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UNIT: 1 (COMMUNICATIVE SKILLS) 

1.1 ENGLISH SPOKEN 

1.1.1 Basic conversation (class room, formal meeting) 

 Then, any polite conversation starts with a greeting (saying hello). There are many 

ways to greet someone, and your choice will depend on who you are talking to. 

 It may be an informal conversation with a friend or an acquaintance (someone you 

know, but not very well). Or you may use a more formal dialogue when having an English 

conversation with a colleague, a teacher, a stranger or a government employee. 

Informal greetings: 

Let’s start with informal greetings. Here is how you 

can say hello: 

 Hello! 

(A universal greeting that works for every 

conversation.) 

 Hi! 

(A neutral and friendly greeting.) 

 Hey! 

(An informal and relaxed greeting.) 

 Greetings! 

(This is quite formal and rare these days, but 

could be used humorously among friends.) 

Formal greetings 

For a more formal way to greet someone, use the model “good + [time of day]”: 

 Good morning! 

(Reserved for any time before noon.) 

 Good afternoon! 

(Typically used between noon and 5-6 p.m.) 

 Good evening! 

(Any time after 6 p.m.) 

 Remember that “good night” normally means that you are saying goodbye. It is also 

commonly used right before going to bed. 
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CLASS ROOM CONVERSATION 

SHORT CONVERSATION BETWEEN TWO FRIENDS ABOUT STUDY 

CONVERSATION 1 

GOWTHAM        : Hello friend, How do you do? 

VENKAT             : Fine, thank you. Why are you looking so sad? 

GOWTHAM        : Actually I’m worried about my ensuing exam. What about your 

preparation for the examination? 

VENKAT             : Well, I’m going on well my studies. I am also    

                                  worried about my exam. 

GOWTHAM        : But tell me about your preparation in different    

                         subjects. 

VENKAT             : You know I’m weak in English. That’s why, I’m 

                          taking special care in English. I’m having a  

                                    detailed revision in other subjects. 

GOWTHAM        :  Are you taking help from any special books? 

VENKAT             :  Yes. But I study text book very carefully. 

GOWTHAM        :  I see. I must start working with the text book. What 

                                                         do you think? 

VENKAT            :  Yes. I think it’ll be helpful not only for English but also for other  

           subjects. 

GOWTHAM        :  Thank you for your supportive suggestion. Wish your good luck. 

VENKAT             :  You’re most welcome. 

 

CONVERSATION: 2 

KRISHNAN        : Hi! How are you? 

RAJ                      : I'm fine. 

KRISHNAN        : You look worried. Is there any problem? You can share it with me. 

RAJ       : Actually I am worried about my exams. There is only one week left for it. 

         And I think I have not studied anything. I'm feeling nervous. 

KRISHNAN       : Oh! Just focus on your studies and you won't face any problem. 

RAJ                     : That's the problem. I can't concentrate. 
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KRISHNAN      : These all happened to me too. And hence I started meditating. I t had a            

                   radical effect on my concentration power. 

RAJ                    : Thank you so much for your advice. I will surely follow it. 

KRISHNAN      : OK then bye. I’ll meet you soon. 

RAJ                    : Bye Bye! 

 

SHORT CONVERSATION BETWEEN TEACHER AND STUDENT: 

CONVERSATION: 1 

TEACHER : Good Morning! 

STUDENT : Good Morning Ma’am! 

TEACHER : How were the holidays? Did you have an ace time? 

STUDENT : Yeah! It was amazing ma’am, I went to Kerala with my family.  

TEACHER :  That’s great, so now you have to write about your vacation to Kerala. 

STUDENT : Sure ma’am. 

TEACHER : I hope, you did some study during your vacation. 

STUDENT : Yes ma’am, I would devote one hour to my studies. 

TEACHER : That’s good, have you completed the work which I had asked you to do? 

STUDENT : I almost finished it; however I am facing a bewildering problem in            

                           understanding Few concepts. 

TEACHER : Let me know which area requires more clarification? 

STUDENT : You taught me Adjectives in the last session, I have found that there are few 

Adjectives ending with ‘ed’ and few 

of them ending with ‘ing’, but I don’t 

know which Adjective is used at 

what place? 

TEACHER : The ‘ed’ adjectives are used to    

                           Describe our feeling 

and ‘ing’ adjectives describe the 

characteristic of a person or a thing. 

STUDENT : So, is it correct? When I say, I am confusing. 
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TEACHER : No, Confused is the word because if it’s your feeling then you need to add 

   ‘ed’ to confuse and it becomes your feeling. 

STUDENT : Now I have understood, thank you so much ma’am. 

TEACHER : You are most welcome. 

STUDENT : When am I supposed to come for the next class? 

TEACHER : You can come tomorrow at 4 PM, please go through the topic once again and  

    whatever doubts you have, bring them tomorrow. 

STUDENT      : Thanks ma’am, I will do that. 

  

 

 

 

 

CONVERSATION: 2 

TEACHER : Good morning, dear students. 

STUDENT : Good morning, sir. 

TEACHER : Ram brings your home work note-book to me. 

STUDENT : Sorry sir. I forgot my note-book at home. 

TEACHER :  Did you do your home work? 

STUDENT : Yes, sir. But I left my note-book at home. 

TEACHER :  How is it possible? I think you have not completed your home work and it is           

                          Just an excuse. 

STUDENT :  Sorry sir. In fact, I had to go to my uncle's yesterday. 

TEACHER :  Do you prefer other things to your studies? Very strange thing. 

STUDENT :  My father asked me to go there. 

TEACHER : That's right. After coming back, you could have completed your home                                                                                    

                 work. 

STUDENT :  It was late at night when I came back. 

TEACHER :  If you do not work regularly, you will fail in the Exam. keep in mind that 

     regularity conquers the mountains. 

STUDENT : Next time, I shall be careful. 

Vocabulary 

An ace time: very good 

timeBewildering: confusing 
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TEACHER : One more thing. There is nothing important than studies in the world. 

STUDENT : I have realized it sir. 

TEACHER : Now you must develop your routine and show me your note-book tomorrow. 

STUDENT : O.K. Sir. I will complete my note book today. 

TEACHER : Now you sit down. 

STUDENT : Thank you sir. 

 

FORMAL MEETING 

Introducing Yourself : 

 You’ll want to start the meeting by welcoming your attendees and introducing 

yourself. You can start with a simple greeting, using phrases such as: 

 “Good morning / afternoon” 

 “Let’s begin” 

 “I’d like to welcome everyone” 

 “Since everyone is here, let’s get started” 

 “I’d like to thank everyone for coming today” 

 

After greeting them, introduce Yourself: 

“I’m [your name]. I’ll keep this meeting brief as I know you’re all busy people” 

“I’m [your name] and I arranged this meeting because…” 

 

Asking others to introduce themselves: 

For effective discussion during the meeting, it’s essential that individuals attending 

the meeting are well-acquainted with each other. The person leading the meeting could ask 

everyone to introduce themselves in the following ways: 

 “Let’s go around the table and introduce ourselves, [name] do you want to start?” 

 “Let’s introduce ourselves quickly - please state your name, job title and why you are 

here” 

You ideally want people to say their name, position in the company and reason for being at 

the meeting. This will help guide any discussions during the meeting. 
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Setting the agenda: 

Likewise, it is important to start the meeting by outlining the agenda clearly and the 

key objectives of the meeting. The objectives can be stated with the following phrases: 

 “I've called this meeting in order to” 

 “We’re here today to discuss” 

 “There are [number] items on the agenda. First…” 

 “Today I would like to outline our plans for” 

 

How to interrupt politely: 

If you accidentally speak over someone or have something to add to what is being 

said, you can interrupt with the following phrases: 

 “Sorry, but just to clarify” 

 “Sorry I didn’t quite hear that, can you say it again?” 

 “That’s an excellent point [person’s name], what about doing [action point] as well?”  

 “From our departments’ perspective, it’s a little more complicated. Let me explain” 

You can also use phrase such as: 

 “Excuse me for interrupting” 

 “I've never thought about it that way before. How does it affect [this point]” 

 

Asking questions 

 There are many different ways to ask questions during the meeting. The following 

phrases are suitable when asking for someone to repeat what they have said: 

 “Can you repeat that please?” 

 “Can you run that by me one more time?” 

 “Can you repeat that in a simplified way?” 

For clarification the following phrases should be used: 

 “I don't fully understand what you mean. Could you explain it from a different 

angle?” 

 “Could you explain to me how that is going to work?” 

 “Just to be clear, do you mean this [repeat the explained point in the way you 

understand it]” 
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The person leading the meeting or giving the presentation can also ask: 

 “Are there any more comments?” 

 “What do you think about this proposal?” 

 “Are there any areas of this project we are not thinking about?” 

 

Introducing your topic 

 The presentation should begin by introducing its purpose with phrases such as: 

 “Thank you for getting here on time. Today we’re here to discuss” 

 “We’re here to discuss the progress on [name of project] project” 

 “Due to issues identified in [project name], we’re here to come up with a quick 

resolution” 

The presenter can also outline the presentation procedure to ensure clarity, with the 

phrases such as: 

 “We’re going to run through the main points of the agenda” 

 “The presentation will cover these [number of points] topics” 

Concluding your presentation: 

 The presentation should end by briefly going over the key messages and action points 

again. The conclusion should ensure that the individuals present in the meeting leave with a 

clear idea about the next steps. It’s also polite to thank the audience for attending.  

The concluding phrases could be: 

 “To summarize then, let me just run through what we’ve agreed here” 

 “Before we end, let me just summarize the three main points” 

 “To sum up what I’ve presented” 

 “That brings me to the end of my presentation, thank you for listening” 

 

WRITE A DIALOGUE BETWEEN AN INTERVIEWER AND AN INTERVIEWEE 

LOOKING FOR A JOB AS A PUBLIC RELATION OFFICER. 

INTERVIEWEE: Good Morning, sir. 
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INTERVIEWER: Good Morning. Please have a seat. 

INTERVIEWEE: Thank you, sir. 

INTERVIEWER: Can you please introduce yourself? 

INTERVIEWEE: I have just completed my MA in 

Journalism from the University 

of Dhaka. I have stood second 

class 2nd in order to merit. I have 

got my result last week and this 

is my first interview. 

INTERVIEWER:  I see you are quite new. So, how 

can you cope with this position? 

INTERVIEWEE: I am confident about my capabilities. Besides, my academic background 

fully matches with the responsibilities of this position. 

INTERVIEWER:  But everyone else in this position was well experienced. 

INTERVIEWEE: Sir, experience is such a thing that can be gained only through elapse of 

time. And everyone has to start without any experience, but through his 

diligence he overcomes everything. 

INTERVIEWER: That’s true. But I cannot experiment with this position because this is a 

very sensitive position. 

INTERVIEWEE: I know that and I hope I would handle all these properly if I am given an 

opportunity. 

INTERVIEWER: Then we have to keep you on a trial basis for a month and mind that you 

will be given only a lump sum amount. If we find you suitable, then we 

will appoint you. 

INTERVIEWEE: That will be great, sir. I will try my best to prove my worth. 

INTERVIEWER: So, can you join on next Sunday? 
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INTERVIEWEE: No problem, sir. 

INTERVIEWER: That’s fine. See you on Sunday. 

INTERVIEWEE: Thank you, sir. 

INTERVIEWER: Bye. 

INTERVIEWEE: Bye. 

 

A DIALOGUE BETWEEN AN EMPLOYEE AND EMPLOYER 

 MR BROWN: Nice to meet you, Mrs Smith. 

MRS SMITH: Nice to meet you too, Mr Brown. I've got some questions about this job. 

Could you tell me what I'll be responsible of? 

MR BROWN:  As a receptionist you will have to check if our clients are happy with they            

  stay in our hotel. You will make sure that they have everything that they need. 

  You will also answer phones. 

MRS SMITH: Will I have to do everything on my   own or will I have any helpers? 

MR BROWN: You will cooperate with Mrs 

Thomson and Mrs Adams. I hope you will get on 

well. And I'll make sure that your duties are shared 

in a proper way. 

MRS SMITH: I'm very happy that I won't work 

alone. Actually, two years ago I worked for a big 

company and there was nobody who could help me. 

I must admit that it was very hard to work there. 

MR BROWN: I understand. What exactly did that job involve? 

MRS SMITH: I worked there as a secretary, so I had to prepare documents, answer phones, 

send e-mails and use fax machines. 
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MR BROWN: And did you really do it all alone? 

MRS SMITH: Yes. Like I said before, the company didn't hire any other secretaries. I am 

very positively surprised that the situation in your hotel looks totally 

different. I'd like to ask you what skills do you expect me to have? 

MR BROWN: you have to be able to speak German fluently because lots of our clients come 

from Germany.  You also have 

to know how to behave in 

different kinds of situation 

because it can happen that you 

will have to talk with an 

unpleasant client. 

MRS SMITH: Is there a dress code? 

MR BROWN: Yes. You need to look 

professional and presentable. This means that you should wear elegant 

clothes. 

MRS SMITH: Is it allowed to wear jeans? 

MR BROWN: I would prefer to see you wearing a dress. Is it a problem for you? 

MRS SMITH: Of course, it isn't! Thank you for your time. 

MR BROWN: You're welcome. 

MRS SMITH: Goodbye. 

MR BROWN: Goodbye. 

1.1.2 SELF INTRODUCTION 

Here’s how you introduce yourself in English. Let’s go. 

 

1) Hello, It’s nice to meet you. 

 Hello and Nice to meet you in English are must-know phrases. And any introduction 

will probably will start with these words. 
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Remember these. 

 

2) My name is _____. 

 

 This is simple. Just take the phrase above and add your name. 

 

My name is +  (your name) 

My name is Juan. 

My name is Ali. 

My name is Maria. 

My name is Shen. 

My name is Bob. 

My name is Anna. 

 

3) I am from ______. 

 

 So, where are you from? America? Europe? Africa? Asia? Just stick the name of your 

country inside this phrase. This means – what country where you born in? 

 

I’m from Pakistan. 

I’m from China. 

I’m from India. 

I’m from Malaysia. 

I’m from South Korea. 

I’m from Russia. 

I’m from Mexico. 

 

4) I live in ______. 

 

 What about now – where do you live now? Just fill in the blank with the country or 

city (if famous) into this phrase. 

 

I live in Pakistan. 

I live in India. 

I live in France. 

I live in Brazil. 

I live in China. 

I live in Taiwan. 

I live in Japan. 

Where do you live? 
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5) I’ve been learning English for _____. 

 

 How long have you been learning English for? A month? A year? 

 

I’ve been learning English for 1 year. 

I’ve been learning English for 2 years. 

I’ve been learning English for 2 months. 

I’ve been learning English for 30 days. 

I’ve been learning English for 5 weeks. 

 

6) I’m learning English at _____. 

  

 Where are you learning English? And how? At school? At home? This would be a 

great line to know and use when you’re introducing yourself. “At” may change to “in” or 

other prepositions. Or, it may get removed Here are my examples: 

 

I’m learning English at school. 

I’m learning English at home. 

I’m learning English in class. 

I’m learning English online. 

I’m learning English with a friend. 

I’m learning English with a teacher. 

 

 

 

7) I am ____ years old. 

 Here’s how to say how old you are in English. Just place your age number inside 

that’s it. 

 

I am 15 years old. 

I am 20 years old. 

I am 25 years old. 

 

8) I am ______. 

 

 What about your position? Are you a student? Yoga teacher? Lawyer for the potato 

industry? Potato salesman? Super important question that people like to ask. 

 

Just say “I + am + a + (job). 

 

I am a student. 
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I am a doctor. 

I am a programmer. 

I am a dentist. 

I am a college student. 

I am an office worker. 

I am an English teacher. 

 

9) One of my hobbies is _____. 

 

 Now, let’s move onto personal interests – 

hobbies! My hobbies are languages and using the 

internet. How about you? Here are some 

examples: 

 

One of my hobbies is sleeping. 

One of my hobbies is learning English. 

One of my hobbies is going out with friends. 

One of my hobbies is watching movies. 

One of my hobbies is going to restaurants. 

One of my hobbies is cooking. 

Please use these for yourself. 

 

10) I enjoy listening to music. 

 This is just another example line about your hobbies. You can use something 

elsewhere. What do you enjoy or like? Here are some examples: 

I enjoy listening to music. 

I enjoy eating. 

I enjoy watching television. 

I enjoy learning languages. 

I enjoy exercising. 

I enjoy reading. 

 

Here are six content areas to cover. The first three are essential. The remaining three 

elevate your speech from "basic" to interesting to listen to.  

1. Stating your name clearly 

2. Placing yourself - where you are from, the organization you belong to, the position 

 you currently hold 

3. Background - what can you share that is related to the group's core purpose for 

 meeting? Is it an event, experience, a particular skill or educational qualification? 
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4. Interest, passion or goal - what genuinely interests you? What drives you?  Is there a 

 personal goal you want to achieve within this group? 

5. Sharing personal details appropriate to the setting of your speech eg.  hobbies or pet 

 peeves 

6. Unity - what do you share in common with someone else in the group? 

EXAMPLE 1: 

 Well, good morning sir/madam, 

 Hi Friends, my name is Shivaji Rao Patil from Hyderabad. I pursuing my B-Tech in 

stream of computer science and engineering from NICT College, Hyderabad with 

aggregate 65%. I have completed HSC from GURU BASAVA junior college with 

aggregate of 68% and SSLC from Pratibha High school with aggregate 73%. 

 We are five in my family. My father is a private employee and my mother is a 

homemaker. I have two siblings. 

 About my achievements, I never made any achievements at state level. But in my 

schooling I got certificate in singing level competition. In college I got NSS certificate 

which I participated as volunteer in my 1st year of engineering. 

 My strengths are hard worker, self motivating and dedicated towards my work. And 

also I'm a good learner as well as teacher. 

 My hobbies are making crafts, painting, surfing net. 

 My short term goal is to get placed in a well reputed company. 

 My long term goal is to place in any MNC company and give my best to your 

Organization. 

 As a fresher, I don't have any working experience, but I will prove once the 

opportunity comes. 

 

EXAMPLE 2: 

 Good morning sir/madam, 

 It's my pleasure to introduce myself. I'm Sunil from Delhi. Currently, I'm pursing my 

final year electronics and communication engineering from Meri College of Engg& 

tech with an aggregate of 79%. I completed my +2 from government co education 

senior secondary school also I have done my schooling from same school 
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 My father is a government employee and my mother is house wife 

 My strengths are my attitude that I like to take challenges that I CAN do it, self 

motivated person, self disciplined I am a good team player as well as has a good 

ability to lead the team. I can adopt to any kind of environment. I am a good listener 

and quick learner. 

 My weakness is I cannot 

tolerate any leniency in work 

 My short term goal is I want a 

platform where I can grow my 

career along with the 

organization growth like yours 

and. 

 My Long term goal is I want to 

be one of the reasons for the 

success of the organization and 

I want to see your organization as a bench mark to other organizations 

 That’s all about me sir. Thank you for giving me such a wonderful opportunity. 

1.1.3 DESCRIBING A PERSON, PLACE, THING 

Useful Ways of Describing a person in English 

1. Describing someone’s appearance 

 To describe someone’s appearance, you will often use adjectives. An adjective is a 

kind of word that describes a noun (a person, place or thing). 

