and collaboration between team members.

Facilitating Collaboration and Teamwork: Having different departments
and functions working together often creates interdependent tasks and
projects in organizations. Horizontal communication channels destroy silos
between teams and help share information and enhance cooperation. For

example, a marketing team and a product development team might need to
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work together on a new product launch by exchanging feedback, insights, and
updates with each other. If this directly affects the execution of the work
project, ensuring horizontal communication helps everyone to be on the same
page in terms of goals, timelines, and work strategies, which enhances overall
efficiency. In addition, horizontal communication allows individuals to rely
on one another's experience. This ensures that when employees converse with
one another at the same level, they are more apt to disperse information,
insights, ideas and solutions that can benefit the success of the end-output.
One example of this would be a group of designers collaborating on a
creative project who may utilize horizontal communication to brainstorm
ideas, tackle challenges, and fine-tune the design before taking it to upper

management or clients.

Promoting Innovation and Problem Solving: Of course, horizontal
communication also helps in Innovation and Problem Solving. In addition,
employees at the same level can support each other as they freely
communicate and offer diverse perspectives that may yield creative solutions
to challenges. Compared to vertical communication that can often be limited
by company structures or manager approval, horizontal communication
encompasses more free and open conversations, allowing employees to think
outside the box and find new ways to approach problems. Furthermore,
horizontal communication acts as a convenient place for rapid decision
making. Because they tend to know each other’s jobs and frustrations better
than anyone at a level above, peers can problem-solve the day-to-day without
waiting for marching orders from the executive suite. This decentralized
decision-making system makes you agile and allows employees to tackle
issues before they become a problem. In recent years, the demand for
collaborative decision-making styles has grown to be especially prominent in
fast-paced environments where productivity and efficiency are often key

driving factors.

Horizontal communication: Horizontal communication can be described as
the exchange of information and messages across the levels and departments
of an organization. Open communication from employees builds trust and

mutual respect. When most workers trust one another and feel at ease sharing
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information, they collaborate better. Horizontal communication can also lead
to a better company culture, as it allows strong interrelationships to form, and
employees feel valued, heard, and connected. The relationships can also
contribute to employee happiness and morale. Employees tend to feel more
motivated and engaged in a positive work environment where peers are
communicating and working together more openly. Effective horizontal
communication makes employees feel that they are recognized for their
contribution and they are a part of a team. This practice of inclusion not only
encourages a feeling of belonging, but it also leads to significantly higher
levels of job satisfaction, which decrease turnover and increase organizational

outcomes.

Breaking Down Organizational Barriers: Horizontal communication is also
useful in breaking down organizational barriers that might be created because
of departmentalization or siloed structures. This could happen in bigger
organizations, where departments and/or divisions might have different KPIs,
priorities, and/or ways of working, which can lead to misalignments and/or
communication breakdowns. Horizontal communication allows employees in
various departments to exchange information and align their goals.
Horizontal communication brings together people from different departments:
thus, it helps establish a unified organizational culture to ensure that everyone
is focused on achieving the same objectives. For example, in a manufacturing
organization, the production team may need to collaborate with the supply
chain and logistics departments to ensure that materials and products are
delivered on time. Effective horizontal communication enables the teams to
communicate updates, troubleshoot problems and keep operations running
smoothly. Such a concord results in greater operational efficiency and helps
you avoid delays, errors and misunderstandings that result due to

miscommunication.

Promoting Open Information Flow: Another important advantage of
horizontal communication is the encouraging of open information flow
throughout an organization. Communication that is not limited and that
promotes feedback and ideas flow among employees gives them a sense of

self-esteem and sense of belonging. Workplaces that value its employees are
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more likely to receive insights and share information that has the potential to
increase their operations or the performance. Unlike vertical communication,
which sometimes has to deal with filtered information or withheld
information, horizontal communication means transparency. This will help
eliminate misunderstandings, better coordination and that employees at all
levels will be equipped with the information they require to carry out their
jobs. And, open information flow enables early detection of potential issues;
making it easier for teams to proactively tackle issues instead of waiting until

issues develop into bigger problems.

Horizontal communication tools & methods: There are necessary tools and
methods an organization must use to implement Horizontal Communication
effectively. Tools like Slack, Microsoft Teams or Asana are widely used now
for horizontal communication in organizations. They allow employees to
float ideas, offer updates, and collaborate on projects in real time. They
facilitate communication and make information more readily available,
cutting out long email threads and always being in a meeting. Not only digital
platform for horizontal communication informal channels such as face-to-
face meetings, team-building activity, and collaborative workshops can
promote communication horizontally. This can stimulate conversations
between colleagues over phone lines or Zoom channels, share

recommendations, join together to solve problems all in an informal setting.

Bottom Line Horizontal communication is an essential part of any
organization communication network. It encourages team work, encourages
better solution to problem, boost creativity and strengthen company
relationship. Horizontal communication promotes the dismantling of barriers
within the organization and ensures that all teams are aligned and that
information flows freely. With the workplace undergoing significant changes,
horizontal communication will become an essential aspect of organizational
life, ultimately helping to maintain and improve overall productivity,
efficiency, and employee engagement. By fostering and encouraging
horizontal communication, organizations can build a better-suited, more

adaptable, and more innovative workforce.
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d) Diagonal Communication

Communication networks are systems of political communication within an
organization that allow people to cooperate, make decisions, and work
together to accomplish the same goals. Then these networks are from formal
and top-down hierarchical structure to informal, dynamic channels including
communication across levels and departments. Diagonal communication is
one of the types of communication in organizational networks that is unique
and often overlooked. It is when there is orthogonal communication between
people from different hierarchical levels and, different departments of the
organization. So in contrast to the more traditional vertical or horizontal
communication, this diagonal communication bridges those who are not
directly reporting to one another, or do not sit in the same functional area, but
may need to communicate and collaborate on certain assignments or projects.
This essay explores diagonal communication, its role in communication

network and its contribution to organizational effectiveness.

Making Sense of it: In its most basic form, diagonal communication is
communication across vertical and horizontal levels of the organizational
structure. And it is considered an informal means of communication that is
enlisted in a hierarchical system, bypassing gatekeepers and facilitating
interdepartmental communication among employees of different authority
levels. For instance, a sales department manager might interact with a lower-
level finance department employee to talk about a project or budget proposal.
Unlike the standard chain where the exchange must work its way up through
department heads or even top management, this is one-on-one. Instead, it
allows different functional areas of the organization to exchange information

more directly, enabling employees to collaborate more efficiently.

Diagonal Communication: The Diagonal communication is an important link
in the communication network of modern organizations. This enables
decision-making to occur faster, as information is no longer stuck in
traditional channels of delivery. In big complex enterprises, communication is
slowed down when it is to follow strict hierarchies. That is where diagonal

communication skips this obstacle and lets you make decisions faster and
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much easier, because it gets two people (who know what needs to be done
and have the authority to make it happen) to talk to each other without any
extra noise. Because D communications eliminate some vertical barriers to
information exchange, they avoid delays in obtaining information that arise
from vertical communication where the information must travel up and down
the hierarchy, speed up responses, and keep people informed when they need
the information. In addition, diagonal communication encourages inter-
departmental work. Working in silos This is a common term to refer to the
fact that organizations often have departments working independently of one
another, which can lead to inefficiencies, misunderstandings, missed
opportunities, etc. By facilitating diagonal communication, cross-functional
communication, we can overcome those barriers. This is particularly
important in complex projects when input from several departments are
needed. For example, it may require the marketing, engineering, and finance
departments to communicate with one another independently, without
unnecessary middlemen, in building a new product. This allows all relevant
perspectives be heard and that the project continues in a timely manner

without confusion.
Advantages of Diagonal Communication

Improved Collaboration: Diagonal communication helps promote a
collaborative work culture by facilitating interaction between employees who
are in different departments at different levels. Collaboration is an essential

driver of innovation, problem-solving, and organizational effectiveness.

