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CSS 02 aims at improving the speaking skills of the learner. For many learners of English, the 

sound-spelling relationship of the language appears anarchic. Another problem many Indian 

learners face is English word accent. Unit I and Unit II help learners overcome these problems to 

a great extent. The remaining units are on the two productive skills, speaking and writing. The 

techniques of day-to-day conversations and the important characteristics of interviews and GDs 

presented in this course strengthen the learner's speaking skills. The last unit presents various 

aspects of presentation in writing. 

 

Unit I: Pronunciation - 1 

1.1The Sounds of English 

 

Unit II: Pronunciation – 2 

2.1. Word Accent 

2.2Intonation 

 

Unit III: Speaking Skills -1  

3.1. Conversation Skills 

3.2. Interview Skills 

3.3 Presentation Skills 

3.4. Public Speaking 

 

Unit IV: Speaking Skills -2 

4.1 Role Play 

4.2 Debate 

4.3 Group Discussion 

 

Unit V: Writing Skills  

 5.1 Spelling 

5.2 Punctuation 

5.3. Information Transfer 

o Tables 

o Bar Diagrams 

o Line Graphs 

o Pie  Diagrams 

o Flow Charts 
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UNIT I: PRONUNCIATION-1 

The Sounds of English 

 

 1.List out the 44 sounds of English with examples. 

There are 12 Vowels (monophthongs), 8 Diphthongs and 24 Consonants. 

 

 

 

1.1 Phonetics (from the Greek word phone = sound/voice) is a fundamental branch of 

Linguistics and itself has three different aspects: 
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Phonetics is the study of human speech sounds, which includes (1) articulation or the study of 

how and where speech sounds are produced in the human speech organs; (2) the study of the 

characteristics of speech sounds including volume, amplitude, and frequency; and (3) the study 

of how speech sounds are perceived by the human ear and brain. 

 Although language is obviously composed of sound, speech sounds came to be the main focus 

of linguistic investigation only in the 20th century. 19th century linguists were more interested in 

written rather than spoken language. Only with the work of Swiss linguist Ferdinand de Saussure 

in the early 20th century did linguists recognize the primacy of sound in human language and the 

secondary, superficial nature of writing. 

      Phonetics has three branches: 

1) Acoustic phonetics is the study of the physical properties of sounds, the air wave 

frequencies of which sounds consist. The frequency of vibrations measured 

in hertz; volume of sound measured in decibels. Instruments used to measure and 

record speech sounds include the sound spectrograph, which produces readouts 

called sound spectrograms. 

Acoustic Phonetics - a study of how speech sounds are transmitted: when sound travels 

through the air from the speaker's mouth to the hearer's ear it does so in the form of 

vibrations in the air; 

 

2) Auditory phonetics is the study of how sounds are perceived by the human ear or 

recognized by the brain. 

Auditory Phonetics - a study of how speech sounds are perceived: looks at the way in 

which the hearer’s brain decodes the sound waves back into the vowels and consonants 

originally intended by the speaker 

      3) Articulator phonetics is the study of how sounds are produced by the vocal 

apparatus. Articulator phonetics will be the main focus of our study. You need to memorize 

the anatomical features of the vocal tract shown on the back cover of your textbook. 

Articulator Phonetics - describes how vowels and consonants are produced or “articulated” in 

various parts of the mouth and throat;    

The English Alphabet 

The English alphabet has 26 letters. Each letter has a lower and upper case form. The letters A, 

E, I, O, U are vowels. 

A 

B 

C 

D 

a 

b 

c 

d 

[ei] 

[bi:] 

[si:] 

[di:] 

N 

O 

P 

Q 

n 

o 

p 

q 

[en] 

[ou] 

[pi:] 

[kju:] 
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E 

F 

G 

H 

I 

J 

K 

L 

M 

e 

f 

g 

h 

i 

j 

k 

l 

m 

[i:] 

[ef] 

[ i:] 

[ei ] 

[ai] 

[ ei] 

[kei] 

[el] 

[em] 

R 

S 

T 

U 

V 

W 

X 

Y 

Z 

r 

s 

t 

u 

v 

w 

x 

y 

z 

[a:] 

[es] 

[ti:] 

[ju:] 

[vi:] 

[d blju:] 

[eks] 

[wai] 

[zed] or [AmE 

zi:] 

 

1.2 Phonetics and Phonology.  

The actual sound produced, such as a simple vowel or consonant sound is called phone. 

Closely associated with Phonetics is another branch of Linguistics known as Phonology. 

Phonology deals with the way speech sounds behave in particular languages or in 

languages generally. This focuses on the way languages use differences between sounds in 

order to convey differences of meaning between words. All theories of phonology hold that 

spoken language can be broken down into a string of sound units (phonemes).  

A phoneme is the smallest ‘distinctive unit sound’ of a language. It distinguishes one word from 

another in a given language. This means changing a phoneme in a word, produces another word 

that has a different meaning. In the pair of words (minimal pairs) 'cat' and 'bat', the distinguishing 

sounds /c/ and /b/ are both phonemes. The phoneme is an abstract term (a speech sound as it 

exists in the mind of the speaker) and it is specific to a particular language. 

A phoneme may have several allophones, related sounds that are distinct but do not change the 

meaning of a word when they are interchanged. The sounds corresponding to the letter "t" in the 

English words 'tea' and 'trip' are not in fact quite the same. The position of the tongue is slightly 

different, which causes a difference in sound detectable by an instrument such as a speech 

spectrograph. Thus the [t] in 'tea' and the [t] in 'trip' are allophones of the phoneme /t/. 

Phonology is the link between Phonetics and the rest of Linguistics. Only by studying both the 

phonetics and the phonology of English is it possible to acquire a full understanding of the use of 

sounds in English speech. 

1.3 English Pronunciation 

We use the term ‘accents’ to refer to differences in pronunciations. Pronunciation can vary with 

cultures, regions and speakers, but there are two major standard varieties in English 

pronunciation: British English and American English. 
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Within British English and American English there are also a variety of accents. Some of them 

have received more attention than others from phoneticians and phonologists. These 

are Received Pronunciation (RP)* and General American (GA). 

Received Pronunciation is a form of pronunciation of the English language, sometimes defined 

as the "educated spoken English of southeastern England". RP is close to BBC English (the kind 

spoken by British newscasters) and it is represented in the pronunciation schemes of most British 

dictionaries. RP is rather a social accent than regional, associated with the educated upper classes 

(and/or people who have attended public schools) in Britain. 

English pronunciation is also divided into two main accent groups, the rhotic and the non-rhotic, 

depending on when the phoneme /r/ is pronounced. Rhotic speakers pronounce written "r" in all 

positions. They will pronounce the "r" in stork, whereas non-rhotic speakers won't, makeany 

distinction between stork and stalk. Non-rhotic speakers pronounce "r" only if it is followed by a 

vowel -right, rain, room, Robert, far away, etc. 

Non-rhotic accents are British Received Pronunciation and some other types of British English, 

Australian, New Zealand and South African English. American English is rhotic (the "r" is 

always pronounced), with the notable exception of the Boston area and New York City. Rhotic 

accents can be found also in most of Canada. SE Britain is apparently the source of non-rhotic. 

England is non-rhotic, apart from the south-western England and some ever-diminishing 

northern areas. Scotland and Ireland are rhotic.  

 

* "Received" here is used in its older sense to mean "generally accepted".  

 

1.4 The Sounds of English and Their Representation 

In English, there is no one-to-one relation between the system of writing and the system of 

pronunciation. The alphabet which we use to write English has 26 letters but in (Standard 

British) English there are approximately 44 speech sounds. The number of speech sounds 

in English varies from dialect to dialect and any actual tally depends greatly on the 

interpretation of the researcher doing the counting. 

To represent the basic sound of spoken languages linguists use a set of phonetic symbols called 

the International Phonetic Alphabet (IPA). The chart below contains all of the IPA symbols used 

to represent the sounds of the English language. This is the standard set of phonemic symbols for 

English (RP and similar accents). 

 
 

 

 
 

 

 

    
 

 
 

http://en.wikipedia.org/wiki/Received_Pronunciation
http://en.wikipedia.org/wiki/General_American
http://www.arts.gla.ac.uk/IPA/ipa.html
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[ ] - small capital letter I 

[ ] - 'epsilon' -- a Greek letter 

[ ] - sometimes called 'upsilon' 

[ ] - 'ash'; digraph a-e -- usually just 

"digraph" 

[ ] - script A 

[  ] - open O 

[ ] - 'caret' 

[ ] - 'eng' (right-tail n) 

[ ] - 'eth' 

   [ ] - 'theta' 

   [ ] - 'schwa' 

The colon / : / represents longer duration in pronunciation and is found in long vowels such as / 

i: /, / a: /, / u: /, etc.  

 

Vowels and Consonants (en/bg) 

Classifying the Vowels Sounds of English 

The classification of vowels is based on four major aspects: 

Tongue height - according to the vertical position of the tongue (high vowels, also referred to as 

close; low vowels, also referred to as open; intermediate - close-mid and open-mid) 

Frontness vs. backness of the tongue - according to the horizontal position of the highest part of 

the tongue. 

Lip rounding - whether the lips are rounded (O-shape) or spread (no rounding) when the sound is 

being made. 

Tenseness of the articulators - refers to the amount of muscular tension around the mouth when 

creating vowel sounds. Tense and lax are used to describe muscular tension. 

 

 
  

  
 

 

p b t d 
  

K g 

f v 
 

 

s z 
 

 

m n 
 

h l r W j 

 

javascript:vowels_and_consonants()
javascript:vowels_and_consonants()
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Front vowels 

(tongue body is pushed 

forward) 

Central vowels 

(tongue body is 

neutral) 

Back vowels 

(tongue body is pulled 

back) 

High/close 

vowels 

(tongue body is 

raised) 

/ / see 

/ / sit 
   

/ / boot 

/ / book 

Mid vowels 

(tongue body is 

intermediate) 

/e/ bait* 

/ / bet 
/ / sofa**, / / bird 

/o/ boat* 

/ / bought*** 

Low/open 

vowels 

(tongue body is 

lowered) 

/ / bat / / under** 
/ / father, / / 

sock(BrE) 

 

*In some American accents (especially Californian English), vowel sounds in words such as bait, 

gate, pane and boat, coat, note are not consider diphthongs. American phonologists often class 

them as tense monophthongs (/e/ and /o/). 

**/ / is used in unstressed syllables, while / / is in stressed syllables. The vowel / / used to 

be a back vowel, and the symbol was chosen for this reason. This is no longer a back vowel, but 

a central one. 

***A considerable amount of Americans don't have the deep / / in their vocabulary, they 

pronounce bought, ball, law with the deep / / sound. 

See also: IPA vowels chart 

According to the position of the lips: 

English front and central vowels are always unrounded. 

English back vowels / /, / , /o/, / / are rounded (/ / vowel is unrounded). 

Vowel Tenseness: 

Tense vowels (produced with a great amount of muscular tension): / /, / /, / /, / /, / /. 

Tense vowels are variable in length, and often longer than lax vowels. 

Lax vowels (produced with very little muscular tension): / /, / /, / /, / /, / /, / /, / /. 

Lax vowels are always short. 

http://www.arts.gla.ac.uk/IPA/vowels.html
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Classifying the Consonants Sounds of English According to the Manner and Place of 

Articulation 

According to the manner of articulation (how the breath is used) the consonants are: stops, also 

known as plosives, fricatives, affricates, nasals, laterals, 

and approximants. Nasals, laterals and approximants are always voiced; stops, fricatives and 

affricates can be voiced or unvoiced. 

Stops 

/Plosives/ 

During production of these sounds, the airflow from the lungs is completely 

blocked at some point, and then released. In English, they are /p/, /b/, /t/, /d/, /k/, 

and /g/. 

Fricatives 

The flow of air is constricted, but not totally stopped or blocked. In English, these 

include /f/, /v/, / /, / /, 

/s/, /z/, / /, / /, and /h/. 

Affricates 

These sounds begin like stops, with a complete blockage of air/closure of the 

vocal tract, and end with a restricted flow of air like fricatives. English has two 

affricates - the / / sounds of "church" and the / / of "judge". 

Nasals 
Nasals are sounds made with air passing through the nose. In English, these are 

/m/, /n/, and / /. 

Laterals 
Lateral consonants allow the air to escape at the sides of the tongue. In English 

there is only one such sound - /l/ 

Approximants 

In the production of an approximant, one articulator is close to another, but the 

vocal tract is not narrowed to such an extent that a turbulent airstream is 

produced. In English, these are /j/, /w/ and /r/. Approximants /j/ and /w/ are also 

referred to as semi-vowels. 

According to the place of articulation (where in the mouth or throat the sound is produced) 

the consonants are: 

Bilabial: with both lips /p/, /b/, /m/ 

Labiodentals: between lower lip and upper 

teeth 
/f/, /v/ 

Dental/Interdentally: between the teeth / /, / / 
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Alveolar: the ridge behind the upper front teeth 
/t/, /d/, /s/, /z/, /n/, 

/l/, /r/ 

Alveoli-palatal (or post-alveolar): it is the area 

between 

the alveolar ridge and the hard palate 

/ /, / /, / /, /

/ 

Palatal: hard palate, or 'roof' of the mouth' /j/ 

Velar: the soft palate or velum /k/, /g/, / / 

Glottal (laryngeal): space between the vocal 

cords 
/h/ 

1.5 Pronunciation styles 

The manner of the pronunciation of one and the same person appears to be different in different 

circumstances. For example, when delivering a speech, a lecture, speaking over TV, talking to 

officials or chattering with friends and relatives. These different ways of pronunciation are called 

pronunciation styles. 

 D. Jones distinguished the following pronunciation styles: 1) the rapid familiar style  

 2) The slower colloquial style; 

 3) The natural style;  

4) The formal style;  

5) The acquired style – style of singing and recitation.  

L.V. Shcherba while classifying pronunciation styles used the so-called distinctive principle, i.e. 

the degree of carefulness with which words are pronounced. 

 Accordingly he suggested two types of pronunciation styles:  

1) The full style, characterized by a moderately slow tempo and careful pronunciation of words. 

Words retain their full forms, vowels and consonants are not reduced and non-obligatory 

assimilation is avoided. This style in its purest form is observed in singing and recitation;  
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2) The colloquial style differs from the full style in its tempo and clearness. It is characterized by 

the use of weak forms, reduction and assimilation of vowels and consonants. 

1.6 UTILITY OF PHONETICS 

The teaching of pronunciation has witnessed remarkable changes throughout the history of 

language teaching and learning. As one of the most neglected aspects of English language 

teaching, pronunciation has gained attention only in the past half of the 20th century with the rise 

of Audiolingualism and the Direct Method. 

 Throughout history, teachers and applied linguists have been concerned with the difficulty of 

teaching this skill. In this respect, they have attempted to develop different methods and 

techniques with the reliance on other sub-disciplines such as phonetics, phonology and second 

language acquisition among others. Taking phonetics and phonology as a framework, teachers 

have tried to make use of the different components of these core disciplines in order to apply 

them to their classrooms. 

In general terms, pronunciation is defined as “the manner in which speech sounds, especially 

connected sequences are articulated by individual speakers or by speakers generally” Task 

(1996: 291). 

In the light of this definition, pronunciation seems to be closely linked to the study of 

phonetics which involves the scientific study and description of speech sounds. From a more 

technical perspective, Pennington & Richards (1986: 208) define pronunciation, according to 

language teachers, as follows: “For most language teachers, pronunciation is largely identified 

with the articulation of individual sounds and, to a lesser extent, with the stress and intonation 

patterns of the target language 

Speech is the most important means or medium of human communication. 

The significance of speech is self-evident in that it is hard to imagine life without speech. 

Unfortunately, the moments when we become aware of speech often relate to problems and 

disorders in speech communication: we may experience voice problems and, occasionally, 

difficulties even in the production of certain speech sounds and also hearing problems may have 

an effect on our ability to understand speech. 

Phonetics is the science where all aspects of speech are considered and investigated: how 

speech is produced using our speech organs, what are the properties of speech sounds in the air 

as they travel from the speaker's mouth to the ear of the listener, and, finally, how we perceive 

speech and recognize its structural elements as certain linguistic symbols or signs. 
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Phonetics yields useful theoretical and practical information for everyone working with spoken 

language, including students of languages and logaoedics. Areas of application of phonetic 

knowledge include teaching of pronunciation in foreign language didactics, disorders of speech 

and language that are manifested in the speaking voice, clinical speech therapy in logaoedics, 

and in technical subjects, speech signal processing. 

Phonetics has many interfaces with other disciplines investigating speech and linguistic behavior, 

including general linguistics, the study of individual languages, logaoedics, psychology, 

cognitive science, language technology (automatic speech recognition, speech synthesis), 

anatomy, physiology, forensic phonetics (speaker identification), etc. 

If you are interested in languages – native or foreign – and you are leaning towards a research 

oriented profession or work, Phonetics presents itself as an extremely useful linguistic subject. 

Of course, studies in Phonetics in no way prevent you from entering a more teaching oriented 

work, since the focus of Phonetics is very much present and meaningful in almost all areas of 

teaching. 

Phonetic research offers several possible areas of specialization in that the research motives can 

be as varied as linguistic (linguistic theory and language teaching), logaoedic (disorders of 

speech communication), medical (physiology of speech and hearing) and psychological (speech 

perception) as well as technical (speech signal processing) 

Speech is the most important means or medium of human communication. The relevance of 

studying phonetics and phonology especially for an English learner is to master the sound system 

of English language well. Knowledge of phonology also helps him to have better pronunciation 

and   have strong grasp on intonation, accent and dialect in English language. This is because 

when the learner knows the language well he or she can differentiate how American and British 

dialect and accent differ. 

Phonology and phonetics are two elements that cannot be separated from the English language. 

Phonetics is very important because it deals with the sound systems. For those who are trying to 

learn English as their new language, they need to familiarize with the English sound system 

because it is different from the sound system of other languages.  

Phonetics and phonology mainly deal with the pronunciation. By learning phonetic and 

phonology the learners may avoid some misunderstanding while communicating with each other 

and may also avoid miscommunication between teacher and students and between teacher and 

teacher.  

Thus, we may communicate more effectively and avoid any miscommunication when we know 

the rules of pronunciation.  
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ASSIGNMENT 

Q.1. The Number of monophthong in English sound's is 

 

A. 8  

 

B. 24 

 

C. 12 

 

D. 46 

 

Ans: C 

 

Q.2. The Number of diphthongs in English Sound is 

 

A. 12 

 

B. 8 

 

C. 44 

 

D. 20 

 

Ans: C 

 

Q. 3. Which total number of sounds in English language is 

 

A. 12 

 

B.8 

 

C. 20 

 

D. 44 

 

Ans: D 

 

Q. 4- Which one of the following is not an organ of speech? 

 

A. leg 
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B. Tongue 

 

C. Vocal chord 

 

D. Lips 

 

Ans: A 

 

Q. 5. Total Number of consonant sound in English is 

 

A. 12 

 

B. 8 

 

C. 20 

 

D. 24 

 

Q. 6. We need an air stream mechanism for the 

 

A. Production of Speech 

 

B. Digestion process 

 

C. Blood circulation process 

 

D. Dexidation Process 

 

Ans: A 

 

Q.7. What is essential to acquire a good pronunciation in English language? 

 

A. a lot of conscious efforts 

 

B. a lot of systematic efforts 

 

C. a lot of regular practice 

 

D. All the above 
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Ans: D 

 

Q.8. Our respiratory system consists of 

 

A. Lungs 

 

B. Air Pipe 

 

C. Nostrils 

 

D. All the above 

 

Ans: D 

 

Q...9.  The hard convex surface just Behind the upper front teeth is called 

 

A. soft palate 

 

B. teeth ridge 

 

C. hard palate 

 

D. tongue 

 

Ans C 

 

Q.10.Diphthong is a 

 

A. Pure vowel sound 

 

B. Pure consonant sound 

 

C. Vowel glides or mixed vowel sounds 

 

D. none of the above 

 

Ans: C 

 

Q.11. The letters a, e, i, o, u in English alphabet are called 
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A. Clusters 

 

B. Consonants 

 

C. Vowels 

 

D. Words 

 

Ans: C 

 

Q.12. The Latter of English alphabet other than vowels care called 

 

A. Word 

 

B. vowels 

 

C. clusters 

 

D. consonants 

 

Ans: D 

 

Q.13. When one sound is given by two consonants, it is called 

 

A. vowel sound 

 

B. consonant sound 

 

C. single sound 

 

D. consonant cluster 

 

Ans: D 

 

Q.14. Whichof the following has /: i / sound 

 

A. Car 

 

B. seat 



16 
 

 

C. fit 

 

D. books 

 

Ans: B 

 

Q. 15. Which of the following has /e:/sound 

 

A. but 

 

B. arm 

 

C. about 

 

D. aunt 

 

Ans: C 

 

Q.16. The example of consonant cluster is 

 

A. sea 

 

b. guard 

 

C. guilty 

 

D. play 

 

 Ans: D 

 

Q. 17. The following does not belong to the basic components of speech 

 

A. stress 

 

B. rhythm 

 

C. poem 

 

D. intonation 



17 
 

 

Ans: C 

 

Q.18. The word "Doctor" has 

 

A. Two syllables with stress on one 

 

B. two syllables with stress on both 

 

C. two syllables with stress on first 

 

D. two syllables with stress on second 

 

Ans: C 

 

Q.19. "The degree of force with which sound or syllable of a word is uttered" is called 

 

A. intonation 

 

B. stress 

 

C. Rhythm 

 

D. Pause 

 

Ans: B 

 

Q.20. "The Change of pitch of voice " is called 

 

A. stress 

 

B. Rhythm 

 

C. Pause 

 

D. Intonation 

 

Ans: D 

 

  Q. 21. The rise and fall of pitch in voice is called 
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A. Flueny 

 

B. Pause 

 

C. Intonation 

 

D. Stress 

 

Ans: C 

 

Q.22. "The smallest unit of words" is called 

 

A. Phoneme 

 

B. Allophone 

 

C. Juncture 

 

D. Morpheme 

 

Ans: A 

 

Q.23. "The study of articulation, transmission and reception of speech sound ," is called 

 

A. Linguistics 

 

B. Morphology 

 

C. Phonetics 

 

D. syntax 

 

Ans: C 

 

Q.24. Defective pronunciation in India prevails as 

 

A. There is dearth of books on phonetics 

 

B. No firm rules for pronunciation 
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C. Both A and B 

 

D. None of the above 

 

Ans: C 

 

Q.25. "Phonetics" is a part of language study. It is 

 

A. Study of system of sound of language 

 

B. Study of words 

 

C. study of articulation, transmission and reception of speech sounds 

 

D. None of the above 

 

Ans: C 

 

Q.26. The teacher does not tell or interpret whether the answer is correct or not in the 

 

A. Testing activity 

 

B. Teaching activity 

 

C. Language game activity 

 

D. Demonstration activity 

 

Ans: A 

 

Q.27. Flow correct pause stress and intonation is only possible through ther practice of 

 

A. Comprehension 

 

B. Oral Expression 

 

C. Reading 

 

D. Writing 
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Ans: B 

 

Q.28. English can be learnt only by the 

 

A. Practice of applied grammar 

 

B. Practice of speaking 

 

C. study of grammar 

 

D. study of functional grammar 

 

Ans: B 

 

Q.29. The advantage of Rhymes in the 

 

A. it removes shyness 

 

B.It encourages students to recite together 

 

C.it Makes the teaching joyful 

 

D.All the above 

 

Ans: D 

 

Q.30. According to phonetic method, the unit of a word is 

 

A. Sentence 

 

B. Word 

 

C. Sound 

 

D. Letter 

 

Ans: D 
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UNIT II: PRONUNCIATION - 2 

1. Word Accent 

2. Intonation 

2 Word Accent 

2.1 Syllables While pronouncing words, we can distinguish syllables which are articulated with 

different degrees of prominence. Syllables given a special degree of prominence may occur at 

the beginning, in the middle or at the end of words. A greater degree of prominence given to one 

or more syllables in a word which singles it out through changes in the pitch and intensity of the 

voice and results in qualitative and quantitative modifications of sounds in the accented syllable 

is known as word accent. 

2.2 Stress 

 Languages differ from each other in the principal means by which the special prominence of 

speech sounds is achieved and word accent thus effected. One of such means is the pronunciation 

of a syllable in a word with greater force of utterance as compared with that of the other syllables 

of the same word. Word accent affected by these means is called dynamic or force stress. 

 A syllable can be made especially prominent by uttering each on a different pitch level than the 

other syllable or syllables of the same word. Word accent affected by these means is called 

musical or tonic accent. A syllable becomes more prominent when its vowel is pronounced 

longer than another vowel or other vowels of the same timbre. Word accent affected by these 

means is called quantitative accent. In most languages stressed syllables are made prominent by 

the combination of several all the above mentioned means.  

From a purely phonetic point of view a polysyllabic word has as many degrees of stress as there 

are syllables in it. For example, Daniel Jones suggested the following distributions of stress in 

the word “opportunity” denote the strongest degree of stress. The majority of British 

phoneticians distinguish three degrees of stress in English.  

They call the strongest stress primary, the second strongest stress – secondary, while all the other 

degrees of stress are called weak. The American descriptivist (e.g. B. Block, J. Tracer) denote a 

greater number of degrees of word stress numbering them from 1 – loudest to 4 – weakest or 

calling them by descriptive names such as loud, reduced-loud, medial, weak. They group the first 

three together as strong.  
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Some other American descriptivist (H.A. Gleason) distinguishes the following degrees of word 

stress: primary stress, secondary stress, tertiary stress and four-weak stress. The distinction 

between secondary and tertiary stresses is very subtle. The result is that the discrimination of 

these two degrees of stress syllables in particular words is a subjective matter and even 

phonetically trained linguists sometimes differ from each other in this respect. Different types of 

word accent are distinguished according to its position. 

 From this point of view we can speak about fixed and free word accent. Fixed word accent is 

characterized by the fixed position of stress (French, Italian, Polish, and Latin). Free word accent 

is characterized by the fact that in different words of the language different syllables are stressed. 

 Free word accent has two sub-types: constant which always remains on the same morpheme in 

different grammar forms of a word or in different derivatives from the same root (wonder, 

wonderful, wonderfully); shifting accent is one which falls on different morphemes in different 

grammatical forms of a word or in derivatives from one and the same root (history – historical; 

active – activity. 

2.3Accent performs three basic functions:  

1) Constitutive, because it organizes a word as a complicated sound unit;  

2) Precognitive, as it helps to recognize words; 

 3) Distinctive for it helps to distinguish words and their grammar forms (import – import; 

produce – produce; perfect – perfect). It also helps to distinguish compound words from word-

combinations. 

 According to V.A. Vaseline this distinctive function makes word accent a separate phonological 

unit performing a sense-differentiating function. He calls it accent me.  

2.3 Tone 

In English there are 6 basic tones. In the case f these tones their delimitative function is 

determined by the change of pitch direction. These tones are called kinetic by R. Kingdom.  

There is also an even or level tone which called static. It is neutral (when the pitch of the tone 

remains on the same level) in its communicative function and is used mainly in poetry 

……………  
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Nuclear tones express different attitudes of the speaker towards he says. E.g. the low-falling 

tone (…) expresses definiteness, finality. It is matter-of fact, calm and unemotional: I hear 

you’ve passed the exam. 

The high falling tone expresses interest, personal concern, and warmth: I hear you’ve passed 

your exam. 

 The rising falling tone implies that the speaker is greatly impressed: Splendid. The low-rising 

tone expresses lack of interest: Mr. Jones? – Yes.  

The high-rising tone expresses active searching for information.  

It is essentially an interrogative tone: You like it?  

The falling-rising tone creates the impression of implication as if “the speaker expects the 

listener to imagine the extra-meaning.” The implication is deduced from the concrete situation: 

The shop is closed. Besides it is important to stress that different communicative types of 

sentences are distinguished by intonation. E.g. categorical statements, orders and commands, 

exclamations and special questions require the use of the falling tone.  

The rising tone is used with statements containing an implication, request and general questions. 

 The main six tones form significative oppositions in accordance with:  

a) The direction of the pitch movement: the falling tone versus the rising tone. The falling tone 

creates the impression of finality, completeness, definiteness, resoluteness. That’s why 

declarative sentences are pronounced with the falling tone. The rising tone expresses non-finality 

and incompleteness. General questions are pronounced with rising tone; 

 b) The range of the pitch movement: low fall/high fall; low rise/high rise. Low fall creates the 

impression of calmness and indifference and high fall expresses personal concern, warmth and 

interest; 

 c) The simplicity – complexity of the voice pitch movement: falling tone/fall-rise; rising 

tone/rise-fall. E.g. I have nothing against it (l.f.) – definiteness, categorical I have nothing against 

it (f.r.) – implication the main tones together with other elements of intonation such as the 

prehead, head and tail form differentiate intonation contours. The shape of the contour depends 

on the type of the element of intonation. 
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 According to L. Armstrong and Ida Ward in English unemphatic speech the following types of 

the prehead may be distinguished:  

1. Gradually rising 

 2. on the mid level  

3. on the low level 

R. Kingdom considers the last type to be the commonest and it is called by him the normal 

prehead. The latter marks the comparative unimportance of the initial unstressed syllable.  

In emphatic speech a high prehead is used before a rise. It gives a bright lively encouraging 

character to the utterance. E.g. So long.  

5 Morphology and Word Formation key concepts  

Basic understanding is required in Words and morphemes, Root, derivational, inflectional 

morphemes, Morphemes, allomorphs, morphs, Words English inflectional morphology ,English 

derivational morphology, Compounding Other sources of words ,Registers and words, Internal 

structure of complex words and Classifying words by their morphology  

Exercise1. Divide each of the following words into their smallest meaningful parts: landholder, 

smoke-jumper, demagnetizability.  

2. Each of the following sentences contains an error made by a nonnative speaker of English. In 

each, identify and correct the incorrect word.  

a. I am very relax here. b. I am very boring with this game.  

c. I am very satisfactory with my life. d. Some flowers are very attracting to some insects. e. 

Many people have very strong believes. 

2.4 What is Stress? 

Stress is the emphasis given to a specific syllable or word in speech, usually through a 

combination of relatively greater loudness, higher pitch, and longer duration.  