 Here are some words and phrases you can use to describe a person’s appearance. 

 Some of them are synonyms, or words that mean almost or exactly the same thing. 

Knowing more than one way of saying something is very helpful when describing 

people. 

 To describe someone’s height, you can say they are tall or short. Tall people are 

higher than short people. Someone who is thin and tall can be called lanky. To say 

someone is short and also small, you can say they are petite. If you’re talking about a 

child, they might be pint-sized. 



E-NOTES / PLACEMENT 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  16 

 

 

 Someone who weighs more than average can be curvy, well-built, full-

bodied or heavy. (Curvy is usually only used to describe women.) You might also say 

someone has some meat on their bones. This is a casual way of saying they 

are overweight, and it might seem rude to someone sensitive. The opposite of 

overweight can be thin, slim or skinny. 

 Light, yellowish hair can be described as blonde. But you can also call a person who 

has that kind of hair a blonde. (This means blonde can be used as a noun or an 

adjective.) A person with dark hair can be called a brunette. Someone with red hair 

can be called a redhead.  

 Besides what color someone’s hair is, you also can say they are short-haired or long-

haired. You can say they have curly, straight or wavy hair. Sometimes hair can also 

be frizzy, which is when it looks puffy with small, tight curls. If someone has no hair 

at all on their head, they are bald. 

 Men sometimes have hair on their faces. Hair that covers the chin and cheeks is called 

a beard. When there’s hair only above the lips it’s a moustache. A beard that’s only on 

the chin can be called a goatee. None of these are adjectives. They are all nouns. To 

describe someone with a beard, you would say, “He has a beard.” 

 How does a person look overall? If you think a woman is attractive, you can say she 

is beautiful, pretty or maybe even gorgeous (very beautiful). You can call an attractive 

man handsome. Both men and women can be good-looking. If you’re speaking very 

casually, good-looking men or women can be hot. To say someone is not very good-

looking, you can say they are not much to look at. This is not a nice way to describe 

someone, but it’s better than ugly. 

 If someone dresses well, they are smartly dressed or they look smart. You can also 

just say they are well-dressed. If someone dresses fashionably, they 

are stylish or trendy. If someone has bad taste in clothes, you can say 

they’re unfashionable. A less nice way to say this is frumpy. 

 

 



E-NOTES / PLACEMENT 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  17 

 

2. Describing someone’s mannerisms: 

 Someone’s mannerisms are the way they act or speak. When you speak, do you move 

your arms a lot? Do you touch your hair or bite your lip? All these things are 

mannerisms. 

 Since mannerisms are usually actions, they are often described by phrases 

with verbs (action words). 

 Here are some common mannerisms you might use to describe people: 

 Many people have mannerisms that appear when they’re feeling negative (bad) 

emotions. If someone feels nervous or impatient, for example, they might tap their 

fingers, crack their knuckles, bite their fingernails or chew the tips of their pencils. 

 Sometimes people don’t even notice that they twirl 

their hair around their finger. Other times mannerisms 

are deliberate (on purpose). For example, someone 

might roll their eyes to show that they’re being 

sarcastic (not serious). 

 When a person thinks hard about something, they 

sometimes tilt their head to the side or even stick out 

their tongue. 

 You can sometimes tell someone is annoyed if they rub the back of their neck, sigh a 

lot or clench their hands. 

3. Describing someone’s character:   

    A person’s character is their personality, who they 

are on the inside. When you talk about someone, you might 

mention what they are like as a person. 

 Here are some ways to do that: 

We all know people who are nice and kind. They are a 

pleasure to be with and always seem to be smiling. 

These people are usually also friendly and generous. People who are generous like to 

help others by giving them things. Someone who is the opposite of nice is mean. 

Mean people can be unpleasant, nasty or vicious. Hopefully you don’t know anyone 

like this! 
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 Some people always show respect to others, which makes them polite and well-

mannered. Someone who doesn’t care about other’s feelings or rules 

is rude and impolite. If they use bad language, you can say they are vulgar or obscene. 

 Someone smart is intelligent or clever. If they are smart because of age or experience, 

they can be called wise. Someone who is not very intelligent could be dumb or slow, 

but a slightly nicer way to say that is that they’re not too bright. 

 How does the person you’re describing deal with difficult situations? Some people get 

angry easily. They are hot-headed. Others are calm and sensible and look at 

everything in a relaxed way. Others go right from being calm to being mad. They 

are moody. 

 To describe a person who does not like to go out or be with people much, you can use 

the word introvert. If that person doesn’t talk a lot and doesn’t seem comfortable 

around others, they might be shy. People who love company and parties 

are extroverts. They are often easy-going, meaning not much bothers them. 

 Someone who tries hard to do big things is ambitious. They might also be resourceful. 

Resourceful people use everything they can to help them reach a goal. Someone who 

is happy with what they have can be called content or fulfilled. None of these are bad 

things to be. 

 If a person is good at making people laugh, they are funny. If they’re funny in a clever 

(smart) way, they’re witty. Some people don’t like to laugh a lot, and are very serious 

instead. Sometimes serious people can seem boring. 

 Arrogant, conceited people are not fun to be around because they act like they are 

better than you. They can be show-offs, meaning they try to make you see how great 

they are. Modest people don’t show off how great they are, even if they’re awesome! 
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4. Describing someone’s feelings: 

 People’s feelings are always changing. You can be happy one moment, and then hear 

some bad news and become sad. 

 You always know how you feel, but it isn’t always easy to tell how someone else is 

feeling. You can look at how someone is speaking or even how they’re sitting to 

understand how they feel. When you’re not sure how someone feels, you can say 

they might be feeling something. You can also say someone looks like they’re feeling 

a certain way. These phrases show that you might be wrong. 

 For example, you can say, “I’m mad” when you’re talking about yourself. But you 

might say “He looks mad,” when you’re talking about another person. This makes 

sense if this person is yelling into his phone with his face red and his fists clenched 

(all signs that someone is mad!). 

 You can use these words to talk about how someone is feeling, how they were feeling 

before or how they might feel in the future. 

 There are so many ways to say that someone is happy! They can 

be elated, exuberant, cheer

ful, delighted or 

even ecstatic (very, very 

happy). 

Someone sad might be 

described 

as melancholy, miserable (

very sad) or out of sorts. 

  When something makes a 

person mad, they become 

angry or fed up. Someone 

very angry is furious or 

livid. Stay away from those people! 

 We all feel like we have too much to deal with sometimes. This can make 

us stressed and anxious. New or scary things can make us nervous. Once that stress is 

gone, you can feel tranquil or serene, which are other ways of saying relaxed. 
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 Did the person you’re describing get enough sleep last night? If not, they might 

look tired or worn out. If they look extremely tired, they might be exhausted. Sleeping 

well makes a person look well-rested. 

 If someone looks like they’re not interested in what’s going on around them, they 

might seem bored. If they’re very interested, you might say they’re enthusiastic. 

DESCRIBING A PLACE 

List of Words to Describe Places 

Words that Embrace a Place :

 Alive - Full of life 

 Attractive - Pleasing; charming 

 Beautiful - Having qualities that  

 are pleasing or appealing 

 Bustling - Full of life, energy 

 Calm - Peaceful; free from stress 

 Charming - Fascinating; likeable 

 Cosmopolitan - Appealing to 

 people  from all across the                      

 globe 

 Enchanting -Delightful; fascinating 

 Fascinating - Alluring; captivating 

 Fresh - Something newly made and 

          full of  vigor 

 Homey - Cozy; inviting 

 Inspiring - Enlivening; motivating 

 Lively - Full of life and spirit 

 Peaceful - Calm; friendly 

 Picturesque - Scenic; beautiful 

 Unspoiled - Untouched by man; 

 pure 

 Vibrant - Full of life; energy 

 

Words to Express Dislike for a Place: 

If the show doesn't fit, don't force it. Go 

ahead and call it polluted, rundown, or even 

horrifying. Try to evoke scents as well as sights 

with your prose. Some of these words may be 

subject to opinion, such as crowded or touristy, 

but readers will quickly catch your connotation. 

https://www.yourdictionary.com/alive
https://www.yourdictionary.com/attractive
https://www.yourdictionary.com/beautiful
https://www.yourdictionary.com/bustling
https://www.yourdictionary.com/calm
https://www.yourdictionary.com/charming
https://www.yourdictionary.com/cosmopolitan
https://www.yourdictionary.com/enchanting
https://www.yourdictionary.com/fascinating#americanheritage
https://www.yourdictionary.com/fresh
https://www.yourdictionary.com/homey
https://www.yourdictionary.com/inspiring#americanheritage
https://www.yourdictionary.com/lively
https://www.yourdictionary.com/peaceful
https://www.yourdictionary.com/picturesque
https://www.yourdictionary.com/unspoiled
https://www.yourdictionary.com/vibrant
https://grammar.yourdictionary.com/grammar/style-and-usage/what-s-the-difference-between-connotation-and-denotation.html
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 Bleak - Gloomy; somber 

 Boring - Dull; uninteresting 

 Creepy - Causing feelings of fear 

 or disgust 

 Crowded - Filled to capacity 

 Deserted - Abandoned; uninhabited 

 Desolate - Empty; bleak 

 Dull - Boring; lacking zest 

 Expensive - Costly; having a very 

                  high price 

 Horrifying - Frightening; 

 disgusting 

 Nightmarish - Resembling a bad     

 dream 

 Polluted - Dirty; contaminated 

 Rundown - In poor condition 

 Stormy - Turbulent; tempestuous 

 Touristy - Of or for tourists, 

 suggesting tastelessness 

 Ugly - Visually unpleasing 

More Words to Describe a Place: 

Sometimes, it all boils down to the facts of the matter. Perhaps you're visiting ancient 

ruins or staying at a contemporary resort. Here are some unbiased descriptors to help you 

label a place: 

 Ancient - Belonging to an earlier 

               period of time 

 Contemporary - Existing in the 

                      present time 

 Magical - Captivating; enchanting 

 Majestic - Grand; impressive; 

 stately 

 Modern - Of or relating to the 

 current  time 

 Mystical - Magical; enigmatic 

 Quiet - Not noisy  Traditional - In keeping with 

 conventional customs

DESCRIBING THINGS 

Characteristics: linking verbs 

Firstly, we use the linking verb ‘be’ to describe things. 

 It is called a linking verb because it links the subject to a description,  

https://www.yourdictionary.com/bleak
https://www.yourdictionary.com/boring
https://www.yourdictionary.com/creepy
https://www.yourdictionary.com/crowded#americanheritage
https://www.yourdictionary.com/deserted#americanheritage
https://www.yourdictionary.com/desolate
https://www.yourdictionary.com/dull
https://www.yourdictionary.com/expensive
https://www.yourdictionary.com/horrify
https://www.yourdictionary.com/nightmarish#wiktionary
https://www.yourdictionary.com/polluted
https://www.yourdictionary.com/rundown#websters
https://www.yourdictionary.com/stormy#websters
https://www.yourdictionary.com/touristy#websters
https://www.yourdictionary.com/ugly
https://www.yourdictionary.com/ancient
https://www.yourdictionary.com/contemporary
https://www.yourdictionary.com/magical#websters
https://www.yourdictionary.com/majestic
https://www.yourdictionary.com/modern
https://www.yourdictionary.com/mystical
https://www.yourdictionary.com/quiet
https://www.yourdictionary.com/traditional


E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  22 

 

For example: 

 The Iphone is a smart phone.            

 My car is a Toyota.           

 My books are interesting. 

 Things can be described in the following ways: 

a) size: enormous, huge, very large, large, big, quite big, medium-sized, quite small, small, 

 very small, tiny 

b) weight: very heavy, heavy, quite heavy, not very heavy, 

light, very light 

c) shape: round, square, oval, flat, rectangular, oblong, etc 

d) colour: black, gray, brown, blue, purple, green, yellow, 

orange, red, white 

e) materials: wooden, steel, plastic, glass, brick, stone, pottery 

f) flavours: sweet, sour, salty, spicy, rich, oily, buttery, 

creamy, bland 

g) appearance: ugly, beautiful, cute, lovely, sweet, attractive, modern 

h) age: new, quite new, not very old, quite old, old, very old, antique, ancient. 

Describe the following objects by shape, color and material: 

THINGS SHAPE COLOUR MATERIAL 

briefcase rectangular 

 

black leather 

Coca-Cola bottle cylindrical brown glass 

iPhone flat 

rectangular 

grey metal, 

glass 
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pencil cylindrical yellow wood 

envelope flat 

square 

white paper 

 

1.1.4 GUIDING A PERSON: 

Sometimes people who are blind or have low vision find it useful to be guided by 

another person. One way to do this safely and efficiently is to use sighted guide techniques.   

Not all people with little or no sight will use these methods, so it is important to ask what (if 

any) specific assistance they require. 

Getting started: 

 Ask the person if they need assistance. If they do need 

assistance, contact the back of their hand with the back 

of yours. 

 Holding the guide’s arm above the elbow 

 They can then hold your arm just above the elbow. 

Walking together: 

 When you start walking, make sure the person is half a step behind you and slightly to 

the side. Walk at a pace that is comfortable for both of you. Look ahead for obstacles 

at foot level, head height and to the side. 

 Moving arm toward the centre of your back 

Narrow spaces: 

 Tell the person you are guiding that a narrow space is ahead. Move your guiding arm 

towards the centre of your back to indicate that they need to walk behind you. The 

person should step in behind you while still holding your arm. When you have passed 

through the narrow space bring your arm back to its usual position by your side. 
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Changing sides: 

 If you need to change sides with the person you are guiding it is important they do not 

lose contact with you. This is easiest to achieve if you remain stationary. Allow the 

person to hold your guiding arm with both of their hands. They can then move one 

hand to reach your other arm without losing contact. 

Going through Doorways: 

 When passing through a doorway, ensure the person who is blind or vision impaired 

is on the hinged side of the door. As you get close to the door, explain which way it 

opens. Open the door and walk through, allowing the person you are guiding to close 

it behind you using their free hand. 

Going down Steps and staircases: 

 Stop at the first step and tell the person you are guiding whether the steps go up or 

down. Change sides if necessary to ensure the person you are guiding can use the 

handrail. Start walking when the person is ready, remaining one step ahead of them. 

Stop when you reach the end of the stairs and tell the person you are at the top or 

bottom. 

Guiding to a Seating: 

 Explain which way the chair is facing and where it is placed in relation to the rest of 

the room. Then walk up and place your guiding arm on the chair and explain which 

part of the chair you are touching. The person you are guiding can then move their 

hand down your arm to locate the chair to seat themselves. 

Getting into a car: 

 Tell the person you are guiding which way the car is facing and which door they will 

be getting into. Place your guiding arm onto the door handle and ask the person to 

move their hand down your arm. Allow them to open the door and seat themselves. If 

the car is unfamiliar to them, place your arm inside on the roof so they can follow it 

and avoid bumping their head. Once seated, allow the person to close the car door. 
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Describe surroundings: 

 When describing the person's surroundings, try to be specific. Rather than saying, 

'there is a spare seat to your right', it might be more helpful to say 'the seat next to 

you, on your right, is occupied but the next seat along is vacant'. 

 

1.1.5 CONVERSATION ON HEALTH, WEATHER: 

EXAMPLE 1: 

A: Doctor, what is the best way to stay healthy? 

B: Having a good diet is probably the most important     

     thing. 

A: It is very confusing to know what to eat. 

B: You need plenty of fruits and vegetables, small  

      amounts of protein, and whole grains. 

A: Are there certain things that I should avoid? 

B: You shouldn't consume too much sugar or caffeine.    

     Also, watch your intake of fatty food. 

A: After watching my diet, what else should I do? 

B: You need to stop smoking, and make sure that you get 30  

      minutes of exercise every day. 

A: Can I have a glass of wine now and then? 

B: As long as you don't overdo it, a glass of wine a day should be OK. 

 

EXAMPLE 2: 

SYDNEY: Would you like to have some ice-cream?  I've got a variety of flavors for you 

 to choose from. I've got strawberry, peach, chocolate, chocolate chip, 

 chocolate, brownie,  coffee, vanilla,  rocky road, butter pecan, and praline. 

MARTHA: Wow!  What choices you have!  I  wish I could, but I just can't.  I'm on a 

 diet to lose weight.  

SYDNEY: Come on, it's just a bite.  It doesn't really hurt to have just a bite.  

MARTHA: I'd better not.  Please don't tempt me. Please!  
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SYDNEY: Gee!  You are really strong-willed.   

MARTHA: You're darn right.  I'm not so easily coaxed into doing something that I think is 

   wrong.  

SYDNEY: Well, I'd better not tempt you.  Otherwise, if I give you a piece of cake, you 

  might ask for a glass of milk. 

CONVERSATION ON WEATHER 

 

 

 

Oh, my! The whole world is boiling! 

Hear the storyline. 

In the dialogue below, Gary and Sharon are complaining about how hot the weather is 

today.... 

Gary: Oh, my!  It's really hot!  I've never seen such scorching weather in my life!  

Sharon: Tell me about it.  It's like the whole world is 

broiling.  

Gary: Oh, look at the thermometer!  The 

temperature has hit 98!   

Sharon: I hope it's not gonna break into three digits!  

Gary: But it's already awfully close!   

Sharon: Well, I just hope it'll level off.  

Gary: I guess we can't do anything until after dark 
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then. 

Sharon: I guess so.  What else can we do?  You can't stay in the heat for long! 

It hasn't rained a drop for months. 

Hear the storyline. 

A drought has just set in and the two people in the 

dialogue below are very concerned... 

Sally: I think a drought has set in.  It hasn't rained a drop 

for months.  

Ethan: I think so, too, but didn't it rain last month?  

Sally: It did rain last month, but the rainfall was only half 

the monthly average.  

Ethan: Oh.  That’s bad?!   

Sally: That's right.  It's really bad.  I'm really concerned 

though not panicked yet.   

Ethan: I don't blame you.  The pastures have browned out even before the summer hasn't 

arrived.  

Sally: Yeah, and the soil has been baked so hard that the plow can't even break the soil.   

Ethan: Looks like it's going to be an ongoing thing that would get worse each day.  

Sally: Yeah.  If it doesn't rain, it's going to get critical.  

 

Oh, the heat is unbearable! 

Hear the storyline. 

It's a very hot day.  The heat is so unbearable.  To make it worse, the air-conditioner is 

broken....    

Chris: Oh, the heat is unbearable!  Didn't you turn on the air-conditioner?  

Paul: The heat has blown our air-conditioner on the roof!  

Chris: What the...!  So, what are we going to do?  
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Paul: We've got to have it fixed as soon as possible.  I've called someone and they're on the 

way.  

Chris: Thank God!   

Paul: Here you go.  You can use the electric fan here. At least you can catch a breeze.  

 

1.1.6 CONVERSATION AT PUBLIC PLACES 

 AT THE CINEMA 

 

      A : Hey, Chloe, it’s Sunday. Do you want to go out with me? 

B : Where will we go? 

 A : Maybe, we’re going to watch. 

B : What movie are we watching? 

A : ‘Insurgent’ 

B : Who’s the star? 

A : My favorite actor all the time, Theo James! 

B : Oh my! My favorite too. 