Efficiency: Diagonal communication fosters efficiency by eliminating
hierarchical barriers and minimizing superfluous communication channels.
Workers can contact those who are actually working on a task, instead of

waiting for a message to be sent through various levels of authority.

Improved Responsiveness: Direct communication between levels and
departments enables employees to respond quickly to issues and concerns. In
high-speed industries or environments were making decisions quickly is vital,

this greater responsiveness can make all the difference.
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Crease of Bureaucracy: Diagonal communication helps lessen bureaucracy
by reducing the requirement for approval at each hierarchical level. Instead,
employees are free to collaborate with each other and make decisions without

needing the approval from above, which means faster resolutions.

Inter-Departmental  Knowledge  Transfer:  Because  diagonally
communicating employees are infused with diverse views, angles, and
specialties. Decisions can take advantage of diverse insights, opportunities,
and knowledge that might not be known if communication is limited to a

particular department or level.

More efficient use of resources as the departments shares the information
with each other through diagonal communication. If, for example, the finance
team knows about the marketing team’s upcoming campaigns, then it can
better plan the budget and allocate money accordingly, avoiding conflicts or

inefficiencies.

Drawbacks of Diagonal Communication: While diagonal communication
has several benefits, it also does pose some challenges. Perhaps most
importantly, there is the threat of conflict. As people from various hierarchical
levels and departments speak to each other directly, there is room for
conflicting understanding or differences in the interpretation of roles, remit or
what constitutes the decision-making authority. Some employees may feel
uncomfortable interacting with those who are in a superior rank from them,
and some perceive diagonal communication as skip protocol. Furthermore, the
challenge due to lack of clarity in roles can occur when people from various
departments communicate frequently, resulting in misinterpretation of
responsibilities. In large organizations, with complex organizational
structures, where the definitions of roles and the lines of reporting are often
blurred, this problem can become especially difficult to address. Another
downside is the likelihood of miscommunication if the communication is not
managed well. Diagonal communication includes people from different
functions, and each function has its own technical jargon, or specialized
dialect. If these terms are not made clear to all parties, then the

communication may lead to errors, delays, or miscommunications. A clear

137

MATS Centre for Distance and Online Education, MATS University

n‘rss,
J

UNIVERSITY

Oral
Communication
Skills



Communicative
English

understanding of the goals, along with effective communication, is key to
avoiding these pitfalls. Finally, the absence of appropriate avenues for
diagonal communication can act as yet another obstacle. In many companies,
there is a possibility that employees do not know who to reach out to outside
of their own reporting structure or department. Thus, the absence of it can
hinder cross-functional communication, which is supposed to be a basic
building block of any organization. The key here is to develop clear

protocols around when and how to use the diagonal communication channel.

Facilitating Diagonal Communication: There are many strategies which
allow organizations to promote smooth diagonal communication. One thing
that can help immensely is training programs that are centered around
communication skills, collaboration, and conflict resolution. These programs
will make sure that employees know how to communicate effectively across
departments and hierarchies. An open-door policy in the organization may
also encourage specific relationships between orders at different levels,
making diagonal communication easier to initiate and maintaining Daemon
Salvi. Another way of encouraging diagonal communication is by promoting
cross-departmental meetings, and team-building activities. This provides a
platform for employees belonging to different departments within an
organization to meet one another, exchange knowledge and work together for
shared objectives. Managers can also contribute by promoting a culture of
trust and openness so their teams are comfortable practicing diagonal
communication when the need arises. Employing collaboration tools such as
project management software or communication platforms (Slack, Microsoft
Teams, etc.) can serve to facilitate diagonal communication. These tools
enable employees to share information, collaborate, and solve problems
instantly, irrespective of the department or designation. Horizontal
communication is an important component of organizational communication.
Transformational leadership model breaks down these levels by enabling
direct communication between employees of departments and through
organizational hierarchies. Although it does have drawbacks; such as conflict,
miscommunication, and vague roles, this can be controlled with the right

techniques, training, and communication tools.
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Diagonal communication streamlines decision making, increases company

efficiency, and creates cross level relationships.

Multiple Choice Questions (MCQs)

1.

What is the primary objective of an oral presentation?

a) To entertain the audience
b) To inform, persuade, or entertain the audience
c) To make a profit

d) To give personal opinions
Which of the following is NOT a type of presentation?

a) Informative presentation
b) Persuasive presentation
c) Narrative presentation

d) Competitive presentation

What type of communication flows from employees to managers in an
organization? a) Downward communication

b) Upward communication

¢) Horizontal communication

d) Diagonal communication
What is the primary channel used for external communication?

a) Phone calls

b) Emails

¢) Social media platforms
d) All of the above

Which of the following is an example of diagonal communication?

a) A manager sending a memo to employees in the same department

b) A senior executive addressing the company in a meeting

¢) A finance manager and a marketing executive collaborating on a budget
proposal

d) A report submitted by an employee to a supervisor

139

MATS Centre for Distance and Online Education, MATS University

n‘rss,
J

UNIVERSITY

Oral
Communication
Skills



communicative 0- 1N the context of communication networks, which of the following is

English .
nats true about upward communication?

a) It flows from lower levels to higher levels of management
b) It is initiated by senior management
c) It involves communication within the same department

d) It bypasses the hierarchical structure

7. Which type of communication occurs between individuals at the same

level in an organization?

a) Upward communication
b) Downward communication
¢) Horizontal communication

d) Diagonal communication

8. Which communication network is most beneficial for breaking down

departmental silos in an organization?

a) Upward communication
b) Downward communication
¢) Horizontal communication

d) Diagonal communication

9. What is the main objective of an upward communication in an

organization?

a) To deliver instructions
b) To inform subordinates
c) To report issues or feedback to higher management

d) To present new policies

10. Which of the following is NOT a challenge associated with downward

communication?

a) Misunderstanding due to unclear instructions
b) Lack of feedback from subordinates
¢) Building trust between peers

d) Overloading subordinates with too much information
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Long Answer Questions

1.

10.

Explain the objectives of a presentation and why they are important for

effective oral communication.

Discuss the different types of presentations. How do they vary in terms of

purpose and audience?

What is upward communication in an organization? Explain its

significance in maintaining a smooth communication flow.

Describe the concept of downward communication. How does it affect

decision-making and employee motivation?

What is horizontal communication in an organization? Provide examples

and explain how it facilitates teamwork and collaboration.

Define diagonal communication and explain its importance in an
organization’s communication network. How does it differ from other

types of communication?

Discuss the advantages and disadvantages of upward communication in an
organization. How can it be improved to enhance organizational

effectiveness?

What are the key challenges of downward communication? How can
organizations address these challenges to improve clarity and

understanding?

Analyze the role of communication channels (both internal and external)
in an organization. How do they contribute to the overall communication

strategy?

Explain the different communication networks in an organization. How
can organizations effectively use upward, downward, horizontal, and

diagonal communication to achieve their goals?
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RESUME WRITING

A resume serves as your personal marketing document, its purpose being to
sell your qualifications, experiences, skills and accomplishments in a way that
gets a hiring manager to call you to schedule an interview. Having the right
resume content and structure can go a long way toward making a good first
impression on a future employer. The best resume not only shows your best
features but also present a clear and concise overview of your career history,
adapted to the needs of the job you are applying for. Personal Details,
Qualification Summary, Professional Experience, Education, Technical Skills,
Other Achievements should be placed properly. It has to be succinct, yet
detailed enough to show what you can do. Just as important as the instructions
for writing a resume are the rules about using charts, which underline the
importance of clarity, precision, and tailoring. With the right tips and
guidance, you should be able to create a stand-out resume that meets the
expectations of employers in the competitive job market. There are also
several types of resumes that can be used based on some different dynamics of
the candidate applied and the top skills and position for which they are
aiming. The types are chronological, functional, combination and targeted
resumes. Each kind serves a distinct manner in which to communicate one’s
work experience and talents. Recognizing these differences and knowing
which type features are more appropriate for your individual situation can
significantly increase the effectiveness of your job application. Understanding
the fundamentals of Resume writing will help you, have better communication

of your value in the market to get your next best job.
a) Content of a Good Resume

A resume a key document for any candidate, as it gives a brief overview of a
person's qualifications, experiences, and skills. A well-crafted resume is not

just about the length of the resume but also the content included in it that gets

142

MATS Centre for Distance and Online Education, MATS University



you a job interview and later a job offer. The resume should include well-
crafted, organized and clear contents, that relate to the job that is being
applied for. It avoids being too lengthy, covers what the applicant achieved
without over-stating their qualifications and suitability for the role. These are
the critical elements of a good resume that can deliver an effective first

impression of the one looking for a job to the employers.