Syllable is a part of a word that is pronounced with one uninterrupted sound. It is also important 

to remember that we stress the vowel sound of the word, not the consonant sound. The stress 

placed on syllables in a word is called lexical stress or Word Stress.   
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Take the word Garden for example. It has two syllables: ‘Gar’ and ‘den’. The stress is placed on 

‘Gar’. Similarly, given below are some examples. The stressed syllables are written in capital 

letters. 

 Water: WAter 

 Station : STAtion 

 People: PEOple 

1. What is Sentence Stress? 

Sentence stress is  the way of highlighting the important words in a sentence. Unlike in word 

stress, you can choose where you can place the stress. Selecting which words to stress depends 

on the meaning and context. However, if the stress is not used correctly, the sentence might be 

misinterpreted. 

Examples: 

 CLOSE the DOOR. 

 WHAT did HE SAY to you in the GARDEN? 

 Have you SEEN the NEW FILM of TOM CRUISE? 

2. What is word stress? Mention the rules related to stress. 

Word stress:  Stress placed on some words within a sentence is called sentence stress or 

prosodic stress.           

   

 For disyllabic words the stress falls on the second from back (in most cases) 

Or 

Disyllabic words with word final silent ‘r’ have the stress on the first syllable. 

    Eg:    Father 

     Doctor 

     Teacher 

     Sister 

     Painter 

 Letters beginning with ‘bi’, ‘be’, ‘bio’, ‘dis’, ‘so’, ‘se’, ‘to’, ‘re’ have the stress after 

these letters. 

 

Eg:    be lieve 

 Bio logy 
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 Dis order 

 Se cular 

 So ciety 

To day 

Re member 

 When two same letters are used side by side stress falls in between them. 

Eg:     Bal loon 

 Dif ference 

 Words that end in ‘ion’ take the stress on the second syllable from the end. 

Eg:  pol lution 

 Re lation 

 Words that end in ‘ious’ take the stress on the second syllable. 

Eg:  no torious 

 De licious 

 Words ending in ‘ental’ have the stress on the second syllable. 

Eg:  funda mental 

 Pa rental 

 Words that end in ‘ic’, ‘ical’, ‘ics’ and ‘ically’ take the stress on the second syllable from 

the end.  

Eg: tu torial 

Ma gician 

Confi dentially  

 Words that end in ‘ity’ are stressed on the third syllable from the end. 

Eg:  ar tistic 

 Eco nomics 

 Sta tistically 

 Words ending in ‘aire’, ‘eer’, ‘ier’, and ‘ee’ have the stress on the last syllable. 

Eg:  million aire 

 Engi neer 

Pay ee 

 The same words sometimes function in different ways. 

Eg: Noun/ Adjective  Verb 

  Conduct   con duct 

Produce   pro duce 

Subject   sub ject 

Record    re cord 

Import    im port 

 

 The compound words ending with ever and self as the second elements in which the 

second element receives the primary accent. 

   Eg: her  self   how  ever 

          Them selves                     who  ever 

 There are other compound words in which both the elements are accented, but the 

primary accent falls on the second element. 

   Eg: after- noon  bad- tempered 

          Home-made                     post-graduate  
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 Words with weak prefixes always take the stress on the root. 

   Eg: a  broad   a  head 

          A  lone             

 The inflexional suffixes  ‘ed’  ‘es’  and ‘ing’ do not affect the accent. 

   Eg:   ed-  recom  mend               recom  mended 

                                             Es-  com  pose                    com  poses 

                                              Ing-  suc  cess                     suc  cesses 

 The derivational suffixes given below do not normally affect the accent. 

   Eg:  age-  carry  carriage 

           Ance-  an  noy  an  noyance 

           En -  bright  brighten 

           Er- at  tend  at  tender 

           Ess-actor   actress      

        Ful-beauty  beautiful 

        Hood-brother  brotherhood 

        Ice- coward  cowardice 

        Ish-fever   feverish 

        Ive-abuse   a  busive 

        Ly-certain  certainly 

        Ness-bitter  bitterness 

        Or-collect  col  lector 

        Ship-author  authorship 

        Ter- laugh  laughter 

        Zen-  city   citizen    

  

 

2.5 Intonation 

1. What is Intonation? 

Intonation is the variation of our pitch, in the spoken language. Intonation indicates our emotions 

and attitudes, determine the difference between statements and questions and sometimes 

highlight the importance of the verbal message we’re giving out. In English, there are 3 basic 

intonation patterns: Falling Intonation, Rising Intonation, and Partial/Fall-rise Intonation.  

Intonation differs radically from the point of view expressed by the overwhelming majority of 

foreign linguists who mostly reduce intonation to only one its component namely variations in 

voice pitch (intonation = speech melody). 

 Lilies Armstrong and Ida Ward in the work “The Handbook of English Intonation” defined 

intonation as follows, “By intonation we mean the rise and fall of the pitch of the voice when we 

speak”. D. Jones in his work “An Outline of English Phonetics” writes, “Intonation may be 

defined as the variations which take place in the pitch of the voice in connected speech”. 
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 A.C. Clemson in his “Introduction to the Pronunciation in English” also interprets intonation as 

rises and falls in pitch level. It is quite evident that the above mentioned definitions view 

intonation in the narrow meaning and do not embrace the whole phenomenon of intonation. It 

should be pointed out that the above mentioned linguists recognize the inseparable connection 

between what they call “intonation” and “stress”.  

The same point of view is shared by American descriptivist’s who also speak of stress and 

intonation as closely connected with each other but also do not consider stress as a component of 

intonation. 

 Most books on Phonetics by foreign linguists point out the importance of some other factors 

such as rhythm, pausation which they don’t consider absolutely necessary for semantic purposes 

and thus do not include them in the notion of intonation.  

In spite of the above mentioned shortcomings some books on English intonation find a wide 

practical application. To them above all belong Harold Palmer’s “English intonation” and “A 

New Classification of English Tones” which give a detailed description of the variety of tones 

used in English and state their semantic functions. The books are supplied with numerous 

exercises. R. Kingdon worked out the system of tone tic stress-marks. 

The alternation of words and their grammar forms is to be used in sentences. Besides the 

syntactic factor the main factor that turns a word or a group of words into a sentence is 

intonation. It is present in every sentence because words in the sentence conditions are 

pronounced with certain tone, timbre, voice, loudness and duration. These features are called 

supra-segmental or prosodic characteristics of speech. 

 The term “prosody” embraces such notions as pitch, loudness, and tempo and substitutes the 

term “intonation”.  

2.6 The basic prosodic features of the sentence are:  

The basic features  are Speech melody, sentence accent, tempo, voice, timbre, rhythm, and 

pausation. Intonation together with the proper choice of grammar structure is the main 

constituent feature of the sentence.  

So the major function of intonation is therefore sentence constitutive. Simultaneously it performs 

the sentence distinctive function.  

It can be proved by the following personal observations: 
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 a) Intonation gives the final expression to the sentence; 

 b) Changes in the components of intonation alter the communicative type of the sentence.  

E.g. “You have a personal objection to her” (falling tone – statement; rising – general question).  

“Remove the luggage” (falling tone – order; rising – polite request).  

It is seen from these examples that intonation alongside with a sentence constitutive function 

performs the sentence distinctive function simultaneously. 

 It also has the precognitive function. Intonation can give the sentence emotional coloring 

expressing joy, sorrow, anger, doubt. So it has a clearly felt attitudinal function. 

 

 

 

  

  

 Falling intonation: Falling intonation describes how the voice falls on the final stressed 

syllable of a phrase or a group of words. It is used in expressing a complete, 

definite thought, and asking wh-questions. 

Ex1: “Where is the nearest Police Station?” 

Ex2: “She got a new dog” 

 Rising intonation: 

Rising intonation describes how the voice rises at the end of a sentence. This is common in 

yes-no questions or in expressing surprise. 

Ex: “Your dog can speak?” 

“Are you hungry?” 

Partial Intonation 

Partial Intonation describes how voice rises then falls. People use this intonation when they are 

not sure, or they have more to add to a sentence. We also use this intonation pattern to ask 

questions, as it sounds more polite. 

 “Would you like some coffee?” 

 “I want to go to France, but…” 

Difference between Stress and Intonation 

Definition 
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Intonation is the variation of our pitch, in the spoken language. Stress is the emphasis given to a 

specific syllable or word in speech 

Focus 

Stress pays particular attention to syllables and words. Intonation pays attention to pitch. 

Emotions/Attitudes 

Intonation helps you to detect the emotions and attitudes of the speaker. Stress does not enable us 

to understand the attitudes of the speaker. 

KINDS OF INTONATION: 

 

Falling tone:   pitch moving from high level to low level is called falling pitch or falling tone. 

E.g.:      / what is your/ basic qualify/cat ion? 

 /My basic qualify/cat ion is B./Tech 

 

Rising tone:  Pitch moving from low level to high level is called rising tone or rising pitch. 

E.g.: What is your name? 

   Sa/lima 

/Are you a fresher? 

Yes. I/am 

 

Rising-falling tone: pitch moving from a low level to a high level and then to the middle or the 

low level. 

E.g.: I came/, I saw/, I con/quered. 

Falling- rising tone: Pitch moving from high to low level initially and low level to high level is 

called falling and rising tone. 

E.g.: Excuse me! /is this the /fee counter? 

/yes. This/is. 
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Exercise for practice 

Special questions: Falling intonation 

'What is his \name? 

'Where does he \live? 

'When did you \call him? 

'Why are you \late? 

Friendly interest, politeness: Rising intonation 

'How 'much is this /bag, please? 

'When is the 'next /train, please? 

'Where is the 'nearest /bank, please? 

General questions: Rising intonation 

Do you 'visit them /often? 

Have you 'seen my /keys? 

Are you 'ready to /start? 

Requests: Rising intonation 

Could you 'give me a /pen, please? 

Could you 'open the /window, please? 

Would you 'mind /helping me? 

Alternative questions: Rising and falling intonation 

Do you 'want /coffee or \tea? 

Does he 'speak /English or \German? 

Would you 'like /coffee or \tea? 

Are you 'studying /English or \French? 

Does he 'play /football or \basketball? 

Tag questions: Falling or rising intonation 

It's a 'beautiful \town, \isn't it? 

She \knows him, /doesn't she? 

'Nice \weather, \isn't it? 

You \live here, \don't you? 
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Commands: Falling intonation 

\Stop it! 'Sit \down. 

'Close your \books. 

'Come \in. 

'Go \home. 

Requests: Rising intonation 

'Come \in, /please. 

'Come \here, /please. 

'Sit \down, /please. 

Exclamatory sentences: Falling intonation 

'What a 'wonderful \present! 

'What a 'beautiful \day! 

'What a 'wonderful sur\prise! 

Direct address: Rising intonation 

/Peter, can you /help me? 

'Mrs. /Smith, 'this is 'Mary \Brown. 

Enumerating: Rising intonation 

/One, /two, /three, /four, \five. 

She 'bought /bread, /cheese, /oranges, and \apples. 

 

ASSIGNMENT 

1. Language can tell us... 

 

a. How a speaker feels about what he is saying 

b. How a speaker feels at the moment he is saying 

c. Both of the above 

ANS: C 

 

2. If your intonation patterns are not standard... 

a. Everyone will understand you 

b. Your meaning will probably not be clear 

c. Neither of the above 

ANS: B 
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3. What is usually stressed in a sentence? 

a. Every word 

b. Nouns 

c. Pronouns 

ANS: B 

 

4. After the nouns have been introduced and we begin using pronouns, which 

words are usually stressed? 

a. Verbs 

b. Pronouns  

c. Adjectives 

ANS: A 

 

5. Phonemes are: 

a. The smallest units of speech sound in a language that can signal a difference in 

meaning. 

b. The smallest units of meaning in a language. 

c. Unique to the English language. 

d. Words that sound alike but are spelled differently, like "rain," "reign," and "rein." 

ANS: A 

 

6. Morphemes are: 

 

a. The smallest units of speech sound in a language that can signal a difference in 

meaning. 

b. The smallest units of meaning in a language. 

c. Unique to the English language. 

d. Words that sound alike but are spelled differently, like "rain," "reign," and "rein." 

ANS: D 

 

7. What is falling tone? 

a. The movement to pitch of voice from high to low 

b. The movement of pitch of voice from low to high 

c. None of the above 

ANS: A 

 

 

8. Where did you buy that? ( Choose tone of sentence) 

a. Rising 

b. Falling 

ANS: A 
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Choose the correct feeling from the given sentences by understanding the tone in which they 

were spoken: 

 

9. I have something to tell you. ( pitch goes from high to low) 

a. The speaker is excited. 

b. The speaker is sad. 

c. The speaker is worried. 

ANS: B     

 

10. I am going on a movie with him. (Pitch goes from low to high) 

a. The speaker is excited. 

b. The speaker is sad. 

c. The speaker is worried 

ANS: A.  

 

11. What is rising tone? 

a. Vowels and consonants become higher or raised 

b. Vowels or consonants are pronounced lower 

c. None of the above 

ANS: A 

 Mark the tone for the following: 

12. Nice to meet you. 

a. Falling tone 

b. Rising tone  

c. Fall rise tone 

ANS: A 

 

13. Do you like your new teacher? 

a. Falling tone 

b. Rising tone  

c. Fall rise tone 

ANS: B 

 

14. Perhaps we could visit the place? 

a. Falling tone 

b. Rising tone  

c. Fall rise tone 

ANS:  C 

 

15. You are a new student, aren’t you? 

a. Falling tone 

b. Rising tone  

c. Fall rise tone 

ANS: B 
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16. How nice of you. 

a. Falling tone 

b. Rising tone  

c. Fall rise tone 

ANS: A 

 

17. Are you having soup or salad? 

a. Falling tone 

b. Rising tone 

c. Fall Rise tone  

ANS: C 

 

18. I am going for a walk in the park. 

a. Rising tone 

b. Falling tone 

c. Fall rise tone 

ANS: B 

19. Do you like my new handbag? Well the leather is nice... (But I don't like it.) 

a. Fall Rise tone 

b. Rising tone 

c. Falling tone 

ANS: A 

20. You didn't see him on Monday?   I don't quite remember ... 

a. Falling tone 

b. Fall rise tone 

c. Rising tone 

ANS: B 

 

21. What is pitch? 

A. It helps to speak properly 

B. It helps interpret a message 

C. It makes communication difficult 

ANS: B 

 

22. There are ______ categories under pitch: 

A. 10 

B. 4 

C. 5 

D. 7 

ANS: C 
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Decode the meaning of the sentence by stressing on the underlined word: 

23. She didn’t steal my wallet.   

A. She stole my wallet. 

B. She didn’t steal my wallet 

C. She stole a wallet which is not mine.  

D. All the above 

ANS: C 

24. She didn’t steal my wallet 

A. Someone stole my wallet 

B. She stole something that was mine, but not my wallet.  

C. None of the above 

ANS: B 

 

25. When we use high pitch, what do we convey? 

A. correcting previously incorrect information 

B. expressing uncertainty 

C. new information 

ANS: C 

26. When a sentence is said in a low pitch, what does it mean? 

A. emphasis to help listener understand something 

B. emphasizing information that is not new 

C. emphasis to help listener understand something 

ANS: B 

 

Mark the word that should be stressed to give the desired meaning: 

27.  Sentence: She is my girlfriend. 

Meaning: That particular girl is my girlfriend 

A. Is 

B. My 

C. She 

ANS: C 

 

28. Sentence: I lost my wallet 

Meaning: I am the one who lost the wallet 

A. Lost  

B. I 

C. My 

ANS: B 

 

29. Sentence: There’s a call for you Ayushi.  

Meaning:  Someone has called for Ayushi and not anyone else. 

A. Had 

B. Someone 

C. Ayushi 

ANS: C 
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30. Sentence: Please buy me the cookies, Mumma.  

Meaning: Child is requesting her mother to buy her the cookies. 

A. Please 

B. Cookies 

C. Mumma 

ANS: A 
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Unit III    Speaking Skills -1  

 
3.1. Conversation Skills 

3.2. Interview Skills 

3.3Presentation Skills 

3.4. Public Speaking 

 

3.1Conversation Skills 

Conversation is a form of communication. It is usually more spontaneous and less formal. 

Conversations are for the purposes of pleasant engagement in order to meet new people, to find 

out information and to enjoy social interactions. Since Conversation is 

interactive communication between two or more people the development of conversational skills 

and etiquette is an important part of socialization 

Conversations follow rules of etiquette because conversations are social interactions, and 

therefore depend on social convention. Specific rules for conversation arise from the cooperative 

principle. Failure to adhere to these rules causes the conversation to deteriorate or eventually to 

end. Contributions to a conversation are responses to what has previously been said. 

Conversations may be the optimal form of communication, depending on the participants' 

intended ends. Conversations may be ideal when, for example, each party desires a relatively 

equal exchange of information, or when the parties desire to build social ties. On the other hand, 

if permanency or the ability to review such information is important, written communication may 

be ideal. Or if time-efficient communication is most important, a speech may be preferable. 

 As far as types of conversation, they vary anywhere from intellectual conversations and 

information exchanges to friendly debate and witty banter. 

3.1.1TYPES 

Many conversations can be divided into four categories according to their major subject 

content: 

Subjective ideas often serve to extend understanding and awareness. 

Objective facts may serve to consolidate a widely held view. 

Other people (usually absent), it may be critical, competitive, or supportive. This 

includes gossip. 

https://en.wikipedia.org/wiki/Communication
https://en.wikipedia.org/wiki/Etiquette
https://en.wikipedia.org/wiki/Cooperative_principle
https://en.wikipedia.org/wiki/Cooperative_principle
https://en.wikipedia.org/wiki/Communication
https://en.wikipedia.org/wiki/Criticism
https://en.wikipedia.org/wiki/Gossip
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Oneself, it sometimes indicates attention-seeking behavior or can provide relevant information 

about oneself to participants in the conversation? 

Practically, few conversations fall exclusively into one category. Nevertheless, the proportional 

distribution of any given conversation between the categories can offer useful psychological 

insights into the mind set of the participants. This is the reason that the majority of conversations 

are difficult to categorize. 

3.1.2Functions 

Most conversations may be classified by their goal. Conversational ends may, however, shift 

over the life of the conversation. 

Functional conversation is designed to convey information in order to help achieve an 

individual or group goal. 

Small talk is a type of conversation where the topic is less important than the social purpose of 

achieving bonding between people or managing personal distance, such as 'how is the weather' 

might be portrayed as an example, which conveys no practicality whatsoever. 

While there is more to having good conversation skills than being a comedian, dramatic actor, or 

a great story teller, it is not necessary to become more gregarious, animated, or outgoing. 

 Instead, you can develop the ability to listen attentively, ask fitting questions, and pay attention 

to the answers - all qualities essential to the art of conversation. 

 With diligent practice and several good pointers, anyone can improve their conversation skills. 

3.1.3 Process to develop good conversational skills 

 

Conversation Starters  

 Always begin with your name  Offer a genuine compliment 

Ask something of the person (e.g. relationship to the host of the event or the organization) 

 Find out about the person’s hometown or workplace 

Refer to nametag for clues (e.g. company, department, position, and hometown) 

  Ask something you would like the other person to know about you 

 Remembering Names   

Repeat (e.g. it’s nice to meet you, Sierra) 

https://en.wikipedia.org/wiki/Attention-seeking
https://en.wikipedia.org/wiki/Small_talk
https://en.wikipedia.org/wiki/Personal_distance
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 Word Association (e.g. Karen Macomb = Carrying a Comb) 

The Teddy Roosevelt Technique (i.e. imagine the person’s name written on her/his forehead) 

Maintain appropriate eye contact 

 Use active listening skills to get clues about what to ask 

 Stick with open-ended questions 

Use the “yes, and” technique when asked a yes or no question (e.g. Q: Do you like your major?  

A: Yes and I’m particularly interested in doing research with a faculty member this year. What 

do you think about…)  

Entering Conversations  

Arrive early so that you can greet new guests as they enter the room 

Say hello to people while you are getting your nametag, joining a table, etc. 

 Start up a conversation at the food/beverage station 

 Do NOT hover next to groups of people who are already talking. However, if you are engaged 

in a conversation and someone new makes their way over…make room!  

Exciting Conversations   

Do not monopolize people’s time. Move on after 10 minutes or so. 

If the person you are speaking with starts looking around the room, it’s time to move on. 

Different phrases you can use to close a conversation include 

 It was nice meeting you. I hope to continue this conversation with you at a later time. 

 Do you happen to have a business card?  It’s my first time here and I’d like to meet some of the 

other members. I will touch base with you before I leave.   

Excuse me. I see the speaker and would like to ask her/him a question. 

  I’m going to go check out the refreshments. I’ll catch up with you later 

.  At the end of the event, attempt to say goodbye to everyone you spoke with. 

 Follow Up  
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 Remember to follow up with individuals with whom you would like to build a professional 

relationship.  If you promised to send information to someone, remember to do so within 24 

hours.  Send a thank you note to the host within 24 hours of the event if appropriate. 

Do not dominate a conversation or make it all about you. A monologue is not conversation. 

Show interest and curiosity in others. 

Strive for a balance of give and take. 

Be an active listener by maintaining good eye contact and asking pertinent questions. 

Train yourself to relax by using visualization, meditation, or other relaxation methods. Being 

relaxed is vital for good conversation. 

Do not interrupt and cut in with your own ideas before the other person is finished speaking. 

Maintain an open mind; everyone has a right to express themselves even if you don't agree with 

what they are saying. 

Although this is cliché, try to avoid topics such as sex, religion and politics. You would be 

surprised at how many people get trapped by them and end up in verbal battle, not conversation. 

Be prepared by staying on top of the latest news, developments and world events. 

Be approachable by staying relaxed, smiling and maintaining a friendly attitude. 

Social Skills 

Maintaining a Conversation by Giving Factual Information 

 Step 1 Greet the person.  

Step 2 Share some information about a topic you would like to discuss. 

 Step 3 Judge whether the other person is listening and is interested in pursuing the conversation.  

Social Skills  

Maintaining a Conversation by Expressing Feelings or Opinions 

 Step 1. Greet the person.  

Step 2. Make a brief statement about how something makes you feel.  

Step 3. Judge if the person is listening and is interested in continuing the conversation. 

https://www.essentiallifeskills.net/visualization.html
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Examples of “feeling” words: Glad Worried Relieved Disappointed Happy Angry Excited Sad 

Social Skills  

3.1.4 Ending Conversations  

Step 1. Wait until the other person has finished talking.  

Step 2. Use a non-verbal gesture such as glancing away or looking at your watch. 

 Step 3. Make a closing comment, such as “well, I really need to go now.”  

Step 4. Say good-bye.  

Social Skills Entering into an Ongoing Conversation  

Step 1. Wait for a break in the flow of the conversation.  

Step 2. Say something like “May I join you?”  

Step 3. Decide whether the people engaged in the conversation are OK with your joining in. 

 Step 4. Say things related to the subject of the conversation.  

Social Skills Staying on the Topic Set by Another Person  

Step 1. Decide what the topic is by listening to the person who is speaking.  

Step 2. If you do not understand what the topic is after listening, ask the person. 

 Step 3. Say things related to the topic.  

Social Skills What to Do When Someone Goes Off the Topic  

Step 1. Say something like “That’s interesting; can we talk about that after we finish this 

discussion?”  

Step 2. If the person has forgotten what the topic is, politely remind him or her.  

Step 3. Judge whether the other person is still interested in the original topic.  

Step 4. If the other person is interested, continue the discussion. If he or she is not interested, 

politely end the conversation or talk about something new. 

Social Skills Getting Your Point Across 

 Step 1. Decide on the main point you want to get across.  

Step 2. Speak in short sentences and stay on the topic. 
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 Step 3. Pause to let the other person speak or ask questions.  

Step 4. Answer any questions.  

Social Skills What to Do When You Do Not Understand What a Person is Saying  

Step 1. Tell the person that you are confused or that you did not understand what was said.  

Step 2. Ask the person to repeat or explain what was just said.  

Step 3. Ask further questions if you still do not understand. 

3.1.5 FORMAL & INFORMAL EXPRESSIONS USED IN 

CONVERSATIONS 

CONVERSATIONAL SKILLS (FORMAL & INFORMAL EXPRESSIONS) 

1. INTRODUCING ONESELF & OTHERS 

FORMAL INFORMAL 

Good Morning/ Afternoon/ Evening. I’m 

………. 

May I introduce myself? I’m ………., 

Regional Sales Manager, Vishal Enterprises 

 

I’d like to introduce myself. I’m….. 

 

Allow me to introduce my self. I’m…… 

 

Kiran, meet Mukul 

 

Kiran, this is Mukul 

 

Hi! I’m ….. 

 

Hello, you must be ….., I’m ……. 

 

Excuse me, you’re ……..., aren’t you? I’m ….. 

 

Aren’t you …..? I’m ……. Remember me? 

 

Good morning Mr Sahni, May I introduce MR 

Lal, our new marketing manager? 

 

Let me introduce our new marketing Manager, 

 

It gives me great pleasure to introduce this 

evening’s guest/ speaker, Mr. Lal 

 

 Responding to Introductions 

FORMAL INFORMAL 

Hi/ Hello! 

 

Hello, how do you do? 

 

Hi, Hello, I’m Kiran 

 

Yes, I’m/ it is 

It’s a great pleasure to meet you 

 

Delighted to meet you 

 

I’m very glad to meet you 
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Yes, I am. I’m Kiran. Nice meeting you 

I’m not Kiran. I’m Kavita 

I’m Meena. Good to meet you 

 

Example: 

Mr Shah : Good Morning! I’m Sultan Shah from Bombay 

Computer Centre 

Mr Fernandes  : Good morning! Mr Shah, please have your seat. 

Mr Shah  : Thank you 

Mr Fernandes : Is this your first visit to Hyderabad? 

Mr Shah :  No, I’ve come here on many occasions in connection 

with my work. Recently we set up a quality control 

system at a local hospital. By the way, I do hope 

arrangements have been made for our stay. 

Mr Fernandes :   Yes, we have made the arrangements for your stay in 

our Guest rooms.  By the way how many of you are 

going to stay here? Will two three bed rooms be 

sufficient for you? 

Mr Shah : That’s fine. We are five at present, but two or three 

may join us later. 

Mr Fernandes  :  certainly. When can we expect all your team 

members? 

Mr Shah  : They will be here by the end of this month 

Mr Fernandes  :  How long will you stay here? 

Mr Shah : It will take at least a month for us to complete the 

work 

Mr Fernandes  :  Well, I will allot two people to assist you in your 

work 

Mr Shah  : Thank you. I look forward to my stay here. 
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ASKING QUESTIONS AND GIVING POLITE REPLIES 

Some Expressions of Politeness: 

 

Some Polite Question forms: 

If it is not inconvenient 

 

If you don’t mind……. 

 

I don’t know if you will agree with me….. 

 

I would be happy if ………….. 

 

 

Would you mind if I …….? 

 

Would you mind helping………? 

 

Would you like to have………. ? 

 

Could I speak to ……..please? 

Suggestion Would you like me to get you the newspaper? 

Request Could you open the window, please? 

Offering help Would you like me to carry your bag? 

Inviting  Would you like to come to the party? 

Permission May I use your phone? 

 

Example: 

Mr Prasad   :  Could you put me through to the Principal. Please? 

Receptionist :  May I know your name, please? 

Mr Prasad    : Prasad 

Receptionist : Sorry, I am not able to hear you. Would you please 

repeat your name? 

Mr Prasad     : Prasad, Arun Prasad 

Receptionist :  Please hold on, you may talk to his secretary 

Mr Prasad    :  Hello! I am Arun Prasad from Mehta Electricals 

Control, Nagpur. 

Receptionist :   What can I do for you sir? 

Mr Prasad     :  Could you please arrange a meeting with the 

Principal to discuss our contract? Please tell me 

whether he is free this Tuesday. 
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Receptionist  :       Sorry sir, he is not free on Tuesday. 

Mr Prasad     :   How about Thursday or next Monday? 

Receptionist :   Certainly sir. You are free to choose any day from 

these two days. 

Mr Prasad     :  Make it Monday, please. 

Receptionist :  Certainly sir, I will fix it on Monday. 

 

COMPLAINING AND APOLOGISING 

 

Some patterns of Apology, Complaint Accepting  

Complaint 

I am sorry to bring to your notice…….. 

I am afraid I have got a complaint…….. 

I am not sure how to say this, but……… 

Would you mind listening to my 

complaint….. 

I’m afraid I’ve got something to tell you…… 

I’m not at all satisfied…….. 

I take strong exception to…………. 

I really must object to……. 

I wish to complain in the strongest terms 

about……….. 

I’m sorry to have to say this, but…… 

I’m sorry to bother you, but……… 

 

Apology 

Sorry, my fault……… 

Please accept my apology for………. 

It was foolish/silly/careless/stupid of me…… 

Please forgive me / I’m extremely sorry for… 

I can’t tell you how sorry I am……….. 

I feel bad about…….. 

Excuse me / pardon me……. 

I’m so awfully / terribly sorry……. 

 

That’s quite all right…………… 

Please don’t worry…………. 

It doesn’t matter at all……. 

Forget it……. 

Please don’t feel bad about it ………. 

There is no need to apologize………. 

That’s really not necessary……………. 

 

Example: 
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Joseph          :  Sir, we would like to talk to you for a minute 

Hotel Proprietor   :  By all means. What can I do for you? 

Joseph :  We are regular customers of your hotel. We come 

here practically every evening. We would like to bring 

to your notice the rude behavior of one of your waiters. 

Hotel Proprietor : let me have the details. I shall certainly do what is 

needed 

Ramesh : We have been sitting here for well over 20 minutes 

and he has not even bothered to attend on us. 

Joseph : We called him twice but he said rudely, ‘I shall come 

only when I am free’ 

Hotel Proprietor :  I am extremely sorry for his behavior 

Ramesh : The other day when we ordered snacks, he 

deliberately delayed our order. We had to wait nearly 

an hour. We are most unhappy about the  service. 

Hotel Proprietor : I do apologize for his behavior. I shall talk to him. 

Please be seated. I will send someone else to attend on 

you. 

 

 

 

 

2. PERSUADING PEOPLE TO DO SOMETHING 

Some expressions used for Persuasion: 

Why don’t you……? 

I think you would do well to……? 

The most sensible thing to do would be……. 

I think it would be a pity if you didn’t………. 

I’m hoping I can persuade you to change you mind? 

Are you sure you can’t …….? 