A : Okay then, I’ll go buy the ticket for us. 

B : Make sure you don’t get us in the front row    

       seats. I don’t like being in the front row. 

A : I know. I don’t like either. But the cinema is  

       free seated, so we can choose   our seat. 

B : Great! Go on then, hurry up get in line. You don’t 

want the best seats to be taken by someone else, do 

you? 

A : Alright, alright! 

B : I’ll buy us some popcorns and soda. 

A : Oh my God! Look, the queue in front of the box office is so long. 

B : I’m not shook up, it’s the premiere. 

A : Would there be any tickets left for us? 

B : I hope so. I’ll go and get in line; you buy the snacks and soda right there, okay? 

A : Okay, dude! 
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B : We’ll meet again here. 

A : Fine. But, what if they run out of tickets for this movie? 

B : I guess that means we’ll just have to watch another movie. 

A : Okay, how about ‘The Last Song’ instead? 

B : Okay, that’s pretty cool! 

AT THE POST OFFICE 

 

     A : Good morning, how can I help you 

     B : I want to send a letter. Here it is.  

     A: Alright. Let me see. Oh, you forget to write down  

           the zip code of your destination address. 

     B: Is that necessary? 

     A : Of course yes. 

   B : Well, I don’t know the exact zip code. Do you       

         mind if I come back later? I have to go home           

         and ask. 

A : Of course not. You’re free to come back 

anytime. 

B : What time does this post office close? 

A : We’re close at 4.30 p.m. 

B : Okay, that means I still have time.  

 A : I need to send these invitations. 

B : I’m sorry, sir, but these invitations must be put in envelopes. 

A : Oh, so I can’t send them all just like these? 

B: No, each of them should be put in an envelope. 

A : If that so, then I’ll come back later. I have to buy some envelopes. 

B : you can buy them on the counter in front. 

A : Thank you for your information. 

B: You’re welcome. 
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1.2 ENGLISH WRITTEN 

1.2.1 LETTER (LEAVE CERTIFICATES) 

If a person is unable to perform his duties for a stipulated period of time, he is 

supposed to write a leave application for the same. The process of writing a leave letter starts 

from the school itself. Through this letter, he is informing the concerned person the reason of 

his absence in an official way. The process is considered be a professional one in a corporate 

culture. 

Here are few useful tips and samples to understand how to write leave letter for 

school or office for personal or any other reason. 

Leave Letter Sample Writing Tips: 

 First and foremost it is vital to write the letter in a polite way as you are requesting 

someone for a leave. 

 You must clearly state the reason and the specified period as to why you are taking 

leaves. 

 Letter should be short and concise. 

 Tone of the letter should be formal. 

 Once you are through writing the letter, please recheck the same for spelling mistakes 

or punctuation errors. 

Leave Letter Sample 1 

From, 

_____________ 

_____________ 

To, 

________________ 

________________ 

Sub:____________________________________________ 

Dear ____________, 

I would like to bring to your kind attention that my doctor has advised me complete bed rest 

for ___________ days due to __________. I have gone for a blood check up and has been 

detected with ______________. I am enclosing my medical reports for your reference. 
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I am handling my responsibilities to __________ who can handle my responsibilities in an 

efficient way in my absence. I hope you will consider my request and grant me leave w.e.f 

____________ to ___________. I will resume my duties on _______________. 

Thanking you, 

Yours sincerely’ 

(________________) 

Leave Letter Sample 2 

Robert D Costa 

Assistant Manager 

ABC Inc 

Berlin 

 

To, 

Mr. Samuel Thomson 

HR Manager 

ABC Inc 

 

Sub: leave application 

Dear Mr. Thompson, 

I, hereby, would like to inform you that my doctor has advised me to take complete bed rest 

because of high fever and chronic head ache. I am writing this application to serve as an 

official document supporting my leaves. I would be very grateful to you if you consider my 

application and grant me leave for one week starting from 20th August. I am enclosing my 

medical reports for your reference. 

I have explained everything to my team member regarding the current project and I am 

confident that he can handle the project well in my absence. I will be resuming my duties on 

28th August. I hope that will grant my leave for the above mentioned days. 

          Thanking you, 
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          Yours sincerely, 

          Robert D Costa 

Certification Letter: 

Letter of certification is written in order to verify information, in the context of applying 

for something. Here are the few examples of the certification letter: 

 Letter of certification of employment 

 Letter of certification of ownership 

 Letter of certification for visa 

 Letter of certification of knowing a person 

 Letter of certification of residency 

If you are planning to write a certification letter, then here are the few steps that you may 

have to follow: 

 Certification is useful, only when it is accurate. So it is suggested to include right 

information, date and title. 

 You can include any kind of supporting document in such a letter to make it look 

relevant. 

 You should always write this type of letter in a formal tone. 

How to Make a Certification Letter? 

Whatever may be your purpose of writing a certification letter, it is advisable to make 

use of standard business letter format and to include specific details in the letter. Make use of 

clear language and add up to date information, because such letter is usually used as an 

official statement. 

In order to make a certification letter you should consider the below-mentioned points: 

 Use professional letterhead to type such a letter. 

 If you don’t have a professional letterhead then create a header and add your name, 

address, telephone number and email address. 
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 Make use of double space and then write the current date. Don’t try to write a date in 

an abbreviation form. 

 Make use of double space again, in order to write the name of the recipient and the 

job title. You should also add the name of a company and address. 

 The opening of the letter should always have a formal salutation. For instance, “Dear 

Mr. X”. 

 In order to provide details related to the reference of the letter, you should add a 

proper subject line and a short heading. For instance, “Subject: Letter of certification 

of employment for Steve Thomas”. 

 What are you certifying? Include answer to this question in your introductory 

paragraph. Here you can add the name of an individual, company, date etc. depending 

on the context of your certification letter. 

 Why are you writing to certify the request? Include answer to this question in the next 

paragraph of your letter. 

 Before ending the letter with a formal closing, you should be thankful to the recipient 

for giving his time. Make use of double space before closing the letter with 

“Sincerely”. Type your name and take the print out of a letter. Don’t forget to sign 

such a letter. 

How to Write a Certification Letter? 

 The certification letter is written to verify anything officially. When any kind of third 

party verification is required, such letters can prove to be of great use. Below-mentioned are 

the few basic points that can help you to write a certification letter: 

 Definitely, this letter is related to confirmation letter and so it should always be 

written in a business letter format. 

 Address this kind of letter, directly to the concerned party by the using polite tone. 

Say no to complex words and sentences, while writing such a letter. In such letters, it 

is always advisable to avoid legal jargon. 

 It is known fact that such letters are useful for maintaining official records and so it is 

important to write it by using a simple language. 
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 All the relevant information should be precisely covered in this type of a letter. 

 If a person is writing a certification letter for an employee, then it is advisable to 

provide specific details related to the dates of employment. 

 In such a letter, add details about job duties and responsibilities. 

 Maintaining positive attribute is essential while writing this type of a letter. 

  Always add contact details in such a letter so that recipient can find it easy to get in 

touch with you if required. 

 Add signature of an authorized person in such a letter. 

Draft a Good Certification Letter 

The certification letter is mainly required to verify the deeds of a particular person. It can 

be related to anything like competition, projects, task completion, etc. Here are the few tips to 

draft a good certification letter: 

 While addressing recipient in this type of a letter, it becomes important to add a right 

prefix. Even in the introductory paragraph of this letter, write the names that are 

involved in any particular task related to the certification. 

 Such a letter should always be written in a good quality of a paper. 

 Adopt one font and one format, rather than switching on to different fonts in opening 

and closing of the letter. 

 It is suggested to not make use of bold colours in such a letter. 

 The language of a letter should be simple yet attractive. Add some margins, to make 

the letter look good. Before handing over such a letter to the addressee, it is advisable 

to read and re-read the letter. 

 Keep no room for mistake sin this type of the letters. 

Letter of Certification of Employment Sample: 

Sara L. Brown 

3146 Holden Street 

Metropolis, IL 62960 
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This letter is to certify that James Brown worked as a general accountant at Triangle 

corp. for the period from November 5th, 2004 to December 12th, 2008. While at our 

company, his responsibilities were to design and implement pricing controls in relation to our 

line of mathematical measuring devices. Through our working relationship, I came to 

appreciate the attention to detail that James showed for his work and was deeply saddened 

when he departed our company. 

I know that he will do a great job wherever you put him in your organization. 

 Sincerely, 

Joseph Mancini 

Letter of Certification of Ownership Sample: 

To Whom It May Concern: 

I certify that Mr. Langston Manuel, has a stake of 30 percent ownership in Lion 

Energy, Licence #UIOUYT67T6, and also a stake of 10 percent ownership in Olivia 

Electricity, Licence #HSTY7654IKH. 

  These are both “common stock” or “voting shares”. 

Mr. Tyler Barter 

Signed 

Energy Investors 

International 

Letter of Certification for Visa Sample 

Dear Sir or Madam, 
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 I am writing this letter to certify that Mr. Regan Montalbano has been employed by 

our firm full time, since July 02, 1985, as an Industrial Electrician. I can confirm that his 

annual salary is equivalent to $150,000. 

  I am aware that Mr. Montalbano is applying for a tourist visa to the United States to 

visit New York City. I can confirm that he has shared this with us and we have no objection 

to his 4 month visit. Our company has granted leave from January 05, 2012, to May 05, 2012, 

with his immediate return to work expected. 

 If you have any further queries about this matter please feel free to contact us. 

 Sincerely, 

Mr. H. Lombardo 

Regional Director 

Frascati Electric, Rome 

Letter of Certification of Knowing a Person 

To Whom so ever it may concern, 

 I am writing to certify that I have known Mrs. Shirley Terrell for approximately seven 

years, beginning shortly after she joined Q.R. Solar, where I am now Managing Director. 

There were no issues with her application or background check. 

  Shirley started out as secretary to the sales division, before completing several 

qualification which eventually allowed her to work her way up to Senior Sales. I can 

personally attest to her exceptional rapport with our customers and great ability to close the 

sale. 

  She is hardworking and ambitious, and will be a great asset to any other company she 

chooses to work for. 
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  If you require any further information regarding Mrs. Terrell, feel free to get back in 

touch. 

          Sincere Regards, 

         Mrs. Nance Pixton 

         Managing Director 

         Q.R. Solar. Ltd. 

 

Letter of Certification of Residency Sample 

Dear Superintendent Polinsky , 

 I am writing to officially certify that I, Ursula Glenister, currently reside at 635 

Benjamin Hill, Austin, Texas 88114, and have been present at this address for 10 years, since 

February 03, 2001. 

  I, Ursula Glenister, further certify that the aforementioned information is accurate, 

and I recognize that if found otherwise I may be penalized under state law. 

 Sincerely, 

Ursula Glenister 

1.2.2 BASIC GRAMMAR 

Grammar is the system and structure of a language. The rules of grammar help us 

decide the order we put words in and which form of a word to use. When you're talking about 

grammar, it's useful to know some basic terms. The following are called parts of speech and 

they each have their own function. 

1. Nouns 

Nouns are the names of people, places, things and ideas. There are four kinds of noun. 

 Common nouns – They are words for people, animals, places or things. The words for 

people are as follows:          



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  38 

 

actor  lawyer 

aunt  judge 

baby  man 

baker  nurse 

cook  police officer 

dentist singer 

doctor soldier 

giant  teacher 

 

The words for animals are as follows:          

cat goose 

cow hen 

dog horse 

dolphin mouse 

duck parrot 

fish shark 

goat whale 

 

The words for places are as follows:          

 

Airport market 

Cave Mountain 

Church playground 

Farm restaurant 

Hill school 

Hospital seashore 

Hotel stadium 

House supermarket 

Island temple 

Mall   zoo 

 

The words for things are as follows: 

 

Bag  kite 

Ladder  lamp 

picture  radio 

television  train 

truck  watch 

window  box 

chair  cot 

cup  desk 

door  gate 
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 Proper nouns (the names of people, places and so on) – Proper nouns are names for 

particular people, places or things. They always begin with a capital letter  (E.G) London, 

Anne, Plain, English, Campaign. 

1. Here are some more names of people: 

Ali Baba Patrick Harry Potter 

Pinocchio   Robin Hood 

Florence Nightingale  Derek Jeter 

Pauline   Johnny Depp 

Your own name and the names of your friends are proper nouns too. 

2.  The names of countries and their people are also proper nouns. 

Country  People    Country People 

America Americans   Korea  Koreans 

Egypt  Egyptians   Malaysia Malaysians 

India  Indians    Pakistan Pakistanis 

Italy  Italians    France  the French 

Japan  the Japanese   Thailand Thais 

 

3. The names of towns, cities, buildings and landmarks are proper nouns. 

 

Bangkok   New Delhi 

London    Denver 

New York  Central Park 

Paris    the EiffelTower 

Beijing                  the Grand Canyon 

Leaning Tower of Pisa Brooklyn Bridge  

 

4. The days of the week and months of the year are proper nouns. The names of 

mountains, seas, rivers and lakes are proper noun. For example  
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   Lake Michigan, the Alps, the Dead Sea, Mount Fuji, the Himalayas, the 

Pacific Ocean, the Yellow River. 

 

5. The names of festivals, some special events and holidays are proper nouns, too. 

   Christmas, Mother’s Day, Memorial Day, Labor Day, Thanks giving Day, 

Independence Day. St. Patrick’s Day. 

 Collective nouns (names of a group of something) – Collective nouns are words for groups 

of people, animals or things. The following are nouns for groups of people.an audience, a gang, 

a band, a group, a choir, a team, a class, a family, a crew. 

          Here are more collective nouns that are used for groups of people, animals or things. 

A bunch of keys  a class of pupils 

A collection of books  a deck ofcards 

A fleet of ships   a flock of sheep 

A gaggle of geese            a gang of robbers 

A herd of cattle  a litter of cubs 

A pod of whales   a pack of wolves 

A pride of lions  a set of stamps 

A  swarm of bees a troupe of actors 

 

 Abstract nouns (names of things we can't see or touch) – It refer to intangible things, like 

actions,feelings, ideals, concepts and qualities.(E.G) love, hope, fear, decision, poverty 

        Here are some more words for Abstract nouns. 

Beauty  Bravery 

Brilliance  Brutality 

Calmness  Charity 

Coldness  Compassion 

Confidence Contentment 

Courage  Curiosity 

Dedication  Determination 

Ego  Elegance 

Enthusiasm Envy 

Evil  Fear 

Generosity  Goodness 

Graciousness Hatred 
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Honesty  Honor 

Hope  Humility 

Humor  Insanity 

Integrity  Intelligence 

Jealousy  Kindness 

Loyalty  Maturity 

Patience  Perseverance 

 

 Pronouns 

Pronouns are usually small words which stand in place of a noun, often to avoid 

repeating the noun. They include words such as I, you, he, we, hers, they, it. There are different 

kinds of pronouns.The words I, you, he, she, it, we and they are called personal pronouns. They 

take the place of nouns and are used as the subject of the verb in a sentence.  

Example: 

My name is David. I am the youngest in the family.  

This is my father. He is a teacher. 

This is my mother. She is a lawyer. 

I have a brother and two sisters. They are Peter, Sharon and Jenny. 

 I have a dog. It is called Lucky. 

Lucky, you are a good dog. 

Good morning, children! You may sit down now. 

My family and I live in a big city. We have an apartment. 

  The words myself, yourself, himself, herself, itself, ourselves, yourselves and 

themselves are called reflexive pronouns. 

Example: 

I made this cake myself. 

Be careful with the knife. You’ll cut yourself.  

Michael is looking at himself in the mirror.  

Susan has hurt herself. 

Our cat washes itself after each meal. 
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We organized the party all by ourselves. 

Come in, children, and find yourselves a seat. 

Baby birds are too young to look after themselves. 

  The words who, whom, whose, what and which are called interrogative pronouns. 

These pronouns are used to ask questions. 

 Examples: 

  Who is he talking to? 

Who are those people? 

Whom are you playing with? 

Whom is he talking to? 

Which of these bags is yours? 

Which do you prefer? 

Whose is this umbrella? 

Whose are these gloves? 

What is your dog’s name?  

What are you talking about?  

What is the time? 

The words this, these, that and those are called demonstrative pronouns. They are showing 

words. 

 Examples 

That is John’s house. 

That is a mountain. 

Those are horses. 

What are those? 

We can do better than that. 
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No, that’s not mine. 

You mean you won? That’s amazing! 

Hello, who is that speaking, please? Hello, is that you, George? 

This is my house. 

This is a hill. 

These are donkeys. What is this? 

Did you drop this? 

Hi, Jane! This is Michael! 

 Adjectives 

Adjectives describe nouns. An adjective usually appears before the noun it describes. 

Sometimes, though, the adjective appears after the noun, later in the sentence. 

 

For example: 

She wore a blue dress.  The small dog barked at me. 

A cool breeze made her shiver. A busy street  

A dark corner    a deep sea 

A large bed     It is windy. 

John’s handwriting is very neat. The sea is rough. 

All the players are very tall.  The baby’s hands are very small.  

Sue’s drawing is beautiful.  That problem is too difficult.  

Peter is very quiet today. 

 

 Verb 

Verbs are often known as 'doing words'. They can also show 'having' or 'being'.Most 

verbs are action words. They tell you what people, animals or things are doing. 

For example: 

The horse jumped the fence. 
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The rider had a fall. 

The rider is not hurt. 

 

 The simple present tense expresses a general truth or a customary action. 

            For example: 

Mary enjoys singing. 

Peter sometimes lends me his bike. Cows eat grass. 

Monkeys like bananas. Tom collects stamps. 

The earth goes around the sun. It often snows in winter. 

We always wash our hands before meals. We eat three meals a day. 

Father takes the dog for a walk every morning. 

 When do you use the present progressive tense? To talk about actions in the present, 

or things that are still going on or happening now. 

            For example: 

            What are they doing?     What’s happening? 

             Why aren’t you doing your homework?  Aren’t I sitting up straight? 

 

 Use the present perfect tense to talk about happenings in the past that explain or 

affect the present. The verbs have and has are used as “helping” or auxiliary verbs to form the 

present perfect tense. 

           For example: 

          Sam has scored two goals.    Uncle Tom has lost his wallet.  

          The Lees have moved to Ohio.   It has not rained for months. 

          Have youfound your keys yet?  Tim has made two spelling mistakes. 

          They have opened a new shop  John has gone out. 

 

 Use the simple past tense to talk about things that happened in the past. The simple 

past tense is also used to talk about things that happened in stories. 

 

For Example: 
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           I bought a new camera last week.  Joe learned to play the guitar very  

   quickly.  

          We drove to the safari park last weekend. Yesterday Dad took me to the carnival. 

           The giant panda gave birth to a cub last night.   The plane landed a few minutes ago. 

           Jack and Jill went up the hill.   The children visited a farm during the 

     holidays 

          Who invented the computer?   The Three Bears found Goldilocks  

         asleep in their house. 

 

 Use the past progressive tense to talk about actions that were going on at a certain 

moment in the past. 

            For Example: 

           Miss May was cleaning the chalkboard. 

           Sally was packing her books into her schoolbag. 

           Jenny and I were tidying the classroom. 

           The twins were fighting in the corner. 

           Michael and John were washing the paint brushes. 