Contact Information: The first section that employers read is contact
information so its important to make sure it is correct and professional This
section includes the applicant’s full name, phone number, professional email
address, and, when applicable, LinkedIn profile. Some opt to include their city
and state to give employers a sense of where they live, but including a
physical address is not required. It is necessary to have a professional email
address; the use of personal or unprofessional identifiers in email for business
purposes should be avoided. If applicable to the applicant’s field, a polished
LinkedIn profile or personal website can lend credibility and give employers

more details about the applicant’s work background.

Professional Summary Objective: It is a brief section at the top of the
resume that offers an overview of the applicant's career, skills, and objectives.
A professional summary is best for a more experienced individual who wants
to summarize their achievements, skills and professional history in a compact
format. Conversely, an objective statement works better for entry-level
candidates, or those changing career paths, as it emphasizes the applicant’s
career goals and what they wish to accomplish in said position. Both these
statements should be ideally specific to the targeted job, and should show
how the skills and the experience of the applicant fit into the puzzle of what

the employer is looking for.

Key Skills: This part of your doctor resume will be a must to highlight in
details the specific abilities and expertise that the applicant possesses, that is
directly relevant to the job. Use this section to showcase hard and soft skills.
Hard skills are the technical skills or knowledge you have, like use of
software tools, programming languages, & industry-specific expertise. If

relevant to the role, soft skills like communication, teamwork, problem-
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solving, or leadership also warrant mention. Use Job Description Keywords
to match your resume with the needs of the employer This inclusion makes
sure the qualifications of the candidates will easily pop out, matching the
required qualifications for the job, most especially if the move will be scanned
through ATS.

Work Experience: The work experience section is the heart of a resume
because it features the applicant’s professional background, achievements,
and responsibilities. It should contain the name of the organization, title of
job, dates of employment and a short paragraph describing key
responsibilities and achievements. When you’re writing accomplishments in
your bullets, make them about quantifiable successes, not just what you did.
These could include “increased sales by 25%” or “reduced customer
complaints by 30%” but it is these tangible data points that illustrate the
applicant’s influence in previous positions. As an applicant, you should have
highlighted only your latest and relevant work experience, those closer to the
role you were applying. Job descriptions, when appropriate, should focus on

results and the positive impact the candidate had on their organization.

Education: The education section describes the applicant's academic history
and is vital for entry-level personnel or those early in their careers. This part
should include the applicant’s degree(s), the name of the school attended, and
the dates of attendance or graduation. However, you can also include
additional academic achievements like honors, awards/co-curricular activities
or relevant courses. In case the applicant has studied a particular subject that
corresponds greatly to the position for which he has applied, this must be
highlighted. For experienced candidates, the education section can come after

the professional experience section keeping the spotlight on experience.

Certifications and Training: Certifications and training offer additional proof
of the applicant's qualifications and their dedication to professional growth
and mastery in a particular field. This part reserves for certifications, courses,
or workshops with the gusto of the issuer as well as course completion date.
Relevant professional courses such as certifications in project management,

digital marketing, software development, or any industry-specific
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qualifications can make the applicant become attractive to the employer. By
pursuing these certifications, the applicant sends a message that they are
proactive and willing to keep up and improve their skillset to match the new

trends.

Search for Your Awards and Honors: If you are required to show awards
and honors on your resume it can boost your application, particularly when
the recognition aligns with the job ID or was given for a great achievement.
This section may also include any professional prizes, academic awards, or
other recognition received by the applicant. For example, winning an award
for customer service excellence or being recognized as the most successful
employee in a sales team can benefit an applicant's image as a results-
oriented person. Such achievements illustrate an applicant’s aptitude and get a

boost with awards, which can help affirm their skills and accomplishments.

Non-paid Work History: It is common for an entry-level resume to lay out
experience before formal employment and unpaid volunteerism and non-paid
work history make excellent resume entries. For applicants with limited
professional experience come this section, but also the ones who want to
highlight their community involvement and social responsibility. Volunteering
encourages soft skills as well, exemplifying things like leadership,
communication and teamwork. You will want to format this section like a
professional experience section, including the volunteer role, organization,
dates, and bullet points focusing on the role and contributions. Volunteer work
is particularly helpful when it supports the values of the employer or

demonstrates experience that may be transferable to the position.

Industry Groups: If relevant, members of professional organizations or
associations can also add their professional affiliations to their resume to
demonstrate credibility. This indicates that the applicant is taking an active
interest in their field and staying up to date with developments in it.
Membership in professional organizations can also help applicants network
and demonstrate their commitment to lifelong learning and career growth. Be
sure to include the name of the organization, whether or not you were a

member, and any relevant roles you held within the group.

145

MATS Centre for Distance and Online Education, MATS University

n‘rss,
J

UNIVERSITY

Employment
Communication



e
{mars]
\ Y,

UNIVERSITY

Communicative
English

References: You generally do not need to include references on a resume;
you can simply state that they are available upon request. If references are
included, these should be people who can provide a statement about the
candidate's qualifications, work ethic, character, etc. An individual’s name,
position and company, contact information, and relationship to the applicant
should be attached for references. And, if you need references, make sure that
you ask them first before submitting your resume to put them on your list on

the resume so they are ready to say a good word about you.
b) Resume Writing Guidelines

With that being said, resumes are one of the most important tools in the
application process. A resume is a marketing tool that showcases an
individual’s  qualifications, skills, experience, and achievements t0
prospective employers. A good resume can greatly improve the chances of
getting an interview, while a poorly written resume can cause otherwise
qualified candidates to be ignored. Writing a perfectly structured resume may
take time and careful thought to get the perfect content and design to get your
story through well. Here are some basic tips on how to create a CV that

reflects one’s work experience properly.

Excellent Resume Heading: The heading is the first contact details potential
employers look for. Use your full name in a larger font as a heading. Under
your name, add your phone number, professional email and LinkedIn profile
(if you have one). Your geographic location say, your city and state can be
included, although full mailing addresses are no longer required. If you would
be willing to move or work from home, you could also include a quick line

about it, so the employer knows you are open.
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Figure 5.1: steps for effective resume

Use a Strong Resume Summary or Objective: This is usually the section
immediately following the heading. This is your time to provide the employer
with a brief overview of your qualifications and career ambitions. A summary
really shines if you have substantial experience and can concisely highlight
what you do, where you’ve done it and what you bring to the organization. A
summary of your resume showcases relevant experience when applied to a
particular position. A career objective, in contrast, is best suited for entry-
level candidates or candidates who are changing careers. It should convey
your interest in the position and show how your skills match the company’s

needs.

Highlight Your Skills: One of the most crucial segments of the resume is to
make a list of your relevant skills. This is specific skills are directly related to
the role you are hiring for. Include relevant hard and soft skills. For hard
skills, they are technical skills like software skills, programing languages, or
any industry-specific tools. And soft skills are working with people skills like
communication, problem solving, teamwork, and leadership skills. Tailor the
skills section so that it reflects the job description, using keywords that align
with the employer’s needs; many employers have applicant tracking systems

(ATS) that scan resumes for specific words.