Why don’t you think about it? 

I think you should…… 

Think about it again…….. 
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Example: 

  Professor : Hello, Mr Prasad, what can I do for you? 

  Arun : I’ve come here to consult you about something. I’ve 

got a good job and would like to resign my present 

post. 

 Professor : Really? Aren’t you happy here? 

Arun : Of course I am. It is a pleasure to work with you, 

madam. I like the college too. 

Professor : Then why do you want to leave the job? 

Arun : I’ve been offered a job in an industrial firm 

Professor : Why don’t you wait a little? Pay revision is expected 

next month 

Arun : I have been offered a much higher salary, madam. 

Professor : I know that the salary is very attractive there. But 

money is not the only consideration. You have a good 

image in college. The students also like you very much. 

Do you think you would be happy there without your 

family? 

Arun : I am allowed to take my family 

Professor : I don’t think you would be happy in the industry after 

having spent more than a decade teaching. The most 

sensible thing would be to weigh the pros and cons of 

accepting the foreign assignment. I am also retiring by 

the academic year. Don’t you think you have a good 

chance of becoming the Head? I think it would be a 

pity if you didn’t consider these facts. Of course, I 

don’t want to stand in your way. 

Arun : Well madam, what you say may be true. You are my 

well-wisher. Let me think it over again. Perhaps I could 

meet you on Monday? 
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3. Taking the Initiative 

Some expressions used for making suggestions: 

May I suggest…? 

Let me……… 

Would you mind if………..? 

Shall we….. 

Why don’t you/we………? 

Could we………..? 

How about ………..? 

I think we should……… 

What about………….? 

 

Example: 

General Manager : Now we come to the last item on our agenda. The 

Head Office has sanctioned the purchases of a car. I 

would like to have your suggestion. 

Charles : That’s great! We have been trying to get this sanction 

for the past two years 

Sunil : Why don’t we go in for a dieselized Ambassador? It 

can easily accommodate five people 

Abbas : That’s a good suggestion. But what about a Tata 

Sumo? It has certain advantages. For site inspection we 

generally travel 50-100km, and to many other places 

we go in groups of six or seven. The Tata Sumo would 

be more comfortable. 

Sunil : Won’t it cost more? 

Abbas : No doubt it costs 3.5 lakhs, but traveling in a Sumo 

won’t be so arduous. Moreover, we could drive it even 

on a rough road. 

Sunil : I haven’t travelledin a Sumo, though my friends have 

always preferred it. But there is a problem. The head 

office has sanctioned us only Rs 3 lakhs and a Suma 

costs more than that! 
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Charles : That’s a good idea. I agree with Mr Abbas. The Sumo 

is a vehicle for all occasions. We can request the Head 

Office to release more funds for the car. 

Manager : Well! If all of you agree on this point, I shall write to 

the Head Office. Thank You. 

4. Seeking Permission 

 

Some expressions for seeking permission 

Do you mind If I………? 

Would it be possible……? 

If you don’t mind, I’d like to…. 

Would you have any objection to my……./ 

Could I please……..? 

Is it all right if I……../ 

 

Some expressions for giving permission: 

Yes, of course 

Oh, sure 

Yes, certainly 

By all means. Go ahead 

That’s perfectly all right 

I can’t see any objection 

 

Some expressions for refusing permission: 

I’m afraid it’s not possible 

I’m sorry I can’t let you 

I’m sorry I’m not supposed to 

Sorry, but you can’t 

Permission will not be granted, I’m afraid. 

 

Example: 

Prabhakar : Excuse me, sir. Would you mind if I come in an hour 

late tomorrow? 

Head of the Department : Not at all. But do you have a lecture during the first 

hour? 

Prabhakar : Yes sir, I do, but I can make alternative arrangements 

with Mr. Sharma 

Head of the Department : Yes, please do that 

 

 

5. Inviting Friends and Colleagues 
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Some expressions for inviting people 

Would you like to …….? 

I would like to invite……… 

Why don’t you………? 

Would you mind……? 

How about……….? 

Would you care to……….? 

 

Some expressions for accepting an Invitation: 

Thank you 

What a wonderful/ splendid idea! 

That sounds like a good idea 

We would be delighted 

That would give me the greatest pleasure 

Sure, thanks 

 

Some expressions for declining an invitation 

Thank you very much but….. 

I am terribly sorry…… 

Unfortunately……. 

I am afraid…….. 

I regret I shall not be able to attend the party…….. 

I shan’t be…….. 

That’s very kind of you…… 

I would like to, but……. 

What a pity! 

 

s 

Example: 

Arjun : I’ve bought two tickets for ‘Jurassic Park’. Would  

 you like to join me? 

Anita : Which show? 

Arjun : The evening show. We have to be at the theatre at 

6p.m. 

Anita : I wish I could join you but I have to attend an 

important wedding reception. The bridegroom is my 

close relative. Thanks a lot for inviting me.  I am, 

however, happy to go to the noon show 

Arjun : But we won’t get tickets. I’ll take Suresh with me for 

the evening show, in that case. 
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6. Praising and complimenting people 

Some complimentary expressions: 

Congratulations! 

I would like to congratulate you……. 

Well done! 

How nice that……. 

Fantastic! 

Thank you very much 

That’s very kind of you 

That is so good of you 

 

Example: 

Uncle : Hello Hammed! It’s your uncle calling form Mumbai 

       Hameed : Thank you for calling, Uncle! I was rather impatient 

to talk to you 

        Uncle : What about your results? 

       Hameed : I’ve been trying your number for the past two hours to 

tell you that I’ve passed the examination 

       Uncle : Congratulations! What is your grade? 

       Hameed : First class. I have a distinction in three papers. 

       Uncle : That’s wonderful! Well done. 

       Hameed : Thank you. Our HOD called me and congratulated me 

       Uncle : That’s really nice. Keep up the good work. I’ll see 

you in a week 

       Hameed : Okay, Uncle. Bye! 
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7. Expressing Sympathy 

Some Expressions of Sympathy 

I was sorry to learn …….. 

I could not believe it when I heard that……… 

You have my deepest sympathy 

I cannot find the words to express my feelings 

 

Example: 

Umesh : Ramesh! What’s the matter? You look very upset. Is 

anything wrong? 

Ramesh : I have lost my purse. I had Rs. 800 in it for paying the 

exam fees. 

Umesh : That’s really upsetting. How did it happen? 

Ramesh : The purse was is in my trouser pocket. The bus was 

terribly crowded. Somebody must have taken it 

Umesh : I’m really sorry. Can’t you get back your money if 

you report the matter to the police? 

Ramesh : I have lodged a complaint. But I am not sure I will get 

it back 

Umesh : I know how you feel.  

 

8. Using the Telephone 

 

Welcoming a call: 

Hello! Nice to hear from you 

Hello! 

Yes, this is Joseph Fernandez 

Who is calling, please? 

This is 612645. Who would you like to speak to? 

 

Make polite enquiries: 

 

How do you do? 

How are you? 

How are things? 
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Example: 

Manoj : Hello! 

Sheela : Who is calling, please? 

Manoj : Manoj Prasad, Purchase Manager from South East 

Electricals. Could I speak to Mr Reddy, General 

Manager? 

Sheela : I am afraid he is in a meeting. 

Manoj : Could I speak to his secretary? 

Sheela : Certainly, Hold on please. I will put you through to 

Mr Reddy’s secretary. 

MULTIPLE CHOICE QUESTIONS ON COMMUNICATION SKILLS-III 

 

Conversation, in general, differs from other forms of oral communication with respect to its:[ d  ] 

A. Technique 

B. Structure 

C. Purpose 

D. Informality 

1. Social conversation is also known as:[ a  ] 

Chit-chat 

Gossip 

Idle talk 

Meaningless communication 

2. Phatic communication uses words to express and share:    [ b  ] 

Meaning 

Togetherness 

Beliefs 
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Fear 

 

 

3. the structure of social conversation is basically   [ d  ] 

A. moral 

B. emotional 

C. logical 

D. psychological 

 

4. the underlying assumption of binary communication is that reality is    [ b  ] 

A. based on self-assumption 

B. black and white 

C. personal 

D. multi valued 

 

5. a conversation is successful when its direction is    [  d ] 

A. opposite 

B. parallel 

C. divergent 

D. sequential 

 

6. our Endeavour in effective business conversation should be to arrive at   [ a  ] 

A. commitment 

B. agreement 

C. consideration 

D. acceptance 

 

7. at the work place, to be a successful conversationalist, you should be   [  c ] 

A. aggressive 

B. submissive 

C. assertive 

D. rude 

 

8. an emotional outburst should be answered with     [ a  ] 

A. facts 

B. humour 

C. strong language 

D. tolerance 
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9. conversation control means that, through practice, you can control the conversation of   [ 

c  ] 

A. Someone else 

B. Your opponent 

C. Your own self 

D. The whole group 

 

10. A ‘cue’ is key word or phrase used by a person to   [ b  ] 

A. Hide his or her real intentions 

B. Indicate to the listener that something is important to the speaker 

C. Mislead the listener 

D. Show that what is said is not important 

 

11. Summarizing given facts is an act of   [  c ] 

A. Shortening 

B. Repetition 

C. Comprehension 

D. Hiding. 

 

12. To be assertive is to be  [  c  ] 

A. Indirect 

B. Loud 

C. Firm 

D. Aggressive 

 

13. Conversation control teaches us    [  d  ] 

A. How to prevent others from speaking 

B. the use of strong, authoritative language 

C. Control of listeners responses 

D. Self-control as speakers 

 

14. Which of the following strategies can help you to improve your conversational skills [  d  

] 

A. Waste your time 

B. Never summarise 

C. Don’t use visuals 

D. Clarify your objective 

 

15. Objectives roughly divided into  ______ categories   [   2  ] 

A. 1 
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B. 2 

C. 4 

D. 6 

 

16. Exploring yourself is a part of    [  c  ] 

A. Structure your thinking 

B. Manage your timer 

C. Clarify your objective 

D. Move of your time 

 

17. Skilled conversational holders can steer the conversation by linking the following [ d ] 

A. The past and the present 

B. The problem and the solution 

C. Requests and answers 

D. All the above 

 

18. Which of the following is NOT of the key question   [ c  ] 

A. What’s the problem? 

B. Is this the problem? 

C. Who are you? 

D. What are we trying to do? 

 

19. Which of the following is NOT of acceptance of non-verbal behaviour  [   c   ] 

A. Nodding 

B. Smiling 

C. Folding the arms 

D. Leaning forward 

 

20. Opinions might include   [  c  ] 

A. Stories 

B. Explanations 

C. A + B 

D. Jokes 

 

21. Its said that people remember   [  b  ] 

A. What they hear more than what they see 

B. What they see more than what they hear 

C. What they hear as well as what they see 

D. None of the above 
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22. To summarize means [ a  ] 

A. To reinterpret the other persons ideas in your language 

B. To asking questions 

C. To answer questions 

D. None of the above 

 

23. Conversation can go too fast because  [  d  ] 

A. We become solution-oriented 

B. We’re enjoying ourselves too much 

C. People stop asking questions 

D. All the above 

 

24. A conversation is slow down when   [ c  ] 

A. When One person starts to dominate the conversation 

B. When questions dry up 

C. A + B 

D. None of the above. 
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ASSIGNMENTS 

 

 

Choose the best possible answer for the following. 

 

1. Hi, how are you? 

 

a. Fine, thanks. And you? 

b. I’m Mike. 

c. Not too bad. 

 

2. Meet my friend Jack. 

a. Nice to meet you. 

b. What time? 

c. How do you do? 

 

3. How was your flight? 

a.   It was all right. 

b. Yes, of course. 

c. The plane was a bit late but it didn’t matter. 

 

4. Would you like to look around the company? 

a. No, it’s none of my business. 

b. That’d be lovely. 

c. Yes, I’d love to. 

 

5. Would you prefer red or white wine? 

a. Yes, of course. 

b. I don’t want. 

c. I don’t mind. 

 

5. I’m terribly sorry about the delay. 

a. Don’t worry about it. 

b. You should be. 

c. You’re welcome. 

 

6. Thank you very much. 

a. Here you are. 

b. Don’t mention it. 

c. Welcome. 

 

7. My sister has had an accident. 

a. Really? 

b. I’m sorry to hear that. Is she all right? 

c. I’m sorry to hear that. Is the car OK 
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Match the following 

1. It’s an interesting conference, isn’t it? a. That’s right. I live in Prague 

2. How is business? b. Don’t worry. I’ll have some soda 

instead. 

3. You must try one of these? c. Thanks. They look delicious. 

4. I’m afraid there’s no more orange 

juice. 

 

d. Yes please. I’ll have a glass of red. 

5. You must try one of these. e. You’re very kind but I fancy 

walking back. 

6. Sorry, I didn’t catch your name. f. It’s Venkat. Venkat Ramineni. 

7. You’re from the Czech Republic, 

aren’t you? 

g. Cheers! 

8. I must get going. h. See, you tomorrow. 

9. Do you fancy another drink? i. Very Good, thank you. 

10. Let me give you a lift back to your 

hotel. 

 

j. Yes, it is. 

 

 

Match the following 

11. It’s an interesting conference, isn’t it? k. That’s right. I live in Prague 

12. How is business? l. Don’t worry. I’ll have some soda 

instead. 

13. You must try one of these? m. Thanks. They look delicious. 

14. I’m afraid there’s no more orange 

juice. 

 

n. Yes please. I’ll have a glass of red. 

15. You must try one of these. o. You’re very kind but I fancy 

Walking back. 

16. Sorry, I didn’t catch your name. p. It’s Venkat. Venkat Ramineni. 

17. You’re from the Czech Republic, 

aren’t you? 

q. Cheers! 

18. I must get going. r. See, you tomorrow. 

19. Do you fancy another drink? s. Very Good, thank you. 

20. Let me give you a lift back to your 

hotel. 

 

t. Yes, it is. 

 

 

 

 



61 
 

ASSIGNMENTS                                    5M 

 

a. You have borrowed a book from the library. After going home you found that some of 

the pages were missing from the book. You complain to the librarian. 

b. You want to go to an art gallery. You invite your cousin to go with you. You acquaint her 

with the details about the art gallery. She declines your invitation 

 

3.2 INTERVIEW SKILLS 

Interview is a type of conversation between two or more people where questions are asked by 

the interviewer(s) to obtain information about the interviewee(s). 

Job interview is one in which a candidate seeking employment, is interviewed by one or 

more interviewers in order to assess and determine his suitability for a particular position 

3.2.1 Tips for facing Interview confidently 

 Know the organization 

 Know the position 

 Keep your papers ready 

 Dress well 

 Reach early 

 Learn to say right things the right way 

 Study your own resume 

 Anticipate questions 

 Prepare a list of questions 

 Gather information about the venue 

 Be on time 

 Maintain eye contact while you engage in conversation with the interviewers 

 Be focused. Do not allow your mind to wander 

 Look professional 

 Be active and show your interest in the interview 

Don’ts 

 Don’t discuss your financial hardships 

 Don’t look at the interviewers casually and carelessly 

 Don’t forget to be yourself 

 Don’t be in a hurry to answer 

 Don’t talk too fast or too slow 
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 Don’t use long sentences 

 Don’t speak too loudly 

 Don’t speak too softly. It can be irritating 

 Don’t give monosyllabic answers 

 

3.2.2 Different Types of Interviews: 

1. Group Interview:  In a group interview two or three candidates vying for the same 

position. In this type of interview one or more applicants may be asked the same question 

2. Panel Interview:  A panel interview involves three or more members of the hiring 

organization meeting with the person being considered for the position. 

3. Mock Interview:  The Mock Interview allows candidates to practice their interviewing 

skills 

4. Career fair Interview:  A conversation during a career fair can be considered a 

screening interview. It is generally 2-10 minutes in length with a human resources 

representative 

5. Site Interview: The site interview takes the place at the employer’s site. It is a selection 

interview, following a successful screening interview.  

6. Behavioral Interview:   A structured interview is a type of interview that is utilized by 

many larger organizations. This interview is especially popular when there is more than 

one of the same position available within the organization. 

 

3.2.3 A Sample Interview: 

Mr Prashant  : Come in Navya, do take a seat 

Navya  :  Thank you 

Mr Prashant  : Tell me something about yourself 

Navya  : I did my B Tech from Rana College of 

Engineering 

  and Technology, Hyderabad, Andhra Pradesh in      

2005 with a G.P.A of 3.75. I’m also a student 

Member of the Instrumentation Society of India ( 

ISOI). I wish to pursue a challenging career in the 

field of instrumentation in a reputed organization 

that provides me opportunities to grow 

professionally and personally. I can speak Telugu, 
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Hindi and English. My hobbies include gardening, 

chess, reading and listening to music 

Mr Prashant  : Good.   Now, could you tell me why you think you 

would be right for this job? 

Navya  : Well, I have the qualifications that match the 

position and skills that the job requires. The 

information I gathered from a friend of mine who’s 

working here is that you, encourage quick learners. 

This gives me the confidence that I’m right for this 

job. 

Mr Prashant  : Oh, yes. That’s good. Now, this job is a permanent 

one, as you know. We need someone for a very long 

time. How would that fit with your long-term plans? 

Navya  :I’ve always dreamt of working in a reputed 

organization like yours, for a considerable period. 

I’d love to be associated with y as studied your 

organization’s track record. I am impressed by the 

reputation you have established and the 

opportunities you offer for the career growth of 

your employees. 

Mr Prashant  : Well, I can’t make any promises, but you do seem 

like just the sort of person we’re looking for. when 

would you be able to start? 

Navya  : As soon as you want. 

Mr Prashant  : How much do you expect us to pay? 

Navya  : Whatever you think I deserve 

Mr Prashant  : All right then, we’ll call in a week’s time to let 

you know if you are the right candidate 

Navya  : It’s been a pleasure. Thank you very much. 

  

 

 



64 
 

ASSIGNMENT 

Interview skills 

 

 

1. Which of the following is not recommended during the interview  [   c ] 

A. Be yourself 

B. Be active and show your interest in the interview 

C. Discuss your financial hardships 

D. Anticipate questions 

 

2. ______ Interview allows candidates to practice their interview?   [ c   ] 

A. Career fair interview 

B. Behavioral interview 

C. Mock interview 

D. Self-interview 

 

3. During the interview the interviewer assesses    [  c  ] 

A. Your voice  

B. What kind of vehicle you drive 

C. Your ability to fit in the organization 

D. Your resume 

 

4. Which of the following is the most appropriate to wear to an interview  [  d  ] 

A. Dressy  

B. Bright coloured 

C. Causal  

D. Formal 

 

5. The group interview is ___________  [  b  ] 

A. Takes place at employers site 

B. Two or three candidates competing for the same position 

C. A panel consisting of two or more members of the hiring organization interviewing a 

person 

D. One to one interview 

 

6. Video conferencing is interviewing through   [  c  ]  

A. Telephone  

B. Mobile phone 

C. Web cams and video cams 

D. None 
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7. In ________ type of interview experts try to assess your knowledge is subject domain   [ 

b  ] 

A. Behavioral interview 

B. Technical interview  

C. Casual  

D. None  

 

8. Interview guidelines include _______    [  d  ] 

A. Know the organization and position 

B. Keep your certificates ready 

C. Prepare list of questions 

D. All the above 

 

9. Stages in job interview include    [ d   ] 

A. Screening of application 

B. Group discussion  

C. Appraisal of curriculum vitae 

D. All the above 

 

10. Describe qualities of a candidate appearing for an interview    [  d  ] 

A. Clarity of thought  

B. Openness  

C. Sincerity 

D. All of the above 

 

11. Knowing yourself includes knowing your_____   [  d  ] 

A. Strength  

B. Weakness 

C. Uniqueness 

D. All the above 

 

12. Which of the following statements is incorrect during an interview    [ b   ] 

A. Don’t tell lies 

B. Don’t maintain eye contact with the interviewer 

C. Don’t blame your circumstances 

D. None 

 

13. Knowing the company include knowing ______ of the company   [  d  ] 

A. History  
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B. Project undertaken 

C. Gather information about the company 

D. All the above 

 

14. In _______ type of interview, the candidate is asked a series of questions prelists rapidly 

to test his ability to handle the situations that are stress filled    [  a  ] 

A. Stress or skeet shoot interview 

B. Panel interview 

C. Aptitude test  

D. None 

 

15. Main objective of the interview is to test your   [ d   ] 

A. Skill 

B. Knowledge 

C. Qualification 

D. All the above 

 

16. Objectives that should be made clear to the interviewer by the candidate at the time of 

closing include   [  d  ] 

A. Make clear that you want the job 

B. Create a final good impression 

C. Get an actual offer 

D. All the above 

 

17. ______ interview can be done with low cost   [  b  ] 

A. Group interview  

B. Telephonic interview 

C. Panel interview 

D. None  

 

18. When conducting a telephonic interview, what is a tip for a “winning performance”   [ c   

] 

A. Put the call on speakerphone to allow others to critique your interviewer 

B. Sit comfortably with both feet flat on the floor 

C. Let the caller do most of the talking 

D.  Respond with yes or no answers whenever possible 

 

19. Interview structure include    [  c  ] 

E. Coaching 

F. Counseling 
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G. Closing 

H. Delegation 

 

20. Types of interview include   [ d  ] 

A. Job interview  

B. Appraisal 

C. Delegation 

D. All the above 

 

21. Interviews differ from other conversations that they   [  d ] 

A. Are held for a very specific reason 

B. Aim at a particular outcome 

C. Are usually recorded 

D. All the above 

 

22. Before the interview, you must    [  d ] 

A. Record your impression 

B. Send thankful letter  

C. Avoid starting with complains 

D. Research the new employer 

 

23. At receiving an offer [  b ] 

A. Reply immediately 

B. Reply with the deadline, either yes or no 

C. Don’t ask about benefits 

D. Make self assessment 

 

24. After the interview   [  d  ] 

A. Record your impression 

B. Send thankful letter to the interviewer 

C. If the interview is the screening one, except a call for another one 

D. All of the above 

 

25.  General guidelines in an interview include   [  b  ] 

A. Ask your benefits before the offer 

B. Answer the unsaid question 

C. Criticize your current or old employer 

D. Be honest and negative about yourself 

 



68 
 

3.3 Making Presentations 

 A presentation is a means of communication which can be adapted to various speaking 

situations, such as talking to a group, addressing a meeting or briefing a team. 

Presentation as performance 

Making a presentation puts you on public display. An audience not only listens to your ideas, but 

also responds to the way you use your voice and your body. Presentation should be lively, 

flexible and in an interesting way. 

Points to remember during the presentation: 

 grab attention 

 stimulate  imagination 

 inspire  confidence 

 develop  understanding 

3.3.1 Steps to make an effective presentation 

1. Practice 

 Be familiar with your material- words and phrases, to inspire your audience’s trust and 

confidence. Familiarize with the main thrust of your argument and explore how the individual 

elements of your presentation piece together. This will help to focus on the chosen objectives and 

avoid distractions when it comes to the actual delivery. 

Reading 

Reading tends to focus thoughts on notes, thus losing contact with the audience. Reading can 

also reduce voice to a monotone, removing energy and enthusiasm from the delivery. Directly 

addressing the audience is much more engaging. 
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2. Assert yourself 

An effective presenter needs to be assertive, not aggressive. There are two important Ps. 

Posture 

It is important to appear confident at all times. Different postures create different moods. A very 

formal, upright and still posture will create a very different atmosphere from a relaxed and active 

one. The physical behavior must match the objectives underpinning in the presentation. If you 

want to be either formal or informal, make deliberate choices about the physical style and stick 

to these. 

3. Make contact with your audience 

One of the key challenges faced by the presenter is to establish links with her/his audience (a 

poor presenter appears to be speaking to an empty room). Making contact helps to maintain an 

audience's interest and encourages them and makes them believe in you. Contact with your 

audience can be made in a number of ways, including: 

 eye contact; 

 gestures; 

 spoken contact; 

 Use of language. 

Eye contact 

Eye contact is part of everyday communication and an audience can feel uncomfortable if they 

are denied it. Making eye contact with individuals gives them a sense of involvement in the 

presentation and helps to convey the objectives on a personal level. Make sure to share eye 

contact with all members of a small audience and all areas of a large audience. Regularly shift 

focus around the room, but to help involve as many people as possible in the talk. 

Gesture 

People use their arms and hands in every day conversation to add emphasis or to help describe 

events. Presenters will therefore look rather awkward if hands are kept in the pockets or rooted 

firmly at sides. Use gestures to welcome the audience, to add emphasis to the main points or to 

indicate an ending. Use open gestures which move away from the body, extending them out to 
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the audience. Make sure that all gestures are controlled and precise; too much movement will 

appear nervous and unfocussed.  

4. Use your voice 

 Voice is a very flexible and powerful tool. It is used in many different ways: 

 volume; 

 pace; 

 Pitch. 

Volume 

Make sure that your voice is loud enough for your audience to hear clearly. Speaking too loudly 

or too quietly can make it difficult for your audience to follow your presentation. Raise or lower 

their volume for emphasis.  

Pace 

Make sure that the speed of delivery is easy to follow. If you speak too quickly or too slowly the 

audience will have difficulty following the talk.  Keep changing the pace of delivery. A slightly 

faster section might convey enthusiasm. A slightly slower one might add emphasis or caution. 

Pitch 

The pitch of the voice also varies in day to day conversation and it is important to play on this 

when making a presentation. For example, pitch will raise when asking a question; it will lower 

when wish to sound severe. Explore different ways of adding emphasis to your main points. 

Always try to convey enthusiasm and energy through the use of voice. 

5. Breathe 

Always remember to breathe steadily and deeply.  Feeling nervous or anxious about making a 

presentation makes breathing fast and shallow. This will affect the quality of the voice and the 

ability to speak clearly for extended periods of time. Try to take a few deep breaths before 

making a presentation, making a conscious effort to slow, breathing down and taking in more air 

with each breath. During your presentation, use pauses after questions or at the end of sections to 

allow comfortable breathing patterns.  
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3.3.2 How to prepare for an oral presentation? 

 

Gather the relevant material 

  From journals, books, magazines, etc. 

 From the internet 

 Through mail questionnaire 

 Through personal interview 

Organize the material in proper sequence 

 Keeping the objective in mind 

 Keeping in mind the nature of audience 

 Ensuring that the sequence is logical 

 Deciding which points to emphasize 

Identify the material for special effects 

 Anecdotes 

 Stories 

 Examples 

 Illustrations 

Know your audience 

 Size 

 Age group 

 Background, education, job profile, etc. 

 Their expectations 

Gather information about the venue 

 Size 

 Seating arrangement 

 Facilities available 

 If possible, inspire the venue 

Prepare material for distribution, if any 

 Cases for discussion 

 Key points 

  Quizzes 

 Short exercises (application oriented) 

 Keep material hidden from the audience’s view and distribute only at suitable point of 

time 

To get ready for the performance 

 Construct and remember the first few sentences 

 Recall the key points 
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 Construct and remember the last few sentences 

 But the final presentation should look spontaneous 

Rehearse the presentation 

 Simulate the actual presentation 

 Get feedback on 

 Clarity in expression 

 Fluency of speech 

 Effectiveness of visuals 

 Time management 

 

3.3.3 Sample presentation 

Good morning, ladies and gentleman. 

The topic of my presentation today is ‘How to Make Effective Presentations’.  I will be talking 

about the three important stages in my presentation- the introduction, the main body and the 

conclusion. This presentation will last for about five minutes. If you have any questions, could 

you reserve them till the end of the presentation? I ‘ll try and answer them then. 

Let me first talk about how to start your presentation. The introduction to any presentation is 

vital…………… 

Let me now move on to the most important part of a presentation, the body of the 

presentation. Present your key ideas…………. 

Finally, let me talk about how to close a presentation………. 

It is time for me to sum up. We discussed how to make effective presentations. First…… 

In the second part,……. The third part of the presentation focused on ……… 

Now, if you have any questions, I’ll try and answer them. 
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Presentation skills 

 

1. A presentation is a form of oral.  communication in which a person shares factual 

information with an audience that is:   [ b  ] 

A.   mixed     B. specific     C.   Small        D. large 

 

2. The presenter acts as the:      [ d   ] 

A. medium of the information   

B. supporter of the information  

C. deliverer of The information   

D. advocate of the information 

 

3. The three major elements of presentation do not include:    [ a  ] 

        A. visual aids       B. an audience       C. specific content       D. a presenter 

4.  The audience for a presentation consists of people who:    [   d ] 

A. are uniform in their level of information and purpose   

B. are uninformed and lack a purpose  

C. are confused in their purpose   

D. vary in their level of information and purpose 

 

5.  To be able to give a good presentation, a full rehearsal is:   [ a  ] 

A. necessary     B. optional      C. useless       D. audience based 

 

6.  Reading out a presentation is:    [ d  ] 

A.   allowed      B. dull        C. helpful         D .not allowed 

 

7.  To make a presentation effective and impressive, you should use:   [  a ] 

A. a simple and active form of sentences  

B. complex sentences  

C. jargon   

D. passive sentences 

8.  To select the content of your presentation, you should know:   [ c  ] 

A. your purpose   

B. the available material   

C. the audience’s needs  

D. the time limit 
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9.  In presentation design, maximum time is given to the:    [ c  ] 

A. conclusion   

B. question–answer session  

C. main body 

D. introduction 

10.  Initially, a presentation is a form of:    [ c  ] 

A) Two-way communication  

B) Intrapersonal communication   

C) One-way communication   

D) Group communication 

11.  What is the best way to keep an audience engaged when giving a speech?   [ b  ] 

A. By presenting information the audience agrees with 

B. By presenting new information about the topic 

C. By presenting information the audience disagrees with 

D. By presenting information the audience already knows 

 

12. Before you begin writing your presentation, what should you consider?    [ b  ] 

A. the cost of giving the presentation  

B. The overall aim of the presentation 

C. The time of day you will be giving it 

D. How you will reach the venue 

 

13.  Which of these is NOT a way in which you can be more assertive when giving a 

presentation[ b  ] 

A. Being direct and keeping to the point 

B. Letting your emotions govern your reactions 

C. Standing up for yourself 

D. Speak loudly, slowly and clearly 

 

14.  Which of these is an example of open, positive body language     [ c  ] 

A. Indirect eye contact 

B. Folded arms 

C. Enthusiastic hand gestures 

D. Keeping facial expressions neutral 

 

15.  While giving your presentation, how might you improve the way you speaking    [ a  ] 

A. By varying your pitch and volume to emphasize certain parts of the speech  

B. By talking quickly so people feel pumped  



75 
 

C. Using jargon 

D. Directing your voice primarily at those sat near the front 

 

16.  Which of these should you avoid while giving your presentation?   [ a  ] 

A. Repeating yourself and going of topic 

B. using occasional causes 

C. Talking slowly 

D. Making frequent eye contact with your audience 

 

17. All the following must be included in the presentation EXCEPT   [  d  ]  

A. Introducing yourself  

B. Clear statement of your objective 

C. Time table  

D. Age of the audience 

 

18. Controlling the audience include    [  d   ] 

A. Eye contact 

B. Your face  

C. Gestures  

D. All the above 

 

19. Guidelines can help with the question session NOT true   [  d  ] 

A. Decide when to take questions 

B. Answer concisely 

C. Answer honestly 

D. If you don’t know, let the question 

 

20. Avoid information overload. This means   [  c  ] 

A. Use just a few visuals 

B. Display only one idea on each 

C. All the above  

D. None of the above 

 

21. SPQR means    [   ] 

A. Situation, problem, questions, response 

B. Situation, program, questions, response 

C. Situation, problem, queue, response 

D. Situation, problem, questions, respect 
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22. In presentations, details:    [ a  ] 

A. Make things more complicated 

B. Keep it simple 

C. Make things clearer 

D. Are important 

 

23.  To make more effective, you need to take control of:    [ d  ] 

A. The material  

B. Audience  

C. Yourself 

D. All the above 

 

24. The most memorable moment of the presentation is  [ b  ] 

A. The opening of the presentation 

B. The closing of the presentation 

C. The structure of the presentation 

D. All the above 

 

25. Ideas that are put on the card include:   [  d  ] 

A. What you must say  

B. What you should say to support your main idea 

C. What you could say if you have time 

D. All the above 
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3.4 Public speaking  

 

Public speaking (also called oratory or oration) is the process or act of performing a speech to a 

live audience. This type of speech is deliberately structured with three general purposes: to 

inform, to persuade and to entertain. . 