           Mom was cooking our supper when I came home. 

 Use the future tense for things that have not happened yet, but are going to happen. 

Use the verbs shall and will as helping verbs or auxiliary verbs to form the future tense. 

           For Example: 

        We shall play a game of chess after lunch.  

        You will be sick if you eat too much. 

         I hope it won’t rain tomorrow. 

         Sharon is ill. She will not be at the party.  

         You will enjoy visiting New Zealand. 

         Dad will be back for dinner. 

         He will make lots of friends at his new school 
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 Adverbs 

Adverbs give us extra information about how, where or when a verb happens. It is a word that 

describes a verb. It tells you about an action, or the way something is done. A lot of adverbs 

end in -ly. 

      For example: 

          He drove slowly. 

          She spoke loudly. 

          The article is well written. 

 Some adverbs describe the way something is done. They are called adverbs of manner. 

       For example: 

        Please write legibly.  

        Please speak clearly. 

         Look closely at these footprints.  

         You have all answered correctly. 

         You can shop cheaply at this store. 

         Jamal dressed smartly for the party.  

        Maria is behaving selfishly. 

Some adverbs describe when something happens. They are called adverbs of time. 

For example: 

          He often swims in the evening.  

           Lisa is always cheerful. 

           Everyone arrived early. 

           David arrived late.  

           It’s snowing again. 

           The mother bird started to build her nest yesterday.  

           She is continuing to build it today. 

           She will finish it tomorrow. 

Some adverbs tell you where something happens. They are called adverbs of place. 

 



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  47 

 

For Example: 

         Come here! 

          Please put the books there. 

          The workers are moving the rubbish away.  

          The miners are working underground. 

          They are going abroad to study. 

               There are trees everywhere. 

 Prepositions 

Prepositions come before nouns or pronouns and usually show a connection. It is a word 

that connects one thing with another, showing how they are related. Some prepositions 

tell you about position or place. 

         For example: 

          Your pen is on the desk. 

          The children went to the park. 

          We rested under the tree. 

          Jim hid behind the door. 

         The school is near the park. 

               The horse jumped over the hurdle. 

 Conjunctions 

Conjunctions link words, sentences or parts of a sentence together. 

Examples are 

The rug is blue and cream. 

The road was busy. And it was loud. 

I closed the door but I didn't lock it because I thought she was still inside. 

  

The words before, after, as, when, while, until, since, are also conjunctions. They tell when 

something happens, so they are called conjunctions of time. 

For Example: 
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Look both ways before you cross the street. 

Joe listened to music while he was doing his homework.  

Miss Lee was smiling as she walked into the class. 

Wait here until I come back. 

           Don’t leave until you’ve finished your work. 

 Articles 

There are two kinds of article: definite and indefinite. 

The definite article is 'the'. It is used to identify a specific thing. 

The indefinite article is 'a' and 'an'. It is used to refer to something in general. 

For example: 

The cat sat on the mat. (We know which cat and which mat.) 

I need a ruler. (We do not need a specific ruler, any will do.) 

The car would struggle to get up a hill. (We can identify which car, but are referring 

to any hill.) 
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UNIT: 2 (SOFT SKILLS) 

 

2.1 SOFT SKILLS 

 

2.1.1  SWOT Analysis 

 

SWOT (strengths, weaknesses, opportunities, and threats) analysis is a framework 

used to evaluate a company's competitive position and to develop strategic planning. SWOT 

analysis assesses internal and external factors, as well as current and future potential. SWOT 

is an acronym for Strengths, Weaknesses, 

Opportunities and Threats.  

By definition, Strengths (S) and Weaknesses 

(W) are considered to be internal factors over which 

you have some measure of control. Also, by definition, 

Opportunities (O) and Threats (T) are considered to be 

external factors over which you have essentially no 

control. 

SWOT Analysis is the most renowned tool for 

audit and analysis of the overall strategic position of the business and its environment. Its key 

purpose is to identify the strategies that will create a firm specific business model that will 

best align an organization’s resources and capabilities to the requirements of the environment 

in which the firm operates. 

In other words, it is the foundation for evaluating the internal potential and limitations 

and the probable/likely opportunities and threats from the external environment. It views all 

positive and negative factors inside and outside the firm that affect the success. A consistent 

study of the environment in which the firm operates helps in forecasting/predicting the 

changing trends and also helps in including them in the decision-making process of the 

organization. 

An overview of the four factors (Strengths, Weaknesses, Opportunities and Threats) is given 

below- 

https://www.investopedia.com/ask/answers/020515/how-do-i-determine-my-companys-competitive-advantage.asp
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1. Strengths  

 Strengths are the qualities that enable us to accomplish the organization’s 

mission. These are the basis on which continued success can be made and 

continued/sustained. 

 Strengths can be either tangible or intangible. These are what you are well-

versed in or what you have expertise in, the traits and qualities your employees 

possess (individually and as a team) and the distinct features that give your 

organization its consistency. 

 Strengths are the beneficial aspects of the organization or the capabilities of an 

organization, which includes human competencies, process capabilities, 

financial resources, products and services, customer goodwill and brand 

loyalty.  

 Examples of organizational strengths are huge financial resources, broad 

product line, no debt, committed employees, etc. 

2. Weaknesses 

 Weaknesses are the qualities that prevent us from accomplishing our mission 

and achieving our full potential. These weaknesses deteriorate influences on 

the organizational success and growth. Weaknesses are the factors which do 

not meet the standards we feel they should meet. 

 Weaknesses in an organization may be depreciating machinery, insufficient 

research and development facilities, narrow product range, poor decision-

making, etc. Weaknesses are controllable. They must be minimized and 

eliminated. 

 For instance - to overcome obsolete machinery, new machinery can be 

purchased. Other examples of organizational weaknesses are huge debts, high 

employee turnover, complex decision making process, narrow product range, 

large wastage of raw materials, etc. 
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3. Opportunities 

 Opportunities are presented by the environment within which our organization 

operates. These arise when an organization can take benefit of conditions in 

its environment to plan and execute strategies that enable it to become more 

profitable.  

 Organizations can gain competitive advantage by making use of opportunities. 

 Organization should be careful and recognize the opportunities and grasp them 

whenever they arise. Selecting the targets that will best serve the clients while 

getting desired results is a difficult task.  

 Opportunities may arise from market, competition, industry/government and 

technology. Increasing demand for telecommunications accompanied by 

deregulation is a great opportunity for new firms to enter telecom sector and 

compete with existing firms for revenue. 

4. Threats 

 Threats arise when conditions in external environment jeopardize the 

reliability and profitability of the organization’s business. They compound the 

vulnerability when they relate to the weaknesses. Threats are uncontrollable. 

When a threat comes, the stability and survival can be at stake.  

 Examples of threats are - unrest among employees; ever changing technology; 

increasing competition leading to excess capacity, price wars and reducing 

industry profits; etc. 

Advantages of SWOT Analysis 

SWOT Analysis is instrumental in strategy formulation and selection. It is a strong 

tool, but it involves a great subjective element. It is best when used as a guide, and not as a 

prescription. Successful businesses build on their strengths, correct their weakness and 

protect against internal weaknesses and external threats. They also keep a watch on their 

overall business environment and recognize and exploit new opportunities faster than its 

competitors. 
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SWOT Analysis helps in strategic planning in following manner- 

a. It is a source of information for strategic planning. 

b. Builds organization’s strengths. 

c. Reverse its weaknesses. 

d. Maximize its response to opportunities. 

e. Overcome organization’s threats. 

f. It helps in identifying core competencies of the firm. 

g. It helps in setting of objectives for strategic planning. 

h. It helps in knowing past, present and future so that by using past and current data, 

future plans can be chalked out. 

SWOT Analysis provide information that helps in synchronizing the firm’s resources and 

capabilities with the competitive environment in which the firm operates. 

          SWOT ANALYSIS FRAME 
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Limitations of SWOT Analysis 

 SWOT Analysis is not free from its limitations. It may cause organizations to 

view circumstances as very simple because of which the organizations might 

overlook certain key strategic contact which may occur.  

 Moreover, categorizing aspects as strengths, weaknesses, opportunities and 

threats might be very subjective as there is great degree of uncertainty in 

market. SWOT Analysis does stress upon the significance of these four 

aspects, but it does not tell how an organization can identify these aspects for 

itself. 

Advantages of SWOT Analysis 

 A SWOT analysis is a great way to guide business-strategy meetings. It's 

powerful to have everyone in the room to discuss the company's core strengths 

and weaknesses and then move from there to define the opportunities and 

threats, and finally to brainstorming ideas.  

 Oftentimes, the SWOT analysis you envision before the session changes 

throughout to reflect factors you were unaware of and would never have 

captured if not for the group’s input. 

 A company can use a SWOT for overall business strategy sessions or for a 

specific segment such as marketing, production or sales. This way, you can 

see how the overall strategy developed from the SWOT analysis will filter 

down to the segments below before committing to it.  

 You can also work in reverse with a segment-specific SWOT analysis that 

feeds into an overall SWOT analysis. 

2.1.2 Goal Setting: 

 

Goal setting is a powerful motivator, the value of which has been recognized in an 

abundance of clinical and real-world settings for over 35 years. 
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‘Goals,’ as defined by Latham & Locke (2002, p.705) are “the object or aim of an 

action, for example, to attain a specific standard of proficiency, usually within a specified 

time limit.” They are the level of competence that we wish to achieve and create a useful lens 

through which we assess our current performance. 

Goal setting is the process by which we achieve these goals. The importance of the 

goal setting process should not go unappreciated, according to Locke (2019) “Every person’s 

life depends on the process of choosing goals to pursue; if you remain passive you are not 

going to thrive as a human being.” 

Goal setting theory (Locke & Latham, 1984) is based on the premise that conscious 

goals affect action (Ryan, 1970) and that conscious human behavior is purposeful and 

regulated by individual goals. Simply put, we must decide what is beneficial to our own 

welfare, and set goals to achieve it. 

Why do some people perform better on tasks than others? The goal setting theory 

approaches the issue of motivation from a first-level perspective; its emphasis is on an 

immediate level of explanation of individual differences in task performance. According to 

Ryan (1970), if individuals are equal in ability and knowledge, then the cause must be 

motivational. 

The theory states that the simplest and most direct motivational explanation of why 

some people perform better than others is due to disparate performance goals, implying that 

setting and adjusting goals can significantly impact performance. 

Why is Goal Setting Important? 

 Through the experience of success and the positive emotions that accompany 

it, confidence and belief in our own abilities grow. Schunk (1985) found that 

participation in goal setting encourages a search for new strategies to aid 

success. 

 Finding novel ways to utilize our skills and push our abilities increases task-

relevant knowledge while enhancing self-efficacy and self-confidence. 

https://positivepsychology.com/motivation-wellbeing/
https://positivepsychology.com/3-ways-build-self-efficacy/
https://positivepsychology.com/self-confidence-self-belief/
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 Goal setting involves planning for the future. MacLeod, Coates &Hetherton 

(2008) found that goal setting and skill-oriented planning significantly 

improved subjective well-being in those who took part in a goal setting 

intervention program.  

 Thinking positively about the future bolsters our ability to create goals and 

consider the actions required to achieve them. 

 The capacity to plan positively impacts our perceived control over goal 

outcomes and our future (Vincent, Boddana, & MacLeod, 2004). Furthermore, 

goal setting and achievement can promote the development of an internal 

locus of control. 

 Where individuals with an external locus of control believe that both positive 

and negative outcomes are the result of external influences, those with an 

internal locus of control believe that success is determined by their own 

actions and skills. 

Key Principles of Goal Setting 

Initial theoretical statements regarding goal setting were made to determine how 

levels of intended achievement related to the actual levels of achievement (Locke, 1990). The 

goal-setting framework developed further provision that when an individual has specific 

goals to meet, their performance is more pronounced than in the absence of specifics. That is, 

setting clearly defined goals leads to better performance. 

By the 1990’s the research into goal setting culminated in the theory of goal setting 

and task performance in which 5 key principles for successful goal achievement were 

suggested (Locke & Latham, 1990). 

1. Commitment 

 Commitment refers to the degree to which an individual is attached to the goal and 

their determination to reach it – even when faced with obstacles. According to Locke 

https://positivepsychology.com/explanatory-styles-optimism/
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& Latham (1990), goal performance is strongest when people are committed, and 

even more so when said goals are difficult.  

 When we are less committed to goals – particularly more challenging goals – we 

increase the likelihood of giving up. In the presence of strong commitment, there is a 

significant association between goals and performance; we are more likely to do what 

we intend to do.  

2. Clarity 

 Specific goals put you on a direct course. When a goal is vague, it has limited 

motivational value. Research by Arvey, Dewhirst & Boling (1976) indicated 

that goal clarity was positively related to overall motivation and satisfaction in 

the workplace. 

 Set clear, precise and unambiguous goals that are implicit and can be 

measured. When a goal is clear in your mind, you have an improved 

understanding of the task at hand.  

 You know exactly what is required and the resulting success is a further 

source of motivation. 

3. Challenging 

 Goals must be challenging yet attainable. Challenging goals can improve 

performance through increased self-satisfaction, and the motivation to find 

suitable strategies to push our skills to the limit.  

 Conversely, goals that are not within our ability level will not be achieved, 

leading to feelings of dissatisfaction and frustration. 

 We are motivated by achievement and the anticipation of achievement. If we 

know a goal is challenging yet believes it is within our abilities to accomplish, 

we are more likely to be motivated to complete a task  

4. Task Complexity 



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  57 

 

The timescale for such goals should be realistic. Allowing sufficient time to work 

toward a goal allows opportunities to reassess the goal complexity, whilst reviewing and 

improving performance. Even the most motivated of people can become disillusioned if the 

task’s complexity is too great for their skills. 

5. Feedback 

Goal setting is more effective in the presence of immediate feedback (Erez, 1977). 

Feedback – including internal feedback – helps to determine the degree to which a goal is 

being met and how you are progressing. 

Unambiguous feedback ensures that action can be taken if necessary. If performance 

falls below the standard required to achieve a goal, feedback allows us to reflect upon our 

ability and set new, more attainable, goals. When such feedback is delayed, we cannot 

evaluate the effectiveness of our strategies promptly, leading to a potential reduction in the 

rate of progress (Zimmerman, 2008). 

When we perceive our progress towards a goal as adequate, we feel capable of 

learning new skills and setting more challenging future goals. 

8 Interesting Facts on Goal Setting 

1. Setting goals and reflecting upon them improves academic success.  

2. Goals are good for motivation and vice versa.  

3. Goal setting is associated with achieving the optimal conditions for flow state.  

4. An optimistic approach to goal setting can aid success.  

5. Goals that are both specific and difficult lead to overall improved performance. 

Comparisons between the effect of non-specific goals such as “I will try to do my 

best” and specific, challenging goals suggest that people do not tend to perform well 

when trying to ‘do their best’.  

6. People with high efficacy are more likely to set challenging goals and commit to 

them. Individuals who sustain belief in their abilities under the pressure of 

https://positivepsychology.com/mihaly-csikszentmihalyi-father-of-flow/
https://positivepsychology.com/learned-optimism/
https://positivepsychology.com/self-efficacy/
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challenging goals tend to maintain or even increase their subsequent goals, thereby 

making improvements to ensuing performances.  

7. Social influences are a strong determinant in goal choice.  

8. Goal setting is a more powerful motivator than monetary incentives alone.  

Goals are useful for setting the direction. Systems are great for actually making progress. 

In fact, the primary benefit of having a goal is that it tells you what sort of system you need to 

put in place. However, the system itself is what actually achieved the results. This brings us 

to our second key insight. Goals determine your direction. Systems determine your progress. 

You'll never get anywhere just by holding the rudder. You have to row. 

2.1.3 INTRA PERSONAL THINGS 

Convincing skills Intrapersonal communication is different from interpersonal 

communication. And while both skills are communication oriented, they operate on very 

different frequencies. 

Intrapersonal communication is communication that happens within an individual. It 

consists of self-talk, self-concept, introspection, and personal reflection. It can take several 

forms. Working through a problem in the privacy of your own mind is a form of intrapersonal 

communication. 

Talking to yourself out loud when you’re on your own isn’t an indication of insanity. 

It’s just another form of intrapersonal communication! (And quite healthy, might we add.) 

Journaling and blogging are also forms of intrapersonal communication. 

Engaging in intrapersonal communication helps you better understand your desires, 

passions, and motives. In fact, intrapersonal intelligence is one of Gardner’s nine types of 

intelligence. 

What does it mean to be intrapersonal? 

https://blog.mindvalley.com/types-of-intelligence
https://blog.mindvalley.com/types-of-intelligence
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People with strong intrapersonal intelligence tend to focus more than others on 

reflection, introspection, and self-analysis. They pay close attention to their thoughts, 

feelings, and emotions to better understand their motivations and goals. 

Assessing Intrapersonal Skills 

The third cluster of skills—intrapersonal skills—are talents or abilities that reside within 

the individual and aid him or her in problem solving. The previous workshop report that 

defined a set of 21st century skills (National Research Council, 2010) identified two broad 

skills that fall within this cluster: 

 Adaptability:  

        The ability and willingness to cope with uncertain, new, and rapidly changing 

conditions on the job, including responding effectively to emergencies or crisis 

situations and learning new tasks, technologies, and procedures. Adaptability also 

includes handling work stress; adapting to different personalities, communication 

styles, and cultures; and physical adaptability to various indoor or outdoor work 

environments  

 Self-management/self-development:  

The ability to work remotely, in virtual teams; to work autonomously; and to 

be self-motivating and self-monitoring. One aspect of self-management is the 

willingness and ability to acquire new information and skills related to work  

Factors that Influence Intrapersonal Skills  

 Perspective: Perspective is a view or belief which we believe as true and valuable in 

our life. Two people in the same room can have completely different perceptions of 

the same event. Varying perceptions can cause conflict and misunderstandings. 

  Perspective is the way we look at things, and our knowledge, understanding, and 

values shape our perspectives or paradigms. The way we think influences our 

perspectives in life. 2. Self-esteem: Self-concept is the self-perception or view we 

have of ourselves.  

https://www.ncbi.nlm.nih.gov/books/NBK84217/
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 It is the person we think we are, formed in our beliefs and attitudes. It is influenced by 

how others see us, how we were in our past, are today, and would like to be in the 

future. 

Stages in Improving Intrapersonal Skills  

 Basic skill level: This involves development of simple self-awareness, skills of basic 

independence, and a genuine curiosity about oneself and the world.  

 Complex skill level: This involves acquiring skills of self-reflection, self-

understanding, and self esteem, including the ability to step outside of the self and 

reflect on one’s thinking, behavior, moods.  

 Coherence level: This involves expanded development of the skills of introspection, 

including Meta cognition, self-analysis, mindfulness, personal beliefs, values, and 

philosophies.  

How to Improve Intrapersonal Skills or Personality  

 Read books on personality development:  

 Know your strengths and weaknesses:  

 Participate in all kinds of curricular and extracurricular activities: Have proper career 

guidance: Career is a choice. It can lead to happiness or frustration. Students are at 

risk. The higher they go, the higher the risks. The reason is simple; education has 

become business. Earning money is the driving force for education and employment.  