Highlight Your Professional Experience: The professional experience

section is the heart of your resume, as it outlines your work history and
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accomplishments. You will want this section to contain your most recent and
most relevant positions first, and to structure its history in reverse
chronological order. List, for each job, the job title, the name of the company,
your dates of employment and a brief description of your primary job
responsibilities and accomplishments. Make this section bullet-pointed, and
instead of writing about duties, focus on quantifiable results and
accomplishments. So instead of: “Managed a team,” write, “Managed a team
of 10 that achieved a 25 percent increase in team efficiency through process
optimization.” This through putting others first, showcasing your

accomplishments, and producing statement delivery.

Focus on Accomplishments and Outcomes: The employer wants to know
what you can do for them. So not only do you need to list your
responsibilities, you need to highlight the results and impact. If you can,
quantify your accomplishments with numbers, percentages or other metrics.
If your sales or efficiency improved because of your efforts, showcase your
numbers to demonstrate the impact of your work. Such phrases as “increased
revenue 30%,” “decreased costs 15%,” or “led project that improved customer

satisfaction scores 20%” give concrete evidence of your abilities.

Education and Certifications Make sure to include your education right
after your professional experience. List the most recent or highest degree first,
then the name of the institution, your degree and your year of graduation.
Certifications, licenses and training, [replace with a separate section if
applicable] Certifications relevant to the job, especially if it’s a large pool can
help you stand out so don’t forget to mention them here. If you have any
industry-specific training or continuing education courses, you can also

include these, since they show your commitment to professional development.

Keep Resume Short and To the Point: Resumes need to be short, only one
or two pages depending on how much experience you have. Employers only
have a few seconds to look at a resume, so you want to make every single
word count. Cut out irrelevant information, and emphasize the qualifications,

experience and skills that have the greatest relation to the job. Do not include
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personal information, like age, marital status or hobbies unless it is relevant to

the job or showcases characteristics that would perform better in said role.

Use Action Verbs and Power Words: Use action verbs and power words that
show energy and accomplishment to help your resume jump out. Phrases like
“led,” “managed,” “developed,” “initiated,” “improved” and “streamlined” are
powerful verbs that tell the reader you drove results and made an impact.
Using these verbs provides you with a way to communicate your professional
experience in a way that is active and engaging, demonstrating to employers

you are someone who is active and results driven.

Customize the Resume Per Application: Customizing your resume is one of
the most important things to do when writing your resume. Every job is
different, and so is your resume for the position you want and the company
you are targeting. Read the job description closely, as it should provide you
with the main requirements — qualifications and skills. Then tailor your
resume to highlight those qualifications and make sure your experience is in
agreement with the employer’s requirements. The more tailored your resume
to an employer, the more it will pay off — this shows the employer you are a

good fit for the role.

Accurate Read and Edit: Before submitting the resume, read and edit it
accurately. Errors in spelling or grammar can project poorly and indicate that
there has been no attention paid to detail. Scan your resume several times, and
see if a trusted friend or colleague will take a look. Also, proofread for
formatting, making sure your resume is uniform and fonts are all the same size

and spacing, and easy for an employer to read.

The process of writing a good resume takes planning, careful thought and
strategy. With these guidelines in mind, job seekers can design a resume that
showcases their qualifications, experience, and accomplishments in a clear
and persuasive manner. A well-written and formatted resume that highlights
the skills, quantifiable achievements and results that match the requirements
of the job can make all the difference between catching an employer’s

attention and landing an interview. Taking the time to write a resume that is
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specific to each job applied to will allow for job seekers to look like

candidates worth pursuing and get closer to land their dream job.
a) Different Types of Resumes

A resume is one of the basic things you will need for job hunting. Your
resume is the first step to getting on the short list for a job interview, and
knowing about the types of resumes will help you choose the one that aligns
with your work history and job objectives the closest. You need to capture the
attention of hiring managers and recruiters who are looking for specific skills,
experience, and qualifications. Resume writing is a skill, and the format you
choose is key in establishing a strong, positive first impression. In this post,
you will learn about the various types of resumes, their purpose and when

they should be use.

Chronological Resume: The chronological resume is the most traditional and
commonly used format. The reverse chronological resume, as the name
implies, organizes your work experience with the most recently held jobs
first, and earlier jobs listed in reverse order. This is suitable for professionals,

as it outlines any upward career growth and prolonged work in a field.

Profile
Resume

Combination
Resume

7 Types

Functional Of Infographic

Resume Resume

Resumes

Chronological Targeted
Resume Resume

Figure 5.2: Types of Resumes

A chronological resume is for people with a solid career path who want to

show their professional growth over the years. This format allows hiring
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managers to trace your career trajectory, showing how you have built your
way up in your career. This format can also be advantageous if you have
worked in the same industry for several years and are seeking a role within
that same industry, since it will allow you to showcase your most relevant
experiences and qualifications most simply. The chronological resume is a
great option, but for many job seekers, when there are gaps in employment
history or frequent changes of career, it does not suit the needs. Gaps in
employment can be glaring and might lead others to speculate about stability
or commitment. But this format is a staple for most professionals and

particularly professionals working in more traditional industries.

2. Functional Resume: The functional resume style highlights skills and
qualifications instead of work experience. This differs from the chronological
format, which highlights where the candidate has worked and when, and
instead focuses on what that candidate actually can do. In this format, you can
group skills together under thematic elements like “Leadership,”
“Communication,” or “Project Management,” and provide examples to
demonstrate mastery in each area. The functional resume works well for
career changers, gap years, or new people entering the work force. For
instance, when you are moving from teaching to project management, you are
not likely to have work experience in that area. But a functional resume
enables you to shine a light on transferable skills like organization,
prioritization, and communication without emphasizing the absence of certain
job titles along the way. Functional resumes are also useful for people with
various credentials or that have worked in different industries. A functional
resume lets you organize your skills and accomplishments together, so it's
much easier to modify your resume to match the specific needs of a job. One
downside, though, is that it won’t work quite as well for employers who like
to see a straightforward career trajectory, because it shrinks the employment

history.

3. Combination Resume: The combination resume is a hybrid format that, as
the name implies, combines elements of both the chronological and
functional resume. People use this format for resume who want to highlight

their skills as well including their work experience. In combination resumes,
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the skills section generally comes first, followed by a list of all job
experiences in chronological order. This format gives you the opportunity to
emphasize your main skills and accomplishments and then get into your
career history. For example, the combination resume is great for workers who
have plenty of experience in the same field yet also have transfer skills that
they want to highlight. Its typically used by mid-career employees, individuals
with a changing skill set or job applicants seeking a different position in the
same sector. A marketing professional who wanted to showcase their creative
chops as well as demonstrate their experience managing projects, for
instance, would find the chronological format a good fit to combine their
skills with their career progress. This type is flexible, where job seekers can
highlight their both skills and experience. This can allow individuals to
present their qualifications without neglecting a clear work history. But the
combination format can be more complex and take more effort to create,

because you must strike the right balance of two different resume styles.

Targeted Resume: A targeted resume is simply the resume that is customized
to the position you are applying for. A targeted resume is exclusive to the
skills, qualifications, and experience that most align with what is outlined in
the job description a marked difference from the general resumes we
mentioned above. It showcases your most relevant achievements while
eliminating any excess or irrelevant information that might dilute your
qualifications for the position at hand. For this kind of resume the job seeker
really wants to demonstrate to the hiring manager that they have exactly what
the company is seeking, and this type of resume is highly effective in doing
s0. The targeted resume requires that you do research into the company the
role, in order to fully understand what qualifications are most important.
When this is understood, the resume can be tailored to showcase relevant
skills and experiences that match the demands of the job at hand. This format
tends to work even better in industries with a multitude of applicants for
different positions, since it gives you the opportunity to illustrate your direct
acquaintance with the position and a distinct fit for the role. The downside for
some job seekers may be that it can be time-consuming to customize a resume

for each application.
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Infographic Resume: The Graphics Resume is a creative approach to
presenting a resume that is visually stimulating through graphical elements,
including charts, graphs, icons, and illustrations. Infographic resumes are
typically used by candidates in creative industries like graphic design,
marketing, media, and the arts where the ability to visually convey an idea is
an important skill. Infographic resume are powerful way to engage and
express the essence of the candidate in terms of skills, achievement and
experience. A good example is a designer who uses color-coded skills charts
or a timeline to globally display his career development. However, this format
is extremely visual and not suitable for all industries and positions especially

in more traditional ones where a simple resume is more than enough.