Public speaking is commonly understood as formal, face-to-face speaking of a single person to a 

group of listeners 

Public speaking has always been very important and it still is, especially in business. Public 

speaking is: a way to make your ideas public; a way of sharing them with other 

people; a way of influencing other people.  

The need for public speaking will almost certainly touch you too at some point in your life. In a 

recent survey of 300+ business leaders, communicating effectively was ranked first among skills 

of college graduates, and in another survey 2,000 managers ranked communications skills as 

most essential in today’s workplace. People are asked to give more speeches in the beginning of 

their careers and college graduates are often asked to give a presentation in their job interviews. 

 

The growth of the internet and other new technologies has not reduced the need for public 

speaking. Business says that it’s so rare to find someone who has good technical and verbal 

communication skills. If you combine those two, you will standout. Not only in business, but 

also in community life, public speaking is a way of making a difference. This is what most of us 

want to do in life. 

The Tradition of Public speaking 

the more you know about the history and principles of public speaking, the more effective you 

will be in your own speeches and in listening to the speeches of others. 

Public speaking is taught and studied around the world for thousands of years. The oldest known 

handbook was written in Egypt some 4,500 years ago. In classical Greece and Rome, public 

speaking played a central role. Aristotle’s Rhetoric (written during the third century b.c.) is still 

considered the most important work on the subject. 

The great Roman leader Cicero used speeches to defend liberty and wrote several works about 

public speaking in general. Other influential and notable thinkers that have written works and 

dealt with issues about rhetoric, speech and language, are for instance Quintilian’s, St. 

Augustine, Christine Piz an, Francis Bacon and Kenneth Burke. The more you know about the 

https://en.wikipedia.org/wiki/Speech_communication
https://en.wikipedia.org/wiki/Audience
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principles of public speaking, the more effective you will be in your own speeches and in 

listening to the speeches of others. 

3.4.1 Similarities between Public Speaking and Conversation 

 

Public speaking requires many of the same skills used in conversation; on the other hand, 

training in public speaking can make you a better communicator in all sorts’ of Situations. 

Public speaking and conversation are not identical. Telling a story to one friend or to a group 

of 30 people is very different and you will find yourself adapting to three major differences: 

public speaking is more highly structured (time limitations, no interruptions, speaker must 

anticipate questions and answer them, much more detailed planning and preparation), public 

speaking requires more formal language (a speech should be special, little place for slang, jargon 

and bad grammar), and public speaking requires a different method of delivery 

3.4.2 There are seven elements in any kind of speech communication: 

Speaker, message, channel, listener, feedback, interference, and situation 

 

Speech communication begins with a speaker. Your success as a speaker depends on you 

(personal credibility, knowledge of the subject, preparation on the speech, manner of speaking, 

sensitivity to the audience and the occasion). It also requires enthusiasm: you have to be 

interested yourself. 

3.4.3 Speech Preparation 

A good preparation is an obligation for a public speaker. The obligation to yourself is: the 

better you prepare, the better your speech will be. The obligation to your audience is: don’t 

’waste’ their time. The most important part of the preparation is being fully informed on your 

subject. This is because your speeches can have a genuine impact on your listeners. You have an 

ethical responsibility to consider that impact: don’t communicate wrong information or 

misleading advice. 

The first speech is called the 'ice breaker speech': it's meant to break the ice begetting students 

up and in front of the class as soon as possible. This helps to gain experience and reduce anxiety. 

When you've chosen your topic, focus it. This way it will fit in the allowed time, but it’s also 

easier to follow the main points. Don't make it too specialized, or your audience will not be as 

interested. 

In the development of your topic, it’s good to know the audience usually appreciated suspense, 

mystery, drama, danger, and adventure. Using colorful and descriptive language also helps your 

audience visualize your words. In the introduction of your speech, you need to get your 
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audience's attention and interest. Good ways to do this are to open with an anecdote, quotation, 

question or startling statement. 

After that, you have to let them now you're going to move into the body of the speech. Here you 

will probably use a chronological or topical organization. A topical organization subdivides the 

speech into its natural, logical or conventional parts. Make sure each main point focuses on one 

single topic. 

3.4.4 Organizing the Speech 

A speech usually has three parts: an introduction, a body, and a conclusion 

Introduction 

First, you need to get the audience's attention and interest. Create a dramatic, colorful opening by 

a question, anecdote, startling statement, or quotation. Then, the introduction should guide your 

audience towards the subject of your speech. With this first, short speech you may not need a 

detailed preview statement, but give your listeners a clear idea of your topic and purpose. 

A poor beginning may so distract or alienate listeners that the speakers can never fully recover. 

Moreover, getting off on the right foot is vital to a speaker’s self-confidence good introduction is 

an excellent confidence booster. In most speech situations, the introduction has four objectives: 

get the attention and interest of your audience, reveal the topic of your speech, establish your 

credibility and goodwill, and preview the body of the speech 

Body 

In the body of the speech, you can use a chronological or topical method of organization. A 

topical method divides the speech into its natural, logical, or conventional parts. Your main 

points should each focus on a single topic, and transitions will help your audience keep track of 

them. 

Now you are ready to move into the body of the speech. Sometimes it seems to organize itself: 

when you tell about a life event, you will probably tell it chronologically. But you can also use a 

topical method of organization: this will subdivide the speech into its natural, logical, or 

conventional parts. There are many other ways, but for now you will probably use chronological 

or topical organization. Once you've selected your main points, make sure each one focuses on a 

single topic, and use transitions that will help your audience keep track. 

A speech needs strong connectives. Those are words or phrases that join one idea to another 

and indicate the relationship between them. There are four types: transitions, internal previews, 

internal summaries, and signposts. 

Transitions are words or phrases that indicate when a speaker has just completed one thought 

and are moving on to another. Technically, the transitions state both the idea the speaker is 

leaving and the idea she or he is coming up to. 
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Internal previews let the audience know what the speaker will take up next, but in amore detailed 

way than transitions. They usually occur as the speaker is starting to discuss a main point.  They 

are often combined with transitions. 

Internal summaries are the reverse of internal previews: they remind listeners of what they 

have just heard. They are usually used when a speaker finishes a complicated or particularly 

important (set of) main point(s). Internal summaries are also often combined with transitions. 

Signposts are very brief statements that indicate exactly where you are in the speech. Often they 

are just numbers.  You can also use questions, because they invite subliminal answers and 

thereby get the audience more involved in the speech. 

 

3.4.5 Conclusion 

you need to do two things in the conclusion: let the audience know you are about to finish, and 

reinforce your central idea. If possible, end on a dramatic, clever or thought-provoking note. 

 Delivering Your Speech 

the delivery of your speech will go smoothly if you use the extemporaneous method of 

speaking, but making the speech come out smoothly is mostly a matter of a lot of rehearsing. 

When you present the speech, take a relaxed, upright stance, and don’t let your gestures distract 

from the message. Make eye contact with your audience and use your voice expressively. 

It is best to use the extemporaneous method in your speech: combine the careful preparation 

and structure of a manuscript with the spontaneity and enthusiasm of an unrehearsed talk. 

Because you don't memorize every word, you must know the content very well. You will only 

use brief notes and give your speech in your own words. Your notes must be easy to read and use 

as few as you can. 

Remember that you already speak extemporaneously in everyday conversation. A truly effective 

speaker makes the speech come out smoothly and effortlessly. In fact, it is the result of a great 

deal of practice. The first time, however, you will probably struggle. Keep going and finish the 

speech as well as you can, you will improve every time you practice. 

  

https://www.studocu.com/en/document/917190/practice/flashcard?term=eye%20contact
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ASSIGNMENT 

 

2.  Which of the following is NOT a common weakness associated with delivering the 

conclusion of a speech?   [ b  ] 

a. Abruptness. 

b. Posing a question that has no definite answer. 

c. Introduction of new or irrelevant material. 

d. Distracting attention away from body of speech. 

 

3.  Which of the following steps in the motivated sequence to persuasive speaking is 

performed FIRST?     [  d ] 

a. Satisfaction. 

b. Action. 

c. Visualization. 

d. Need. 

 

4.  ___ terms or descriptions are most likely to be generalized in speech.     [ a  ] 

a. Qualitative. 

b. Quantitative. 

c. Physical. 

d. Relational. 

 

5.  When preparing the main points of a speech, one should do each of the following 

EXCEPT    [ b  ] 

a. Use the same pattern of wording for each point. 

b. List them all in some form at the beginning and end of the speech. 

c. Keep them separate. 

d. Balance the amount of time spent on each point. 

 

6.  In receiving and perceiving a spoken message, which of the following occurs LAST?      

[ d  ] 

a. Understanding. 

b. Interpretation. 

c. Comprehension. 

d. Reaction. 
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7.  Phonation is[ b  ] 

a. The overemphasis on vowel sounds. 

b. The production of sound by vibrations of the vocal folds. 

c. A rise or fall in tonal volume. 

d. The amplification of a basic vocal pitch pattern. 

 

8.  The main difference between impromptu and extemporaneous speaking is that       [ d  ] 

a. Impromptu speaking requires written notes. 

b. Extemporaneous speaking is more topical. 

c. Impromptu speaking involves smaller audiences. 

d. Extemporaneous speaking is carefully prepared and practiced in advance. 

 

9.  In explaining an abstract concept or idea, which of the following elements would 

typically be presented FIRST?      [ b  ] 

a. The concept's essential qualities, aspects, or values. 

b. An overall definition of the concept. 

c. Examples of the concept's influence in human affairs. 

d. The origin, sources, or history of the concept. 

 

10.  Public speaking is different from conversation in each of the following ways EXCEPT it       

[  c ] 

              a. Is more highly structured. 

b. Requires a different method of delivery. 

c. C. Is more carefully tailored to the audience. 

d. D. Requires more formal language. 

 

11. After-dinner speeches are BEST thought of as a means of    [c] 

a. Explanation. 

b. Flattery. 

c. Entertainment. 

d. Appreciation. 

 

12. Which of the following groups could most clearly be described as experiential?      [ d  ] 

a. Salary committee. 

b. Marketing task force. 

c. Presidential cabinet. 

d. Management training group. 
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13.  Each of the following is desirable feature of speech delivery EXCEPT            [  b ]      

a. Sense of communication with the audience. 

b. Cultivated aura of expertise and specialized knowledge. 

c. Responsiveness to meaning during moments of utterance. 

d. Bodily action that reflects meaning and serves the needs of communication. 

 

14.  What is the term for an explicit comparison between things that are essentially different, 

yet have something in common?       [ a  ] 

a. Simile. 

b. Likening. 

c. Metaphor. 

d. Contrast. 

 

15. The practice of analogy is a variant of    [ d  ] 

a. Disjunctive thinking. 

b. Deduction. 

c. Mimesis. 

d. Induction. 

 

16.  In English, the lateral consonant sound is     [ d  ] 

a. /s/. 

b. /r/. 

c. /g/. 

d. /l/. 

 

17.  When the major premise of a logical argument states a choice between two possibilities, 

the reasoning is described as      [ a ] 

a. Disjunctive. 

b. Inductive. 

c. Aberrant. 

d. Mimetic. 

 

18.  The stressing of a spoken syllable typically involves each of the following EXCEPT  [b] 

a. Increase in loudness. 

b. Aspiration. 

c. Higher pitch. 

d. Longer duration. 
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19.  Which of the following is an example of a fixed alternative question?    [ a  ] 

a. Do you believe most Americans are taxed too much? 

b. How would your family's economic activity change if your tax burden were 

substantially lightened? 

c. Briefly describe your family's spending habits. 

d. To what extent do you agree that the average American family is taxed too much? 

 

20. 19. The purpose of connotative language in speech is primarily to     [  d ] 

a. Quantify statistical means of support. 

b. Add texture to supporting examples. 

c. Make language as accurate as possible. 

d. Give words intensity and emotional power. 

 

21. A speaker states: If a person is good at football, he or she is likely to be good at rugby. 

This is an example of ___ reasoning.     [ b  ] 

a. Fallacious. 

b. Deductive. 

c. Analogical. 

d. Casual. 

 

22.  Which of the following statements about the time factor in speaker-audience interaction 

is true?       [ c  ] 

a. Test timing during preparation is usually unreliable. 

b. Audiences usually have high adrenalin levels. 

c. A speaker's inner time is disrupted by high adrenalin levels. 

d. An hour is usually the upper limit of any audience's attention span. 

 

22. What is the term for the relative highness or lowness of a person's voice?     [ b  ] 

e. Volume. 

f. Pitch. 

g. Inflection. 

h. Range. 

 

23.  For audience groups with between 30 and 40 members, what type of seating arrangement 

would work best for a speaker?      [ b  ] 

a. Half-circle. 

b. Double circle. 



85 
 

c. Angled rows facing forward and inward. 

d. Straight rows facing inward. 

 

24.  A deduction argument must contain exactly ___ terms.      [ b  ] 

a. 2. 

b. 3. 

c. 4. 

d. 5. 

 

25.  Which of the following is a procedure that can be used to correct a breathy voice?         [  

a ] 

a. Firm up laryngeal muscles. 

b. Develop oral resonance. 

c. Relax pharyngeal area. 

d. Control volume. 
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ASSIGNMENT (COMMUNICATION SKILLS) 

Sample Multiple Choice Questions: 

1. You are at your friend’s house, you are feeling thirsty. How will you ask your friend a 

glass of water? 

a. Would you give me a glass of water 

b. Hey, get me a glass of water 

c. Can’t you get me a glass of water 

d. Give me a glass of water 

2. How will you introduce the chief guest to the audience on the college day? 

a. I will introduce our chief guest Mr…… 

b. This is our chief guest Mr……. 

c. Mr…… is our chief guest 

d. It gives me pleasure to introduce our chief guest Mr…… 

3. How would you apologise your friend for your inability to go with her to a movie? 

a. I’m extremely sorry 

b. Sorry, I forgot 

c. Let us try next time 

d. It’s not serious, I had some other work 

4. How will you introduce your parents to your class teacher? Which one do you think is 

more appropriate? 

a. Hello, can I introduce my parents 

b. Listen, I want to introduce my parents to you 

c. Good morning Sir, I would like to introduce my parents to you 

5. You are not willing to give your computer to your friend. Which one of the following 

will you choose to refuse without hurting the feelings? 

a. No, I don’t want to give 

b. I won’t give my things to others  

c. I’m sorry, I have some urgent work to complete in the system 

d. I don’t like it to give you 

6.  Akah makes a call to Dr. Sreedhar’s secretary to fix an appointment with him. The 

secretary couldn’t hear his word’s properly. Which one of the following would the 

secretary choose to repeat his words? 

a. Why don’t you say it again? 

b. Repeat it again 

c. It is better if you be louder. 

d. Could you please repeat that, Sir? 

 

7. Rakesh makes a call to SRKV College, to enquire about the date of issue of the hall 

tickets. Choose an expression of polite enquiry from the following? 

a. Can you please tell me the date of issue of hall tickets, mam? 

b. Like to know about the date of issue of hall tickets. 
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c. What is the date of issue of hall tickets, mam? 

d. Will you please tell me the date of issue of hall tickets, mam? 

 

8. Mahesh makes a call to the secretary of Sundersan Group of Companies to confirm his 

meeting with the General Manager. The General Manager is out of station. Which one of 

the following would the secretary choose to convey the information to Mahesh? 

a. I think you can meet him after a week. 

b. I’m sorry sir, the General Manager is out of station. 

c. Sorry sir, your appointment is cancelled. 

d. Can you call me after a week, sir? 

 

9. Dilip makes a call to his old friend after a long time. How would Dilip introduce himself 

to the other? 

a. May I speak to Dilip? 

b. Good Morning, Iam Dilip. 

c. Hello, This is Dilip speaking. 

d. Hai, How are you? 

 

10. Kranthi makes a call to Asha consultancy’s Managing Director Mr. Ramalal Reddy. As 

the Managing Director is on another line, the secretary makes a request to Kranthi to hold 

the line for a few minutes. Which one of the following suits the situation? 

a. Can you please hold on for a few minutes, sir? 

b. Hold the line for few minutes. 

c. The line is busy, call later 

d. Will you wait for a few minutes, sir? 

 

11. Asaanthi  makes a call to Dr. Sreedhar’s secretary to fix an appointment with him. The 

secretary couldn’t hear his word’s properly. Which one of the following would the 

secretary choose to repeat his words? 

e. Why don’t you say it again? 

f. Repeat it again 

g. It is better if you be louder. 

h. Could you please repeat that, Sir? 

 

12. Rakesh makes a call to SRKV College, to enquire about the date of issue of the hall 

tickets. Choose an expression of polite enquiry from the following? 

e. Can you please tell me the date of issue of hall tickets, mam? 

f. Like to know about the date of issue of hall tickets. 

g. What is the date of issue of hall tickets, mam? 

h. Will you please tell me the date of issue of hall tickets, mam? 

 

13. Mahesh makes a call to the secretary of Sundersan Group of Companies to confirm his 

meeting with the General Manager. The General Manager is out of station. Which one of 

the following would the secretary choose to convey the information to Mahesh? 

e. I think you can meet him after a week. 

f. I’m sorry sir, the General Manager is out of station. 
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g. Sorry sir, your appointment is cancelled. 

h. Can you call me after a week, sir? 

 

14. Dilip makes a call to his old friend after a long time. How would Dilip introduce himself 

to the other? 

e. May I speak to Dilip? 

f. Good Morning, Iam Dilip. 

g. Hello, This is Dilip speaking. 

h. Hai, How are you? 

 

15. Kranthi makes a call to Asha consultancy’s Managing Director Mr. Ramalal Reddy. As 

the Managing Director is on another line, the secretary makes a request to Kranthi to hold 

the line for a few minutes. Which one of the following suits the situation? 

e. Can you please hold on for a few minutes, sir? 

f. Hold the line for few minutes. 

g. The line is busy, call later 

h. Will you wait for a few minutes, sir? 

 

16. Which one of the following expressions would you choose to introduce yourself at a job 

interview? 

a. Hello, I am …. 

b. Hai I am 

c. Aren’t you …. 

d. Good morning sir May I introduce myself 

 

17.  Naren called the Hospital receptionist for an appointment. Which of the following 

expression would be best suitable for this purpose? 

a. Fix an appointment for me 

b. It’s your duty to give me the appointment 

c. Would you fix an appointment for me 

d. I don’t know you have to fix an appointment for me 

 

18. You failed to complete your project on time. How would you apologize to your team 

leader? 

a. Sorry, I could not complete it on time 

b. Don’t feel bad I couldn’t complete it  

c. I’ll complete it within two days 

d. I am extremely sorry, that I could not complete the project on time 

 

19. One of your cousins has damaged your bike. He apologized for his mistake. Which of the 

following expressions would be best suitable for you to accept the apologies? 

a. I am worried about it 

b. I cannot express how unhappy I am 
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c. I am in a deep trouble 

d. Forget it, it’s not a big problem 

 

20. Arun was not interested to watch a movie, but his cousin wanted him to accompany him 

for the film. Which of the following would his cousin choose to persuade him to enjoy 

the outing? 

a. Come on let’s go to the movie 

b. My friends love to watch movies with me 

c. You should come. It’s my order 

d. I think you would relax for sometime if you come to the movie 

 

21. In the executive committee body meeting Suresh wanted to give an idea to the 

management. As a sales manager, how would he initiate his idea to the management? 

a. This idea would be the best idea 

b. My idea would create wonders in the sales 

c. The best way is to listen to me 

d. May I suggest an alternative solution 

 

22. You have gone late to the class. Which of the following would you choose to ask 

permission to get inside the class? 

a. Let me come in 

b. May I please come in 

c. Allow me inside 

d. I have to come in 

 

23. You are not willing to give your bike to your friend. Which of the following would you 

choose to refuse without hurting his feelings? 

a. No, I don’t want to give 

b. I don’t like to give my things to others 

c. I’m sorry, I have to drop my father at the station 

d. It’s better not to ask me 

 

24.  Pradeep, the sales manager of Maruthi Publications has come to the Department of 

English to introduce the new arrivals on Soft Skills. Which of the following would he 

choose to introduce himself to the Head of the Department? 

a. Hai, Everyone 

b. Hello, Everyone 

c. Good morning sir, I am Pradeep from … 

d. Let me introduce myself. I am…. 
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25. Which one of the following expressions would Tanav, the call centre employee choose to 

reply to a phone call, where the voice was not clearly audible? 

a. Wait, I cannot hear you 

b. What can’t you see that your voice is audible 

c. Come on, once again repeat it 

d. Would mind repeating it once again sir 

 

26. Hi, how are you? 

 

a. Fine, thanks. And you? 

b. I’m Mike. 

c. Not too bad. 

 

27. Meet my friend Jack. 

a. Nice to meet you. 

b. What time? 

c. How do you do? 

 

28.  How was your flight? 

a. It was all right. 

b. Yes, of course. 

c. The plane was a bit late but it didn’t matter. 

 

29.  Would you like to look around the company? 

a. No, it’s none of my business. 

b. That’d be lovely. 

c. Yes, I’d love to. 

 

30.  Would you prefer red or white wine? 

a. Yes, of course. 

b. I don’t want. 

c. I don’t mind. 

 

31.  I’m terribly sorry about the delay. 

a. Don’t worry about it. 

b. You should be. 

c. You’re welcome. 

 

32. Thank you very much. 

a. Here you are. 

b. Don’t mention it. 

c. Welcome. 

 

33.  My sister has had an accident. 

a. Really? 
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b. I’m sorry to hear that. Is she all right? 

c. I’m sorry to hear that. Is the car OK 
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Unit IV: Speaking Skills -2 
 

4.4 Role Play 

4.5 Debate 

     4.6Group Discussion 

4.4.1 Role-play  

Role playing is a learning structure that allows learners to immediately apply content as they are 

put in the role of a decision maker who must make a decision regarding a policy, resource 

allocation, or some other outcome. This technique is an excellent tool for engaging learnersand 

allowing them to interact with their peers as they try to complete the task assigned to them in 

their specific role. This work can be done in cooperative groups and/or students can maintain the 

persona of their role throughout the class period. Students are more engaged as they try to 

respond to the material from the perspective of their character 

Role-play refers to the changing of one's behavior to assume a role, either unconsciously to fill a 

social role, or consciously to act out an adopted role. Itis any speaking activity when you either 

put yourself into somebody else's shoes, or when you stay in your own shoes but put yourself 

into an imaginary situation! Imaginary people - The joy of role-play is that students can 'become' 

anyone they like for a short time! 

It is to assume the attitudes, actions, and discourse of (another), especially in a make-

believe situation in an effort to understand a differing point of view or social interaction: 

 While the Oxford English Dictionary offers a definition of role-playing as “the changing of 

one’s behavior to fulfill a social role”, in the field of psychology, the term is used more loosely 

in four senses: 

To refer to the playing of roles generally such as in a theatre, or educational setting; 

To refer to taking a role of an existing character or person and acting it out with a partner taking 

someone else’s role, often involving different genres of practice; 

To refer to a wide range of games including role-playing video game (RPG), play-by-mail 

games and more; 

To refer specifically to role-playing games; 

 Role playing is the best way to develop the skills of initiative, communication, problem-solving, 

self-awareness, and working cooperatively in teams 

Role playing is a methodology derived from socio drama that may be used to help students 

understand the more subtle aspects of literature, social studies, and even some aspects of science 

or mathematics. Further, it can help them become more interested and involved, not only 

https://en.wikipedia.org/wiki/Role
https://en.wikipedia.org/wiki/Acting
https://en.wikipedia.org/wiki/Oxford_English_Dictionary
https://en.wikipedia.org/wiki/Role-playing_video_game
https://en.wikipedia.org/wiki/Play-by-mail_game
https://en.wikipedia.org/wiki/Play-by-mail_game
https://en.wikipedia.org/wiki/Role-playing_games
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learning about the material, but learning also to integrate the knowledge in action, by addressing 

problems, exploring alternatives, and seeking novel and creative solutions. 

Role playing isn't to be viewed as a particularly psychological procedure. Certainly, it has been 

widely used as a part of many different types of therapy, but this is because it's a natural vehicle 

for learning. Role playing is simply a less technologically elaborate form of simulations. 

What astronauts do in their practice for missions; what pilots do in learning to navigate in flight 

simulators; what thousands of soldiers do in the course of military exercises--it's all role playing. 

Teaching salespersons to deal with customers, teaching doctors to interview patients, teaching 

teachers to deal with difficult situations, all these require some measure of actual practice and 

feedback. 

4.4.2 Need for Role playing 

Role playing, then, is nothing more than rehearsal. Musicians and football players, actors and 

firemen, all need to practice their skills. This is because complex operations cannot include all 

variables in a single lecture or even a thick book. Issues of adapting general principles to one's 

own set of abilities, temperament, and background; working out the inevitable "bugs" any 

complex system generates; and preparing for unforeseen eventualities--all are frequent goals of 

this kind of role playing. 

 Education is oriented to the kinds of learning that can be more easily tested, which is 

assimilative, memorization-type learning. Yet what the world really needs is people who have 

skills, and skills go beyond mere knowledge of facts. Skills, though, require a more complex 

performance-oriented testing which requires more teacher attention, covers more subtle 

variables. And skills reflect an accommodative type of learning. 

It is a commonly accepted cliché that we want to teach our young people to think, but thinking at 

any level of complexity requires an exercise of three interdependent component categories of 

skills: problem-solving; communications; and self-awareness.  

These skills cannot be learned by reading any number of books, although a little didactic 

material can be helpful in creating an intellectual framework for the accommodative 

learning. Rather, the kinds of skills needed for flexible, creative, rational thinking must be 

exercised, practiced, and learned in a process of interaction, risk-taking, self-expression, 

feedback, encouragement, and, in short, a process which is closer to learning to swim than 

learning the capitol cities of the various states. 

4.4.3 Self-awareness need not be thought of as a type of psychoanalytic or otherwise obscurely 

psychologized process. The ancient Greeks called it "rhetoric," and it referred to a heightened 

awareness of the ways the childish mind can accept deceptive ideas.  
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One learns self-awareness not only by studying the psychodynamic "defense mechanisms," but 

also by exploring cultural forms of manipulation, in political propaganda or advertising; in group 

dynamics, the tactics of brainwashing or group manipulation; and in learning about interpersonal 

manipulations. 

It extends to how people get taken in by phony statistics, but also turns again to help people 

reflect on how their own motives may interfere with their thinking clearly about a problem. 

From this viewpoint, self-awareness is an integral part of problem-solving and communications. 

Self-awareness is essential to understanding others. And the best way to learn all three categories 

of skills is through role playing. 

4.4.4 There are various types of role plays, such as: 

Multiple role play – In this type of role play, all trainees are in groups, with each group acting 

out the role play simultaneously. After the role play, each group analyses the interactions and 

identifies the learning points. 

Single role play – One group of participants plays the role for the rest, providing demonstrations 

of situation. Other participants observe the role play, analyze their interactions with one another 

and learn from the play. 

Role rotation – It starts as a single role play. After the interaction of participants, the trainer will 

stop the role play and discuss what happened so far. Then the participants are asked to exchange 

characters. This method allows a variety of ways to approach the roles. 

Spontaneous role play – In this kind of role play, one of the trainees plays herself while the 

other trainees play people with whom the first participant interacted before. 

4.4.5 Purpose of Role Plays 

 Role plays are especially useful to round up a week of learning and force participants to put 

their acquired knowledge into practice. Furthermore, role plays can break monotonous lecture 

sessions as they are a lot of fun.  

Role plays are used to help examine real problems on the level of philosophy, emotional 

response, and physical response.  

Participants get a chance to analyze situations and try out different theories and tactics in a 

relatively safe setting. 

 Role plays also enable trainees to understand different people and their roles and to develop 

insights into the thoughts and feelings of "opponents".  
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Through role plays, participants can identify and anticipate possible problems and reveal fears 

and anxieties people have about an event or action. Role plays develop group and individual 

confidence and competence. 

See also setting ground rules. 

4.4.6 Steps in a Role play  

In the following, several steps to set up and perform a role play are described. Of course, the set 

up of role plays can vary. 

 Select a situation. Either (a) use a scenario developed by the trainers (see also handouts 

preparation), or (b) ask the participants to identify the problems they expect might occur or they 

fear will occur. 

 If drawing scenarios from the group, one possible process is to ask participants to meet together 

in groups of three people for about five minutes to talk about the kinds of problem situations they 

think will come up. 