 Education has twinned with politics. Education is programmed and there is huge gap 

between syllabus and selection of the candidates. There is no place for value 

education.  

 Cultivate spiritual values: People who believe in a superior power are presumed to 

have more confidence in life than non-believers.  

 Practice self-introspection: Real meditation will not empty the brain, but fill it with 

innovative and useful thoughts. Birth and background have nothing to do with 

person’s greatness. Constant efforts from now only will make a person great.  
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 Observe the world around you by following the media – print and electronic: Man 

behaves as he believes. So, our belief system determines our attitudes and behaviour. 

Students have become ignorant of their own self because the media is focusing on 

celebrities. This has led students to ignore their talents and become celebrity 

wannabes. 

  Be a person of values: Illegal transactions in politics, bureaucracy, land and property, 

medicine, transport, income tax, award of public resources and contracts, judiciary, 

armed forces and police, religious institutions, and media have all been facing 

allegations of corruption. There is corruption all around, but the choice is ours to 

make. We can choose to follow the herd or choose our values over greed. 

2.2 PEOPLE SKILLS 

 

2.2.1 Inter- People skills 

 

Interpersonal skills are the skills we use every day when we communicate and interact 

with other people, both individually and in groups. They include a wide range of skills, but 

particularly communication skills such as listening and effective speaking. They also include 

the ability to control and manage your emotions. 

It is no exaggeration to say that interpersonal skills are the foundation for success in 

life. People with strong interpersonal skills tend to be 

able to work well with other people, including in teams 

or groups, formally and informally. They communicate 

effectively with others, whether family, friends, 

colleagues, customers or clients. They also have better 

relationships at home and at work. 

What are Interpersonal Skills? 

 Interpersonal skills are sometimes 

referred to as social skills, people skills, soft skills, or life skills. 

 However, these terms can be used both more narrowly and more broadly than    

‘interpersonal skills’. we define interpersonal skills as: 

 “The skills you need and use to communicate and interact with other people.” 
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 This definition means that interpersonal skills therefore include: 

Communication skills: 

 Verbal Communication – what we say and how we say it 

 Non-Verbal Communication – what we communicate without words, for example 

through body language, or tone of voice; and 

Listening Skills:  

 It refers to how we interpret both the verbal and non-verbal messages sent by others. 

 Emotional intelligence – being able to understand and manage your own and others’       

emotions. 

 Team-working – being able to work with 

others in groups and teams, both formal 

and    informal. 

 Negotiation, persuasion and influencing 

skills – working with others to find a 

mutually agreeable outcome. This may be 

considered a subset of communication, 

but it is often treated separately. 

 Conflict resolution and mediation – 

working with others to resolve 

interpersonal      conflict and 

disagreements in a positive way, which again may be considered a subset of 

communication. 

 Problem solving and decision-making – working with others to identify, define and 

solve problems, which includes making decisions about the best course of action. 

The Importance of Interpersonal Skills 

Interpersonal skills matter because none of us lives in a bubble. 

In the course of our lives, we have to communicate with and interact with other 

people on a daily if not hourly basis, and sometimes more often. Good interpersonal skills 



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  63 

 

‘oil the wheels’ of these interactions, making them smoother and pleasanter for all those 

involved. They allow us to build better and longer-lasting relationships, both at home and at 

work. 

Interpersonal skills at home 

 Good interpersonal skills help you to communicate more effectively with family and 

friends. 

 This is likely to be particularly important with your partner. For example, being able 

to give and receive feedback effectively with your partner can help to resolve small 

problems between you before they become big issues. 

Interpersonal skills at work 

You may not like to think about it in these terms, but you almost certainly spend more 

time with your colleagues than your family. 

At work, you are required to communicate with and interact with a wide range of 

people, from suppliers and customers through to your immediate colleagues, colleagues 

further afield, your team and your manager. Your ability to do so effectively can make the 

difference between a successful working life, and one spent wondering what went wrong. 

Customer-facing roles, such as sales and customer relations management, are likely to specify 

good interpersonal skills as a pre-requisite. However, there are a number of other less obvious 

jobs and careers where interpersonal skills are also vitally important. These include: 

 Healthcare provision, including doctors, nurses and other healthcare 

professionals: 

 Being able to listen to, and talk to, patients and their families is an essential 

skill, as is being able to give bad news in a sensitive way. We almost take 

these skills for granted in healthcare professionals—but we also know how 

devastating the situation can be when these professionals have poor skills and 

fail to communicate effectively.  
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Financial advice and brokerage: 

 Financial advisers and brokers need to be able to listen carefully to their customers, 

and understand both what they are saying, and what they are not articulating. This 

enables them to provide recommendations that match their clients’ needs.  

 Poor interpersonal skills mean that they will find it harder to build good customer 

relationships, and to understand customer needs. 

Computer programming and development: 

Improving and developing your interpersonal skills is best done in steps, starting with 

the most basic, but vital: 

1. Identify areas for improvement 

The first step towards improving is to develop your knowledge of yourself and your 

weaknesses. 

You may already have a good idea of areas that you need to develop. However, it is 

worth seeking feedback from other people, because it is easy to develop ‘blind spots’ 

about you. You might also find it useful to do our Interpersonal Skills Self-

Assessment. 

2. Focus on your basic communication skills 

Communication is far more than the words that come out of your mouth. 

Some would even go so far as to suggest that there is a reason why you have two ears and 

one mouth, and that you should therefore listen twice as much as you talk! 

Listening is very definitely not the same as hearing. Perhaps one of the most 

important things you can do for anyone else is to take the time to listen carefully to what 

they are saying, considering both their verbal and non-verbal communication. Using 

techniques like questioning and reflection demonstrates that you are both listening and 

interested. 
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When you are talking, be aware of the words you use. Could you be misunderstood or 

confuse the issue? Practice clarity and learn to seek feedback or clarification to ensure your 

message has been understood. By using questions effectively, you can both check others’ 

understanding, and also learn more from them.  

3. Improve your more advanced communication skills 

Once you are confident in your basic listening and verbal and non-verbal 

communication, you can move on to more advanced areas around communication, such as 

becoming more effective in how you speak, and understanding why you may be having 

communication problems. 

Problems with communication can arise for a 

number of reasons, such as: 

• Physical barriers, for example, 

being unable to see or hear the speaker properly, or 

language difficulties. 

• Emotional barriers, such as not 

wanting to hear what is being said, or engage with 

that topic. 

• Expectations and prejudices that affect what people see and hear. 

There are also circumstances in which communication is more difficult: for example, 

when you have to have an unpleasant conversation with someone, perhaps about their 

standard of work. These conversations may be either planned or unplanned. 

There tend to be two issues that make conversations more difficult: emotion, and change. 

• Various emotions can get in the way of communicating, including anger and 

aggression, or stress. Few of us are able to communicate effectively when we are struggling 

to manage our emotions, and sometimes the best thing that can be done is to postpone the 

conversation until everyone is calmer. 
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• Difficult conversations are often about the need for change. Many of us find 

change hard to manage, especially if it is associated with an implied criticism of existing 

ways of working. 

4. Look inwards 

Interpersonal skills may be about how you relate to others, but they start with you. 

Many will be improved dramatically if you work on your personal skills. 

For example, people are much more likely to be drawn to you if you can maintain a positive 

attitude. A positive attitude also translates into improved self-confidence. 

You are also less likely to be able to communicate effectively if you are very stressed 

about something.  

It is therefore important to learn to recognize, manage and reduce stress in yourself 

and others (and see our section on Stress and Stress Management for more). Being able to 

remain assertive, without becoming either passive or aggressive, is also key to effective 

communication.  

Perhaps the most important overarching personal skill is developing emotional 

intelligence. 

Emotional intelligence is the ability to understand your own and others’ emotions, and 

their effect on behavior and attitudes. It is therefore perhaps best considered as both personal 

and interpersonal in its nature, but there is no doubt that improving your emotional 

intelligence will help in all areas of interpersonal skills.  

Improving your emotional intelligence therefore improves your understanding that 

other people have different points of view. It helps you to try to see things from their 

perspective. In doing so, you may learn something whilst gaining the respect and trust of 

others. 
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5. Use and practice your interpersonal skills in particular situations 

There are a number of situations in which you need to use interpersonal skills. 

Consciously putting yourself in those positions, and practicing your skills, then reflecting on 

the outcomes, will help you to improve. 

For example: 

• Interpersonal skills are essential when working in groups. 

Group-work is also a common situation, both at home and at work, giving you plenty 

of opportunity to work on your skills. It may be helpful to understand more about group 

dynamics and ways of working, as these can affect how both you and others behave. 

For more about the different types of teams and groups, see our page An introduction 

to Teams and Groups, and for more about how people behave in groups, see Group and Team 

Roles. You can find more about the skills essential to team working in our page on Effective 

Team-Working. 

Interpersonal skills may also be particularly helpful if you have to negotiate, persuade 

and influence others. 

Being able to persuade and influence others—again, for mutual benefit—is also a key 

building block towards strong interpersonal relations. 

There is more about all of these in our pages on Negotiation and Persuasion. These 

pages explain negotiation, and discuss how it works, and explore the art of persuasion and 

influence in more detail. 

These skills may be thought of as advanced communication skills. However, if you 

are often required to manage such situations, some specialist training may be helpful. 

Finally, problem-solving and decision-making are usually better when they involve 

more than one person 

Problem-solving and decision-making are key life skills. While both can be done 

alone, they are often better for the involvement of more people. This means that they also 
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frequently involve interpersonal elements, and there is no doubt that better interpersonal 

skills will help with both. 

6. Reflect on your experience and improve 

The final element in developing and improving your interpersonal skills is to develop 

the habit of self-reflection. Taking time to think about conversations and interpersonal 

interactions will enable you to learn from your mistakes and successes, and continue to 

develop.  

Most interpersonal skills can 

be grouped under one of four main 

forms of communication: verbal, 

listening, written and non-verbal 

communication. Some skills such as 

recognition of stress and attitude are 

important to all forms of 

interpersonal communication.    

Listening skills and verbal skills 

include: 

• Relaxation – a calm self-confident manner allows for more coherent verbal 

expression and gives the impression of an active listener. 

• Positive attitude – all people prefer communicating with the happy, accepting person 

• Empathy – by seeing, understanding and respecting another’s point of view, a person 

gain’s respect and the trust of others as a speaker and is seen as an attentive listener

 Understanding stress in yourself and others – allows for self-monitoring of your own 

verbal communication and a greater understanding of a speaker’s motivations; you realize 

 Assertiveness – this quality is essential and fundamental to negotiation in that the 

participants express beliefs in a way others can understand but also respect the thoughts and 

feelings of all involved 
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• Teamwork – includes adaptability and 

flexibility in dealing with differing personalities and 

differing interpersonal skill levels. 

Written skills include: 

• Analysis – strong analytical and research skills 

are key in expressing new ideas and getting them 

accepted by co-workers and senior management 

• Computer and technical literacy – these skills are essential in the business world as 

most written communication and all analysis of data occurs on the computer 

• Professionalism – this quality is important in all forms of interpersonal 

communication including written communication; standard formats for business 

Correspondences are common and spelling mistakes and grammatical errors are unacceptable 

eroding a workers value in the firm 

Non-verbal Interpersonal skills include:  

• Gestures 

• Eye-contact 

• Body language 

All of the above can reinforce the honesty, integrity and morality of personal 

interaction with co-workers and clients. In verbal exchanges, a person lacking eye-contact is 

seen as dishonest and/ or lacking confidence in their words. Reliability and responsibility are 

also conveyed by positive gestures and body language that match the tone and content of the 

speaker’s voice.  

2.2.2 CONVINCING SKILLS: 

To win arguments and or win someone over you need to convince those opposed to 

you to change their minds, and this requires skills, knowledge and experience. Persuasion has 
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been described as a powerful art and a skill that you can learn by understanding the 

background, knowledge, weaknesses and desires of your target. 

Influence and Persuasion Are Forms of Communication  

All human interactions are a form of communication. In the business world, nothing 

can be achieved without effectively communicating with, influencing, and persuading 

employers, employees, clients, suppliers, and customers. If you look at the most successful 

business people in the world, you will see people who have mastered the art of influence and 

persuasion.  

And that’s the difference between being a good communicator and being an advanced 

communicator – people with advanced communication skills understand not just how to 

communicate with others, but also how to influence and persuade them. It requires practice, 

finesse, and a skill set that goes beyond those that the average person possesses. 

If you look at the most successful business people in the world, you will see 

People who have mastered the art of influence and persuasion. 

Even though these skills are so important to success in the workplace, there are many 

individuals who find that there is a limit to their persuasion and influence skills and that they 

seem to have reached a stumbling block in their progress.  

They may sometimes struggle to convey their thoughts and ideas in an accurate 

manner, or they may be unable to understand what the other person is thinking or feeling and 

why they might be resisting the attempts to persuade or influence them.  

Some people might try to persuade and influence by being abrasive or aggressive. 

They may get agreement from time to time, but there 

will be underlying, perhaps passive disagreement that 

affects the team. True persuasion and influence means 

that you are able to convince others of the merit of your 

ideas without needing to bully or disrespect others. 

Instead, you learn to understand what a particular 

person needs to hear, believe, or see in order to be persuaded. Then you are able to deliver the 
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missing information or communication in the way that the other person is actually able to 

hear it. 

Some people try to persuade or influence others by being abrasive or aggressive. They 

may get the agreement from time to time, but there will still be underlying disagreement that 

affects the team. 

This is why persuasion and influence are actually forms of advanced communication. 

They require that you as a communicator stop thinking about what you want to say or how 

you want to say it, and that you instead figure out what the other person needs to hear. It 

requires that you are self-aware enough to recognize when you are doing what feels most 

comfortable for you rather than what will produce the results that you are want.  

Manipulation vs. Influence and Persuasion  

Some people are uncomfortable with the concepts of influence and persuasion 

because they feel that they are manipulating others in some way. However, they are thinking 

of the negative connotation of manipulation.  

At its root, to manipulate something means that you are able to change or alter it in 

some way by choice. But to manipulate is a negative process if the intention behind the effort 

you are exerting is one that is selfish or harmful in some way.   

Establishing Rapport as a Means to Influence and Persuasion  

Rapport is an important concept in the business world. It’s behind most relationships 

that you will have with bosses, subordinates, suppliers, partners, and clients. Rapport means 

that you establish a level of relationship with someone so that you feel comfortable working 

with the other person.  

Think about it a moment. Are more you likely to be persuaded by someone that you 

don’t like or someone that you do like. How about someone that you know versus someone 

you don’t know? The fact is that as human beings, we find comfort in relationships.  

When we need to make a decision, such as whether or not to agree with someone else, 

we will be more likely to agree with someone with whom we have an established 
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relationship. We prefer the known to the unknown, even if the known isn’t necessarily our 

favourite person in the world.  

Rapport doesn’t mean that you have to consider the other person a friend. But it does 

mean that you:  

• Feel comfortable communicating with the other person  

• Get a sense that you have shared goals, values, or desired outcomes  

• Have trust that the person is somewhat reliable and honest based on past dealings with the 

person or the person’s reputation  

• Feel that you are being heard by the other person  

• Treat the other person with respect (and receive the same in return) 

After reviewing the foundation of persuasion and influence – communication skills – 

we will spend the majority of this e-book exploring methods of establishing rapport as a way 

to influence others.  

We will also examine some persuasion theories to understand why we might be 

persuaded by another person – and just as importantly, why we may not be persuaded by 

them. You will learn techniques that will immediately make you a better communicator, 

better at building rapport with others, and thereby better at persuading and influencing others. 

Persuasive Techniques 

What Is Persuasion? 

According to Perloff (2003), persuasion can be defined as "...symbolic processes in 

which communicators try to convince other people to change their attitudes or behaviours 

regarding an issue through the transmission of a message in an atmosphere of free choice." 

The key elements of this definition of persuasion are that: 

Persuasion is symbolic, utilizing words, images, sounds, etc 

It involves a deliberate attempt to influence others. 
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Self-persuasion is key. People are not coerced; they are instead free to choose. 

 Methods of transmitting persuasive messages can occur in a variety of ways, 

including verbally and nonverbally via television, radio, Internet or face-to-face 

communication. 

How Does Persuasion Differ Today? 

 While the art and science of persuasion have been of interest since the time of 

the Ancient Greeks, there are significant differences between how persuasion 

occurs today and how it has occurred in the past. 

 The number of persuasive messages has grown tremendously. Think for a 

moment about how many advertisements you encounter on a daily basis. 

According to various sources, the number of advertisements the average U.S. 

adult is exposed to each day ranges from around 300 to over 3,000.  

 Persuasive communication travels far more rapidly. Television, Radio and the 

Internet all help spread persuasive messages very quickly. 

 Persuasion is big business. In addition to the companies that are in business 

purely for persuasive purposes (such as advertising agencies, marketing firms, 

public relations companies) and many other businesses are reliant on 

persuasion to sell goods and services. 

 Contemporary persuasion is much more subtle. Of course, there are plenty of 

ads that use very obvious persuasive strategies, but many messages are far 

more subtle.  

 For example, businesses sometimes carefully craft very specific image 

designed to urge viewers to buy products or services in order to attain that 

projected lifestyle. 

 Persuasion is more complex. Consumers are more diverse and have more 

choices, so marketers have to be savvier when it comes to selecting their 

persuasive medium and message. 

 Appeal to Authority 
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Important people or experts can make your argument seem more convincing; Using 

reliable research can help your argument seem convincing. 

Example 1: Former U.S. president Bill Clinton thinks that junk food should be taken out of 

vending machines. 

Example 2: A recent study found that students who watch TV during the week don’t do as 

well in school. 

 Appeal to Reason 

Facts, numbers, information, and logic can be very convincing. 

Example: A Snickers bar has 280 calories and 30 grams of sugar. That’s not very 

healthy. 

 Appeal to Emotion 

Getting people to feel happy, sad, or angry can help your argument. 

Example: Your donation might just get this puppy off the street and into a good 

home. 

 Appeal to Trust 

If people believe and trust in you, you’re more likely to persuade them. 

Example: Believe me! I’ve been there before. I’m just like you. 

 Plain Folks 

People will believe you if you appear to be an “Average Joe.” 

Example: A politician says, “I’m going to clean out the barn!” 

 Bandwagon 

If everyone believes it, it must be true! 

Example: Nine out of ten people prefer our soap! 
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 Rhetorical Question 

Rhetorical questions are not intended 

to be answered. They’re a way to state the 

“obvious.” 

Example: Who wouldn’t like to earn 

more money? 

 Repetition 

If you repeat information or present information in repeating patterns, people will 

remember it and believe it. 

Example: Duty does not trump honesty. Duty does not trump common sense. And 

duty, my friends, does not trump morality. 

Benefits of   negotiation skills: 

Convincing others what you want to do may seem a bit cheap, but it’s actually quite 

interesting. Achieving goals and maintaining happiness is the real target. There is a fine 

difference between manipulating someone and convincing someone. Here come your 

negotiation skills which can bestow you with countless benefits.  

You have to commit your actions, words, mannerisms and thoughts to this form of art. 

You also have to genuinely believe that what you are asking others is best for them, as well 

as for you. If you’re looking for new ways to persuade people, just read on and learn how to 

become a master at the art of persuasion. 