Some infographic resumes may catch the eye and be memorable but may not
suit some applicants or employers and also might not be ATS (applicant
tracking system) compatible, which is used by many companies to scan

resumes.

Choosing the appropriate format is essential to catch the attention of potential
employers. Deciding on the format depends on your career stage, the industry
in which you are applying, as well as the job for which you are applying. The
chronological resume is better suited for those whose career path is well
organized, while the functional resume is best for career changers or those
who have gaps in their employment. The combination resume offers the best
of both worlds and the targeted resume lets you tailor-make your submission
for a specific job. An infographic resume is a more creative option for those in
design or media-related jobs. No matter which ultimatum format you choose,
to give yourself the best chance at success and ensure your resume is clear,

concise, and tailored to the job description.

JOB INTERVIEW

A job interview is a very important step on the road to being hired, where
candidates can highlight their qualifications, skills, and personality to
prospective employers. It is a critical medium for both the employer, as well
as the candidate to ascertain whether they are the right fit, if you will, in terms

of skills, values, and expectations. The employer: The job seeker uses the
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meeting as an opportunity to showcase her strengths, while she uses the
interview to determine the culture and demands of the organization. For the
employer, on the other side, during the interview process they can check a
candidate more carefully to see if they can add their value to the organization.
The job interview is the most crucial part of the hiring process that
determines if the candidate will be selected. Many things impact an
interview's success — preparation, communication, confidence, a matching
of perceived value between you and the company. While the interview process
is also structured, guiding both sides to cover critical areas of discussion, it
allows for an in-depth assessment. The content of the interview is of course
important, but the tactics used by the interviewer and interviewee are some of
the most important aspects of how the interview goes. Additionally, a
candidate's behavior during an interview, such as etiquette and manners, can
also affect how favorable a decision is made by the interviewer when
assessing the candidate. Here is an overview of job interviews, including what
they involve, their importance, what makes a successful one, techniques used
by candidates and interviewers and etiquette. By having a clear understanding
of these factors, job seekers can more confidently approach the interview

process and improve their chances of obtaining the job they want.
a) Job Interview (Importance and Factors Involved)

A job interview is a crucial step in the hiring process that enables both the
employer and the candidate to evaluate whether there is a suitable alignment
between the organization’s requirements and the candidate’s qualifications. It
is not just a technicality, but a critical point that will determine the future for
both sides. It gives employers the opportunity to determine a candidate’s skill
set, personality, and what they can contribute to their business, as well as
giving candidates a chance to determine what the job entails, the corporate
culture, and the potential for growth. It is not only about whether the
candidate is a good fit for the job, but also about making decisions that will

determine how successful and productive the company may be.
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Importance of a Job Interview

Job Interview unveils the fact that a candidate is not an individual who is
suited for everything, rather she is the one that is apt for the specific job in
question. Hiring managers can get deeper insights into the qualifications,
experience, and aspirations of their candidates than what is included in the
resume or application letter. Aspects of communication skills, personality and
motivation, which cannot always be discerned from written documents. In-
person (or virtual) interaction presents employers with the chance to pose
probing questions, to clarify ambiguities in the candidate’s application and
assess their preparedness for the role. For the candidate, this is an equally
important job interview. It allows them to create a lasting impression and
express their strengths in a more human and personal way. The interview is a
performance where candidates showcase their merits, address any gaps in
their experience, and show how they can add value to the organization. They
are also a chance for the candidate to ask questions about the organization, the
team, and the role itself, to determine if the job is a good fit for their

professional goals and values.
How to Follow Up After a Job Interview

Job interviews can go well or really, really poorly, and a lot of it comes down
to the details: preparing, communicating effectively, being professional, and
aligning expectations. Those are the aspects of life that can help you crush the

interviews and increase the chances of an offer.

Preparation: Preparation is probably the single most important factor in a
successful job interview. An interviewee who takes the time to learn about the
company, its mission and the specifics of the role for which they are
interviewing will resonate much better with the interviewer. Engaging in
thorough preparation means studying the organization’s history, culture,
values, and industry trends. Just as important, reviewing the job description
closely and understanding what skills and qualifications the employer is
looking for. In addition to doing so, candidates must prepare their answers for
common interview questions to present their strengths and experiences in

connection with the job. Although it is crucial to familiarize oneself with the
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company and the position they are hiring for, it is also urgent to have specific
cases prepared that demonstrate the achievements, problem-solving skills, and
leadership that the candidate has. or mock interview with a friend, mentor, or
career coach to improve their confidence and delivery. A well-prepared
candidate will feel more confident during the interview, which has a positive
effect on their performance.

Opening Statements: A first impression is formed as soon as one enters a job
interview, and it directly facilitates how the rest of the interaction will unfold.
Other factors, like being on time, wearing appropriate clothing, and using an
open and engaged body language, can be important in establishing a great first
impression. Be on time for the interview, it shows punctuality and value for
interviewer’s time. No one is saying to break out the suit and tie, but dressing
appropriately for the role and the company culture demonstrates
professionalism and a sincere interest in the job. Body language also plays a
critical role, conveying poise and interest. A strong handshake, confident
posture, direct eye contact, and an overall welcoming appearance can create a
good impression to the interviewer. Candidates also need to avoid fidgeting,
crossing their arms, and being deadpan (i.e. not seeming interested), as these

acts can cause them to lose a good image in the eyes of the interviewer.

Communication Skills: Communication is key in any successful interview.
Verbal and non-verbal communication skills are both critical in
communicating one’s thoughts effectively, clearly, and confidently. Again,
candidates should be able to spin their experience, success and skills into
cohesive and concise blob of information. Just as critical is listening skills —
paying attention to the interview’s questions and reacting considers the other
party leading the conversation. Being too descriptive in your answers, or
providing information that is irrelevant, should distract from the message of
the candidate. Additionally, asking insightful questions at the conclusion of
the interview stage proves the candidate is sincerely interested in the role and
is committed to making an informed decision. Candidates can ask about
company culture, team dynamics and possible growth opportunities to

understand useful information and leave a great impression at the same time.
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Soft Skills and Behavioral Attributes: Job interviews and interviews also
provide a critical opportunity to measure behavioral traits and soft skills,
which are also becoming known as an important compound for a candidate to
work successfully. Qualities like flexibility the ability to pivot at a moment’s
notice problem-solving, working well with others, and leadership potential are
often what make the difference between the right candidate for a particular
role and organization. Behavioral interviews in which candidates describe
how they’ve behaved in specific situations in the past are meant to assess
these attributes. Commonly known as STAR (Situation, Task, Action, Result),
use this method to frame behavioral questions examples that your skills
match perfectly. Another factor that can be crucial during an interview is
emotional intelligence, or the ability to regulate your emotions and recognize
the emotions of others. However, emotional intelligence is one skill that
employers are looking for more and more, as it helps with teamwork,

leadership and conflict resolution in the workplace.

Understanding of the Role and Its Fit: A good interview requires both the
employer and the candidate to be on the same page as to what the role is, and
that the long-term goals of the candidate match with what this position can
provide them. That should also include how their skills and experiences are
relevant and what they expect to achieve in the role, candidates should be able
to provide this. This helps the interviewer determine if the candidate is
actually motivated and if they’ll stick around long term. The candidates also
need to be well-informed about the job and its requirements. This information,
which provides a comprehensive overview of the responsibilities involved in
the role, the corporate culture of the environment, and potential for future
growth, can help candidates assess whether they feel the position is a good fit

for their individual needs and desires in their career.