 Then, call the participants back to the large group and ask someone from each group to call out 

situations "headline" style while you or a colleague write them up on newsprint.  

Once you have a list of situations, pick a situation to start with usually a fairly simple scenario to 

get people warmed up and engaged.  

Save more complex or difficult problems until later in the session. Be sure to leave time to cover 

situations that were mentioned by several small groups. 

Explain the situation: 

 What groups/individuals are involved, what their roles are, what is the physical setting. If 

the scenario was drawn from the group, ask for the help of a participant who raised the situation 

to set the scene and players.  

Explain enough of background to make the situation clear, so roles will not be played solely 

from stereotypes. Since a role play is used to learn how to handle a particular situation, it is 

usually best to define carefully either the situation or the role to the players, but not both. Leave 

room for creative response by the participants. 

Cast roles. Ask for volunteers among participants. If no one comes forward, ask specific people 

to play roles. If possible, cast people in roles with which they do not identify strongly. Ask role 

players to take fictitious names, whether they will be used or not. 

Prepare the role players. Allow a few minutes for people to get into their roles and to plan 

their strategy in the role play. Ask people to think about other aspects of the character they are 

https://www.sswm.info/category/train-trainers/train-trainers/train-trainers/facilitation/setting-ground-rules
https://www.sswm.info/glossary/2/letters#term2809
https://www.sswm.info/glossary/2/letters#term1502
https://www.sswm.info/category/train-trainers/train-trainers/train-trainers/pre-training-preparations/handouts-preparation
https://www.sswm.info/category/train-trainers/train-trainers/train-trainers/pre-training-preparations/handouts-preparation
https://www.sswm.info/glossary/2/letters#term1502
https://www.sswm.info/glossary/2/letters#term1502
https://www.sswm.info/glossary/2/letters#term1502
https://www.sswm.info/glossary/2/letterw#term1336
https://www.sswm.info/glossary/2/letters#term1504
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playing (job, family, motivation...) to make the roles realistic. If the role is unfamiliar, the trainer 

can help. Limit the time for this, however, in order to keep things moving and make sure the role 

play is spontaneous. If the trainer wants to give special or secret instructions to a role player, 

they can be given at this time. 

Prepare the observers. Observation is as important as playing a role. Prepare observers by 

suggesting specific things they should watch for, such as the effects of different physical actions, 

words, gestures, tone, etc. Ask them not to say or do anything which might distract the role 

players. If the role play causes emotional reactions in participants, ask them to share their 

feelings early in the debriefing. 

Set the scene. You establish the scene, the physical layout and any other relevant details. 

Run the role play. Give a clear signal to begin the role play once the players are ready. Tell 

them from the start what signal you will use to stop the role play. 

Cut the role play. Stop the role play when enough issues have been uncovered, or the action 

seems to come to an end, or when people want to stop. 

 Keep the learning goals in mind when deciding. Stop the action if someone is about to get hurt, 

or the role play dissolves into laughter. If role players did not get "into" their roles, start again. 

Debrief. Debriefing allows people to examine what took place; it is essential for learning. Set a 

tone of exploration rather than judgment; draw the learning’s from the participants rather than 

provide answers yourself.  

Some trainers divide the evaluation into three sections: a) feelings, reactions, tensions; b) tactics, 

approaches, motivations/goals; c) general lessons or theoretical conations. We recommend 

starting by asking the players how they felt in their roles. If practical, give each person a chance 

to speak. 

4.4.7 Applicability 

Role playing is when a group of people act out roles for a particular scenario. As an example, 

you might train water and sanitation experts by having two people act out a real scenario. One 

acts as the marketing person for sustainable sanitation. The other acts as the customer. This 

allows trainee people to practice their marketing techniques. A trainer and/or other trainees may 

watch the role play and critique it afterwards. Do not forget to plan time for this when designing 

the sessions. Role plays can be invaluable. They can also be a dreadful torment and waste of 

time. How you set them up and handle can often make the difference.  

4.4.8 Advantages 

Role playing can help to develop greater involvement with the issues and knowledge that is the 

focus of training (but it may not create greater involvement) 

https://www.sswm.info/glossary/2/letters#term1502
https://www.sswm.info/glossary/2/letters#term429
https://www.sswm.info/glossary/2/letters#term1502
https://www.sswm.info/glossary/2/letters#term1000
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Role playing can be used as a behavioral pre-training assessment or diagnostic to assess where a 

learner is in terms of skills, since the trainer can observe real behavior 

Role playing also allows assessment of how well the learner understands and can apply what is 

learned, as indicated in their behavior 

Role playing provides opportunity to practice in what is presumably a safer environment where 

mistakes have no real world consequences as would be the case in on the job practice (Note that 

some learners will not find a role play environment safe) 

Role playing practice can be segmented or divided up in ways that could not be done in real on 

the job settings. A person can practice a part of the actual skill to be learned until mastery, then 

another part of it and so on in progressively more complex steps. There can be a great deal of 

control over the practices 

Because role plays can be involving, both in emotional and cognitive ways, they can also be used 

to help people understand others, and the positions of others. For example, a person can role play 

a position with which they disagree, to better understand that position 

4.4.9 Disadvantages 

The power of role playing is only harnessed when the role player receives expert feedback. 

Inexpert feedback or feedback from group members who are at the same level of competence as 

the role player is often useless, and does not further learning. Unfortunately, most role plays in 

training sessions are done in small groups, and most feedback given by other, less than 

competent group members 

While trainers may like role plays, many people who attend training actually hate them and feel 

exceedingly uncomfortable in role play situations. This does not necessarily mean that people 

who hate them can not benefit by them, but trainers need to consider the tradeoffs between the 

use of role plays and the discomfort and anxiety they create 

The role playing of highly emotionally charged situations tends to be less effective in large 

groups, since the role playing tends to take on the characteristic of acting performances, or, the 

performance becomes too artificial and sounds funny. It is hard, for example, for learners to 

pretend to be very angry without going over the top or starting to giggle. This is less of a concern 

in therapeutic settings, but is a factor in training 

Almost every use of role-playing in large group training sessions involves extreme compromise, 

often to the extent that learning does not occur, or is interfered with. That is because role playing 

works best when there is sufficient time to prepare people for the role play, do the actual role 

play, provide expert feedback, and do any debriefs. Larger group sessions involve role-playing 

that goes basically "out of control" of the trainer, since the trainer can not monitoring constantly, 

or be the source of expert feedback. 
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4.4.10 Structure of Role Play 
 

There are two ways for which role play can be used as an assessment. The first way involves the 

teacher specifying the characters and context for students to act. The students then express their 

imagination and creativity through their words and actions in the play. This will assess the 

students’ engagement, involvement and understanding of their roles during the role play. The 

second way involves the teacher pre-organizing a role play for which students are to answer 

some pre-set questions. 

The role play process can either be completely autonomous (the teacher just watches silently 

outside the group), or can be ‘directed’ by the teacher as a ‘narrator’ in old movies (by stating the 

flow of the play during its performance outside the group). 

4.4.11 Some interesting set-ups for role play learning: 

Guessing games of famous people – One participant tries to role play the characteristics of a 

famous person, and the other participants ask questions in order to guess the person’s identity. 

Extraterrestrial organisms – Students are told to be extraterrestrials that do not have 

knowledge about the human civilization. The teacher presents some earthly objects (e.g. 

toothbrushes, watches) to them, and students have to draw conclusion about the uses as if they 

had no knowledge of them. This can stimulate students’ imagination and creative thinking when 

trying to describe the objects. 

Role switching – The teacher describes different characters for students. Students role-play one 

character, and switch on another character on the teacher’s signal. 

Role play exercises 

Role play exercises can be used at the Assessment Centers providing the opportunity to 

employees to assess their performance in issues such as ‘internal negotiating’, ‘angry customers’, 

‘consulting with a client’, ‘difficult/vulnerable patient’, and ‘sales’ 

4.4.12 Role Play Activities  

1. A Slice of American Style 

In this activity, you will turn your ordinary classroom into a bustling city pizza shop. What do 

most travelers especially Americans  and business people do when they go to places like Chennai 

or Hyderabad? They get a slice of American pizza. 

Many pizza shops boast the culture of that region and embody the American lifestyle. 

Conversations can be had, and assimilation into a culture is directly linked to food. 

Here’s a hearty slice of this food culture role play activity: 
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Create the pizza shop. Next, have your students stand up and begin moving desks and chairs 

around in order to turn the classroom into a pizza shop. Depending on class time, you can also do 

this before class. Bring in some empty pizza boxes and aprons if you can find them in your town. 

You may even have some luck and get a pizza shop to sponsor your activity, which means free 

pizza after the exercise! 

Give out the scripts. Some students will be workers, others will be diners at a table or two, and 

some will enter the shop for a quick slice and soda. You can give each student a script to serve as 

a rough guideline during the role play.  

 change roles and practice different communication throughout. For example, the worker would 

ask questions and the customer will explain what they want. Definitely allow a lot of 

improvisation during the activity. 

Teach specific vocab. As the activity unfolds, you can chime in and give more real-life examples 

of situations. For example, the unique vocabulary you would hear in a pizza place. Words 

including slice, pie, red sauce, pepper flakes and fountain soda are all great to touch on. 

This activity will work on skills such as communication, collaboration, ordering, taking an order, 

writing, giving direction and building much needed confidence. 

2. A Night out on the Town 

One day, your students will find themselves in a new town or city where English is the primary 

language. One aspect of seeing new places, whether it is for travel or business, is going out at 

night to socialize. 

This can be a daunting experience for your students, since this means way with new people in 

English. Give your students the confidence and know how before this moment arrives. 

Here is a footloose example of this night out role play activity: 

Get the stereotypes and past experiences out on the dance floor. Some of your students may have 

already had a night out in an English-speaking country, and their anecdote may be helpful for 

their classmates moving forward. You could even share a story of your own. Some students may 

have “Saturday Night Fever” as their reference for a night out, so it’s important to make sure 

they know what they can really expect. 

Assign roles. Before dimming the lights and turning up the music, give your students the roles 

they will be playing in this role play. Some will be bartenders, servers and patrons, and you 

could even make one student the DJ. Again, it is important to have a lot of room for 

improvisation so your students can get creative. 
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For example, Student A will be a person in town on business, and they need to strike up a 

conversation with Student B. 

The skills involved in this role play activity include communication, striking up conversation, 

building confidence, explaining one’s self, and asking/answering improvised questions. Much of 

the conversation in this role play activity will also require quick-witted English thought and 

response, an essential aspect for a night out on the town. 

3. Bizarre Job Interviews 

This one is a fun and exciting exercise your students will love. There is an informal mix up to 

this otherwise formal role play activity. In many cases, job interview role play activities are 

discussed in class or in ESL textbooks, but this activity puts an exciting spin on the more 

traditional activity. 

The jobs your students interview for will be those of a more bizarre nature. This will evoke more 

English thought, and force your students to go off script from the usual interview questions and 

answers. 

Let’s take a closer look at the bizarre employment opportunities this activity involves: 

Cover background knowledge about strange jobs. Ask your students as a class about a few 

jobs they may have had, or possibly some bizarre jobs they may have heard about. This promotes 

imagination, creativity and will serve as a great warm-up activity. You can even share a bizarre 

job of your own, or of a friend. Maybe you or someone you know spent a summer as a kiwi 

picker in New Zealand, or cleaned cages at the zoo. 

Give out the roles. You will need to have made a few worksheets for each job interviewer ahead 

of time. A fun twist is to let the interviewer know which job the interviewee will be interviewing 

for, but to keep the interviewee in the dark until the activity begins. For example, let’s say 

Student A has a list of questions to ask Student B, the interviewee. Student A might read, “How 

did you hear about the position for tiger tooth cleaner?” Student B will need to spontaneously 

come up with an answer. It is fun! 

Have students write answers. You can also have Student A write down Student B’s answers. 

The last question should give Student B an opportunity to ask the interviewer any questions he or 

she may have about the job. For example, “How many tigers are there?” This will evoke quick, 

spontaneous response from Student A. 

Take turns. Your students should switch roles among the different interview tables and bizarre 

jobs. As the exercise continues, you could even be an interviewer or interviewee to add to the 

excitement and fun of the role play activity. 
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Communication, asking and answering questions, improvisation, writing, reading and confidence 

building are the vital ESL skills involved in this activity. 

4. Driving Directions Improvisation 

There are many aspects involved in soliciting driving directions which will come in handy for 

many practical situations. In this role play activity, you will employ a few antagonists to throw a 

wrench in the otherwise traditional ESL lesson for directions. There are also a few different 

scenarios that will be used in this activity. 

Here’s the main twist: Let’s say a group of three students are sitting in chairs placed together to 

simulate being in a car. The passenger should ask a student on the sidewalk for directions. Once 

received, the backseat passenger will try to mix up the driving directions by disagreeing with the 

student in the passenger seat. This is creates confusion in a fun way, and will later lead to a game 

based on points. 

4.4.13 here’s a quick look at this confidence-boosting ESL role play activity: 

Assign roles. Divide your students into a few roles for the first round of this activity. There will 

be several rounds of role play, and each student will get the chance to play a different part. For 

example, you might want to create small slips explaining roles: driver, passenger, person on 

sidewalk and backseat antagonist. 

Give directions to pedestrian. Only the student on the sidewalk will have the correct directions 

written down to refer to—a quick sheet or slip of paper that you should prepare ahead of time. 

The rest of the actors will have to listen closely to what the pedestrian says. 

Give voice commands. Once the first set of students have taken their positions, start to give 

vocal commands to each student. For example, tell the passenger to ask the person on the 

sidewalk for directions to the university. The student playing the pedestrian role will give the 

directions (from the sheet) and could also ask a few random questions, like “Where are you 

from?” 

Have the passenger tell the driver the directions. After the passenger does so, command the 

backseat passenger to become the antagonist and start saying random (incorrect) directions, 

while the front seat passenger tries to defend the original directions. 

Test the driver. The driver will try to keep things straight among this confusion. After a few 

minutes go by, the driver must show you how they would navigate to the destination in the 

correct way (according to the pedestrian’s directions). If the driver gets the directions correct, he 

or she gets a point. 
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Switch roles/activities. You can use walking, driving, bus driver, runners or any other practical 

activity that could happen in real life. The points will tally up as drivers explain directions to you 

at the end of each exercise. Whoever has the most point’s wins. 

This role play activity involves communication, collaboration, memory, quick English 

response, and speech conflict, debate, asking and answering, and following commands 

quickly. It is a fun activity that will get your students moving, laughing and learning while 

building the vital confidence they will need later in their English lives. 

  

Role play activities are crucial for building practical skills, and your students will enjoy learning 

if you implement a bit of excitement and creativity. Traditional role plays are great, but they 

have often been rehearsed and reused so many times that your students already have scripted 

answers. 

Adding a little more practical flavor to role play activities will keep your class eager to learn 

more and build confidence in areas they may have neglected before. Any English exercises that 

put real-world English into practice are more than useful; they promote learning in the most 

realistic ways. 

 

4.5 DEBATE 

4.5.1 Debate means a formal discussion on a particular matter in a public meeting or legislative 

assembly, in which opposing arguments are put forward and which usually ends with a vote. 

There are several different formats for debate practiced in high school and college debate 

leagues.  Most of these formats share some general features.  Specifically, any debate will have 

two sides:  a proposition side, and an opposition side.  The job of the proposition side is to 

advocate the adoption of the resolution, while the job of the opposition side is to refute the 

resolution. 

The resolution can take many forms, depending on the format.  But in most cases, the resolution 

is simply a statement of policy or a statement of value.  Some examples include, "Be it resolved, 

that the federal government of the United States should legalize marijuana"; "Be it resolved, that 

when in conflict, the right to a fair trial ought to take precedence over freedom of speech"; "Be it 

resolved, that men should wear boxers rather than briefs,"; etc.  

 In many debate formats, there is a requirement that a policy resolution (a resolution regarding 

the policies followed by some organization or government) represent a change from current 

policy, so that the opposition team will be defending the status quo. 
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Usually, there is also a judge present in the debate whose job is to decide the winner. 

Below are descriptions of some of the most common debate formats: 

Team Policy Debate 

Team policy debate is the oldest, and still probably the most popular, format of debate practiced 

in American high schools.  The proposition side is called the Affirmative or Aft, and the 

opposition side is called the Negative or Neg.  Each side is a team composed of two debaters, so 

that there are four people participating in the debate (not including the judge and audience). 

4.5.2 Format.  A round of team policy debate consists of eight speeches.  The first four speeches 

are called constructive speeches, because the teams are perceived as laying out their most 

important arguments during these speeches.  The last four speeches are called rebuttals, because 

the teams are expected to extend and apply arguments that have already been made, rather than 

make new arguments.  Here is a table of the eight speeches and their time limits:  

   

Speech: 1AC 1NC 2AC 2NC 1NR 1AR 2NR 2AR 

Time: 8 min. 8 min. 8 min. 8 min. 4 min. 4 min. 4 min. 4 min. 

(A stands for Affirmative, N for Negative, C for Constructive, R for Rebuttal.) 

Two things are of interest in this structure.  First, the affirmative team both begins and ends the 

debate.  Second, the negative team has two speeches in a row:  the first negative rebuttal (1NR) 

immediately follows the second negative constructive (2NC).  (Why?  Well, because it's always 

been done that way.) 

In general, the members of each team alternate giving speeches, so that the same person gives 

both the 1AC and the 1AR, the same person gives the 2NC and the 2NR, etc.  Occasionally, the 

rules will allow a change in this format.  For example, affirmative teams will sometimes go 

"inside-outside" so that one person (usually the weaker member) gives the 1AC and the 2AR, 

while the other (stronger) debater gives the 2AC and the 1AR. 

Usually, there is a 3-minute cross-examination period after each of the first four (constructive) 

speeches.  The person who does the cross-examining is the person who will not be giving the 

next speech for his side.  For instance, the person who will give the 2NC will cross-examine after 

the 1AC.  (An exception to this rule is made when the affirmative team goes "inside-outside.")  

When team policy debate is done without cross-examination periods, the speech times are often 

extended to 10 minutes for constructive and 5 minutes for rebuttals. 

Resolutions.  Resolutions in team policy debate are always of a policy nature, usually 

governmental policy.  The affirmative team almost always defends the resolution by means of a 
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particular example, known as a "case"; if they can show the example (case) to be true, then the 

general proposition is also shown to be true. 

Some typical cases teams ran under this resolution were:  that the government should institute a 

program restricting the use of pesticides; that the government should institute a program to insure 

genetic diversity of crops; that the government should institute a program requiring farmers to 

switch from land-farming to hydroponics (i.e., growing food in great big tanks of water); that the 

government should abolish crop subsidies and price supports; etc. 

4.5.3 Style.  Team policy debate is focused on evidence gathering and organizational ability.  

Persuasiveness is not considered important -- or at least, not as important as covering ground and 

reading plenty of evidence.  The best teams have huge file boxes packed to the gills with 

evidence on their own affirmative case and all the possible cases they might have to oppose.  If 

you ever walk into a high-level team debate round, expect to see debaters talking at extremely 

high speeds, reading out the contents of page after page of evidence, gasping for breath between 

points, and using lots of jargon. 

There is very little discussion of values such as freedom, justice, equality, etc.; usually, the 

ultimate criterion on any issue is how many dead bodies will result from taking or not taking a 

particular action.  This form of debate can be fun, it encourages good research and organizational 

skills, and it is good for getting novice debaters used to speaking in front of people.  But if you 

want to learn how to speak persuasively, this form of debate is not for you. 

Lincoln-Douglas (or L-D) debate 

It began as a reaction to the excesses of team policy debate in high school.  The idea was to have 

a debate focused on discussing the merits of competing ethical values in a persuasive manner.  

The famed debates between senatorial candidates Abraham Lincoln and Stephen A. Douglas in 

the 1850s inspired the name and format for this style of debate.  L-D is a one-on-one debate, and 

as in team policy debate, the proposition and opposition teams are called the Affirmative (or Aff) 

and the Negative (or Neg), respectively. 

Format.  A round of L-D debate consists of five speeches and two cross-examination periods. 

Boththe Affirmative andthe Negative have the same total speaking time (13 minutes). 

Resolutions.  Resolutions in L-D debate are usually stated as propositions of value.  Although the 

propositions are sometimes related to issues of policy, this is not always the case.  Typical 

resolutions include:  "The spirit of the law ought to take precedence over the letter of the law to 

enhance justice," "Cooperation is superior to competition," "Violent revolution is a just response 

to oppression," etc.  Unlike in team debate, the debaters are expected to debate the resolution as a 

whole, not just a particular example. 

Style.  Back when I did L-D debate (more than ten years ago now), it was true to its original 

mission of restoring persuasion and values to high school debate.  Evidence was considered 
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important, but it was not the be-all-and-end-all that it is in team policy debate.  The emphasis 

was on speaking clearly, logically, and fluently. 

4.5.4 CEDA Debate 

CEDA stands for Cross-Examination Debate Association.  This is a newer form of college-level 

debate than NDT, and it was born as a reaction to NDT in the same way that Lincoln-Douglas 

debate was born as a reaction to team policy debate.  CEDA is a two-on-two debate, with a 

structure very similar to that of NDT and team policy debate.  The difference is in the style of 

resolution; while NDT resolutions are policy-oriented; this is not always the case in CEDA.  In 

addition, CEDA was intended to be a values-driven debate. 

By the time I reached college, however, CEDA debate had already succumbed to the pressure to 

be like NDT.  The CEDA debates I observed involved high-speed recitations of vast amounts of 

evidence -- although, to CEDA's credit, these tendencies were not as extreme as in NDT.  Still, it 

was bad enough to drive me away. 

4.5.5 Parliamentary Debate 

Parliamentary debate is yet another form of debate that arose as a reaction against the excesses of 

NDT and team policy debate.  The emphasis in this form of debate is on persuasiveness, logic, 

and wit.  Unlike in other forms of debate, where the resolution is established well in advance of a 

tournament and is the same for every round in the tournament, in Parliamentary debate the 

resolution is usually not established until 10 minutes before the debate round begins, and there is 

a new resolution for every round of debate.  Since it would be unreasonable to expect teams to 

research every topic they could be possibly be asked to debate, parliamentary debate 

requires no evidence whatsoever. 

This form of debate is called "parliamentary" because of its vague resemblance to the debates 

that take place in the British parliament.  The proposition team is called the "Government," and 

the opposition team is called (appropriately) the "Opposition."  The Government team consists of 

two debaters, the Prime Minister (PM) and the Member of Government (MG).  The Opposition 

team also consists of two debaters, the Leader of the Opposition (LO) and the Member of the 

Opposition (MO). 

Format.  A round of parliamentary debate consists of six speeches:  four constructive speeches 

and two rebuttal speeches.  The speeches and their times are as follows:  

 

Speech: 
Prime 

Minister 

Constructive 

Leader of 

Opposition 

Constructive 

Member of 

Government 

Constructive 

Member of 

Opposition 

Constructive 

Leader of 

Opposition 

Rebuttal 

Prime 

Minister 

Rebuttal 
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(PMC) (LOC) (MG) (MO) (LOR) (PMR) 

Time: 7 min. 8 min. 8 min. 8 min. 4 min. 5 min. 

Several things are notable about this structure.  First, as in team policy and NDT debate, the 

proposition (Government) team -- specifically, the Prime Minister -- both begins and ends the 

debate.  Second, again as in team policy and NDT, the Opposition team has a block of two 

speeches in a row (the MO followed by the LOR).  Third, unlike in team policy and NDT, there 

are only two rebuttals instead 

 of four.  Consequently, two people in the debate (the PM and the LO) have two speeches each, 

while the other two (the MG and MO) have only one speech each. 

There are no cross-examination periods in parliamentary debate.  But there are various motions 

on which the debaters can rise during others' speeches.  These points are: 

1.  Point of Information.  During one person's speech, another debater (presumably from the 

opposite team) rises from his seat and says something like, "Point of information, sir?"  The 

speaker has the option of whether or not to accept the point of information (it is usually good 

form to accept at least two points of information in a speech).  If he accepts the point, the person 

who rose may ask a question of the speaker -- usually a rhetorical question designed to throw 

him off.  The speaker then answers the question (or ignores it if he can't come up with a good 

answer) and moves on with his speech.  There are two main rules for points of information:  they 

may only be asked in constructive speeches, not in rebuttals; and they may not be asked during 

the first or last minute of any speech. 

2.  Point of Order.  A debater rises on a point of order when he believes one of the rules of 

debate is being broken.  The most common use of the point of order is to say that the speaker is 

bringing up a new argument in a rebuttal speech, which is not allowed.  (The rebuttals are 

reserved for extending and applying old arguments.)  The person making the point of order rises, 

says, "Point of order, argument X is a new argument."  The judge makes a judgment as to 

whether the point of order is valid.  If so, she says, "point well taken," and the speaker must quit 

making argument X.  If not, she says, "point not well taken," and the speaker may continue with 

that argument if he wishes.  The procedure is similar for other points of order. 

3.  Point of Personal Privilege.  This rarely used motion has a couple of different uses.  The 

most common is to protest a gross misrepresentation of one's statements or an attack on one's 

character.   

For example:  "Mr. Jones says he likes lynching black people."   

"Point of personal privilege I merely said sometimes the death penalty is justified."  As with 

points of order, it is the job of the judge to rule the point well-taken or not-well-taken.  
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 A point of personal privilege can also be used to ask for a personal favor or exception from the 

judge; for example, "Point of personal privilege -- got to go potty, please?" 

Resolutions; In parliamentary debate, the resolution is usually in the form of a quotation or 

proverb provided to the debaters shortly before the round (say, about 10 minutes).  

 Theoretically, the government team is supposed to come up with a specific case that is an 

example of the resolution, or at least in the spirit of the resolution.   

In practice, nobody really cares whether the case that the government team runs has anything to 

do with the resolution, so long as the prime minister makes some small pretense of linking the 

case to the resolution.  

 For example, the resolution might be "Religion is the opiate of the masses."  A good case to link 

to this resolution might be that "creation science" should not be taught in public schools.  A 

mediocre link might be something about the drug war, inspired by the word "opiate."   

A lousy link would go something like this:  "This resolution made us think about how people 

believe things that aren't true.   

For example, some people think that rent control is a good idea, but that's not true.  So in this 

debate, the government will argue that rent control should be abolished."  At most parliamentary 

debate tournaments, nobody would even blink an eye at that link. 

The upshot is that the government team has broad latitude to run almost any case they want.  

Although theoretically the government team is supposed to devise its case only after hearing the 

resolution, most often a team already has an idea what case it wants to run long before then. 

There is also no requirement that the government run a public policy case.  All that is required is 

that the government team must establish a topic that has two (or more) clashing sides and is 

debatable.  Broadly speaking, there are only three types of cases that the government 

team cannot run: 

1.  A tautology.  A tautological case is one that is immediately and logically true by 

construction.  For example, "Bill Clinton is the best Democratic president since 1981" would be 

a tautology, since Bill is the only Democrat to have attained the presidency in the specified time 

period. 

2.  A truism.  A truistic case is one that no moral person could possibly disagree with.  For 

example, "Infants should not be skinned alive for entertainment purposes" would be a truism.  Of 

course, the definition of truistic is contentious, because it is almost always possible to 

find someone who disagrees with a proposition, and what is considered moral is often culture-

specific. 
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3.  A specific-knowledge case.  A specific-knowledge case is one that would require the 

opposition to know more about a topic than it could reasonably be expected to know. 

  In general, debaters are expected to be familiar with current events and popular culture.   

If the case requires more particularistic information, the government must provide all necessary 

information in the first speech of the round.  If the government fails to do so, then the case is 

deemed specific-knowledge and hence against the rules.   

At some tournaments, those running the tournament will provide a "tight-link" resolution (either 

in addition to or instead of the usual weak-link resolution).  A tight-link resolution must be 

defended literally and in its entirety.  

 For instance, if the tight-link resolution were, "The federal government should abolish the 

minimum wage," the government would be expected to argue for (you guessed it) abolishing the 

minimum wage.  

 There are also some tournaments that provide "medium-link" resolutions, by which they mean 

that judges will be strict about the requirement that government cases be reasonably within the 

spirit of the quotation or proverb provided. 

4.5.6Style. Unlike CEDA, parliamentary debate has managed to preserve its emphasis on 

persuasion, logic, and humor; this success is most likely a result of eschewing excessive 

preparation and evidence.   

The spontaneity and openness of the format makes parliamentary debate free-wheeling and 

exciting, whereas other styles of debate can become boring because every debate round at a 

tournament revolves around the same topic.   

The downside is that in the absence of any evidentiary burden, debaters are free to spew utter 

nonsense, or even outright lies, without providing any support for their assertions.  (The 

prohibition against specific knowledge fortunately helps to curb this problem.)  

 All things considered, parliamentary is the most entertaining of any debate style, and also the 

most conducive to the development of good rhetorical skills. 

4.5.7 Variations.  Parliamentary debate is actually a world-wide phenomenon, but the rules 

differ greatly from country to country.  

The speeches are all one minute shorter; the two back-to-back opposition (MO and LOR) 

speeches are combined into one long speech delivered by the LO; and the Member of the 

Government (MG) is called the Minister of the Crown (MC) instead.  

 In the United Kingdom, there are actually four teams in every debate round -- two proposition 

teams and two opposition teams -- and each person speaks for only five minutes. 
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NDT Debate 

NDT stands for National Debate Tournament.  This is the oldest, and probably most popular, 

form of debate at the college level.   NDT is just like the team policy debate of high school, 

except more so.   

The format is exactly the same as in team policy debate (4 constructive speeches, 4 rebuttals, 4 

cross-examination periods, etc.).  And the style is also the same:  huge quantities of evidence 

read at high velocity, with little pretense of persuasion. 