1. Do your homework: 

One of the most important rules of persuasion is to make them believe in what they 

have to offer, or what works best for both interests is to bring good arguments to the table. So 

all you need to do is make sure that you do your homework first. Try to find all the facts, 

without assuming anything. 

2. Use examples: 
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Make sure you back up your reasoning by using vivid examples, because they will 

help you illustrate your points. Be prepared and give others examples with relatable things 

they will be able to do or see. 

3. Dress up: 

Well, this works only if you are trying to persuade someone you don’t know very 

well. Someone whom you interact with first time. Just because you’re well-dressed, that 

doesn’t make you a better person but makes you look professional and serious towards your 

work, hence people will also take you more seriously. 

4. Be a good listener: 

Try to be a good listener. Make sure you match even their body language, so you can 

communicate more efficiently. If you are good at cracking jokes you could use humour to 

convince them for a certain thing if they like jokes and funny stories. 

5. Do something for others: 

If you favor a person, they will be more willing to help you. So try to be nice to 

people and help others even if they don’t ask you to do that. If you want someone else to do  

something for you then first you have to do something nice for them. They will appreciate it 

and in return will do something for you as a thanksgiving. 

6. Good timing (Negotiation skills): 

If you want to convince someone to do a certain thing, make sure you know what the 

best time to do it is. Avoid the times where other person is feeling low or is not in the mood. 

Contact them when they are happier and enthusiast. 

7. Be persistent: 

Just be persistent and be as convincing as possible, because persistence does pay off 

but try not to annoy them because that can absolutely go beyond limits. Don’t give up if you 

got no for an answer. Make sure first that you believe in it fully yourself and the rest will 

come easy. 
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8. uhhh. yeah. uhhh. -hmmm. uh-huh: 

Try to avoid these sounds like “um” or “uh” because they will make you lose your 

credibility and the other person will think that what you are saying is not that important. And 

they won’t take you seriously because in their minds you are not even seriously committed to 

yourself. 

9. Make it seem beneficial: 

The best way is to prove that your argument or offer is beneficial to the other party. 

This could be tricky for you because someone else’s interests might not be similar to yours. 

This would work best in the case if you know the other person really well.  

10. Use flattery: 

It is one of the common and cheapest tricks so there is a chance that you might be 

caught up doing it, beware of it! Instead of using blunt phrases use more subtle and genuine 

phrases to flatter the other person. Instead of making remarks on their appearance try to 

flatter them by commenting on their personality, that will work more.  

Developing Convincing skills: 

To develop convincing skill, you must need to develop confidence. Confidence plays 

a very important role to develop convincing skills. 

Some of the areas where you need to work at to develop convincing skills. 

1. confidence 

2. Knowledge about the thing to present the fact 

3. Communication skills ( fearless talk, Smile on face) 

Just for example, when you are trying to convince anybody that “Earth is round”. 

You must have confidence that you know all the facts about Earth and why Earth is 

round. You need to present all the genuine facts which shouldn’t be based on belief or faith. 

That must be logical facts. Convincing of anybody with illogical argument is a bad technique. 
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The last thing is communication skills. You have confidence as well as knowledge but 

you don’t have skills to communicate, to present the idea in a effective way then in that case 

you cannot convince and your convincing skills are useless. 

During communication, there should be no sign of any fear on your face. Talk 

fearlessly and with smile. If you do so the listener will come to know that what you are 

telling is right and very genuine. 

Tips for improving your convincing skills: 

 One important part of developing communication skills is the art of 

convincing. Be it at a large gathering, in the workplace or even at home, if you 

are good at convincing others, one half of your work is done. Failure to 

convince is a failure to communicate effectively. 

 Make sure you say the right thing. Find the opportune moment to make your 

case. Secure attention to what you are saying. Convincing an unreceptive 

audience is the hardest.  

 One work around this is to find ways to get the audience interested and 

participative. If you show confidence, you can begin to convince your 

audience in what you are trying to say. This is not just when talking to a group 

but is also the case when talking to an individual. 

 Engage the audience. A 

little small talk before 

you make your actual 

point would put the other 

person at ease. Once at 

ease, the person becomes 

naturally more receptive 

to your ideas. 

These are just a few of the tips 

for improving convincing skills. 

When to use which one depends on the situation you are in. Needless to say, if you 
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need to get something done in a collective effort, you must acquire and improve the 

ability to convince people. 

Successful negotiation: 

Negotiation involves coming to an agreement regarding a particular matter and one of 

the critical skills in this context is the ability to persuade or convince another. 

Persuasion skills are a key ingredient to a successful negotiation. You need to be able 

to persuade your counterpart to understand and accept your position. Through learning key 

negotiation skills, you can learn the art of effective persuasion to influence your counterpart. 

Why Persuasion is Critical in Negotiating?  

Persuasion is an important 

skill that you need to learn to 

negotiate successfully. You should 

know how to convince others to 

accept your views. Also, you should 

know how to effectively persuade 

others to change their views. 

Persuasion and other aspects of 

negotiation are considered as talents 

by some, however; they are skills that can be practiced between friends or colleagues, taught 

by expert negotiation firms, or even learned online with tutorials. 

Learning the skill of persuasion will allow you to handle any disputes during a 

negotiation. The skill is not just restricted to business negotiations. It can also help in 

resolving political disputes and even street fights. 

Persuasion has been defined as employing tactics to change the beliefs, attitudes or 

mindset of another, and endorse your views. Knowing the art of effective persuasion by 

taking part in a negotiating training course will allow you to get the best outcome when 

dealing with customers and suppliers. 
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Common Types of Persuasion 

You can employ two styles of persuasion in negotiation — the pull style or the push style. 

Pull Style — This style consists of getting information about the counterparty, understanding 

their position, and developing a mutually beneficial agreement. This style is generally 

recommended when both parties aim to enter into a long-term relationship with the opposing 

party. 

Push Style — this type of persuasion involves giving information to the other party and 

making them understands your views. It is suitable when the other party is more powerful and 

less interested in the partnership. 

There is a third type of persuasion known as the punch or aggressive style, but it’s not 

recommended during a negotiation. Aggressive tactics involving coercion, threat, and 

manipulation rarely result in a successful negotiation. It may persuade the other party to 

accept the terms, however, the relationship will not stand for long. 

Now that you know the importance of persuasion during the negotiation stage and 

also the different types of persuasion styles, let’s now turn our focus onto how you can apply 

these persuasion skills to positively influence the outcome of a negotiation. 

1. Develop Self-Confidence 

In order to convene others to accept your viewpoint, you first need to believe in 

yourself. You can develop self-confidence by practicing this skill. These skills can be 

developed through either trial and error or better by attending a negotiating training course. 

When you are self-confident and motivated, you will be better able to convince the 

counterparty. You will be able to think things through properly and carefully evaluate what 

decision is in your best interest. By collecting and evaluating facts, you will understand your 

position and be able to effectively persuade the opposing party to accept your views. 
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2. Learn to Proactively Counter Criticisms 

The biggest mistake during a negotiation is to assume that everything will go 

smoothly without any objection from the other party. But this is rarely the case. You should 

expect to receive criticism from your counterparty. This is normal in a negotiation. 

If you anticipate criticism from the opposing party, then you cannot be caught off 

guard. Being prepared will allow you to quickly understand and answer any queries from the 

other party. This way, you will turn objections into strengths that will pave the way to a 

successful negotiation. 

3. Highlight the Benefits 

In order to persuade others, you must also highlight the benefits of the proposal to the 

other party. You must answer the simple question in the mind of the counterpart, “What’s in 

it for me?” Answering this question will help align the proposal with the interests of the 

opposite party. 

In conclusion, you should learn the simple yet highly important and effective skill of 

persuasion whilst also understanding the crucial steps to improving your negotiation skills. 

Learning these skills will help you to convince the other party to accept your views resulting 

in a successful deal. 

2.3 ENGLISH 

2.3.1 ENGLISH FOR COMPETITIVE EXAMS 

Tips for Error Free English 

There are some useful points that you must have to remember while taking up an English 

Competitive test. 

 Learn the Basics and Proper Usage of Grammar 

People judge you based on how you write and speak. Taking the time to follow the rules of 

Standard English in your formal writing and speech allows you to present yourself in the best 

possible light. 

http://recruitmentresult.com/time-management-in-exam/
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Read Here: Tips to Reaching Your Full Potential 

 Improve your Vocabulary 

In most of the competitive exam, there will be a section of English aptitude. If you want to 

score well in this section, you need to improve your Vocabulary. 

 Go through the Comprehension skills 

Students are habituated to solve simple and direct passages in their school days, but 

when it comes to competitive exams, the task becomes difficult.  Unable to understand the 

vocabulary (meaning of words) and concept of the passage, students become dull and 

uninterested in this section. 

 Should avoid Spelling Mistakes 

Many highly intelligent people who have a lot of good things to say get overlooked 

because of spelling errors. Only a handful of mistakes, no matter how small, can make 

readers think the writer isn’t competent. 

 Make Sure that Sentence Formation is Clear and Concise 

 As often as possible, use the sentence structure subject—verb—object. Use simple 

declarative sentences for descriptions, and use simple imperative sentences for instructions. 

However, you can use a sentence structure that starts with an if clause or places the condition 

before the action. 

How to Prepare English for Competitive Exams? Check Section Wise Tips 

How To Prepare For English – Grammar 

Grammar includes the topic as Sentence completion, Synonyms, Antonyms, spotting 

the Errors, idioms & phrases, spellings Check, Re-arranging sentences, these are some 

important section which is very useful for the competition. 

http://recruitmentresult.com/tips-to-reaching-your-full-potential/
http://recruitmentresult.com/memory-improvement-techniques-for-students/
http://recruitmentresult.com/10-common-mistakes-you-make-in-tests/
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 So aspirants should be focus on above topic which covered in the syllabus of English 

Competition Exam. 

 

 Grammar can be improved only through practice. Learning the basic rules and 

practicing sentences of your own by checking it through Internet or some other means is 

one way to improve your Grammar. 

 Spotting errors is very difficult in the exam because it’s not easy to remember all the 

grammatical rules but when you are into serious reading habits you will intuitively 

know that there is some error in this part of sentence. 

 

BLENDING WORDS 

Newscast = news + broadcast 

Brunch  = breakfast + lunch 

Docudrama =  documentary +drama 

Vegeburger = vegetable +hamburger 

Melodrama  = melody + drama 

Techno wizard = technology + wizard 

Telecast  = television + broadcast 

Moped  =  motor + pedal cycle 

Edutainment =  education + entertainment 

Camcorder = camera + recorder 

Edusat  = education + satellite 

Mobike = motor + bike 

Interpol = international + police 

Handycam =  hand + video camera 

Travelogue = travel + catalogue 

Oxbridge = Oxford + Cambridge 

 Electrocute =  electro + execute 

Travelogue = travel + catalogue 

Heliport = helicopter + airport 

Lecdem = lecture+ demonstration 

Motel  =  motorway + hotel 

Internet =  international + network 

Smog  = smoke + fog 

Bit  = binary + digit 

Medicare =  medical + care 

 Telex  =  tele printer + exchange 
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Newscast =  news + broadcast 

Interpol =  international + police 

Travelogue =  travel + catalogue 

Edutainment =  education + entertainment 

Motel  =  motorway + hotel 

Smog  =  smoke + fog 

Heliport =  helicopter + airport 

Mobike =  motor + bike 

Informercial =  information + commercial 

Technowizard =  technology + wizard 

 Medicare =  Medical + care 

Edusat  =  Education + satellite

BRITISH ENGLISH AND AMERICAN ENGLISH 

 

British English                  American English 

 Fellow    Guy 

 Jam                             jelly 

 Anti clockwise           Counterclockwise 

 Bonnet                         Hood 

 Boot (of a car)             Trunk 

 

 Blind     Window shade 

 Chips     French fries 

 Cot    Crib 

 Cutting         Clipping 

(From a newspaper)                                   

 Dustbin  Garbage can,  

   trash can 

 fire brigade  Fire department 

 Goods train       freight train 

 Maths    Math 

 Interval  Intermission 

(In cinema)      

 Jug                    Pitcher 

 Rise (salary)     Raise 

 Shop assistant      Salesclerk 

 Single (ticket)        one way 

 Torch    Flashlight                                                                 

 (Battery operated)   

 Washbasin                  Sink 

 Windscreen                 Windshield 

 Witness box            Witness stand 

 Zed                             Zee 

 a thousand                  grand 

 going to                      gonna 

 Luggage  Baggage 

 Mobile phone  Cell phone 

 Nappy   Diaper 

 Pavement  Sidewalk 

 Petrol   Gasoline 

 Post   Mail 

 Railway  Railroad 

 Sweets   Candy 

 Tap   Faucet 
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 Taxi   Cab 

 Tin   Can 

 Underground  Subway 

 Autumn  Fall 

 Biscuit   Cookie 

 Crisps   Potato chips 

 Film   Movie 

 Ground floor  First floor 

 Holiday  Vacation 

 Lorry   Truck 

 Nappy   Diaper 

 Petrol   Gasoline 

 Post   Mail 

 Sweets   Candy 

 Taxi   Cab 

 Underground  Subway 

 centre   center 

 Cheque  check 

 Licence  License 

 Metre   meter 

 offence  offense 

 plough   plow 

 programme  program 

 skilful   skillful 

 Travelled  traveled 

 theatre   Theater 

 fast   Fast 

 last   Last 

 mass   Mass 

 Schedule  Schedule 

 Ballet   Ballet 

 debris   Debris 

 Railway  railroad 

 Lift   Elevator 

 Flat   Apartment

 

COMPOUND NOUNS 

A compound noun is a verb or an adjective made of two or more words or parts of 

words. It is written as one word or more words, or as words joined by a hyphen. 

Compound words are formed by joining a noun 

Noun+ noun                     =seafood, starlight, schoolboy 

Adjective + noun            = goodwill, software, gentleman 

Gerund + noun                = sewing machine, walking stick 

Adverb + noun                = insight, outpost, fast food 

Verb + adverb                 = wash out, flash back, make- over 
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Noun + verb                    = nightfall, daybreak, waterfall 

Adjective + verb              = free-drive, dry-clean, deep – fry 

Adverb+ verb                  = outrun, well – defined, downcast 

Noun+ adjective              = radio-active, light- sensitive 

Adjective + adjective      = pale blue, light green 

Adverb + participle        = outsourcing, incoming. 

Some other examples: 

Foothills 

Fly- catcher 

Ice caps 

Airport 

Handwritten 

Overload 

Childhood 

Safeguard 

Moonlight 

Typewrite 

Riverbed 

Landmark 

Dream-world  

 Postman 

Bed-time 

Motorcycle  

Rabbit-hole 

Honeybee 

Chessmen 

Cork-screw 

Noun + Adjective (participle) 

Knee-deep 

Homesick 

Henpecked 

Noun in Possessive case + Noun 

Craftsman 

Sportsman 

child splays 

 

Adverb + Noun 

Insight 

Out-patient 

post script 

Verbal noun in ‘-ing’ + Noun 

Looking-glass 

Washing machine 
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Adjective + ‘-ing’ participle 

Curious-looking 

good-looking 

Adjective + ‘-ed’ participle 

Long-awaited 

Dreamy-eyed 

Adverbial + verbal Noun 

Daydream 

Boat-ride 

Verb + Object 

Push-button, 

Treadmill 

Object + Agential Noun with ‘er’/ ‘or’ 

Telephone operator 

Science teacher 

Object + verbal Noun with ‘-ing’ 

Air-conditioning 

Sightseeing 

Adjective + Noun 

Blackboard 

Blue print 

Noun + Adjective       

Lifelong 

jet black 

 

CORRECT PLURAL FORMS 

  Notice the change of form in the second word of each pair: 

             Tree (Box, ox, Man)                               Trees (Boxes, Oxen, Men) 

            [The first word of each pair denotes one thing] 

            [The second word of each pair denotes more than one] 

 A Noun that denotes one person or thing, is said to be in the Singular Number; 

            Boy, girl, cow, bird, tree, book, pen. 

 A Noun that denotes more than one person or thing, is said to be in the Plural Number; 
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            Boys, girls, cows, birds, trees, books, pens. 

 The formation of plural noun:            

            The Plural of nouns is generally formed by adding -s to the singular 

            Boy, boys;       pen, pens;    girl, girls;     desk, desks; Book, books; cow, cows. 

            But Nouns ending in -s, -sh, -ch (soft), or -x form the plural by adding -es to the singular: 

            Class, classes; kiss, kisses; dish, dishes; brush, brushes; 

            Most Nouns ending in -o also forms the plural by adding -es to the singular:  

            Buffalo,  buffaloes; mango, mangoes; hero, heroes; 

            Potato, potatoes; cargo, cargoes, echo, echoes; Negro, Negroes:  volcano, volcanoes. 

            A few nouns ending in -o merely add –s: 

              dynamo, dynamos;   solo, solos;   ratio, ratios; canto, cantos;   memento, mementos;   

   quarto, quartos; piano, pianos;  photo, photos; stereo, stereos. Kilo, kilos;  logo, logos;    

   commando, commandos 

                Nouns ending in -y, preceded by a consonant, form their plural by changing -y into -i 

and adding –es: 

                 Baby, babies; lady, ladies; city, cities; army, armies; story, stories;  pony, ponies. 

The following nouns ending in -f or -fe form their plural by changing -for -fe into v and adding -es: 

Thief thieves 

Wife wives 

Wolf wolves 

Life  lives 

Calf  calves 

Leaf  leaves 

Loaf loaves  

Knife  knives 

shelf shelves 

half  halves 

Elf  elves 

Self  selves 

sheaf  sheaves. 
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The nouns dwarf, hoof, scarf and wharf take either -s or -ves in the plural. 

Dwarfs or dwarves Hoofs or hooves Scarfs or scarves Wharfs or wharves 

Other words ending in -for -fe add -s; as,  

Chief    Chiefs 

Safe      safes 

Proof   proofs 

Gulf   gulfs 

Cliff   cliffs 

Handkerchief         handkerchiefs

A few nouns form their plural by changing the inside vowel of the singular 

Man        men   

Woman   women   

Foot     feet 

Tooth     teeth 

Goose   geese 

Mouse  mice   

Louse   lice. 

There are a few nouns that form their plural by adding -en to the singular 

Ox oxen Child children

The plural of fish is fish or fishes. 

Some nouns have the singular and the plural alike; 

Swine, sheep, deer; cod, trout, salmon:  aircraft, spacecraft, series, species. Pair, dozen, score, 

gross, hundred, thousand (when used after numerals) 

THE USE OF NOUNS: 

Some nouns are used only in the plural. 

• Names of instruments which have two parts forming a kind of pair; as, Bellows, scissors, 

 tongs, pincers, spectacles. 
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• Names of certain articles of dress; as, Trousers, drawers, breeches, jeans, tights, shorts, 

 pyjamas. 

• Certain other nouns; as, Annals, thanks, proceeds (of a sale), tidings, environs, nuptials, 

 obsequies, assets, chattels. 

Some nouns originally singular are now generally used in the plural 

              Alms, riches, eaves. 