Follow-up: Finally, sending a personalized 'thank you' note after an interview;
sends a strong message. Writing a thank-you note or email 24 hours after the
interview not only expresses gratitude, but also reminds the candidate of their
eagerness to get hired. A thoughtful follow-up letter reminds the interviewer
of important points made during the interview and demonstrates continued

interest in the position.
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The job interview is the deciding factor in whether you will be chosen for the
specific job. So much of it is about preparation, first impressions, good
communication, and managing expectations. Emphasizing these components
allows for a better, more organic interaction that will hopefully lead to a
beneficial mutually for both the employer and candidate. There's more to
going for a job interview than answering questions; it’s the candidate’s ability
to affirm/explain their suitability, competency, fit within the values of a
company whilst leading on good, measured and authentic interest in the role.
There is no one-size-fits-all approach, as a good interview combines a well-
prepared applicant, communication with the company, and a measured amount

of compatibility.
a) Characteristics and Process of a Job Interview

The job interview process is an important phase in the recruitment process, as
it connects an employer’s requirements and a job candidate’s capabilities. A
structured yet conversational interaction between the hiring company and
potential employee that seeks to determine if this applicant is the right fit for
the role in question, taking into account their skillset, background, disposition,
and adaptability to the company culture. This is what an employer looks for:
to know who you are and what you can potentially do, beyond what is
reflected on a piece of paper with a few lines written on them the resume.
Conversely, candidates can use the interview as an opportunity to showcase
their competencies, familiarize themselves with the organization and
determine if the job suits their aspirations. The job interview process consists
of a few defining characteristics and stages that culminate in allowing both

parties to make informed decisions.
Features of a Job Interview

Be Open to Two-Way Communication: A job interview is as much an
evaluation of the candidate by the employer as it is the other way around. The
interviewer asks questions to help evaluate whether the candidate is qualified
for the position, but the candidate also can ask questions. Providing the
candidates the opportunity to ensure they understand the position, the

company, and the team they’ll join. It is an integral part of the interview, as it
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aids in making certain that both the employer and the applicant share a

common ground regarding expectations and requirements.

Structured Format: Job interviews typically follow a structured format,
where the employer puts a series of predetermined questions to the candidate
based on the job description or the resume of the candidate. This structured
way of questioning allows for analyzing all candidates against the same
metric, which makes it way easier for the hiring manager to compare the
answers. Some interviews may also include situational or behavioral
questions that assesses how candidates would approach hypothetical situations
or previous job experiences. Even if some interviews may not have as much
structure and may feel like a friendly chat, most will follow a clear framework

in order to create some consistency and fairness in the baseline assessment.

Evaluating Several Features at Once: While interviewing, employers are
evaluating the individual, not just the technical expertise, but also
interpersonal skills like communication, teamwork, adaptability, and critical
thinking. These soft skills are critical in assessing if the candidate is capable
of flourishing in the organization’s culture. Hire Within: Employers may also
gauge a candidate’s enthusiasm, attitude and motivation to understand their
level of interest in the role and commitment to the organization’s goals.
Therefore, a job interview is a thorough evaluation mechanism that places all

aspects of a candidate under review.

Verbal and Non-Verbal Communication: Interview is all about verbal and
non-verbal communication. Verbal communication is the actual conversation
between the interviewer and the candidate, such as the questions and the
answers. Non-verbal communication is something else, it describes body
language, face expression, eye contact, and posture. Non-verbal cues, such as
body language and eye contact, often have the most powerful impact on a
candidate's overall impression during an interview; they can tell an
interviewer more about the candidate’s level of confidence, attentiveness, and
emotional intelligence than the content of the candidate's actual answers.
Both verbal communication and non-verbal communication play an important

role in the overall impression a candidate makes on the interviewer.
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Importance of Goal-Orientation: The job interview is a goal-oriented
process. The objective for the interviewer is to find the most suitable and
qualified person for the position. In the case of the candidate, the goal is to
showcase their credentials and prove to the employer why they are the perfect
fit for the role. Then it is just time for both sides to get as much relevant
information as possible of what the job offer is. Dialog — one understands to
practice Interview effectively, that preparation, clear due to you both side

purpose focused.
How a Job Interview Works

Before the Interview: The interviewee as well as the interviewer should
prepare for the job interview. That means being prepared, for candidates,
researching the company, the role, common interview questions. Candidates
should also be prepared to have an example of their strengths, capabilities and
experiences already in situational stories that showcase how they meet the
needs of the employer. Candidates should also get a list of questions to ask the
interviewer it demonstrates genuine interest in the role and the company.
Interviewers, by contrast, arrive prepared, having reviewed the candidate's
resume, worked out a list of questions to ask, and having a clear

understanding of the job and expectations for the role.

But those headings would give away the game. Next comes small talk to
make the both sides relax. Introduction creates a positive tone for interview
and also calms the candidate. In order for the candidate to develop a good
bond with the interviewer, it is really important to begin the interview on a

warm and professional note.

The body of the interview consists of a question-and-answer session. The
interviewer would be asking regarding the candidate relevant background,
experiences, skills, and motivations. These range from behavioral questions
that require candidates to cite past challenges they faced at work and how (or
if) they solved them to situational questions that ask them how they’d
approach hypothetical problems. The candidate provides a clear answer that
showcases their knowledge and relevant skill set giving examples where

possible, and how what the candidate achieved can add to the goals of the
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organization. Candidates should aim to answer concisely and be relevant and

use specific examples to support responses.

Questions from the Candidate: Towards the end of the interview, the
interviewer typically allows some time for the candidate to ask their own
questions. This stage is significant in the process as it gives the candidates the
opportunity to show their interest in the position and the company. These
include company culture, role expectations, training, growth, team dynamics,
etc. Example of a Good Questions to Ask: Asking thoughtful questions can
demonstrate that the candidate is proactive, engaged, and interested in the

position.

Final and Next Steps Asks: The interview wraps up with a final assessment
of the next steps in the hiring process. The interviewer might also give an
estimated date for when the candidate should expect to hear about the decision
or additional interviews. It gives the candidate one last chance to share their
thoughts or reinforce their interest in the job. In seeking the opportunity, the
candidate must thank the interviewer for providing the same. For you as the
interviewer, this is the point to collect your thoughts and prepare to be

assessing the candidate’s performance.

Post-Interview Evaluation: This is the stage where all the information
collected in this process will be marshaled for decision making: Inter-
managerial assessment Based on responses, performance and candidate's
suitability for the role. This review includes assessing the candidate’s
qualifications, skills, conduct, and how well they fit the job specs.
Interviewers typically discuss their performance and recommend whether
candidates should move forward, or not. On the downside, for candidates,
post-interview is waiting for feedback and thinking about how the interview
went. Some candidates might also follow up with an email thanking the

interviewer and reiterating their interest.

This is a vital component of the hiring process, allowing both the employer
and potential employee to assess for a fit. It also has strong bidirectional
communication, a systematic approach, and a mission to discover both

technical and soft skills. Knowing the features and each drill part of the job
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interview will help candidates to prepare for the process, and companies to
decide who will be the best for the company. Just as a successful interview
process strengthens the workforce for both the organization and the candidates

selected
b) Techniques of a Job Interview

This is a critical step in a candidate's hiring process where they introduce their
skills and experiences to prospective employers. It’s an opportunity for the
employer to evaluate whether or not a candidate is right for a specific
position, and for the candidate to identify whether the job fits into their overall
career path. It is essential for both parties—both the interviewer and the
candidate to employ effective practices throughout the interview to maximize
utility and achieve a desirable result. These methods contribute to a seamless

and clear flow of information, facilitating the matching process for both

groups.
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Figure 5.3: Top Interview Tips

Research and Preparation: Conducting research and making preparation are
one of the most important techniques for candidates and interviewers for
being successful in a job interview. Candidates must understand what the job
a candidate is trying to apply for demands suit them and be ready with

pointing out the skills they have that could suit the job mentioned in the job
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description. Preparation should also cover practicing for common questions
and finding questions of your own for the interviewer. Not only does this
show the candidate’s enthusiasm and interest, but it also allows them to speak
more clearly and confidently. Interviewers, on the other hand, should
thoroughly review a candidate’s background, including his or her resume and
application materials, to gain insights into that individual’s experiences and
qualifications. This enables the interviewer to hone in on what questions to

ask to determine if the candidate will be a good fit for the role.