 

DEBATE 

A debate is basically an argument, which has _________ 

(a)etiquette (b) strategies  (c) meaning   (d)both a&b 

Debate is an excellent way of improving ______skills 

(a)speaking  (b)writing (c)personality  (d) none 

The person who speaks for the proposition is called ______speaker 

(a) Affirmative (b) Negative (c) composite (d) interrogative 

The person who speaks against the proposition is called ______ speaker 

(a) Affirmative (b) Negative (c) composite (d) interrogative 

The speaker who begins the debate has to _______the topic 

(a) Explain (b) differentiate (c)challenge (d) both a&b 

Debating is a _______ event 

(a) Team (b) time passing (c) technical (d) none 

Each speaker has to play his part by ________ his point of views 

(a)supporting  (b)challenging (c)electing (d)both a&b 

Criticizing the individual speaker is a must  ______ 

(a)true  (b)false  (c)none 

In a debate the speaker should criticize the ______ 

(a)context (b) opponent speaker (c)organizer (d)all the above 
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In a debate the speaker should raise  _______ 

(a) Necessarypoints (b) anypoints (c) unnecessary points 

In a debate the speaker should complete his views with in the time 

(a)true  (b)false  (c)none 

To be an affective debater you need to quote 

(a)current incidents  (b)relevant issues (c) relevant facts (d)all the above 

To be an affective speaker you need to maintain cue cards 

(a)true  (b)false  (c)none 

A speaker must have a good eye contact 

(a)true  (b)false  (c)none 

Body language of the speaker should be as an army soldier 

(a)true  (b)false  (c)none 

The speaker should not use the 

(a)formal  terms (b)mother tongue (c)technical terms (d)botha&b 

Affirmative speaker is one who speaks 

(a)for the proposition (b)against the proposition (c)for and against (d)none 

The speaker of the debate begins the debate with the_________note 

(a)affirmative  (b)negative  (c)interrogative  (d) composite 

The language of the speaker must be 

(a) Formal (b) informal (c) irrelevant (d) none 

20. The marks to the speaker will be given according to the______ 

(a)matter  (b)manner  (c)method   (d)all the above 

21. Varying tone is that which makes the presentation interesting 

(a)true  (b)false  (c)none 

22. Speaking clearly; and quite loudly when its necessary makes the presentation 
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(a)interesting  (b)boring   (c)lagging 

23.  Speaking loudly and shouting at the opponents wins the debate 

(a)true  (b)false  (c)none 

24. Main reason people being to sound unclear is usually because they lose 

(a) Stream of thought (b) theirtemper (c) comfort 

25. Context is what you actually say in a debut 

(a)true  (b)false  (c)none 

26. The whole argument of your team must be outlined in the _________ itself 

(A) Conclusion (b) introduction (c) presentation 

 

Key:  topic DEBATE 

(1)D,(2),a,(3)a,(4)b,(5)d,(6)a,(7)d,(8)b,(9)a,(10)a,(11)a,(12)d,(13)b,(14)a,(15)b,(16)c,(17)a,(18)a,

(19)a,(20)d,(21)a,(22)a,(23)b,(24)a,(25)a,(26)b. 
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4.6Group Discussion 

Group Discussion:  A group discussion can be defined as a formal discussion in which 10 to  12 

participants are formed into a leaderless group, and are given a specific situation to analyze and 

discuss within a given time limit and a panel observes the proceedings and evaluate the members 

of the group. 

A group discussion can be categorically divided into three phases. 

1. Initiation/Introduction 

2. The body of g.d 

3. Summarization/Conclusion 

4.6.1 Importance of Initiation in a group discussion 

In a group discussion, there may be many people discussing on a topic. Initiation is an attempt to 

start or initiate a “talk”. Initiation does not mean you interrupt and not allow others to speak. 

Initiation also means take hold of an opportunity to speak. 

 

Initiation makes other people realize you are well versed with the topic. 

It helps to sustain confidence throughout the discussion. 

Initiation leaves a positive impression. 

Ideal ways to initiate in a group discussion is through:- 

i. Quotes and definitions. 

ii. Some known facts and figures. 

iii. Short stories. 

Initiating a group discussion also covers up the silence later on. 

4.6.2 Summarization techniques: 

 

A conclusion represents a final stage, where the entire group decides in favour or against a topic, 

in the case of a summarization a candidate summarizes in a nutshell what the group has 

discussed. The following points should be kept in mind while summarizing a discussion: 

 

1. No new point should be taken up. 

 

2. A person should not share his or her own viewpoint alone. 

 

3. A summary should not dwell only on one side of the GD. 
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4. It should be brief and concise. 

 

5. It should incorporate all the important points spoken. 

 

If a candidate has been told by the examiner to summaries a GD, this means it has come to an 

end. It is not advisable to add anything once a GD has been summarized.  

A simple framework for a summary can be, 'We had a healthy group discussion and, as a group, 

evaluated this topic from different perspectives. 

 Some of my friends spoke in favor of the topic and the reasons they gave were (elaborate), while 

some good points against the topic were (elaborate). 

 In all, we had a very good discussion with everyone participating enthusiastically.' 

4.6.3 Body Language in a group discussion 

One of the most important elements of communication is body language. Our gestures, hand 

movements, facial expressions etc come under body language. 

When we communicate, it is very essential for us to have the correct body language to avoid 

offence to anyone. 

 

In a group discussion, Positive body gestures are a sign of confidence and security. They are a 

sign of active participation and leave a good impression. 

Positive gestures include Walking upright, Shaking hands confidently etc. 

Often body language conveys a lot of messages that words may not. 

A positive body language increases an impact on others. 

Body language helps to build a rapport with others. 

Body language helps to understand what others may try to convey. 

Body language helps to control aggression and conflicts. 

Body language can show you are energetic in a group discussion. 

When communicating, it is important for us to have positive body gestures. Direct and steady 

eye contact is the most important of them. 
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4.6.4 Communication skills in a group discussion 

Communication skills are extremely essential in today’s competitive environment. A good 

communicator should be able to receive information as sent. Good communication skills in a 

group discussion can show you are an active listener. 

It helps to clearly express your ideas. 

Good communication skills help to exchange ideas. 

Good communication skills avoid professional glitches in a team discussion. 

Good communication skills help to avoid misunderstandings. 

It helps to negotiate on various issues in a group discussion. 

It adds a lot of value in a presentation in a group discussion. 

Good communication skills can grab attention of evaluators. 

It can show that you are stable, level headed, confident and quite well aware of the arguments. 

Communication skill is not just about speaking fluently in English. It’s about being confident 

and the right attitude. 

Cooperation is when two or more people work together to achieve some target. 

Cooperation is an essential ingredient in team work in a professional environment 

Cooperation in a group discussion gives positive vibes to the environment. 

It motivates the environment. 

Cooperation is important in a team to reduce nervousness. 

It builds confidence. 

Cooperation is the driving force of success in a group discussion. 

Cooperation is not as easy as it may sound. One really needs to adjust according to the other 

person and environment. It is a very mutual process. 

One person may be cooperative but the other person may not be in a discussion. One needs to 

keep his calm. 

Cooperation amongst the team mates leads to a positive impression. 
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The evaluators feel that members who are cooperating are adjusting and can fit into a 

professional environment. 

Cooperation in a group discussion shows that you can work as a team when many people in a 

group may have contradicting opinions. Cooperation helps to avoid squabbles and 

misunderstandings. 

4.6.5 Types of Group Discussion 

Topic-based 

1 Factual topics 

2 Controversial topics 

3 Abstract topics 

Factual topics: Factual Topics are with regards to practical things, which an ordinary person 

appreciates in his day-to-day lifetime. Typically these are generally about socio-economic 

subject areas. They may have been around in the news lately, or could be unbound by period. A 

factual topic for discussion provides a candidate to be able to prove that he appreciates and 

sensitive to his environment. 

Examples: The education insurance policy of India, Tourism in India, State in the aged in 

the country. 

Controversial topics: Controversial Topics are those that are argumentative throughout nature. 

They are intended to generate controversy and be noisy too. Giving a topic like this is to see how 

much maturity the student show in selecting the choice and simply keeping his temper in check, 

by rationally in addition to logically arguing his standpoint without getting individual and 

emotional. 

Examples: Reservations should be removed, Women make better managers 

Abstract topics: Abstract topics are about intangible points. These topics usually are not given 

often pertaining to discussion, but their possibility cannot be ruled out. These kinds of topics test 

your current lateral thinking in addition to creativity. 

Examples: A is surely an alphabet, Twinkle little star, The telephone number 10. 
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4.6.6 A Model Group Discussion 

CRICKET HAS SPOILED OTHER STREAMS OF INDIAN SPORTS Rahul Reddy 

Started: 

 

Good Morning everyone, it is my pleasure to be seated with you all for this exciting discussion. 

Let's fully participate in this and try to come up with a concrete end remark. 

I think, it is not justified to think cricket as a national obsession. It is the one game through 

which we Indians are able to hold our heads high. We won two world cups and have been on top 

in tests for two odd years. 

 Whatever it has brought is quite appreciable. In other sports as well, like Abhinav bindra 

winning gold medal in Olympics, Indian hockey team winning 8 gold medals in past, etc are also 

highly appreciated. But it is also a fact that it happened when TV's and internet are on full 

bloom. 

 But, in 1983, when India won the world cup, the TV's were just becoming popular. Still, cricket 

fever was high on everyone's head. That made it more popular than any other sport. Every Indian 

wants to play cricket in streets. 

 It is in Indian blood and no media is required for cricket. Cricket is, and will be the most popular 

sport in India although I hope other sports also will do well. 

 

SmritiNigam; Hello everyone, I do agree with my friend here. 

 

Even I don't think that cricket have hurt any other sports. If cricket is more interesting, full of 

excitement, inculcating a nation patriotism feeling, then it is not the "SPORT'S" fault.  

I think it is just because cricket has a very interesting format and that is why it has become so 

popular and loved by all. It is followed as a religion and the cricketers are worshiped as God in 

our country. 

 But also the fame that cricket has given to India, cannot be ignored. As far as other sports are 

concerned, they have not lost their importance.  

Whether it is tennis, badminton or hockey they are still very popular. But yes, it is a fact that 

cricket is more popular and followed by more people. 
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Himanshu  

 

Good Morning friends, 

I don't think cricket as a national obsession is a deterrent to other sports. Cricket has got 

popularity because of the legends cricket has given to us like sunil gavaskar, kapil dev, sachin 

tendulkar, etc.  

Just because of the achievement that these peoples have made in the game of cricket, it is 

appreciated so much in India. 

 Recently, if we take an example, when Rajyawardhan Singh Rathore won silver in Olympics, 

just after that we won lots of medals in shooting.  

So, if we want others game to be equally appreciated, then we need some great legends in other 

games too.  

And I believe that if other sports will also produce great players then definitely they will get as 

much appreciation as cricket in this country. 

Mayank Aggarwal 

 

Hello Friends, 

As the topic suggests, that cricket is detriment to other sports, I quite agree with it. It is because: 

 

1) Cricket game is promoted by the way of advertisement. 

2) Cricket sport stars are being seen in most of the advertisements related to cricket or promotion 

of any other product from honey to alcohol and potato chips to insurance. 

3) One of the main reasons for the game of cricket being preferred is when there is a match 

between India and Pakistan. And the way it is advertised on the news make cricket not only 

detriment to other sports but to national peace. 

4) In newspapers, most of the sports page is filled with cricket news, wherever it is held. 

 

So, along with cricket, the Indian media too, is playing the role of detriment to other sports of 

India. 

Media has the highest power today in our country. If it wishes, it can change the shape of sports 

too. 
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Abin Thomas 

 

Hello everyone, 

 

I don't, at all, think that cricket is a detriment to other sports. But, it is the Indian people's 

supportive spirit towards cricket is what is destructing other sports.  

Most people do not even know that India has teams in Hockey, Rugby, Soccer, Basketball, etc. It 

feels mortified extremely, to know that a huge nation like India does not support its athletes. 

 I hope that we will recognize our athletes of all games and supports them in their respective 

sports. 

 

Rahul Reddy  

 

As I said earlier, according to me cricket is not at all detrimental to any other sports, it is 

suppressed by ourselves, we-the people are totally responsible for that.  

Well, I think that there is no comparison between 2 sports. Each has its own existence, so how 

can cricket suppress the other sports? It is just the matter of fact that Indian people are crazy 

about the cricket. 

So the comparison lies not in sports but in our thinking only. A Few days ago, the Economic 

Times conducted a survey to find out who inspires the people in the field of sports and the results 

announced that almost - 

43% people inspires with S R Tendulkar 

35% people inspires with M S Dhoni 

11% people inspires with S. Nehwal 

04% people inspires with Vijendra Singh 

04% people inspires with A. Bindra 

This survey observed that a total of 78% people inspired by the cricketers, that shows the 

craziness of the people towards cricket. 

 

Mayank Aggarwal 

 

Well, I personally feel that obsession with cricket is a detriment to other sports. It is all because 

of the way it is promoted. It is just like in the case of a movie, if a movie is hyped about, all of us 

go to watch it.  

But on the same time some epic movie just gets neglected because of poor advertisement. Also, 

it is not the case that there is less talent in other sports. If other sports are unable to match up to 

the expectations, it is only because of improper training due to lack of finances. 
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Smriti Nigam 

 

Well friends, although I like and support cricket a lot, I fell that, unintentionally only but cricket 

has come to a point from where it has become detrimental to other sports. You can see among 

yourself only, tha how many of us watches other sports played by Indian sportsmen.  

Of course, a handful! Why is it so? One definite reason could be the hype that cricket gets 

through the media. People not only watch the match with shear attention but also the pre and 

post-match shows. 

 Other main reason is the investment of money either by the Government and/or, now as we can 

see, by the business individuals which lures young minds to have a great profession in cricket.  

Lastly, I would say that the Government should definitely see to this and take necessary 

measures to allow other sports perpetuate. 

 

Akin Thomas Concluded: 

 

Now, if we conclude our discussion I would like to highlight the main points that were discussed. 

 

First: Majority of us agreed that the Game of Cricket, in itself, is not spoiling other streams of 

sports but it's the audience that goes crazy for its favorite sport. 

 

Second: Media should give as much exposure to other sports as much it does to cricket. 

 

Third: Government and Corporate people need to fund other sports as well so that they could get 

better training and bring home as much popularity as cricket does. 
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Unit V: Writing Skills 

 
5.1. Spelling 

5.2. Punctuation 

5.3. Information Transfer 

o Tables 

o Bar Diagrams 

o Line Graphs 

o Pie  Diagrams 

o Flow Charts 

 

5.1 Spelling 

Spelling can be defined as the forming of words from letters according to accepted usage 

It is a sequence of letters composing a word 

5.2 How to Spell a Word 

If you're like billions of other people in the world, chances are at some point you have been 

confused about how to spell a word. Spelling is difficult, because there are many rules, but the 

rules are not always applied in the same way on all words. Also some words, like names, are 

spelled differently by different people. 

5.3 Spelling Hints 

Everyone has different words that they have difficulty spelling; therefore, your trouble words 

may very well not be commonly misspelled by others. Every rule is not going to apply perfectly 

to every situation. The best way to acquaint yourself with proper spellings is to read and write 

constantly, and to use Spell Check and other tools available to you. 

Here are a few hints to help you out in tough spelling situations; but remember, the English 

language is extremely complex. 

Remember the old adage: "I before E except after C." 

Sound out words. This method will not always work; however, it will at least put you on a path 

to determining the spelling of a word. 

If two vowels are next to each other in a word, the second vowel is silent. For example, in the 

word coat, you only hear the "O" pronounced. 

The spelling of a word remains the same if you add a prefix to it. 

Be alert for homonyms and homophones. 

http://grammar.yourdictionary.com/spelling-and-word-lists/Improve-Spelling.html
http://grammar.yourdictionary.com/spelling-and-word-lists/Hard-to-Spell-Words.html
http://grammar.yourdictionary.com/style-and-usage/Antonyms-Synonyms-Homonyms.html
http://www.yourdictionary.com/homophone
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Use mnemonic devices to help you remember the proper spelling. Mnemonic devices are tricks 

and tips that help you remember how to spell certain words. For example, take dessert versus 

desert. Remember that the letter "S" is used twice in dessert, because you always want seconds 

of dessert. 

See if you can find smaller words in the larger word. Spell those smaller words, and you can 

more easily deduce the correct spelling. 

Edit someone else's work. We are accustomed to not noticing mistakes in our own work because 

we know what the meaning is. Editing helps us to see common errors because we need to 

understand the writing in order to know the meaning. 

 5.4 Differences in spelling in British and U.S. English: 

 

The suffixes -ise and -yse are more common in British English, while -ize and -yze are more 

common in U.S. English. 

The ending -our is more common in British English, while -or is more common in U.S. English. 

The ending -re is more common in British English, while -re is more common in U.S. English. 

The final l is doubled in words in British English when certain word endings are added (-ing, -ed, 

-er, -est, and -or), while the final l is only doubled when the stress is on the final syllable and the 

root word ends in a single consonant and a single vowel in U.S. English. 

There are also some common words that have a different spelling in British and U.S. English but 

do not follow specific rules. 

Syllables / syllable breakdown is good for spelling long words and you need to know them for 

some spelling rules. Breaking a word down into syllables means: 

• you break a word down into little spoken chunks and 

• each chunk is called a syllable 

• each chunk usually has a vowel or vowel sound in it. 

1 syllable – trick 

2 syllables paper - pa/per 

3 syllables computer - com/pu/ter 

4 syllables application - ap/pli/ca/ tion 
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5 syllables examination - ex/am/in/a/tion Syllable stress Sometimes the stress can be on the: • 

first syllable - 'careful • middle syllable - vo'cabulary • end syllable- for'get / be'gin (this is 

important in the doubling up rule) 

5.5 Rules and patterns of drop the 'e' drop the 'e' with –ing 

make - making have - having write - writing love - loving come - coming use – using move - 

moving blame - blaming give - giving size-sizing notice- noticing manage- managing notice – 

noticing persuade – persuading receive – receiving  

Exceptions: singe +ing = singeing (means scorching not singing) whinge - whingeing - stressing 

the soft g ( not winging) binge - bingeing (not binging) tinge – tingeing (not tinging) dye - 

dyeing (not dying) also: both spellings are correct in: queue - queuing or queuing, cue - cueing or 

cuing  

BUT don’t drop the ‘e’ with : be - being, eyeing see - seeing, agree - agreeing, decree - 

decreeing, foresee – foreseeing, guarantee – guaranteeing, flee - fleeing, referee – refereeing 

also: hoe+ ing = hoeing, shoe +ing = shoeing, toe +ing toeing achieve – achieving amuse – 

amusing believe – believing become – becoming create – creating cure - curing debate – 

debating describe – describing evade – evading excuse – excusing forgive – forgiving frame – 

framing grieve – grieving improve – improving shake – shaking shine – shining solve - solving 

When the word ends in a consonant 

If the accent falls on the last syllable, the consonant is doubled to form the past tense. 

So we have 

Occur –> occurred 

Transfer –>  transferred 

When the word ends in a short vowel + consonant, the final consonant is not usually doubled to 

form the past tense. 

Therefore 

Offer –> offered (NOT Offerred) 

Budget –> budgeted 

Short monosyllabic words always double their final consonant. 

Examples are: 

Shop –> shopping 
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Let –> letting 

Cut –> cutting 

‘ie’ and ‘ei’ 

The general rule is ‘i’ before ‘e’ except after ‘c’ 

Examples are: 

Siege, believe, friends 

But 

Receive, deceive, ceiling (after ‘c’, we use ‘e’ before ‘I’) 

There are however several exceptions to this rule.  

Examples are: reign, heir, seize, weird. As you can see, in all of these words, the letter ‘e’ goes 

before the letter ‘i’. 

Dis and mis 

Never double the‘s’ of these prefixes. In some words, you may notice a second ‘s’, but remember 

that it is the first letter of the next syllable. 

So we have 

Dismiss (NOT Dissmiss) 

Misplace 

Misunderstand 

Dispel 

Se and Ce 

Se and sy are usually verb endings and ce and cy are usually noun endings. So the following 

words are verbs: license, practise, advise, prophesy 

And the following words are nouns: licence, practice, prophecy, advice 

The word promise is an exception to this rule. Although it ends in –se, it is a noun. 

Note that this rule does not hold good when verb and noun are not spelt alike. 

Us and ous 
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Nouns end in ‘us’. Adjectives end in ‘ous’. 

So we have: 

Nouns: census, phosphorus, genius 

Adjectives: jealous, unanimous, and tremendous 

5.6 vowels and consonants 

Vowels are certain letters in the English alphabet. The vowel letters are (a, e, i, o, and u). The 

letter (y) may occasionally function as a vowel. All other letters in the English alphabet are 

consonants. 

Vowels and consonants are determined by human anatomy. The vowels can be pronounced 

without restriction of the airflow through the larynx (voice box). We restrict air flow through the 

larynx when we pronounce consonants. That difference affects the way we pronounce words, 

and consequently, the way we spell words. 

5.7 Spelling and meaning 

The words examined below can cause problems because of similar spelling, because 

pronunciation is similar or because of confusion regarding the meaning of the words. 

Ability 

Animate objects, i.e., living creatures, specifically human beings, possess ability. Inanimate 

objects do not possess ability. Computers do not have ability. Programs do not have ability. 

Airplanes do not have ability. 

 

You have the ability to play a musical instrument. 

I have the ability to repair machinery. 

She demonstrated her ability to work mathematical problems. 

Accept / except 

Accept is a verb. Accept means to receive. Except is a preposition or, sometimes, a conjunction. 

Except means exclusion. 

 

I accept the nomination. 

Everyone was invited except me! 

Advice / advice 

Advice is a noun. Advice means opinion. Advise is a verb. Advice means to offer advice. 
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I need your advice regarding my course choices for next semester. 

She advised enrolling in a genetics course. 

My advice was not accepted. 

I shall advise her of your decision. 

Affect / effect 

Affect is a verb. Affect means influence. Effect is a noun. Effect means execute or result. 

 

Smoking adversely affects the health of many Americans. 

His most recent statement does not affect my intention to vote for the other candidate. 

This policy will go into effect on Monday. 

The effect of narcotics on the nervous system is outlined in his report. 

Allay / alley / ally 

Allay is a verb. Allay means lessen. Alley is a noun. Alley means Small Street. Ally can be a 

verb or a noun. Ally means unite. 

 

Leaders allay fear among their followers. 

His shop is located in a dark alley. 

He will be a good ally in our pursuit of justice. 

ascent / assent 

Ascent is a noun. Ascent means upward advancement, or upward slope. Assent can be a verb or a 

noun. Assent means agreement. 

 

His ascent in this organization has been remarkable. 

The ascent to St. Catherine's Monastery requires substantial physical stamina. 

He reluctantly gave his assent to our proposal. 

Allusion / illusion 

Allusion is a noun. Allusion means indirect reference. Illusion is a noun. Illusion 

means erroneous perception or belief. 

 

There is an allusion to Buddha in the poem. 

Most authorities state that sightings of flying saucers are illusions. 

Altar / alter 

Altar is a noun. Altar means elevated structure used for religious purposes. Alter is a verb. Alter 

means modify. 
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The priest approached the altar. 

I will alter my class schedule. 

bare / bear 

Bare can be an adjective or a verb. Bare means exposed to view or without enhancement. Bear 

can be a verb or a noun. Bear means to support. The same word, bear, is also a noun and means a 

species of animal. 

 

It was a cold day; he was bare headed. 

The authorities had to strip the apartment to the bare walls to remove the amphetamine residues. 

The bear growled and bared his fangs. 

I will bear this burden all of my life. 

That is a load-bearing surface. 

Capital / capitol 

Capital is a noun. Capital means location of government. Capital also means material wealth. 

Capitol is a noun. Capitol means building where the legislature convenes. 

 

The United States Capitol Building is located in Washington, DC. 

The United States has 51 capitol buildings, one where each state legislature convenes and one in 

Washington, DC, where the United States Congress convenes. 

American school children were once required to memorize the name of the capital city of each 

state. 

He has enough capital to finance the project. 

Canvas / canvass 

Canvas is a noun. Canvas means coarse fabric. Canvass is a verb. Canvass means discuss, or 

solicit. 

 

She bought canvas to make new sails. 

My hobby is oil painting on canvas. 

Canvass the committee to determine if there is a consensus on this issue. 

The political committee will canvass the town seeking votes for Smith. 

Cite / sight / site 

Cite is a verb. Cite means quote, or mention. Sight is a noun. Sight means seeing or ability to see. 

Site is a noun. Site means location. 
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A policeman will cite him for speeding if he doesn't slow down. 

The soldier was cited for bravery. 

The Parthenon is an awesome sight. 

It was a beautiful sight. 

Gettysburg, PA, is the site of a famous US Civil War battle. 

This is the site where the new school will be built. 

Coarse / course 

Coarse is an adjective. Coarse means rough or lacking refinement. Course is a noun. Course 

means direction. 

 

Order a cubic yard of coarse sand. 

He has a coarse demeanor. 

We followed a course established by bison. 

Our course took us over the Arctic Circle. 

Complement / compliment 

Complement is a noun. Complement means complete. Compliment is a noun. Compliment 

means praise. 

 

Make sure that the display window has a full complement of Halloween costumes. 

She received a nice compliment for her presentation. 

Consul / council / counsel 

Consul is a noun. Consul means diplomat who represents commercial interests. Council is a 

noun. Council means group of people who deliberate issues. Counsel is a noun. Counsel 

means advice. 

 

Who is the US Consul in Paris? 

The city council will discuss that issue during the next council meeting. 

I am going to seek counsel from my attorney. 

Decent / descent / dissent 

Decent is an adjective. Decent means conforms to standards of propriety. Descent is a noun. 

Descent means downward movement, or downward slope. Dissent can be a verb or a noun. 

Dissent means disagree. 

 

They always exhibit decent behavior. 

The airplane made a rapid descent. 
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I shall dissent. 

He is an aggravating dissenter. 

Duck / duct 

Duck can be a noun or a verb. Duck means bird or heavy cloth or amphibious military truck or to 

avoid. Duct can be a noun or a verb. Duct means enclosed channel. 

 

Ducks often fly in a vee. 

He covered the load of cantaloupes with duck cloth. 

The duck was a WW II military vehicle. 

That basketball player had to duck to get through the doorway. 

Heating and cooling air is moved through air ducts. 

I repaired it with duct tape. 

Farther / further 

Farther can be an adverb or an adjective. Farther means physical distance, or remote point. 

Further can be an adjective or an adverb. Further means greater degree. 

 

Would I travel farther if I circumnavigated the earth at the equator or if I circumnavigated the 

earth at the polar axis? 

His thesis needs further explanation. 

Shakespeare took me further into the soul of human nature than I imagined possible. 

Formally / formerly 

Formally is an adverb. Formal means accepted convention. Formerly is an adverb. Formerly 

means at an earlier time. 

 

She formally announced her intention to be a candidate. 

Formerly, we did market that product. 

Forth / fourth 

Forth is an adverb. Forth means onward from this time or place or order. Fourth is a noun. Fourth 

means position in a series represented by the number four. 

 

"Let the word go forth from this time and place . . . ." (The opening words of a long and eloquent 

sentence from former US President John F. Kennedy's January 20, 1961, inaugural address.) 

The Fourth of July is the date America celebrates her independence from foreign domination. 

Hear / here 
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Hear is a verb. Hear means perceive sound. Here is an adverb. Here means at this place. 

 

I can hear the waves breaking on the beach. 

The governor will be here tomorrow. 

Holy / wholly 

Holy is an adjective. Holy means divine or sacred. Wholly is an adverb. Wholly means entirely. 

 

The Bible contains Christian holy literature; the Torah contains Jewish holy literature, and the 

Koran contains Muslim holy literature. 

Citizens are wholly responsible for the actions of a democratic government. 

Isle / aisle 

Isle is a noun. Isle means Small Island. Aisle is a noun. Aisle means passageway. 

 

We beached on a remote isle in a coral sea. 

The aisle was blocked by shopping carts. 

later / latter 

Later is an adjective. Later means at a delayed time. Latter is an adjective. Latter means second 

of two things or near the end. 

The delegation arrives at noon; Harrington will arrive later. 

If your alternative is Professor Rutan or Professor Iben, choose the latter. 

Lead / led 

Lead is a verb. Lead means guide responsibly. Led is a verb. Led is the past tense of the verb, 

lead. Lead is also a noun. The nouns, lead, have the same pronunciation as the past tense of lead 

and means metalic element. 

 

If you want to learn how to lead, study people who practice leadership. 

Jody Williams led the successful movement to ban the use of antipersonnel mines. 

People who work with lead, a heavy metal, must take extensive safety measures to protect their 

health. 

Lessen / lesson 

Lessen is a verb. Lessen means reduce. Lesson is a noun. Lesson means period of instruction or 

act of instruction. 
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This medication will lessen the pain. 

America's Vietnam incursion was a bitter lesson in political misperception. 

Loose / lose. 

Loose is an adjective. Loose means not restrained. Lose is a verb. Lose means misplace, or 

involuntarily relinquish. 

 

The dog is loose. 

Admiral Mulberry is loose cannon on deck. 

Did you lose your driver's license? 

Odor / smell 

Odor is a noun. Odor means olfactory nerve stimulant. Smell is a verb. Smell means perceive 

scent. 

 

Flowers produce fragrant odors. 

People smell the fragrant odors emitted by flowers. 

Flowers do not smell. Flowers can't smell; they have no olfactory nerves. 

Passed / past 

Passed is a verb. Passed means move beyond, or transfer. Past can be an adjective, noun, adverb, 

or preposition. Past means earlier time. 

 

He passed the ball to Simmons. 

The past behavior of this student reveals a trend. 

Personal / personnel 

Personal can be an adjective or a noun. Personal means particular person, or private. Personnel 

are a noun. Personnel mean a group of people associated with an organization 

 

Mr. Raymond is the CEO's personal assistant. 

I think her religious belief is a personal matter. 

All company personnel must attend a safety briefing. 

The Personnel Department will change its name to Human Resources Department. 

Peace / piece 

Peace is noun. Peace means absence of conflict. Piece is a noun. Piece means a part of 

something. 
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Peace eluded humanity during the twentieth century. 

I'll have a piece of the chocolate cake. 

Plain / plane 

Plain can be an adjective or a noun. The adjective means simple, unadorned, apparent. The noun 

means treeless expanse of land. Plane can be a noun, adjective, or verb. Plane means flat surface. 

 

Clothing styles are relatively plain this spring. 

"In Spain the rain falls mainly in the plain." (From My Fair Lady) 

Airplane wings are designed as a plane surface on the bottom but require curvature on the top to 

facilitate lift. 

Use a carpenter's plane to smooth the surface of a board. 

Precedent / president 

Precedent is a noun. Precedent means example. President is a noun. President means presiding 

officer of an organization. 

 

If our opponent wins the case, it will set a legal precedent. 

Mr. Aster, President of Widget Products Company, will retire in June. 