The following nouns look plural but are in fact singular: 

Mathematics, physics, electronics, news, measles, mumps, rickets, billiards, draughts 

Means’ is used either as singular or plural. But when it has the meaning of ‘wealth’ it is always 

plural;  as,  He succeeded  by this  means  (or,  by these  means)  in passing  the examination.  His 

means are small, but he has incurred no debt.] 

Certain Collective Nouns, though singular in form, are always used as plurals, 

Poultry, cattle, vermin, people, gentry. These poultry are mine. Whose are these cattle? 

Vermin destroy our property and carry disease. Who are those people (= persons)?  

There are few gentry in this town. 

A Compound Noun generally forms its plural by adding -s to the principal word 

Singular                                                               Plural 

Commander-in-chief                               Commanders-in-chief                                                 

Coat-of-mail                                           Coats-of-mail 

Son-in-Law                                             Sons-in-law      

Daughter-in-law                                      Daughters-in-law   

Step-son                                                  Step-sons 

Step-daughter                                         Step-daughters 
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FIGURE OF SPEECH OBSERVED IN THE FOLLOWING POEMS 

Alliteration: 

 The repetition of similar sound usually consonant at the beginning of the word. 

Allusion: 

 A reference within a literary work to a historical, literary, or biblical character, place, or 

event. 

            Your backyard is a garden of Eden. 

Simile: 

 A comparison of two things through the use of the words like or as. 

Metaphor: 

 The comparison of one thing to another that does not use the terms “like” or “as.” 

A Figure Of Speech That Compares Two unlike Things: 

 "Her hair is silk." 

Personification: 

 The use of human characteristics to describe animals, things, or ideas. assigning human 

qualities to non-human things. 

 "The tropical storm slept for two days." 

Oxymoron: 

 The association of two terms that seem to contradict each other, such as 

“same difference” or “wise fool.” 

Onomatopoeia: 

 The use of words like pop, hiss, or booing, in which the spoken sound resembles the actual 

sound. Words that imitate sounds. "Boom. Gurgle. Plink. Woof" 
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 Why then, O brawling love! O loving hate! 

Anaphora: 

 It is a deliberate repetition of a word or phrase at the beginning of several successive 

verses, clauses, or paragraphs.  

Ellipsis: 

 “The ice was here, the ice was there, the ice was all around” 

 Ellipsis is the omission of a word or words. It refers to construction in which words are left 

out of a sentence can still be understood. 

 Lacy can do something about the problem, but I don’t know what(she can do) 

Rhyming scheme: 

 A rhyme scheme is a regular pattern of rhyme, one that is consistent throughout the 

extent of the poem.  

 See how to show a rhyme scheme below: 

There once was a big brown cat- a  

That liked to eat a lot of mice- b  

He got all round and fat –a 

Because they tasted so nice- b 

Rhyming words: 

 The basic definition is two words that sound alike. Rhyme is perhaps the most 

recognizable convention of poetry. Rhyme helps to unify a poem. 

 Katie took a trip to the beach. 

Repetition:  

 She brought two books, and a peach.  

 Sometimes the important word in a sentence is repeated to give expression to some deep 

emotion such as 

“Alone, alone, all alone, Alone on a wide, wide sea” 
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Apostrophe: 

 Apostrophe is a figure of speech in which speaker speaks directly to something which is 

nonhuman or nonexistent. 

Car , please get me to work today. 

Pun: 

 A play on words that uses the similarity in sound between two words with distinctly 

different meanings. 

 Words with a humorous double meaning, a "play on words." 

"A dog not only has a fur coat but also pants." 

Irony: 

 Irony is a device that emphasizes the contrast between the way things are expected to be 

and the way they actually are.. 

Imagery:  

 If we call a weak and extremely thin person as Bruce Lee. It aims at bringing about humour 

as well as criticism 

 Language that bring to mind sensory impressions. 

 Littering white, the blanket of snow covered everything in sight. 

Hyperbole: 

 An excessive overstatement or conscious exaggeration of fact. 

 “I’ve told you that a million times already” is a hyperbolic statement. an expression of 

exaggeration. 

 "I nearly died laughing." 

Cliché: 

 An expression, such as “turn over a new leaf,” that has been used and reused so many times 

That it has lost its expressive power. 
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Assonance: 

 The repetition of vowel sounds in a sequence of nearby words. 

 Identity or similarity in sound between internal vowels in neighboring words. 

Metonymy: 

 Music that brings sweet sleep down from the blissful skies. 

 Here are cool mosses deep, 

 And through the moss the ivies creep, 

 And in the stream the long-leaved flowers weep  

 An object is designated by the name of something which is generally associated with it.  

Synecdoche:  

 The bench for the judges, 

 The crown for the king, 

 The laurel for the success.  

A figure of speech in which a part is used to represent the whole 

Example: 

ABCs for alphabet 

England won the World Cup in 1966 

Transferred Epithet: 

  It is a fine figure of speech in which an epithet (or adjective) grammatically 

qualifies a noun other than the person or thing it is actually describing. Also, it is known as 

hypallage. 

Example: 

 It often involves shifting a modifier from the animate to the inanimate. 

 “He passed a sleepless night” 
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INFINITIVE, GERUND, PARTICIPLE 

A word referring to an action or a state of being can work either as a verb, noun or an 

adjective. If it is work as a noun it is either a gerund or infinitive and it performs the action of 

adjective it is a participle. 

Infinitive: 

 The forms to go and to find are "infinitives." The infinitive is the base of a verb, 

often followed by ‘ to’.  After certain verbs (bid, let, make , need (Except when they 

are conjugated with do), dare, see, hear), we use the Infinitive without ‘to’ 

                        Ex; 

                                Bid him go there. 

                                 I will not let you go. 

 The infinitive without to is also used after the verbs will, would, shall, should, may, 

might, can, could and must. 

                         Ex; 

                                   I will pay the bill. 

 The Infinitive without too is also used after had better, had rather, would rather, 

sooner than, rather than 

                              Ex; 

                                 You had better ask permission. 

Uses: 

1.   As the Subject of a Verb 

                   Ex:  To err is human 

2.   As the Object of a transitive Verb 
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                    Ex: He likes to play card 

3.   As the Complement of a Verb 

                    Ex: Her greatest pleasure is to sing 

4.   As the Object of a Preposition 

                    Ex: He had no choice but to obey 

5.   As an Objective Complement 

                    Ex: I saw him go 

Gerund: 

Gerund is a verbal noun. It looks like a verb but not a verb. It functions as a noun.  

 Structure= verb + ing 

      Ex:                          I like running 

 Uses of gerund: 

1. As a subject of the sentence: 

Swimming is a healthy exercise 

                         Here swimming = subject and a gerund 

2.   As a object of the sentence:  

                         She enjoys going to stadium  

  Here going to = object 

3.   As a subject compliment:   

       Compliment is a word which helps to complete a sentence.  

                               Ex: Knowledge is learning something everyday 

4.   As the object of a preposition: 
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      Ex: Meena is not interested inlooking for a job 

   In- preposition 

   Looking – gerund 

Some verbs follows gerund: 

Verbs- 

  Avoid, detest, dislike, love, hate, keep, help, prevent, risk, stop, urge, understand, try, 

tolerate, encourage. 

And certain phrases: 

  Look forward to, prone to, accustomed to, used to, objected to 

‘IF’ CLAUSES (CONDITIONAL CLAUSES) 

Rule: 

If +subject+ verb (present tense) + o.w, Subject+ (will, can, may, shall) + verb+  other.works 

Ex; 

 If you do it, you will be happy 

Subject+ (will, may, can, shall) + verb+ o.w, If +subject+ verb (present tense) + other.works, 

Rule2: 

Ex; 

 You will pass, if you work hard 

If + verb(past tense) + other words, Subject + would(could, might, should) +verb(present 

tense) +other words  

Rule 3:  

Ex; 
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 If I lived by the sea, I would do a lot of swimming. 

If + subject+ had+ past participle+ other words, subject+ would have+past participle + o.w 

Ex; 

 If he had worked hard, he would have passed the examination. 

[Note: it is also possible to indicate a past unreal condition without using the word “if”. In this 

case, the auxiliary “had” is placed before, rather than after, the subject.] 

Had+ s+ past participle + o.w, s+ would have+ past participle+ o.w 

Ex; 

 Had she found the right buyer, she would have sold the house. 

Rule 4: 

 Imaginary or unreal condition, i.e. one which could not be true, or which even if it is not 

impossible, is not seriously contemplated, but is only advanced for the sake of argument. 

If+   subject,   were+   other   words,   subject+   would   +   verb   (present tense)+other 

works.  

Ex: 

 If I were rich, I would travel around the world. 

SENTENCE PATTERN 

 S – Subject 

 V – Verb 

  Object 

 C - Complement 

 A – Adjunct 

There are 5 sentence patterns: 



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  99 

 

1. Subject+ verb (s v) 

2. Subject+ verb+ object (s v o) 

3. Subject+ verb+ indirect object+ direct object (s v io do) 

4. Subject+ verb+ Complement (svc) 

5. Subject+ verb+ object+ complement (s v o c) 

Note: Adjunct could be added to these entire five patterns 

Subject: 

  The part of a sentence which denotes the person or thing about which something is 

said is called subject. 

  To get SUBJECT “S” ask the question ‘who’? Before the verb 

  Ex: Who sings? Who speaks? 

Verb: 

  It shows action or activity or work done. 

Ex: sita sings. Ramu speaks. 

Object: it’s a noun or pronoun that is governed by a verb or a preposition. 

 To get the object ‘O” ask the question ‘what’ or ‘whom’? 

 What is for things and whom is for persons.[persons may be nouns or pronouns]  

 Ex: He bought a book. 

       I saw him 

Direct object     :     

      Receiver of the action 

  Ex: Rama gave a ball 



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  100 

 

Indirect object:  

  Recipient of the direct object 

  Ex: Rama gave Hari a ball 

Adjunct: 

  It is an adverb used to modify a verb. 

  To get adjunct “A” ask the question “when”,”where”, ”how”. 

When: TIME     at 1’o clock, in the morning, etc.,  

Where: PLACE at the railway station, etc., 

How   : MANNER slowly, fast, etc., 

Note:  

 The basic difference between the object and the complement is that object can be used to 

change the verb into complement cannot be used for this purpose. 

Ex:   

 1. He / wrote/ a letter (active voice). 

 S /    V   /    O 

 2. They /appointed/ him/ captain. 

 S  /     V      /   O    /   C 

[Here the word captain cannot become the subject in the passive form, only he (him) can serve this 

purpose.] 

C comes after verbs in the be form: am, is, are, was, were, etc… 

Ex: 

 He is a doctor.  

           I am a doctor 

Similarly the verbs become, make, appoint, choose, select, elect, nominate, etc have a C 
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  Ex:    He became a journalist 

            They chose him captain. 

Examples 

1. S V 

   Birds fly. 

   He came.  

   They ran. 

2. S V C 

Gopal is an artist.  

They are my friends  

She is a doctor 

She became rich. 

3. S V O 

I bought a book. 

They won the match. 

4. S V IO DO 

 When there are two objects, the question ‘what’ for things gives the direct object and the 

question ‘whom’ for persons gives the indirect object. 

She gave me a book. 

My uncle sent me some coins. 

4. S V O C 

                       They appointed him president 

They elected him chairman. 
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UNIT: 3 ENGLISH AND APTITUDE 

3.1 SPEAKING  

3.1.1 PUBLIC SPEAKING 

Public speaking is the process of communicating information to an audience. It is usually 

done before a large audience, like in school, the workplace and 

even in our personal lives.  

The benefits of knowing how to communicate to an 

audience include sharpening critical thinking and verbal/non-verbal 

communication skills. 

Public speaking allows you to improve upon your knowledge.  

IMPORTANCE OF PUBLIC SPEAKING 

Public speaking is important because it helps you to improve your knowledge. The 

preparation that goes into a speech and the fact that you have to work out how to communicate to 

others effectively makes you understand your content that much better 

FOUR DIFFERENT TYPES OF PUBLIC SPEAKING: 

Ceremonial Speaking: 

• Most people will give some sort of ceremonial speech during their lifetime.  

• These speeches mark special occasions. 

They are common at weddings, 

graduations and funerals -- as well as 

large birthday celebrations and office 

holiday parties. 

• Ceremonial speaking typically involves a 

toast and is personal with an intimate 

emotional connection to people 

hearing it. 
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Demonstrative Speaking: 

 Science demonstrations and role playing are types of demonstrative speaking.  

• This type of public speaking requires being able to speak clearly and concisely to describe 

actions and to perform those actions while speaking.  

• A demonstrative speaker may explain the process 

behind generating power while cycling to 

power a toaster. 

• For example.  

The idea behind demonstrative speaking is that 

the audience members leave with the 

knowledge about how to do something. 

Informative Speaking: 

• With informative speaking, the speaker is trying 

simply to explain a concept to the audience 

members.  

• College lecture courses involve informative speaking as do industry conferences and public 

officials sharing vital information.  

• In this type of speaking, the information is what is important. 

• The speaker is not trying to get others to agree with him or to show them how to do 

something for themselves. 

• Rather he is disseminating vital information. 

Persuasive Speaking 

• Persuasive speaking tends to be the most glitzy. Politicians, lawyers and clergy members 

use persuasive speaking. 

• This type of speaking requires practicing voice inflections and nuances of language that 

will convince the audience members of a certain viewpoint. .  

• The persuasive speaker uses emotional appeals and strong language in speeches. 
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STEPS TO IMPROVE PUBLIC SPEAKING SKILLS 

 Stage Presence: Good public speakers appear 

 confident 

 friendly 

 enthusiastic 

 energetic  

 Voice Control: Your voice is the most important tool you will use as a public speaker.  

 tone (quality) 

 pitch (high or low) 

 volume of your voice 

 Body Language: Consider your body language and the message that it conveys. .. 

 Practice standing with a relaxed upright posture. 

 Place your hands at your sides or clasped in front of you, unless you are making a 

gesture to emphasize a point. 

 Become aware of your facial expressions as well; they should match the message you 

are delivering. If you're giving an upbeat speech, try to have a relaxed and joyful look 

on your face. 

 Delivery:  When it comes to public speaking, delivery is everything.  

 Speak slowly and deliberately. Here's a tip: it will probably seem too slow for you. 

 Pause between ideas to give the audience time to digest what you are saying. 

 Carefully articulate and pronounce your words. A mumbling public speaker is hard 

to understand. 

 Avoid filler sounds like "Um" and "ah." It detracts from what you are saying and is 

distracting to the audience. 

 Vary the pitch and volume of your voice to add interest. Speaking in a monotone is 

a surefire way to lose the interest of your listeners. Listen to podcasts of upbeat public 

speakers and try to imitate how they talk. One good example is Paula Pant of the Afford 

Anything podcast. 

 Audience Relations: 

 Acknowledge your audience right away 

https://www.verywellmind.com/understanding-emotions-through-facial-expressions-3024851
http://affordanything.com/
http://affordanything.com/
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 converse with your audience 

 Make eye contact and watch for communication from the audience  

Here are some examples: 

 Speaking extemporaneously. 

 Speaking impromptu (off the cuff) 

 Delivering reports. 

 Delivering prepared speeches/presentations. 

 Introducing speakers. 

 Accepting and presenting awards. 

 Evaluating other member's speeches. 

 Delivering toasts. 

HOW TO BE A BETTER PUBLIC SPEAKER: 

 Begin with the end in mind. Before you start working on your script or presentation, get 

clear on its purpose.  

1. Simplify your messages.  

2. Avoid the perils of PowerPoint.  

3. Connect with your audience.  

4. Tell personal stories. 

5. Prepare and practice. . 

6. Watch yourself. 

7. Avoid sameness. 
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OVERCOMING THE FEAR OF PUBLIC SPEAKING 

 Most people report that giving a speech is their greatest fear. And yet the ability to give a 

speech is one of the most valued business skills today. 

 

Try these 10 tips to get over your nervousness and to develop confidence while speaking. 

1. Expect to be nervous 

 Even experienced speakers get nervous. 

 Don’t try to eliminate your jitters.  

 Turn them into energy you can use to boost your delivery. 

2. Prepare 

 Know what you are going to say – and why you want to say it. 

3. Practice 

 Speak to supportive audiences in small forums where less is at stake – at a staff 

meeting or a PTA meeting. Join Toastmasters or take a Dale Carnegie course. Work 

with a coach. 

4. Breathe 

 In the thirty seconds before you begin speaking, take three slow, deep breaths 

through your nose, filling your belly. As you breathe out, say silently to yourself, 

“Relax.” 

5. Rehearse 

 Stand up and walk around as you practice out loud.  

 Don’t memorize your speech or practice it word for word.  

 Talk it through, point by point. 
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  Imagine you’re explaining your main ideas to a friend. 

6. Focus on your audience 

 Stage fright is rooted in self-preoccupation. (“How am I doing?” “Am I making any 

sense?”) 

 Stop focusing on yourself. Focus, instead, on your audience. (“How are you?” “Are 

you getting this?” “Can you hear me?”) 

7. Simplify 

 Most speakers try to do too much in a speech.  

 Then they worry about leaving something out or losing their train of thought.  

 Aim, instead, to communicate one basic idea. 

  Keep it short and simple. 

8. Visualize success 

 Practice relaxation techniques in the days before your presentation. 

  Lie down or sit comfortably in a quiet place. Breathe slowly.  

 Close your eyes. Imagine your upcoming speaking engagement.  

 Picture yourself speaking with confidence. 

9. Connect with your audience 

 Make the audience your allies. 

  Talk to individuals before your presentation to get to know them. 

  Look them in the eye as you speak to them, one person at a time.  

 When your audience sides with you, your job as a speaker becomes easier. 

10. Act confident 

 People won’t see how nervous you are. (They can’t tell if your palms are sweating 

or your knees are knocking or your heart is pounding.) So don’t tell them. Smile.  

 Stick your chest out. 

  Look confident, even if you don’t feel it. 

THE BENEFITS OF PUBLIC SPEAKING 

 Public speaking is a great way of building personal development on many levels,  
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 We’ve listed the top benefits of public speaking, which will encourage you to get out of 

your comfort zone and sign up to speak at a few events in the future. 

1. Career advancement 

2. Boost confidence 

3. Critical thinking 

4. Personal development 

5. Improve communication skills 

6. Make new social connections  

7. Personal satisfaction 

8. Expand your professional network 

9. Learn to persuade 

10. Build leadership skills 

11. Learn performance skills 

12. Develop your vocabulary and fluency 

13. No fear of impromptu speaking 

14. Learn to argue 

15. Helps you drive change 

16. Be a better listener. 

3.1.2 EXTEMPORE: 

 Extempore speech means that you need to speak for a minute or two on any given topic without 

any preparation during your personal interview.  

 Extempore is a stage performance which is carried out without preparation of any kind. This 

term is mostly used while referring to speech and poetry discussions. The other commonly used 

names for extempore speeches are impromptu speaking, improvised speaking and extemporaneous  

speaking. 

 Speaking without any preparation of any kind in front of a huge audience can give creeps to 

anyone. There are many times when we are expected to speak out of our knowledge and without prior 

preparations. Here are some tips to help you given an extempore speech without any hurdles. 
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Focus on one point  

• Talking in general is an easy task, but becomes tough when you have to talk about a particular 

topic.  

• Any topic on which you need to talk about would have certain main areas.  