The technique of questioning: The nature of questions is an important aspect
of extracting meaningful information about a candidate and determining if
they are right for the position or not. The right questions can help the
interviewer determine the candidate’s skills, experiences and behavioral
traits. For example, behavioral interviewing centers around asking candidates
to describe specific situations they experienced in prior roles that demonstrate
applicable skills. With the interview prompt, “Tell me about a time when you
had to manage a difficult situation,” they can gauge how a candidate reacts in
the face of adversity. Situational interviewing, alternatively, introduces
hypothetical scenarios and requests applicants to explain their course of
action, providing insight into their problem-solving decision-making skills.
Open-ended questions discourage one-worded answers, allowing a candid
discussion about their experience with the topic at hand, further helping
understanding of the process behind their thoughts and how they
communicate that to the listener. Probing questions also allow interviewers to
explore a candidate’s answers to gather more insight if needed, making for a

more thorough assessment of a candidate’s capabilities and qualifications.

Write an Introduction to STAR Technique STAR Technique: A candidate
uses STAR technique to answer Behavioral/Situational Questions clearly and
Concisely in an Interview. The STAR method stands for Situation, Task,
Action, and Result. With this technique, the candidate will describe the
Situation they found themselves, the Task with or challenge they were faced,
the Action or actions they took to overcome the situation, and the Result or

outcome of their actions. This gives candidates an opportunity to answer
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questions thoroughly, and gives interviewers a complete picture of how they
solve issues and how they deal with real situations. For example, if one being
interviewed is prompted to describe a situation in which they led a team, the
candidate can use the STAR methods by explaining the situation, the specific
task, what they did to lead/manage the team and the successful results of the
project. It aids the candidates in showcasing their experience in an organized
and effective way, enabling the interviewers to evaluate their problem-solving,

leadership, and teamwork skills.

Your Body Language: Body language is also important in job interviews.
This includes the way a candidate presents their physical self, including body
language, facial expressions, whether they use gestures when speaking,
whether they make eye contact, their posture, and the overall impression the
interviewer is left with. For candidates, slight gestures like this (maintaining
eye contact, presenting a firm handshake or sitting with an open posture) can
help transmit confidence, professionalism and engagement without saying a
word. A natural smile throughout the meeting also makes candidates come
across as warm and positive. In a similar vein, interviewers need to be aware
of their own body language, reflecting that they are open, engaged, and
interested in what the candidate is saying. This will help the discussion run
more smoothly since you will be able to use non-verbal cues (nodding in
agreement, eye contact, etc.), which, in turn, will allow the candidate to feel
more comfortable and freer in expressing themselves. For both parties,
appropriate non-verbal communication helps develop a good rapport and

paves the way for a productive interview.

Active Listening: Active listening is one of the most powerful tools for both
the interviewer and the candidates during a job interview. For interviewers,
active listening instead means listening to and hearing the candidate’s
responses without interruption and letting them finish sharing their thoughts.
This ensures that the interviewer obtains accurate and relevant information
regarding the candidate's qualifications. Interviewers need to listen not only to
what the candidate is saying, but also the candidate's tone of voice and non-
verbal cues, which might give an important indication of their emotional state

or confidence. For candidates, this translates into listening carefully to the
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interviewer’s questions, and answering with thoughtfulness and care.
Structured interviews of this nature are a proprietary tool to help avoid bias
by zone in to very close-minded questions. Using active listening skills will
help interviewers and candidates establish clear communication, minimize
tensions, and create engaging and meaningful conversations in an interview

setting.

Your professionalism and attitude: These are both really important in the
outcome of a job interview. Before the interview, candidates should show
respect for the interviewer’s time by arriving on time, dressing appropriately
and maintaining a polite and courteous demeanor throughout the conversation.
A positive attitude is also crucial, as it showcases the candidate’s excitement
about the position and the organization. A candidate’s composure, calmness,
and optimism, even while up against tough questions, is a clear indicator of
emotional intelligence and resilience. It is also the job of interviewers to be
professional as well as conducting the interview in a fair and unbiased
fashion. Clearly organizing this process, and providing clear instructions and
updates while also treating the candidate with respect is a very good practice
that helps in keeping the process transparent and fair. When both candidate
and interviewer have a good attitude, the interview with end up being

productive, pleasant enough to create a good atmosphere.”

Conclusion and Follow-Up: | hope my experience is educative and
informative for those who seek to understand the interview process and the
stages involved. Thank the interviewer for their time to interview, and
reaffirm your interest in the job. Fostering deeper intelligence by asking
questions about the role, company culture, or team dynamics shows a
person’s real interest and involvement. A follow-up thank you email/note after
the interview is a professional courtesy that will underscore the candidate’s
enthusiasm and gratitude for the interviewer’s time. This easy but excellent
move can set a candidate apart from the rest — and ensures a positive last
impression. For interviewers as well, timely follow-up and clear
communication about the next steps in the hiring process are just as vital to

sustain a professional rapport and to keep candidates in the loop of things.
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Among the elements of the hiring process, we find job interviews, where both
candidates, as well as interviewers, have the chance to determine whether they
are a good fit for one another. Using the right approach including research,
strategic questioning, body language, and active listening, both applicants, and
interviewers can make sure that the interview is a success and informative. By
thoroughly preparing and being professional in their interview, candidates
increase their chances of leaving a positive impression and demonstrating
themselves as qualified and worthy candidates for the role. Similarly,
interviewers who are adequately trained to utilize these methods are equipped
with the tools to make sound judgements on which applicants are most
appropriate for their organization. After all, the job interview is really about
establishing strong professional connections to ensure both the the employer

and the candidate are ideal for the job.
c) Manners and Etiquettes to Follow in a Job Interview

You are taught a whole lot about evidencing your qualifications and skills in
job interviews talk that you’re familiar with the job description that you’ve
studied the organization that you understand the traits that other employees
have and the enthusiasm that you’d not just be a good fit but that the company
would also be a resource which won’t drain them and you’re never able to
kick back awareness that any of that matters in life. How you present yourself,
your attitude, and the way you communicate are important factors in making a
good impression on the interviewer. Politeness and courtesy when interacting
with a company and a recruiter during a job interview indicate your respect
for the organization, the interviewer and the whole process. All of these
characteristics can impact how the interviewer views you, typically being a
major factor in the hiring decision. Hence, one should be aware of some
manners and etiquettes to be followed during an interview to leave a good

impression of professionalism.

Preparation and Punctuality: Preparation is one of the first steps that ensure
that your manners and etiquettes are looking professional. Punctuality is an
important piece of job interview etiquette. Arriving on time demonstrates you

value the interviewer’s time and that you are serious about the opportunity.
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Being late can make a horrible impression; it paints a picture of not
respecting other people's time or poor time management skills. Typically,
candidates should arrive 10-15 minutes prior to an interview time to give
themselves time to settle down and get centered. This also provides some time
to look over your notes or settle jitters before the interview starts. Being
prepared is about more than getting there on time, though; it's also about
knowing about the company and the job you are interviewing for.
Familiarizing yourself with the organization’s values, culture and current
standing in the industry will help you tailor your responses, and make you

seem informed and engaged in the organization.