Principal / principle 

Principal can be a noun or an adjective. Principal means senior position, or presiding person. 

Principle is a noun. Principle means fundamental standard. 

 

Mr. Noriega is our high school principal. 

Bernard Cantwell was the principal in that investment consortium. 

Our athletic department adheres to the principle that performance drugs will not be tolerated. 

Rain / reign / rein 

Rain can be a noun or verb. Rain means condensed water vapor that falls to earth. Reign can be a 

noun or a verb. Reign means rule by a sovereign power. Rein can be a noun or a verb. Rein 

means strap usually made of leather. 

 

"Just a walk in' in the rain. . . ." (From the musical and stage play and movie of the same name) 

Reign by hereditary monarchs has been replaced by constitutions, laws, and elected officials. 

Use the reins to control the horse. 

Right / rite / write 
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Right can be a noun, adjective, or verb. Right means correct, or direction clockwise from current 

orientation, or legal or natural entitlement. Rite is a noun. Rite means ceremony. Write is a verb. 

Write means express thoughts utilizing graphic symbols. 

 

That suit becomes you; it is the right suit for you. 

Turn right at the next street intersection. 

In democratic societies citizens have a right to trial by a jury of their peers. 

Many societies have developed marriage rites. 

I use cursive characters when I write. 

I occasionally write letters to my friends, but I find that it is easier to write email messages. 

Stationary / stationery 

Stationary can be a noun or an adjective. Stationary means fixed in place. Stationery is a noun. 

Stationery means writing paper. 

 

I exercise on a stationary bicycle. 

I use plain white stationery for most of my correspondence. 

Statue / statute 

Statue is a noun. Statue means sculpted, carved or cast form. Statute is a noun. Statute means law 

enacted by a legislature 

 

Have you seen the statue of Marines raising the US flag on Iwo Jima? 

The attorney cited the statute that prohibits keeping endangered animals as pets. 

Their / there / they're 

Their is, traditionally, a possessive pronoun. Some authorities list the word, their, as an adjective. 

Their means possessed by persons or things. There is an adverb or an expletive. There 

means designated location. They’re a contraction of a pronoun and a verb: they are. 

 

Their hotel confirmations have arrived. 

I will attend their graduation ceremonies. 

I cannot be there. 

I will be there at 5 pm. 

There is a coffee shop at 454 Southern Boulevard. (expletive) 

They're scheduled to arrive at 2 pm. 
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Commonly Misspelled Words 

The best way to improve on spelling is to practice, and to look up words that you are unsure of, 

as opposed to just guessing the correct spelling. 

Reviewing a list of commonly misspelled words is not going to teach you how to spell 

everything; however, it will acquaint you with some words that tend to be problems for a vast 

majority of people. Please note that the spelling in the list below is correct; any other spellings of 

words are not correct in American English. 

Most Commonly Misspelled Words with Alphabet ‘A’ 

Absence – absence, absense 

Acceptable – acceptible 

Accidently / accidentally – accidentaly 

Accommodate – accommodate, accomodate 

achieve – acheive 

acknowledge – aknowledge, acknowlege 

acquaintance – acquaintance, acquaintence 

acquit – aquit 

acquire – adquire, aquire 

acreage – acerage, acrage 

address – adress 

adultery – adultary 

advisable – advizable or adviseable 

affect – effect 

aggression – aggression, agression 

alcohol – alchohol 

allege – allage, alege 

allegiance – allegience, alegiance, allegaince 

http://grammar.yourdictionary.com/spelling-and-word-lists/misspelled.html
http://grammar.yourdictionary.com/spelling-and-word-lists/Hard-to-Spell-Words.html
http://grammar.yourdictionary.com/spelling-and-word-lists/150more.html
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almost – allmost 

a lot – alot (this has to be split into 2 words and shouldn’t be single) 

amateur – amature, amatuer 

amend – ammend 

annually – annualy, anually 

apparent – aparent , apparant 

arctic – artic 

argument – arguement 

atheist – athiest 

average – averege , avrage 

awful – aweful , awfull 

Most Common Misspelled Words With Alphabet ‘B’ 

because – becuase 

beginning – beginning 

becoming – becomeing 

believe – beleive 

bellwether – bellweather 

buoyant / buoy – bouyant, bouy 

burglar – burgler, buglar 

business – bussiness, bisness, buisness, bizness 

Most Commonly Misspelled Words With Alphabet ‘C’ 

calendar – calender 

camouflage – camoflague , camoflage 

capitol – capital (here both the spellings are correct but is distinct where you use it) 

Caribbean – Carribean 
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category – catagory 

caught – caugt , cauhgt 

cemetery – cematery , cemetary 

changeable – changable 

chief – cheif 

colleague – collegue , collaegue 

collectible – collectable 

coming – comming 

column – colomn, colum 

committed – comitted , commited 

concede – conceed 

congratulate – congrajulate, congradulate 

conscientious – consciencious 

conscious – consious , concious 

consensus – concensus 

controversy – controvorsy, contraversy 

coolly – cooly 

Most Commonly Misspelled Words With Alphabet ‘D’ 

daiquiri – daquiri , dacquiri 

deceive – decieve , decive 

definite – definit , definate 

definitely – definately, defiantly , definitly 

desperate – desparate 

difference – diference, diffrence , diference 

dilemma – dilema 
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disastrous – disasterous 

disappoint – disapoint 

drunkenness – drunkeness 

dumbbell – dumbell 

Most Common Misspelled Words With Alphabet ‘E’ 

embarrass – embarass , embbarrass 

equipment – equiptment 

exceed – excede , excced 

exhilarate – exilerate , exhilerate 

existence – existance 

experience – experiance 

extreme – extreem 

Most Commonly Misspelled Words With Alphabet ‘F’ 

fascinating – facinating 

fiery – firey 

fluorescent – flourescent 

foreign – foriegn 

friend – freind 

fulfil – fullfil 

Most Common Misspelled Words With Alphabet ‘G’ 

gauge – guage 

grateful – greatful , gratefull 

guarantee – garantee, garanty , garentee 

guidance – guidence 

Most Common Misspelled Words With Alphabet ‘H’ 
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harass – harrass , haras 

height – heigth , heighth 

hierarchy – heirarchy , hirerchy 

hors d’oeuvres – ordeurves , hors derves 

humorous – humerous , humoros 

hygiene – hygine, hygene, hiygeine, hygeine , higeine 

hypocrite / hypocrisy – hipocrit , hyppocrite 

Most Commonly Misspelled Words With Alphabet ‘I’ 

ignorance – ignorence 

imitate – imitete, immitate 

immediately – imediately , immedietely 

independent – independant 

indispensable – indispensible 

inoculate – innoculate 

intelligence – intelligance , intelligence 

Most Commonly Misspelled Words With Alphabet ‘J’ 

judgment – judgement (there’s still an issue with this word at U.S.) 

jewelry – jewelery (UK: jewellery) 

Most Commonly Misspelled Words With Alphabet ‘K’ 

kernel – kernal, different from homonym ‘colonel’ 

Most Commonly Misspelled Words With Alphabet ‘L’ 

leisure – liesure , lesure 

liaison – liason , lison 

library – liberry , libary 

license – lisence 
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lightning – lightening 

lose – loos, loose 

Most Common Misspelled Words With Alphabet ‘M’ 

maintenance – maintnance , maintainance 

medieval – medevil, mideval , medeval 

memento – momento , momentto 

millennium – milennium , millenium 

miniature – miniture 

minuscule – miniscule 

mischievous – mischevous, mischevious , mischievious 

misspell – misspel , mispell 

Most Commonly Misspelled Words With Alphabet ‘N’ 

Necessary – necessery , neccessary 

Niece – neice 

neighbor – neigbor, nieghbor 

noticeable – noticable 

Most Commonly Misspelled Words With Alphabet ‘O’ 

occasion – occassion 

occasionally – occassionally , occasionaly 

Occurrence – occurence , occurrance 

Occurred – occured 

Omission – omision , ommision 

Original – orignal , originel 

outrageous – outragous 

Most Misspelled Words With Alphabet ‘P’ 
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parliament – parliment 

pastime – pasttime, passtime 

Perceive – percieve, perceve 

Perseverance – perseverence, preservrance 

personnel – personel, personell 

plagiarize – plagerize 

Playwright – playwrite, playright 

Possession – possesion, posession 

Potatoes – potatos 

Precede – preceed 

Presence – presance 

Principle – principal 

Privilege – priviledge, privelege 

Professor – professer 

Promise – promiss 

Pronunciation – pronounciation 

Proof – proofe, prufe 

Prophecy – prophesy (suitable as a verb) 

Publicly – publically 

Most Commonly Misspelled Words With Alphabet ‘Q’ 

Quarantine – quarentine 

Queue – que 

Questionnaire – questionnair, questionnaire 

Most Misspelled Words With Alphabet ‘R’ 

Readable – readible 
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Really – relly, realy 

Receive – recieve 

Receipt – reciept 

Recommend – reccommend, recomend 

Referred – refered 

Reference – refrence, referance 

Relevant – revelant, relevent 

Religious – religius, religous 

Repetition – repitition 

Restaurant – restaraunt, restarant 

Rhyme – ryme, rime 

Rhythm – rythem, rhythm 

Most Misspelled Words With Alphabet ‘S’ 

Secretary – secretery, secratary 

Seize – sieze 

sergeant – sargent 

Separate – seperate 

Similar – similer 

Skilful – skilfull 

Speech – speeche, speach 

Successful – successfull, sucessful, succesful 

Supersede – supercede 

Surprise – surprize, surprise 

Common Misspelled Words With Alphabet ‘T’ 

Their – they’re, there 
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Tomatoes – tomatos, tomotoes 

Tomorrow – tommorrow 

Twelfth – twelth 

Tyranny – tyrany 

Commonly Misspelled Words With Alphabet ‘U’ 

Underrate – underate 

Until – untill 

Upholstery – upholstry 

Usable/useable – usible 

Common Misspelled Words with Alphabet ‘V’ 

Vacuum – vacume, vaccuum 

Vegetarian – vegatarian 

Vehicle – vehical, vehicel 

Vicious – visious 

Commonly Misspelled Words with Alphabets “W, X, Y, Z” 

Weather – wether 

Weird – wierd 

Welfare – welfair, wellfare 

Whether – wether 

Willful – wilfull 

Withhold – withold 

Writing – writeing, writting 

Since we rarely use letters with x, y and z, chances of being misspelled is very less. 

In each of the following questions, a word has been correctly spelt. You have to find out the 

correctly spelt word. If all are wrongly spelt,  your answer will be (e). 
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ASSIGNMENT 

1. Choose the correctly spelt word from the alternatives given? 

a) Sedantry 

b) Sedentery 

c) Sedentary 

d) Sedantary 

e) None of these 

 

2. Choose the correctly spelt word from the alternatives given? 

a) Tariff 

b) Tarriff 

c) Tarif 

d) Tarrif 

e) None of these 

 

3) choosethe correctly spelt word from the alternatives given? 

a) Desicate 

b) Desiccate 

c) Dessicate 

d) Dessiccate 

e) None of these 
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4) Choose the correctly spelt word from the alternatives given? 

a) Pasanger 

b) Pessenger 

c) Pesanger 

d) Passenger 

e) None of above 

5) . Choose the correctly spelt word from the alternatives given? 

a) Guerila 

b) Gurilla 

c) Gorila 

d) Gorilla 

e) None of above 

 

6) . Choose the correctly spelt word from the alternatives given? 

a) Acquiescence 

b) Aquicence 

c) Aquisence 

d) Acquissence 

e) None of these 

 

7) Choose the correctly spelt word from the alternatives given? 

a) Commission 

b) Comision 

c) Comission 
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d) Commision 

e) None of above 

 

8) Choose the correctly spelt word from the alternatives given? 

a) Scriptur 

b) skripture 

c) Scripture 

d) Scripcher 

e) None of these 

 

9) Choose the correctly spelt word from the alternatives given? 

a) Aproched 

b) Aproached 

c) Appraoched 

d) Approached 

e) None of above 

 

10) Choose the correctly spelt word from the alternatives given? 

a) Comentary 

b) Commentry 

c) Commentory 

d) Commentary 

e) None of above 
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11) Choose the correctly spelt word from the alternatives given? 

a) Jewelery 

b) Jewelry 

c) Jwellry 

d) Jewellery 

e) None of above 

 

12) Choose the correctly spelt word from the alternatives given? 

a) Sattelite 

b) Satellite 

c) Settelite 

d) Satelite 

e)None of above 

 

13) Choose the correctly spelt word from the alternatives given? 

a) Embarasment 

b) Embarassment 

c) Embarrasment 

d) Embarrassment 

e) None of above 

 

14) Choose the correctly spelt word from the alternatives given? 

a) Blisfull 

b) Blissful 

c) Blisful 
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d) Blissfull 

e) None of above 

 

15) Choose the correctly spelt word from the alternatives given? 

a) Grametical 

b) Grammetical 

c) Grammatical 

d) Gramatical 

e)None of these 

 

16) Choose the correctly spelt word from the alternatives given? 

a) Efflorascence 

b) Efflorescence 

c) Efllorescence 

d) Eflorescence 

e) None of these 

 

17) Choose the correctly spelt word from the alternatives given? 

a) Aliennate 

b) Allienate 

c) Alienate 

d) Alienatte 

e) None of these 
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18) Choose the correctly spelt word from the alternatives given? 

a) Mustach 

b) Moustach 

c) Mustacche 

d) Moustache 

e) None of these 

 

19) Choose the correctly spelt word from the alternatives given? 

a) Argumant 

b)Arguemant 

c) Argument 

d) Arguement 

e) None of these 

 

20) Choose the correctly spelt word from the alternatives given? 

a) Tresspass 

b) Trespass 

c) Tresspas 

d) Trespas 

e) None of these 

 

21) Choose the correctly spelt word from the alternatives given? 

a) Accesible 

b) Accesibel 

c) Accessible 
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d) Acessible 

e) None of these 

 

22) Choose the correctly spelt word from the alternatives given? 

a) Psychology 

b) Sycology 

c) Psykology 

d) Sychology 

e) None of these 

 

23) Choose the correctly spelt word from the alternatives given? 

a) Exemple 

b) Exampel 

c) Example 

d) Exampal 

e) None of these 

 

24) Choose the correctly spelt word from the alternatives given? 

a) Comemorate 

b) Commemmorate 

c) Comemmorate 

d) Commemorate 

e) None of these 
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25)Choose the correctly spelt word from the alternatives given? 

a) Forfeit 

b) Forefeit 

c) Forefet 

d) Forfiet 

e) None of these 

 

26) Choose the correctly spelt word from the alternatives given? 

a) Aliennate 

b) Allienate 

c) Alienate 

d) Alienatte 

e) None of these 

 

27) Choose the correctly spelt word from the alternatives given? 

a) Efflorascence 

b) Efflorescence 

c) Efllorescence 

d) Eflorescence 

e) None of these 

 

28) Choose the correctly spelt word from the alternatives given? 

a) Perseptive 

b) Perspetive 

c) Perceptive 
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d) Perspetive 

e) None of these 

 

29) Choose the correctly spelt word from the alternatives given? 

a) Danty 

b) Dainty 

c) Daintee 

d) Dantty 

e) None of these 

 

30) Choose the correctly spelt word from the alternatives given? 

a) Persevere 

b) Persever 

c) Perseveree 

d) Persebere 

e) None of these 

 

31) Choose the correctly spelt word from the alternatives given? 

a) Intercession 

b) Intercesion 

c) Interscestion 

d) Intersecsion 

e) None of above 
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32)Choose the correctly spelt word from the alternatives given? 

a) Whimsecal 

b) Whymsical 

c) Whimsical 

d) Whimsicol 

e)None of above 

 

33)Choose the correctly spelt word from the alternatives given? 

a) Preseverence 

b) Persaverance 

c) Perseverance 

d) Perserverance 

e) None of above 

 

34)Choose the correctly spelt word from the alternatives given? 

a) Diferentiation 

b) Differentiation 

c) Differentiasion 

d) Diferrentiation 

e) None of above 

 

35) Choose the correctly spelt word from the alternatives given? 

a) Cesasion 

b) Cesattion 

c) Cessation 
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d) Cesation 

e) None of above 

 

36) Choose the correctly spelt word from the alternatives given? 

a) Prevoius 

b) Previous 

c) Previos 

d) Preveous 

e) None of above 

 

37) Choose the correctly spelt word from the alternatives given? 

a) Mayhem 

b) Mayheem 

c) Mayhim 

d) Mayheem 

e) None of above 

 

38) Choose the correctly spelt word from the alternatives given? 

a)  Ferosios 

b) Ferocuos 

c) Ferocios 

d) Ferocious 

e) None of above 
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39) Choose the correctly spelt word from the alternatives given? 

a) Adversity 

b) Advercity 

c) Adversicy 

d) Advosity 

e)None of above 

 

40) Choose the correctly spelt word from the alternatives given? 

a) Intociation 

b) Intoxicuesion 

c) Intoxiation 

d) Intoxication 

e) None of above 

 

41) Choose the correctly spelt word from the alternatives given? 

a) Stethoscope 

b) Stetoscope 

c) Stethuscope 

d) Stethoescope 

e) None of above 

 

42) Choose the correctly spelt word from the alternatives given? 

a) Monestery 

b) Monastery 

c) Monastary 
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d) Monestary 

e) None of above 

 

43) Choose the correctly spelt word from the alternatives given? 

a) Lingestic 

b) Linguistes 

c) Linguestic 

d) Linguistic 

e) None of above 

 

44) Choose the correctly spelt word from the alternatives given? 

a)Revolver 

b)Revolvar 

c) Revolvur 

d) Revolveer 

e) None of above 

 

45) Choose the correctly spelt word from the alternatives given? 

a) Tenure 

b) Tenur 

c) Tanure 

d) Tenoore 

e) None of above 
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46) Choose the correctly spelt word from the alternatives given? 

a) Sincoore 

b) Sincure 

c) Sinceure 

d) Sinecure 

e)None of above 

 

47) Choose the correctly spelt word from the alternatives given? 

a) Hazardees 

b) Hazardous 

c) Hazardues 

d) Hazardos 

e) None of above 

 

48) Choose the correctly spelt word from the alternatives given? 

a) Manuescript 

b) Menuscript 

c) Manuscript 

d) Manoscript 

e) None of above 

 

49) Choose the correctly spelt word from the alternatives given? 

a) Beseche 

b) Beseach 

c) Besech 
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d) Beseech 

e) None of above 

 

50) Choose the correctly spelt word from the alternatives given? 

a) Bequth 

b) Bequeth 

c) Bequeath 

d) Bequath 

e) None of above 

Answers 

 

  

1) c 11) b 21) c 31) a 41) a 

2) a 12) b 22) a 32) c 42) b 

3) b 13) d 23) c 33) c 43) d 

4) d 14) b 24) d 34) b 44) a 

5) d 15) c 25) a 35) c 45) a 

6) a 16) b 26) c 36) b 46) d 

7) a 17) c 27) b 37) a 47) b 

8) c 18) d 28) c 38) d 48) c 

9) d 19) c 29) b 39) a 49) d 

10) d 20) b 30) a 40) d 50) c 
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5.2 Punctuation marks 

What are punctuation marks? 

A punctuation mark is a mark (sign) used in writing to divide texts into phrases and sentences. 

 

5.2.1Some common punctuation marks are: 

Period (full stop) ( . ) 

Comma ( , ) 

Question mark ( ? ) 

Exclamation mark ( ! ) 

Colon ( : ) 

Semicolon ( ; ) 

Single quotation marks (‘‘ ) 

Double quotation marks (““ ) 

Parentheses ( ), brackets [ ] and braces { } 

Hyphen (‐) 

En dash (–)  

Elm dash (—) 

Ellipsis (. . .) 

Apostrophe (‘) 

Slash (/) 

 

Some additional punctuation marks are:  

Ampersand (&) 

Asterisk (*) 

http://www.really-learn-english.com/english-grammar-phrases.html
http://www.really-learn-english.com/parts-of-a-sentence.html
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At sign (@) 

Bullet (•) 

Degree symbol (°)  

Number sign (#) 

 Percent sign (%) 

Underscore symbol ( _ ) 

Copyright symbol (©) 

Registered trademark symbol (®)  

Trademark symbol (™) 

Dollar sign ($) 

 

Parentheses ( ) 

Parentheses (plural) 

 

Parenthesis (singular)  

 

Parentheses are the most common of these three punctuation marks.  

 

Parentheses are made on a keyboard by pressing the SHIFT key + 9 or 0. 

 

We use parentheses to enclose information that can be left out.  

 

The information in the parentheses is not essential to the meaning of the original sentence. it is 

given as additional, or extra, information. 

 

Examples: 

 

 Sam (the boy from the school) helped me with my homework. 

 The pig ate the ice-cream cone. (His favorite flavor was chocolate.) 
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Sometimes the information is inserted within the original sentence and is not a 

complete sentence itself. 

When this happens, we do not capitalize the section in parentheses or put punctuation at the end. 

 

Examples: 

 

 Jenny (the girl that lives in the yellow house) invited you to her birthday party next week. 

 I am going to the park to play with Richard (who goes to school with me). 

Sometimes the information in parentheses is a complete sentence that is separate from the 

original sentence. 

When this happens, we treat the words in the parentheses as a complete sentence by capitalizing 

the first letter and adding punctuation inside the parentheses. 

 

Examples: 

 

The children won their baseball game. (It was exciting!) 

I am going to the park to play with Richard. (Richard went to school with me.) 

 

If you remove the information that is inside the parentheses, the sentence 

must still make sense. 

Examples: 

 

 Jenny (the girl that lives in the yellow house) invited you to her birthday party next 

week. 

 

Jenny invited you to her birthday party next week. 

 I am going to the park to play with Richard (who goes to school with me). 

 

I am going to the park to play with Richard. 

 The children won their baseball game. (It was exciting!) 

 

The children won their baseball game. 
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 I am going to the park to play with Richard. (Richard went to school with me.) 

 

I am going to the park to play with Richard. 

 

 

Brackets [ ] 

Brackets look squarer than parentheses. They are made on a keyboard by using the two keys to 

the right of the P.  

 

Brackets are placed around extra information in a text, especially comments made by an editor. 

 

in other words, they are typically used for editorial comments, corrections, and clarifications 

 

For example, you can use brackets to add something into a sentence that was taken out by the 

writer. 

 

Original sentence: 

 She drove 60 on the highway to town. 

 

This could mean 60 miles per hour, 60 kilometers per hour or something different. 

Sentence with words added by an editor to help the reader understand: 

 She drove 60 [miles per hour] on the highway to town. 

In this example, the information in the brackets helps the reader understand the sentence.  

 

 

What is the difference between parentheses and brackets? 

Parentheses are used for text that is part of the original sentence but can be omitted. 

 

Examples: 

 

 We were very happy to see them (all of them). 

 For more info see chapter the "Birds" (page 5). 

 I was very surprised (and it's pretty hard to surprise me!). 
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Brackets are typically used to explain or clarify the original text by an editor. 

 

Example: 

 

 She [Martha] is a great friend of us. 

 

In this example "Martha" was not part of the original sentence, and the editor added it for 

clarification. 

 Many sheeps [ships] left the port. 

 

In this example the original writer made a spelling mistake. So later on, when someone 

quoted them, they added "[ships]" for clarification. "Ships" was not part of the original 

sentence. 

 

You can also use brackets in sentences where you want to put parentheses within parentheses.  

 

The order is the following: 

 

1. Opening parenthesis 

2. Opening bracket 

3. Closing bracket 

4. Closing parenthesis 

 

Example: 

 

 The package includes several things (mainly CDs [compact discs]). 

 

Braces { } 

 Braces look like curly brackets. 

 

Braces are made on a keyboard by holding the SHIFT key and using the two keys to the 

right of the P. 
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We do not use braces very often in written language. Braces are more common 

in mathematics and science 

To show alternatives 

 slash ( / ) 

Colon vs. semicolon 

Although the colon and the semicolon look similar, they each have very different uses in the 

English language.  

 

The colon looks like one period on top of another ( : ).  

 

The semicolon looks like a period on top of a comma ( ; ). 

 

Both the colon and the semicolon are made on a keyboard by using the same key ( :/; ) which is 

one key to the right of the "L".  

 

However, to make a colon, you must push the colon/semicolon key and the SHIFT key at the 

same time. 

 

Uses of the Colon 

The colon is one of the easiest forms of punctuation in the English language because it is used 

for one thing: to introduce.  

 

A colon gives emphasis, or importance, to whatever is being introduced because it causes the 

reader to fully stop and pay attention to what comes next. 

 

 

The colon is used to introduce words, phrases, lists and quotations. 

Examples: 

 

 I have many pets: dogs, cats, fish and birds. 

 Richard had only one person on his mind: his girlfriend, Rose. 

 My favorite quote is from my dad: "Follow your dreams." 

http://www.really-learn-english.com/slash-punctuation.html
http://www.really-learn-english.com/colon-punctuation.html
http://www.really-learn-english.com/punctuation-marks.html
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 It takes one thing to graduate from high school: hard work. 

 

The colon can also be used for punctuation after the greeting in a formal business letter. 

Examples: 

 

 Dear Sir: 

 To Whom It May Concern: 

 Hiring Manager: 

 Dear Madam: 

Uses of the Semicolon 

1) The semicolon is used to connect, or put together, two related or similar sentences. 

Examples: 

 

 Mom is taking us to the beach; then she is driving us to the movie theater. 

 Tommy cleaned his room; therefore, he is allowed to stay up 30 minutes later tonight. 

 I bought a new bike; the tire is flat. 

 Jill wants to adopt a cat; her old cat did not like it. 

2) We also use a semicolon to connect items in a list if there are already 

commas in the sentence. 

Use a semicolon when listing dates, locations, and names with descriptions. 

 

Examples: 

 

 I have lived in Baltimore, Maryland; Dallas, Texas; and Miami, Florida. 

 My favorite teachers are Mrs. Smith, my reading teacher; Mr. Johnson, my math teacher; 

and Miss Jones, my art teacher. 

 Sarah will be out of town for training on January 2, 2012; October 10, 2012; and January 

15, 2013. 

http://www.really-learn-english.com/semicolon.html
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Colons and semicolon in the same sentence 

Colons and semicolons can be used in the same sentence, but they are each used for different 

purposes. 

 

Examples: 

 

 I have lived in many large cities: Baltimore, Maryland; Dallas, Texas; and Miami, 

Florida. 

 

In this example, the colon is used to introduce the cities. Semicolons are used to separate 

each city and state from the next city and state in the list. 

 Her three daughters were born within the last 5 years: November 16, 2008; March 17, 

2010; and April 23, 2012. 

 

In this example, we use a colon to introduce the birth dates of the daughters. A semicolon 

separates each of the birth dates. 

How to fix comma splices  

with a coordinating conjunction 

The sentences above are examples of comma splices and run-on sentences.  

 

To fix the comma splice without removing the comma we should add a coordinating between the 

independent clauses. 

 

There are seven coordinating conjunctions in the English language: for, and, 

nor, but, or, yet and so. They are used with a comma to correctly connect independent clauses. 

 

Examples: 

 

 Incorrect: The dog ran into the yard, the cat climbed the tree. 

Correct: The dog ran into the yard, so the cat climbed the tree. 

 Incorrect: I jumped into the swimming pool, it was freezing! 

Correct: I jumped into the swimming pool, and it was freezing! 

 

How to use a period or exclamation mark to fix comma splices 

Coordinating conjunctions are not the only way to fix a comma splice.  
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You can also use a period or exclamation mark to fix comma splices by separating the two 

independent clauses into two complete sentences. 

 

Examples: 

 

 Incorrect: The dog ran into the yard, the cat climbed the tree. 

Correct: The dog ran into the yard. The cat climbed the tree. 

 Incorrect: I jumped into the swimming pool, it was freezing! 

Correct: I jumped into the swimming pool. It was freezing! 

 

How to use semicolons to fix comma splices 

Another way to fix comma splices is to separate the independent clauses with a semicolon.  

 

The semicolon is a form of punctuation that looks like a period on top of a comma ( ; ).  

 

A semicolon allows you to join the two sentences without a full stop or a coordinating 

conjunction. 

 

 Incorrect: The dog ran into the yard, the cat climbed the tree. 

Correct: The dog ran into the yard; the cat climbed the tree. 

 Incorrect: I jumped into the swimming pool, it was freezing! 

Correct: I jumped into the swimming pool; it was freezing! 

 

5.2.2 Why is punctuation important? 

When we speak, we can pause or emphasize certain words and phrases to help people understand 

what we are saying. 

 

In our writing, we use punctuation to show pauses and emphasis. Punctuation marks help the 

reader understand what we mean. 

 

A punctuation mark is a mark, or sign, used in writing to divide texts into phrases and 

sentences and make the meaning clear. 

 

In this lesson, we will look at some common punctuation marks and mistakes. You will see 

examples of what happens if you omit or misuse some common punctuation marks. 

http://www.really-learn-english.com/period.html
http://www.really-learn-english.com/exclamation-mark.html
http://www.really-learn-english.com/semicolon.html
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End Punctuation 

End Punctuation is the most common punctuation in the English language. You must use end 

punctuation at the end of every sentence to avoid confusion.  

 

The three most common ways to end a sentence are 

 

 Period (. )  

 

The elephant is big. 

Question mark ( ? ) 

 

Where is the man? 

Exclamation mark ( ! ) 

 

The huge elephant sat on the man! 

End punctuation tells the reader where each sentence ends. It also helps the reader understand the 

writer's emotions about the subject. For example, an exclamation mark ( ! ) tells the reader that I 

am excited or yelling. 

 

Here is a paragraph without end punctuation: 

 

Do you like to sing My mom and I sing in a choir that meets every Tuesday Last week we sang 

Christmas carols at a nursing home The residents of the nursing home enjoyed our visit It was 

fun Would you like to join us next Tuesday 

 

You can see that it is very difficult to read and make sense of the paragraph. Every sentence runs 

straight into the next sentence.  

 

Here is the same paragraph with end punctuation: 

 

Do you like to sing? My mom and I sing in a choir that meets every Tuesday. Last week, we 

sang Christmas carols at a nursing home. The residents of the nursing home enjoyed our visit! It 

was fun! Would you like to join us next Tuesday? 

http://www.really-learn-english.com/period.html
http://www.really-learn-english.com/question-marks.html
http://www.really-learn-english.com/exclamation-mark.html
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Now, you can see questions, statements, and exclamations in the paragraph. You can see that the 

writer is excited about singing and enjoyed singing for the residents of the nursing home. The 

writer also asks if you like singing and would like to join their choir. 