Dress and Grooming: How you present yourself for a job interview indicates
if you are serious about getting the opportunity. One of the important things
you must remember while looking for a job is to dress in accordance with the
industry and the profile you are using. Most interviews, regardless of
profession, call for business formal attire like a suit or business dress,
however, there are some exceptions, like in cases where a more casual outfit is
permitted. Wear clean, neat, well-fitting, wrinkle-free clothing. The other side
of the coin is personal grooming, which is also important when looking good
as a professional. Make sure you have groomed your hair and facial hair (if
applicable) prior to your interview. Watch that Personal Hygiene, fresh
breath and little use of potent fragrances The important takeaway here is that
your overall presentation of yourself tells the interviewer you value looking
good because it portrays that you are taking this seriously and respect the

interview process.

Before the Interview —The opening moments of an interview can determine
the rest of the interview. The handshake, coupled with good eye contact and a
friendly smile is the most widely accepted form of greeting when you meet
someone professionally. It not only radiates confidence, but it also flakes
openness. As you step into the room, be respectful and respond to the
interviewer with a considerate initial greeting like, “Good morning” or “Hello,
it’s nice to meet you.” If the interview is virtual, be sure to check your
camera, lighting and microphone settings ahead of time to be sure you look

professional and your technology works. An enthusiastic and assured
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introduction creates rapport and also alleviates the nerves that we so often

associate with an interview.

Understanding the Interview Process: It is very important to showcase
active listening during the interview, and respond to the interviewer's
questions wisely. Active listening means paying attention to the speaker,
making eye contact, nodding in agreement and not interrupting. Listening
carefully demonstrates respect for the interviewer’s perspective and enables
you to deliver more relevant and considered responses. Know when to speak
clear and concisely. Do not talk too fast, neither stammer, or otherwise the
interviewer will not be able to interpret your responses. When you have to
provide an answer, take a while to think about it so that your answer is clear
and concise. Communicating clearly and confidently sends a message about

your communication skills — a must in virtually any job.

Summary- This tells us about the body language during respect for a job
interview. Posture is important — sit up straight with your shoulders back
because slumping makes you look uninterested and lacking in confidence.
Rest your hands on your lap or the table in front of you to prevent fidgeting,
since too much motion can be distracting or indicate nerves. During an in-
person interview, pay attention to your facial expressions — ensure they
convey attention and interest. Be Friendly and Positive: Appearch similarly
for approachable and congenial. While body signals can be more challenging
to convey in virtual interviews, sitting up straight and using hand motions as
needed sets the tone for a pleasant interaction with potential employers. As
well, refraining from distractions, such as checking your phone or looking
away when someone's talking to you, is a huge aspect of respectful body

language.

How To Answer Questions Smoothely and Professionally: During your
interview, you will get a mix of questions ranging from your CV, experience,
strengths, weaknesses, etc. Always maintain a professional tone and avoid
casual language or humor when answering these questions. Be it an awkward
or hard question, you should keep your calm and flaunt the grace. Getting in a

trap where you do not know the answer to a particular answer and trying to
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answer it can mislead your tone, thus, it is not always best practice. Instead,
zero in on how you would go about getting the answer or solving the
problem. It is equally important not to speak poorly of past employers or
coworkers. Negative comments might make others think that you are
unprofessional or a difficult person. Rather, give attention to the good things

you learned and how you have grown as a professional.

The main thing for interview etiquette is to ask clever and deliberative
questions when you have the chance. It demonstrates that you have critically
thought about the role and the organization, and are truly interested in more
about the work environment. Steer clear of questions that could easily be
answered through research, like basic information about the company or the
role itself. Instead ask questions about the company’s culture, team dynamics
or growth opportunities. Examples of thoughtful questions are: “What is the
career path for someone in this position?”” or “How would you characterize
the team’s working style?”” Therefore, these types of questions demonstrate

your strategic way of thinking and enthusiasm about the role.

Thank You and Wrap Up the Interview: When the interview is ending,
thank your interviewer for the opportunity. Express your gratitude to the
interviewer for their time and consideration. A simple phrase, “Thank you for
meeting with me today,” goes a long way in leaving a positive last impression.
Furthermore, inquiring about what comes next in the hiring process,
demonstrates that you are proactive and excited to pursue the next step. If it
was a virtual interview, be sure to end the conversation professionally, and

don’t leave the meeting with your camera and microphone on.

After Interview Follow-Up Etiquette: Never skip sending a follow up! In
your email, thank the interviewer again for their time and express your
continued interest in the position. A follow-up email is an opportunity to
thank them and remind them why you think you’d be a good fit for the role.
It’s also a courteous nudge about your candidacy. Make the email formal yet
short and simple and refrain from using friendly language or phrases. Sending
a thoughtful follow-up helps demonstrate your attention to detail and your

genuine interest in the role, separating you from the pack of other candidates.
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Good Manners and Etiquette It is Very Important to Have Them During the
Job Interview. The way you dress and greet the interviewer, listen to
questions, and respond to them each of these elements of your conduct helps
show the interviewer your professionalism and respect. This includes being
well prepared, communicating effectively, using appropriate body language,
and following up inside and outside of the interview process (also with a
thank you) in a way that demonstrates your interest. Good interview etiquette
not only showcases your credentials, but also signals to the interviewer that

you are a logical, respectful and reliable candidate.
MCQs (Multiple Choice Questions)
1. What is the primary purpose of a resume?

a) To list all personal information

b) To showcase qualifications and skills relevant to the job
c) To provide a detailed personal history

d) To highlight hobbies and interests

2. Which of the following is NOT considered a type of resume?

a) Chronological Resume
b) Functional Resume
¢) Combination Resume

d) Graphic Resume
3. What should be included in the ‘Content of a Good Resume'?

a) Personal details and work experience
b) Hobbies and interests only
c¢) Only educational qualifications

d) A photo of the applicant
4. Which of these is a recommended guideline for writing a resume?

a) Keep the resume more than two pages long
b) Use an unprofessional email address
¢) Tailor the resume to the specific job you are applying for

d) Avoid including your contact information
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. Why is the 'Objective’ section important in a resume? Employment
Communication

a) It gives details about your educational background
b) It highlights your career goals and professional direction
c) It explains why you want the job

d) It lists your references

. Which type of resume is most suitable for someone with gaps in

employment?

a) Chronological Resume
b) Functional Resume
¢) Combination Resume

d) Targeted Resume
. What is a key feature of a job interview?

a) A casual conversation between the applicant and the hiring manager
b) An assessment of the applicant’s qualifications, skills, and personality
c) A test of the applicant’s intelligence

d) A one-time meeting with no follow-up
. What is one of the characteristics of a structured job interview?

a) The interviewer asks spontaneous questions
b) The questions are consistent for all candidates
¢) The candidate drives the conversation

d) It is informal and unscripted
In a job interview, what is a good technique to answer a question?

a) Give a one-word answer
b) Talk as much as possible without pausing
c) Take a moment to think and give a concise, well-thought-out answer

d) Avoid discussing past job experiences
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10.

Which of the following is considered a proper etiquette during a job

interview?

a) Arriving late and explaining your delay
b) Interrupting the interviewer to clarify your answers
c) Maintaining eye contact and a firm handshake

d) Dressing too casually to appear relaxed

Long Answer Questions

1.

10.

Explain the content of a good resume and why it is important for job

applications.

Discuss the guidelines for writing an effective resume. What common

mistakes should be avoided?

Describe the different types of resumes and explain when each type is

most appropriate.

What factors make a job interview important for both the employer and

the candidate?

Outline the characteristics of a job interview and explain the process from

both the candidate’s and interviewer’s perspectives.

Discuss the techniques that candidates can use during a job interview to

improve their chances of success.

Explain the importance of body language and non-verbal communication

during a job interview. How can it influence the interviewer's perception?

What are the key manners and etiquettes that a candidate should follow

during a job interview to create a positive impression?

Describe how a candidate should prepare for a job interview. Include both

technical and interpersonal aspects of the preparation.

Discuss the significance of asking insightful questions during a job
interview. How can this enhance the candidate’s chances of securing the

position?
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