 

5.2.3Incorrect uses of end punctuation 

Using the wrong end punctuation can cause confusion for the reader. 

 

Consider these three sentences: 

 

1. Richard wants to marry Rose. 

2. Richard wants to marry Rose! 

3. Richard wants to marry Rose? 

 

The words of each sentence are the same, but the end punctuation greatly changes the meaning: 

 

1. Richard wants to marry Rose. 

 

By using a period, the writer is simply stating a fact. The writer does not show any feelings about 

the situation. 

 

2. Richard wants to marry Rose! 

 

With an exclamation mark, the writer shows emotion about the situation. The writer is probably 

excited. 

 

3. Richard wants to marry Rose? 

 

By using a question mark, the writer has turned the sentence into a question. The writer 

seems surprised and is asking for clarification. 

 

Commas 
Commas tell the reader where to pause. Commas also separate phrases, ideas, and items in a list. 

Commas help avoid confusion. 
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A) Using commas in lists: 

Here is a list without commas: 

Sally likes to eat chocolate hot dogs and broccoli. 

Without commas, it sounds like Sally likes to eat hot dogs and broccoli covered in chocolate! 

 

Yuck! 

 

Here is the same list with commas: 

Now, we see that Sally actually likes three foods: 

 

1. chocolate 

2. hot dogs 

3. broccoli 

 

 

B) Commas for phrasing 

Here is another funny example: 

1. It is time to eat David! 

 

2. It is time to eat, David! 

 

1. In the first sentence, it sounds like we are going to eat David for lunch!   

 

2. The comma in the second sentence shows the writer that we are actually informing David that 

it is time to eat.    

 

 

Quotation marks 

Quotation marks are another common punctuation mark in the English language. Quotation 

marks are used with commas to inform the reader that someone is talking or being quoted. 

 

http://www.really-learn-english.com/quotation-mark.html
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Example: 

 

"Punctuation is important," my teacher said. "Without punctuation marks, your writing would be 

very confusing." 

 

Without quotation marks and commas, it would be difficult to understand what the character is 

saying. 

 

Punctuation is important my teacher said without punctuation marks your writing would be very 

confusing 

 

Quotation marks are also very important when you are quoting words someone has already said.  

 

Example: 

 

Maya Angelo said, "If you don't like something, change it. If you can't change it, change your 

attitude." 

 

Maya Angelo is a famous author and poet. When I am quoting her, I show her exact words by 

enclosing them in quotation marks. By using quotation marks, I am giving her credit for her 

words. 

 

 

Apostrophes 

Apostrophes are another commonly misused form of punctuation. Apostrophes are used to show 

ownership and missing letters in contractions. 

 

Misplaced apostrophes can cause confusion for readers. 

 

Example: 

 

it's = it is  

its = ownership 

 

 Correct: 

http://www.really-learn-english.com/apostrophe.html
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The dog sleeps in its house.  

 

The house belongs to the dog. 

 Incorrect: 

The dog sleeps in it’s house. 

 

This does not make sense because we would not say, "The dog sleeps in it is house." 

 

Example: 

 

boy's = ownership 

boys = more than one boy 

 

 Correct: 

 

The boy's room is painted blue. 

 

The blue room belongs to the boy. 

 Incorrect: 

 

The boys room is painted blue. 

 

In this example, we do not know if the room belongs to one boy (boys) or more than one 

boy (boys'). 

 Correct: 
 

The boys are sleeping in the tent. 

 

There is more than one boy sleeping in the tent. 

 Incorrect: 
 

The boy's are sleeping in the tent. 

 

The apostrophe is not needed in this sentence because we are not showing ownership. 

 In the English language, we mainly use single quotation marks ( ' ' ) when a quotation or 

a title is placed inside of another quotation. 
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The correct order of quotation marks 

In American English, we usually use double quotation marks ( " " ) first and single quotation 

marks ( ' ' ) second. 

 

Examples: 

 My mother said, "The baby started talking today. The baby said, 'Mama.' " 

 The teacher asked us, "How many of you have read the story 'The Brown Horse' in your 

textbook?" 

 

In British English, we usually reverse the order of single and double quotation marks. 

 

British English usually uses single quotation marks first and then double quotation marks.  

 

Examples: 

 My mother said, 'The baby started talking today. The baby said, "Mama".' 

 The teacher asked us, 'How many of you have read the story "The Brown Horse" in your 

textbook?' 

 

A final note about punctuation 

These were just a few examples of the importance of using punctuation in our writing. 

 

It is important to use punctuation correctly to help the reader understand our writing.  

 

Without punctuation, our writing would be a confusing mess! 

 

 

These were examples of the importance of punctuation. Now that you know them, it is time to 

practice! 

 

ASSIGNMENT 

 

Punctuation – Multiple Choice Questions with Answers 

Choose the most suitable answer that identifies correct punctuation mark in the sentence. 
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Q 1. Select the correctly punctuated sentence. 

 

a) The journalist wrote that, “the movie was based on the real fact.” 

b) The journalist wrote that the movie was based on the real fact. 

c) The journalist wrote that, ‘the movie was based on the real fact.’ 

 

Answer - b 

 

Q 2. Select the correctly punctuated sentence. 

 

a) John’s father is a bank manager. 

b) John father is a bank manager. 

c) Johns”father is a bank manager. 

 

Answer – a 

 

Q 3. Select the correctly punctuated sentence. 

 

a) Miami Beach, Disney World, Universal Studio make a wonderful place to visit. 

b) Miami Beach; Disney World, Universal Studio make a wonderful place to visit. 

c) Miami Beach, Disney World and Universal Studio make a wonderful place to visit. 

 

Answer - c 

 

Q 4. Select the correctly punctuated sentence. 

 

a) Some people like to get up early in the morning; others would not like to do so. 

b) Some people, like to get up early in the morning; others would not like to do so. 

c) Some people like, to get up early in the morning, others would not like to do so. 

 

Answer - a 

Q 5. Select the correctly punctuated sentence. 

 

a) She loves to eat ‘ice-cream chocolates sweets and chips’. 

b) She loves to eat ice-cream, chocolate’s, sweet’s and chip’s. 

c) She loves to eat ice-cream, chocolates, sweets and chips. 

 

Answer - c 

 

Q 6. Select the correctly punctuated sentence. 
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a) I can’t see Henry’s bike it must be in the garage. 

b) I can’t see Henry’s bike; it must be in the garage. 

c) I can’t see Henry’s bike, it must be in the garage. 

 

Answer - b 

 

Q 7. Select the correctly punctuated sentence. 

 

a) I have already watched the movie ,that, you wanted to see.   

b) I have already watched the ,movie that you wanted, to see.   

c) I have already watched the movie that you wanted to see.   

 

Answer - c 

 

Q 8. Select the correctly punctuated sentence. 

 

a) Will your brother drive us to the mall or shall we take a cab? 

b) Will your brother drive us to the mall or shall we take a cab! 

c) Will your brother drive us to the mall or, shall we take a cab? 

 

Answer - a 

 

Q 9. Select the correctly punctuated sentence. 

 

a) What, You still haven’t submitted your assignment? 

b) What! You still haven t submitted your assignment? 

c) What? You still haven’t submitted your assignment? 

 

Answer - c 

 

Q 10. Select the correctly punctuated sentence. 

 

a) Yes; I like to have, some more muffins. 

b) Yes, I like to have some more muffins. 

c) Yes I like to have some more muffins. 

 

Answer - b 

Punctuation Practice Test 
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INSTRUCTIONS:  For questions 1-18 below, correct all punctuation errors by writing in the 

correct marks in their correct places.  Some sentences only need basic punctuation, like 

apostrophes and periods; others require more complex forms, such as dashes, hyphens, colons, 

and ellipses. 

1. The   paper   was   clear   pertinent   and   well   written 

2. Harry   and   Donnas   honeymoon   was   just   as   frantic   as   their   wedding 

3. She   won   the   race   easily   in   fact   she   set   a   state   record 

4. I   am   recalling   his story   I   believe   as   accurately   as   I   can 

5. The   last   year   of   the   twentieth   century   is   2000   not   99 

6. I   expected   a   package   this   morning   however   I   waited   all   day   for   it   to arrive 

7. Rainy   days   aren’t   all   that   bad   they   provide   the   water   crucial   for   all   life 

8. She   witnessed   a   crime   on   her   street   she   promptly   locked   her   doors 

9. We   traveled   to   Rome   Italy   Athens   Greece   and   Paris   France 

10. Shakespeare   said   it   best   Alls   well   that   ends   well 

11. He   is   not   well- liked   although   he   says   he   is   everyone’s   friend 

12. Sarah   she   had   always   loved   animals   took   in   the   stray   kitten 

13. Certainly   you   may   borrow   my   book   Gary 

14. The    1950s    singer   Patty   Paige   sang   the   novelty   song   How   Much   is   That   

Doggie   in the Window 

15. Nearly   all   Americans   own   a   Bible   but   few   including   scholars  of   literature have   

read   it 

16. Hmmm   its   a   tough   decision   but   Ill   take   the   red   one 

17. Tuesday   July   25   1967   is   my   birthday 

18. I   do   the   laundry   make   dinner   and   pick   up   the   kids   I   should   receive   a medal   

for   all   of these   chores 
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Punctuation Practice Test Answers 

 

1.  The paper was clear, pertinent, and well written. 
Place commas to divide items in a series; "well written" would be hyphenated only if it preceded 

the noun. 

2.  Harry and Donna's honeymoon was just as frantic as their wedding. 
Use only one apostrophe when showing joint possession of a compound subject. 

3.  She won the race easily; in fact, she set a state record. 

     She won the race easily -- in fact, she set a state record. 
Use the semicolon to join two independent clauses using a conjunctive adverb; "in fact" is an 

interrupter; a dash would also be acceptable because it leads into a surprise ending. 

   

4.  I am recalling his story, I believe, as accurately as I can. 
"I believe" is an nonessential interrupter, so use commas to separate this from the rest of the 

sentence. 

5.  The last year of the twentieth century was 2000, not '99. 
You must use an apostrophe to show the deletion of the "19" in the year 1999; use a comma to 

show negation of your previous thought. 

6.  I expected a package this morning; however, I waited all day for it to arrive. 
Use the semicolon to connect two independent clauses with a conjunctive adverb. 

 

 

7.  Rainy days aren't all that bad: they provide the water crucial for all life. 

(alt.) Rainy days aren't all that bad -- they provide the water crucial for all life. 

(alt.) Rainy days aren’t all that bad; they provide the water crucial for all life. 
The colon is used to connect an independent clause with an explanation that follows; a dash 

would also be acceptable here; use apostrophes to indicate the use of a contraction (which 

should not be used in formal writing).The use of a semi-colon to connect two related complete 

sentences is also acceptable. 

8. She witnessed a crime on her street; she promptly locked her doors. 

(alt.) She witnessed a crime on her street -- she promptly locked her doors. 
The semicolon simply connects two statements together to show their closeness; a colon would 

be inappropriate because the second part does not explain the first part; a dash, however, would 

work because it progresses from a statement to an immediate, frantic action. 
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9. We traveled to Rome, Italy; Athens, Greece; and Paris, France. 
Normally, you would use commas to separate these items in a list; however, we need a stronger 

comma to separate the cities/states from the other cities/states, so use the semicolon to represent 

a "super comma." 

10.  Shakespeare said it best:"All's well that ends well." 
Use the quotes to encompass Shakespeare's statement; use the colon to lead into the quote 

because you have just stated an independent clause; explanations follow colons, and this quote 

explains what Shakespeare said very directly; use the apostrophe to signify a contraction used in 

the quote. 

11.  He is not well-liked, although he says he is everyone's friend. 
Use a comma to separate the two independent clauses; use the apostrophe to indicate possession 

of a singular noun ("everyone"). 

12.  Sarah -- she had always loved animals -- took in the stray kitten. 
Use the dashes to indicate an abrupt change of thought, as in this example where the speaker 

changes his mind about the direction his sentence would take; the dashes also help to organize 

the subject with its verb.Commas and parenthesis also work, but they are not the strongest 

option. 

13.  Certainly, you may borrow my book, Gary. 
Use a comma to separate introductory elements; use another to separate the recipient of the 

direct address ("Gary"). 

14.  Patty Paige sang the novelty song "How Much is That Doggie in the Window?" 
Place the song title within quotation marks since it is a minor title that can be compiled in an 

anthology; be sure to place the question mark inside the quotes, since the title asks a question; 

you do not need a comma to separate the word "song" from the song's title -- it is essential 

information. 

15.  Nearly all Americans own a Bible, but few, including scholars of literature, have read 

it. 

(alt.) Nearly all Americans own a Bible, but few (including scholars of literature) have read 

it. 
Use a comma to separate two independent clauses joined by a subordinating conjunction; 

further separate the phrase "including scholars of literature" with either commas or parentheses 

to clarify that this information is nonessential. 

 

16.  Hmmm ... it's a tough decision, but I'll take the red one. 
You can use an ellipses to indicate a thoughtful pause or the passing of silent time; use 

apostrophes to signify that two contractions are being used in this very informally written 

sentence; use a comma to separate two independent clauses used with a conjunction. 
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17.  Tuesday, July 25, 1967, is my birthday. 
Use commas to separate days from dates, dates from years, and years from the rest of the 

sentence; you would need to place at least two commas no matter what two parts of this 

complete date you used: 

Tuesday, July 25, is my birthday. 

July 25, 1967, is my birthday. 

18.  I do the laundry, make dinner, and pick up the kids -- I should receive a medal for all 

of these chores! 

(alt.) I do the laundry, make dinner, and pick up the kids; I should receive a medal for all 

of these chores! 
 

 

Use commas to separate items listed in a series; use the dash (or a semicolon) to connect the two 

clauses; a colon would not work in this sentence because the second part does not explain the 

first part (actually, if you look carefully, the first part explains the second part, but this is not the 

way we use a colon); 

 you may use an exclamation point here because this person seems to be shouting -- keep in mind 

that this sentence is informally written, so you can get away with exclamations here.  

 

 

 

Punctuation Practice Test #2 

 

1. Alas, poor Bill 

2. Do you recall in the last grammar exercise, how he fell from his horse 

3. You may remember that he cracked his skull as he landed on the rocky ground 

4. Shall we resume the story 

5. I seized Bill's lifeless wrist and felt for a pulse 

6. Nothing 

7. How could he have died so easily, by merely falling from a horse 
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8. What was I going to do 

9. It was such a God-forsaken place 

10. Help was at least a day's ride away 

11. Suddenly I became aware of the large, icy drops of rain on the wind 

12. There was nothing else I could do 

13. I would have to make camp for the night 

14. And what a very long and very cold night it was going to be 

 

 

Answers  

Punctuation Practice Test #2 

 

1. Alas, poor Bill! 

2. Do you recall in the last grammar exercise, how he fell from his horse? 

3. You may remember that he cracked his skull as he landed on the rocky ground. 

4. Shall we resume the story? 

5. I seized Bill's lifeless wrist and felt for a pulse. 

6. Nothing! 

7. How could he have died so easily, by merely falling from a horse? 

8. What was I going to do? 

9. It was such a God-forsaken place! 

10. Help was at least a day's ride away. 

11. Suddenly I became aware of the large, icy drops of rain on the wind. 
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12. There was nothing else I could do. 

13. I would have to make camp for the night. 

14. And what a very long and very cold night it was going to be! 

 

 

5.3. Information Transfer 

o Tables 

o Bar Diagrams 

o Line Graphs 

o Pie  Diagrams 

o Flow Charts 

 

5.3.1. Information Transfer 

Transferring of information from text to graphic forms – bar charts, flow charts, Line Graphs, 

tables and Pie Diagrams 

 

Transfer of the information from verbal to visual and visual to verbal is an important study 

skill. In this chapter, we shall study how to illustrate text with figures and diagrams. Transco 

ding is one of the significant features of professional writing. Any report is made interesting with 

a couple of illustrations. 

 Visual representation is an added advantage to any presentation. There are two categories of 

visuals, namely tables and figures. Figures may be further classified into graphs, maps, drawing, 

charts, diagrams and photographs. We shall now learn about the flow charts and bar charts. 

Engineers and draughts men are often required to prepare charts and diagrams. 

The bar chart/graph makes it particularly easy to compare data. Bar graph is used to indicate 

for the different periods or quantity of different items during the same period. The length of each 

bar varies in proportion to the quantity or value they represent. But the bars have same width. 

Flow charts deal with the different steps involved in making/manufacturing some material or the 

process of a person’s growth or transfer of some information. 

 

5.3.2 Information Transfer Presenting huge data to audience/reader is sometimes cannot be 

avoided. In such kind of situation large data can be presented clearly and meaningfully with the 

aid of non-verbal items like maps, charts, tables and graphs. Converting data into diagrammatic 
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representation requires different set of skills. While converting data in diagrammatic 

representation one needs to know the following: 

The form of diagram that suits the data better 

  How to convert the data into a diagram or text 

  The steps and nuances involved in it. 

 Simultaneously one should be able to decode the diagrammatical presentations into either oral 

presentation or written document. 

 

 

Uses: I. This kind of representation of data is one of the vital aspects of reports and proposals. II. 

Non-verbal items are especially meant to convert the data into diagrammatic form. III. It is 

especially in the context of… narration  physical and process description  listing, classifying, 

comparison and contrast  shows cause and effect relationship  generalizes from numerical 

data 

 

Advantages of graphical representation:  Quick viewing of a large amount of data at one 

glancemore accuracy of data is possible through graphs  Comparison, contrast and division can 

be done in one gomore effective than written text  Stimulates quick analytical approach to 

huge text 

 Before transferring the verbal data into pictorial form analyze the data, choose an appropriate 

graphical representation. 

5.3.3There are different kinds of graphic representation:  Maps and plans  Tables  Graphs  

Tree diagrams  Pictograms  Flow charts Maps and plans: Maps are representations, usually 

on a plane surface, of a part of the earth continents, countries, cities, villages, small areas and 

even buildings. They show outlines of areas within them and feature such as roads, coastlines, 

rivers etc. 
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Bar chart 

 

A bar chart is the most common type of diagram, and is frequently used. 

A bar chart is particularly useful when one or two categories 'dominate' results. In the diagram 

above, it is clear that red cars are the most popular. 

 It can be very clear and easy to read. 

 Most people understand what is presented without having to have detailed statistical 

knowledge. 

 It can represent data expressed as actual numbers, percentages and frequencies. 

 A bar chart can represent either discrete or continuous data. 

 If the data is discrete there should be a gap between the bars (as in the diagram above). 

 If the data is continuous there should be no gap between the bars. 

 

5.3.4 Histogram 

A histogram looks similar to a bar chart, but in this case the area of the bar or rectangle varies 

with the data, rather than just the length. 
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Tables: A simple form of graphic representation is the table, in which data is arranged in rows 

and columns that carry labels to identify what they represent. 

Information Transfer one 

The following is the information given in the form of a table. Write two paragraphs of about 70-

80 words using the information given below. 

 Maharashtra Karnataka 

Area 3,07,713 sq. km. 1,91,791 sq. km. 

Population 7,89,37,187 4,49,77,209 

Capital Mumbai Bangalore 

Language Marathi Kannada 

Rivers Godavari, Krishna, Bhima, 

Koyana 

Tungabhadra, Kaveri 

Crops Jawar, Bajra, Sugarcane Jawar, Tea, Rubber 

Major Cities Mumbai, Nagpur, 

Aurangabad, Nasik 

Manglore, Hubli, Dharwad 

 

Ans.  ABOUT MAHARASHTRA AND KARNATAKA 
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Maharashtra and Karnataka are neighboring countries. Area wise Maharashtra is Larger than 

Karnataka. 3, 07, 713 sq. m. and 1, 91, 791 sq. km are the area of Maharashtra and Karnataka 

respectively. Mumbai is the Capital of former and Bangalore is for latter. Marathi is the main 

language spoken in Maharashtra whereas Kannada is for Karnataka. Godavari, Krishna, Bhima 

and Koyana are the main rivers running in Maharashtra. In case of Karnataka it is Tungabuadra, 

Kaveri. Jawar, Bajra and Sugarcane are the main crops in Maharashtra and Jawar, Tea and 

Rubber are the main crops in Karnataka. Mumbai, Nagpur, Aurangabad and Nasik are some of 

the major cities in Maharashtra. Mangalore, Hubli and Dharwar are the major cities in 

Karnataka. 

 

 

5.3.5 There are different types of information transfer: 

Verbal to non-verbal: In this type, information is conveyed through a continuous paragraph. 

Students have to develop a diagram by reading the paragraph. 

Non-verbal to verbal: In this type, students have to transfer the information in a diagramatic form 

to paragraphs. 

There is one more kind of question wherein students have to list out important points in the given 

extract. 

It is must to cover all the given information in your diagram/paragraph/list. 

Give an appropriate title to the paragraph. 

The paragraph / list should contain 10-12 lines. 

To transfer the information from graph / pie chart / diagram, prepare the paragraph with the help 

of following points : 

trend of the graph 

comparison between two line graphs 

the highest / lowest point reached by the line graph 

Max. / min. area covered in the given pie chart 

comparison between different portions of pie chart 

conclusions if any 
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When you draw diagram / pie chart / graph representing the given information, the diagram / pie 

chart / graph need not be up to the scale. But the layout and presentation should be neat and 

clear. 

Transfer the information from the given pie chart into a paragraph. 

 

Sources of irrigation 

The above pie chart gives information about different sources of irrigation. The above chart 

shows that max. Area in India, i.e. 61% is irrigated with the help of wells and tube wells. The 

farmland which gets irrigated by wells and tube wells has abundant ground water. 29% of 

agricultural land is irrigated through canals. 

The remaining 10% of farms are irrigated with the help of tank and lift irrigation. 5% of land is 

irrigated by tank and 5% by lift irrigation. The above pie chart shows the uneven distribution of 

the different sources of irrigation. 

 

Practice Question : 

Transfer the information from the given diagram into a paragraph. 
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Bottom of Form 

Strategies 

•Non-verbal to verbal: In this sort, understudies need to move the data in a diagrammatic frame 

to passages. 

 

•There is one more sort of question wherein understudies need to drill down imperative focuses 

in the given concentrate. 

 

It is must to cover all the given data in your outline/section/list. 

 

Give a fitting title to the passage. 

 

The passage/rundown ought to contain 10-12 lines. 

 

To exchange the data from chart/pie graph/outline, set up the section with the assistance of 

following focuses: 

 

•trend of the chart 
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•comparison between two line charts 

 

•the most elevated/least point came to by the line diagram 

 

•max. /min. zone shrouded in the given pie graph 

 

•comparison between various parts of pie outline 

•conclusions assuming any 

 

When you draw outline/pie graph/diagram speaking to the given data, the chart/pie 

graph/diagram require not be up to the scale. In any case, the format and introduction ought to be 

flawless and clear. 

 

5.3.5 Tree Diagram 

Read the following passage and draw a tree diagram to cover the main points. 

When we talk about commerce, what do we mean? Generally by commerce we mean the trade 

and auxiliaries to trade. Trade is classified into two types—the home trade and foreign trade. The 

home trade plays an important role in national economy as the wholesale and retail trading 

involves a large number of people by providing them means of living. On the other hand, the 

foreign trade consists of import and export of goods. This type of trading consists of a few 

numbers of economic factors. Commerce cannot exist without its auxiliaries. These auxiliaries 

include transport, communication, and banking, finance, insurance, warehousing and advertising. 
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5.3.6 What is a Flow Chart? 

Flow Chart 

A flow chart is a graphical or symbolic representation of a process. Each step in the process is 

represented by a different symbol and contains a short description of the process step. The flow 

chart symbols are linked together with arrows showing the process flow direction. 

http://3.bp.blogspot.com/-HpK8Imem1EQ/Uvm4tng0y3I/AAAAAAAAXqs/VBr4jIxgE1E/s1600/literature+tree+diagram.png
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Different flow chart symbols have different meanings. The most common flow chart symbols 

are: 

Terminator: An oval flow chart shape indicating the start or end of the process. 

Process: A rectangular flow chart shape indicating a normal process flow step. 

Decision: A diamond flow chart shape indication a branch in the process flow. 

Connector: A small, labeled, circular flow chart shape used to indicate a jump in the process 

flow. 

Data: A parallelogram that indicates data input or output (I/O) for a process. 

Document: Used to indicate a document or report 
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Depending on the number of steps, you can also have your chart flow left to right, then down to a 

subsequent line where it continues. 

Information transfer activities 

a) When information in text form is transferred to another one form (for example visual form), it 

can be more effectively processed and retained. The way to transfer information from one form 

to another is called a transition device. Its function in reading comprehension can be shown in 

the following diagram: 

Sophisticated Input (SI) 

↓↓ 

Transitiondevice (TD) 

↓↓ 

Output (OP) 

 

b) Below are some transition devices that are often used in teaching reading: 

Pictures     Pie charts    Drawings   Bar charts    Maps     Flowcharts   Tables    Chronological 

sequence    Tree diagrams   Subtitles(providing subtitles)   Cyclic diagrams 

Notes (taking notes while reading) 

c) Use transition devices to design a while-reading activity for each of the following texts. 

Text 

Rosa Morella is from Columbia in South America. She is a student. She had come to London to 

study English. Rosa is eighteen years old and single. She has dark hair, dark brown eyes and is 

1.65m tall. She likes pop music, dancing, reading, and good food. She is also interested in travel 

and languages. In London, Rosa lives in a small flat with her friend Linda Morris. The flat is in 

north London. 

. a) Look at the following pie-chart that shows daily routine of an Indian mother. Present the 

information in a paragraph. 

Cooking and serving – 8 hours 

2. Personal care / needs – 2 hours 

3. Prayers, religious duties – 2 hours 

http://iclass.nbtvu.net.cn/kecheng/072218/5title520051105012415/The%20answer%20to%20the%20textunit%203.htm
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4. Other household chores – 6 hours 

5. Sleep – 6 hours 3 

 

b) Read the following paragraph and convert it into a tree diagram. 

 

There are three types of muscles in the human body. They are smooth, cardiac and skeletal 

muscles. Smooth muscles are controlled by involuntary responses. Examples of smooth muscles 

are muscles in the digestive tract and blood vessels. The second type of muscle is cardiac muscle. 

It is also an involuntary muscle. Muscles that cover the heart are examples of cardiac muscles. 

The third type of muscle is the skeletal muscle. It is controlled by voluntary response. All the 

muscles attached to the bones such as biceps, deltoid are examples of skeletal muscles. 

 

Read the non-verbal data given in the pie-chart below and answer any four questions given  

after it. 
4 X 1 = 
4 

 

COST OF PUBLISHING A BOOK 
 
 

 

 

ROYALT

Y     

PUBLIC

ITY 11% 

PAPER 

 

PAPER 

 

  

  

14% 

    

 

30% 

 PRINTI

NG 

 

    
 

BINDING  
BINDI

NG 

  

PUBLIC

ITY 

 

   

20% 
PRINTING 

  

   

  

ROYA
LTY 

 

 

25% 
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What does the pie chart show? 

 

How many factors contribute to the cost of publishing? 

 

What is the expenditure incurred on Royalty? 

 

The minimum expenditure is incurred on ________ 

 

What two factors together contribute to 50% of the total cost of publishing? 

More money was spent on binding than on printing. Say true or false. 
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ASSIGNMENT; 

Information transfer 

Choose the correct answer 

1) Information transfer is of _____ ways   [   ] 

One    (b) two    (c) three (d) four 

 

2) Information transfer is a process of moving information from one form to other using different 

Communication_______[   ] 

(A) Versions     (b) channels   (c) skills (d) opinions 

3) When you acquire one skill you need to acquire other _____ too [   ] 

(a)  Talents   (b) updates   (c) requirements (d) skills 

4) Bidirectional information transfer is called information_____[   ] 

(a) Exchange (b) transfer  (C)preserve  (d)gain 

5) Sometimes transfer of information helps you learn _____[   ] 

(a)quickly       (b)slowly   (c)difficultly   (d)none of the following 

6) how skills  or knowledge that students have learned about one topic affect their learning skills 

or knowledge in another topic is called_______[   ] 

(a) skill acquisition (b)context juxtaposition (c) matrix application (d) transfer of information 

7) Transfer of information is of ____major types [   ] 

(a)2    (b)3   (c) 5  (d)4 

8) Knowledge about a previous topic help a learner learn about a new topic is called 

_____transfer [   ] 

(a) Positive   (b) negative (c) zero   (d) none 

9) Knowledge or skills about a previous topic interfere with learning about a new skill is 

called______ transfer [   ] 

(a) Positive   (b) negative (c) zero   (d) none 
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10) Knowledge or skills about a new topic have no effect on learning in new skills is called 

_____transfer [   ] 

(a) Positive   (b) negative (c) zero   (d) none 

11) Information transfer is sometimes used to signify ______[   ] 

a)Knowledge transfer (b)information exchange (c)nominal transfer (d)both b&c 

12) Best method to improve student writing skills is ______[   ] 

(a) Information transfer (b) essaywriting (c) matrix application (d) all the above 

13) Transferring information from text to diagram is called_____[   ] 

(a)positive transfer (b)nominal transfer (c) Information transfer (d)none 

14)  Transferring information from diagram to text is called ______[   ] 

(a) Zero transfer (b)) Information transfer (c) negative transfers   (d) none 

15) Sarah uses a ruler to draw straight lines, when she can’t find her ruler she draws with her 

compass box and its the example of _______transfer    [   ] 

(a) Positive   (b) negative (c) zero   (d) none 

16) Rahall uses his right hand to beat on the drum, where he found difficult on the right hand and 

uses both his hands. It’s the example of ______transfer. [   ] 

(a) Positive   (b) negative (c) zero   (d) none 

17) There are three major types of information transfer. [   ] 

(a)true    (b)false   (c)none 

18) Exchange of information is also called as Bidirectional transfer 

(a)true    (b)false   (c)none 

Key:  Information transfer 

(1)b,(2)b ,(3)d,(4)a,(5)a,(6)d,(7)b,(8)a,(9)b, 

(10)c,(11)a,(12)a,(13)c,(14)b,(15)a,(16)c,(17)a,(18)a 

**** 
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THE END 
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