• Understand that you will not be able to cover all the points in a speech, therefore concentrate on 

a single point and take it forward. 

Limit your speech to your knowledge  

• Many people tend to talk a little more without 

having any prior information. 

• Talking for the sake of talking does not yield any 

results. 

• It is always important that you talk as far as you 

know correctly about the topic and nothing 

more. 

Do not memorize  

• Memorizing information only leads to it being stiff and less conversational. 

• Memorizing will also result you in forgetting a point and getting stuck in a particular place, 

which can be avoided by impromptu speaking. 

 

Focus on opening and closing statements  

• The opening and closing statements decide on how the audience welcomes your speech. 

• Making an impact which can keep them glued to your speech with your opening statement and 

remembering your speech by the closing statement is important 

• Impromptu speech is better developed by constant practice. 

• Confidence is the key to help you develop this method of communication to a large audience. 

THE PURPOSE OF EXTEMPORE 

 It is also known as spontaneous speaking or impromptu speech. The topic is given on the spot at 

the time of speech. The importance of the extempore speech is it helps you think and develop 

     presence of mind and it directly helps your brain to react  fast. 
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How to overcome the fear of extempore speech  

 Let me tell you what… It’s very hard for a speaker to speak about the topic that he/she doesn’t 

know. So you have to seek some ideas and example of extempore speech will definitely help 

you. 

 What? : What the topic is all about? You can start your extempore speech by introducing the 

topics. 

 Why?  Why that “topic” is important for people or what are the advantages and disadvantages of 

those topics. 

 Current Affairs: Let the audience know about the current importance of that topic and we shall 

proceed or what we can do about it. 

Extempore Speech is a format in which the following are evaluated: 

a) Presence of Mind 

b) Awareness 

c) Fluency in language 

d) Confidence 

Criteria for judging extempore competitions 

•Confidence and fluency of the participant 

•Presence of mind of participant 

•Relevance to the topic 

•Keep in mind the time limit given to you. 
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 Extempore / Group Discussion is one of the processes in short listing the candidates in the B-

schools. For preparation here I posted few Topics most probably one can expect in Interview. As it 

goes, you could be asked to extemporize on any issue/idea.  

Some topics for extempore speech 

• Newspaper reading as a habit 

• Before criticizing anyone, put you into 

their shoes 

• Bungee jumping 

• Fear of the unexpected 

• Childhood 

• Most memorable moment 

• Funniest moment 

• Population explosion 

• Sachin Tendulkar 

• Inflation, good or bad? 

• Trip to favourite holiday place 

• Favourite company    

• Favourite actor 

• Favourite business personality 

• Foreign channels are a threat to our 

culture 

• If you become invisible 

• Pepsi and Coca-Cola should be banned 

• Favourite sportsperson 

• Favourite food 

• Kashmir issue – can it be solved 

• Privatization of universities 

• Advantages of vegetarianism 

• Mobiles should be banned in colleges 

• What are the winning ways of success 

• Mobile tech: boon on bane 

• Positive attitude 

• Does fashion influence Indian culture? 

• Women are the weaker sex 

• Women are better managers 

• Pride & prejudice spoil relationship 

• Eve-teasing 

• Your dream partner 

• China, the next world power 

• Walking versus jogging 

• IT jobs on the rise 

• Internet as a device for marriage 

• My reading habits 

• Parents are demanding on their 

children 

• Globalization 

• Co-education 

• Dress codes in college 

• Should India pursue dialogue with 

Pakistan? 

• TV commercials should be banned 

• Unemployment – What are the 

remedies? 
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• Real learning takes place through 

experience 

• Brain drain 

• Earth – my planet 

• Education liberalized 

• Corruption  

 

SAMPLE ONE: 

Speaker: Good morning sir, 

Interviewer: Good morning, do you have the habit of reading newspaper? 

Speaker: yes sir, well…The newspaper can also become a tool for students to use it independently at 

     their own pace and this could lead to active learning. Newspapers can be classified as print 

      media-along with magazines and books. 

  It is necessary to inculcate the habit of reading the newspaper as this can develop the reading 

habit and also it helps to improve your communication skills. 

  News paper reading enhances your general knowledge as the topics covered are wide 

ranging! Politics, sports, business, cinema, cookery fashion or as the clichéd phrase goes ‘everything 

under the sun’. 

  News papers can also promote higher level of thinking. Each newspaper has its own style of 

news and event coverage. Well known newspapers have a good style and the reader thus gets an 

opportunity to read the different styles, add more words to his vocabulary which is essential if you 

want to improve your language. 

  Though the television dominates our lives today and media coverage of all that is happening 

around you is instantly reported with visuals spanning the screen to give you graphics details, 

newspaper reading still holds a unique place in our daily routine. 

Thank you. 
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SAMPLE TWO: 

Speaker: Speaker: Good morning sir, 

Interviewer: Good morning, take your seat 

Speaker: thank you sir,  

Interviewer: Is honesty must for everyone now a days? 

Speaker: yes, of course sir. 

Interviewer: can you say about the topic honesty. 

Speaker: sure sir, There is an old saying that we should always tell the truth because that way we 

don’t have to remember what we said. Honesty is a virtue. At one time or another, you might find 

yourself in a situation that requires you to tell one or two lies to avoid trouble. For some people, 

being honest is not that easy and such people might find themselves lying almost every day. Honesty 

is the best policy because no matter how good you are at telling lies, the truth will always come out. 

Honest people are respected and trusted upon because they are known to stand by their truth. Without 

honesty, the world would be a bad and sad place to live in. That’s why we need to always tell the 

truth, no matter what the situation is. People who constantly lie not only lose their friends, but their 

reputation, since no one likes to associate with dishonest characters. It’s important to always tell the 

truth because this way we will lead a good and upright life. Some of the dishonest acts are cheating, 

corruption, smuggling among many others. If all of us can stay away from these acts the world will 

be a better place live in harmony and trust in each other. 

Thank You 
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3.1.3 PRESENTATION SKILLS: 

  The essential steps in planning, preparing and a talk is selecting and narrowing the subject, 

presenting determining the purpose, analyzing the audience, the audience and the occasion, gathering 

the material, making an outline, practicing aloud and delivering the speech. These skills refine the way 

you put forward your messages and enhance your persuasive powers.                   

BASIC STEPS INVOLVED IN EFFECTIVE 

SPEECH PREPARATION 

1. Picture the scene 

2. Know your audience 

3. Develop an idea 

4. Plan your presentation                  

5. Create your visual aids 

6. Rehearse 

7. Prepare to present 

8. Deliver your powerful presentation 

9. Most important thing is to focus on the needs of 

the audience and make sure your message is 

useful to them. 

PREPARING FOR A SPEECH 

 The meaning of preparation is not to pick 

up text or phrases from a book or the 

internet,  

 Learn them by heart and then rattle them 

off, hoping you won't forget a word or 

phrase. 

 To research on a topic, find all you can 

about it. 

  To understand, digest, put into the right 

order, use own words, put feelings in every word you write and say.  
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 When you speak from the heart it touches other hearts. 

There are several points to structure the presentation. 

1. Timeline -Arranged in sequential order 

2.  Climax-The main points are delivered in order of increasing importance. 

3. Problem/Solution-A problem is presented, a solution is suggested, and benefits are then shared. 

4. Simple to complex- Ideas are listed from the simplest to the most complex can also be done in the 

reverse order. 

5. Visuals- You might want to include some visuals that will help the audience to understand your 

presentation. Develop charts, graphs, slides and handouts. 

 After the body comes the closing. Here is where you ask for questions, provide a wrap-up and thank 

the participants for attending. Notice that you told them what they are about to hear (the opening or the 

objective), told them the content (the body), and told them what they heard (the wrap -up) 

THE GOAL OF A PRESENTATION 

 A presentation is built to convey ideas. 

 To educate through a presentation 

 The goal is to influence people to take action and/or change behavior. 
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CONTACT WITH THE AUDIENCE WHILE MAKING A PRESENTATION: 

There are four important aspects that we have to remember when we make a presentation.  

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 your presentation and helps to 

convey your objectives on a personal level. 

  Make sure that you share eye contact with all members 

of a small audience and all areas of a large audience 

regularly shift your focus around the room, to involve 

as many people as possible in your 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 they keep 

their hands in their pockets or rooted firmly at their sides.  

 Use gestures to welcome your audience, to add emphasis to 

your main points or to indicate an ending.  

 Try to use open gestures which move away from your body, 

extending them out to your audience.  

 This helps to break any audience/presenter divisions. Make 

sure that all gestures are controlled and precise. 

 If you make too much movement, it will appear nervous and 

unfocussed. 

  Always watch against distracting your audience from the content of your presentation. 

  You should continually be trying to find ways to help them listen and understand. 
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Spoken Contact 

Acknowledge your audience by making verbal contact with them. 

  At the beginning of your talk ask if they can see and hear you, or check that Lighting and sound 

levels on audio-visual equipment are satisfactory. 

  During your presentation, ask rhetorical questions 

that you can then answer like "How do we know this 

was true?" or "So, what does this prove?”  

 At the end of your talk give the audience an 

opportunity to ask questions or to clarify detail- this 

encourages them to take ownership of your material.  

 The use of questions is an important tool. 

  Questions involve your audience's mind in a more stimulating way than simply asking them to 

sit and listen to your talk. 

Language 

 Your use of language is mainly important in developing and sustaining a relationship with your 

audience.  

 Try using language that involves your audience.  

 For example, asking questions such as "What can we learn from this?" or "How did we arrive at 

this conclusion?" involves your audience in an exploratory process or discussion. 

  When looking at visual aids introduces them by saying "If we look at this slide we can see that." 

or "This slide shows us that...”  

 Use language that is welcoming and involving throughout your presentation. 

Good delivery in presentations 

The more you care about your topic, the greater your motivation to present it well. 

 Good delivery is a process of presenting a clear, coherent message in an interesting way. 

 Good delivery conveys the speaker's ideas clearly, interestingly, and without distracting the 

audience. 
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 Most audiences prefer delivery that combines a certain degree of formality with the best 

qualities of good conversation directness, spontaneity, animation, vocal and facial 

expressiveness, and a lively sense of communication 

  Research proves that the bulk of an audience's 

understanding of your message is based on nonverbal 

communication.  

 The speaker's face conveys 55 percent of the information, 

the vocalic conveys 38 percent, and the words convey 

just 7 percent. 

  Scholars and speech instructors do agree that nonverbal 

communication and speech delivery are extremely important to effective public speaking. 

Conversational Style 

 Conversational style is a speaker's ability to sound expressive and to be natural. 

  It's a style that approaches the way you normally express yourself in a much smaller group than 

your classroom audience.  

 The two most important elements of the speech are the message and the audience.  

 You are the channel with the important role of putting the two together in an effective way.  

 Your audience should be thinking about the message, not the delivery.  

 One of the hardest parts of public speaking is rehearsing that the to the point where it can appear 

to your au thoughts are magically coming to you while you're speaking, but in reality you've 

spent a great deal of time thinking through each idea.  

 When you can sound conversational, people pay attention. 
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3.2 WRITING: 

3.2.1 CREATIVE WRITING: 

 Creative writing is any form of writing which is written with the creativity of mind. The 

true definition of creative writing is "writing that 

expresses ideas and thoughts in an imaginative 

way." It is writing done in a way that is not 

academic or technical but still attracts an audience. 

We enjoy reading poems and stories because we 

get a certain pleasure from reading them, the 

pleasure which can’t be got from reading technical 

writing. So creative writing involves an aesthetic 

sensibility i.e. the experience of emotional 

attraction that is manifested through arts. 

Though the definition is rather loose, 

creative writing can for the most part be considered any writing that is original and self-expressive.  

The purpose of creative writing is to both entertain and share human experience, like love or loss. 

Writers attempt to get at a truth about humanity through poetics and storytelling. If you'd like to try 

your hand at creative writing, just keep in mind that whether you are trying to express a feeling or 

a thought, the first step is to use your imagination. 

Types of creative writing include: 

 Poetry 

 Plays 

 Movie and television scripts 

 Fiction (novels, novellas, and short 

stories) 

 Songs 

 Speeches 

 Memoirs 

 Personal essays 
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Some nonfiction types of writing can also be considered creative writing. Memoirs and 

personal essays, for example, can be written creatively to inform your readers about your life in an 

expressive way. They are called creative non-fiction.  Because these types are written in first 

person, it's easier for them to be creative. The majority of writing, by far, is creative. Not only can 

it be a creative outlet, it can also be therapeutic. Many psychologists recommend creative writing 

as a way to express our feelings. With it, you can pretend anything you want and help a potential 

reader do the same. 

Creative Writing Techniques 

 If you feel you have something inside you worthy of writing, you probably do. Why not try 

to let it out? It's as simple as sitting down, pulling up a blank document, and letting it all flow out 

of your fingers. Here are some creative writing techniques that can lead you to literary gold: 

 Read: 

 How can you create what you don't know? The more you read fiction and creative 

nonfiction, the more you'll naturally adopt its natural rhythm and flow. 

 Write with Abundance:  

 Don't sit down and try to edit every word you 

write. Rather, if you have an idea for a story, sit down 

and start typing. After the story is out of your mind 

and onto the screen, then you can consider the next tip. 

 Read Your Work:  

 Even after you've gotten it all out, it's still not 

time to edit. Rather, it's time to read your mental 

meanderings once and see what you like. See which scenes jump out at you. Remember which 

bits of dialogue are particularly powerful. 

 Create a Scene List:  

 This sounds odd, but you'll want to outline your scenes after you've written that first draft 

of your story. Organize the plot line and make sure it flows. You can check any facts that need to 

be validated and make sure you like the direction you've taken. 
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 Proofread and Edit:  

 Finally, once you've written your creative writing piece, read it, analysed its flow, and 

researched your facts, it's time to proofread and edit. Feel free to tighten up any "fluffy" parts of 

the story. Check your punctuation around quotation marks, as well as other grammatical 

concerns. 

Understanding Fiction: 

 There are several elements involved in 

creative writing, especially in fiction: Once you 

know all the elements, you only have to perfect them 

and there you have it, a masterpiece in your hands… 

Character development: 

 Every story has a main character. If you 

don’t have any characters, you don’t have any story. 

There is a whole art to character writing. Characters should be believable and not be cliched.  

Characters are the vehicles through which the story is revealed.  So, they should be interesting and 

have an arc i.e. a change in being as the story develops.   

Plot development: 

 The plot delineates what happens in the story.  Action is not plot. Plot is something 

different. Plot is a literary term used to describe the events that make up a story, or the main part of 

a story. These events relate to each other in a pattern or a sequence. The structure of a novel 

depends on the organization of events in the plot of the story. 

Point of view: 

 The point of view is the perspective from which the story is told.  It is the narrator's 

position in relation to a story being told.  It can be based on a single character or multiple 

characters.  It could also be done by a omniscient narrator outside the story.  Based on this, it can 

be called as 1st Person, 2nd Person or 3rd Person Narration 
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Dialogue: 

 Dialogue is a written or spoken conversational exchange between two or more people, and 

a literary and theatrical form that depicts such an exchange. 

Setting: 

 Where is your novel set? It might be set in modern age India, it might be set in ancient 

Europe, and it might be set in a fantasy world such as Middle Earth. Wherever, it doesn’t matter. 

But it must be believable. 

Theme: 

 What is your novel about? Is it about crime, about politics, about realism or about fantasy? 

What is the theme of the story? How will readers feel after reading it? If you answer these 

questions, you have a theme. 

Style and Grammar: 

 Writing voice, point of view, style and grammar matter. If you break the rules, sometimes 

it’s for the better. But it’s always better to know them before breaking them. If you make a spelling 

mistake, be sure to correct it with proof-reading. Nothing gives away the amateurishness of a 

writer more than a spelling mistake. 

Emotional appeal: 

 No matter how good the characters are or how interesting the plot is, the narration still 

needs a connect with the reader.  Great literature always has good emotional and universal appeal. 

What a lot of beginning writers tend to overlook is that reading is not just an intellectual activity, 

but also an emotional one. One of the very reasons one read is to feel. Through the hero, the reader 

wants to experience love, sorrow, pain, joy, and fear. 

Writing Poetry 

 Writing poetry is complex as it needs to tell more in less space.  Poems can be intellectual, 

emotional or imaginative.  But they always contain wisdom in a nutshell.  The best way to master 

anything is to practice it. But still, anyone can write a poem. 
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Here are some tips to master the art of writing poetry: 

 Read poetry, especially the good stuff. The masters are a good place to start: Shakespeare, 

Keats, Dickinson, Frost, Blake, etc. Figure out what kind/style you like, and read a lot of 

it. Seriously, the best way to learn how to write is to 

read. 

 It doesn’t have to rhyme. You already know this if 

you read poetry (and if you don’t read poetry, go 

back to step 1). Free verse can be very powerful, but 

I would recommend learning some forms to get a 

strong foundation in the “rules” before you start 

breaking them. 

 It does have to have some kind of rhythm. Yes, even free verse. It doesn’t have to be 

iambic or trochaic or whatever, but it does need a kind of musicality. Otherwise, it’s just a 

prose passage broken up into weird lines. Read it out loud if you’re having trouble 

“hearing” it. 

 Rhyme should not prevail over meaning. Nothing makes a poem sound more awkward and 

amateur than a word that was obviously used solely for how it rhymes. If you’re writing a 

rhyming poem, and you can’t find a rhyme that works, go for a near rhyme, or rewrite the 

line you’re trying to rhyme to. Meaning always always trumps rhyme. 

 Try different forms. Don’t get stuck in a rut of always writing the same form. Challenge 

yourself to stretch and grow. Resources like Shadow Poetry can help you find new forms 

to try. 

 Keep writing. The more you write, the better your poems will be. As in everything, practice 

makes you better. And don’t get discouraged if your earlier attempts are not as good as 

you hope; keep writing — you 

will get better. 

 There are several forms of poetry 

like sonnet, ode, elegy, etc.  But modern 

forms like Haiku, Tanka and Pantoum 

have taken over the classical ones.  In 
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addition, there are several figures of speech like simile, metaphor, hyperbole, allusion, alliteration, 

etc.  A good understating of such basics in poetry could be very useful while writing.  Only the 

truly good and gifted writers venture into poetry, but it does not mean that writing poetry skills can 

be improved upon through effort. 

Creative Non-Fiction: 

Creative nonfiction is just writing which is true, but which also contains some creativity. 

Creative nonfiction differs from other nonfiction because a certain amount of creativity is needed 

to write in it. It uses literary styles and techniques to create factually correct narratives. There is 

high demand for biographies and autobiographies.   

But to cover a whole life in a single book is a 

pretty hard task. The purpose isn’t just to give information. 

It’s to show things, it’s to entertain and intrigue the reader, 

or show them accounts of the subject in a compelling and 

creative manner. That, in a nutshell, is the meaning of 

creative nonfiction. 

 But what else constitutes creative nonfiction? 

There are memoirs, published by famous business people. 

Some of them sell for over a million. Then there are essays. There can be short essays and there 

can be long essays. There are food and travel books. There is literary journalism.  

An autobiography differs from a biography in the significant fact that it is written by the 

person of whom it is based on. The biography is written by a different person. Then there is the 

memoir. Memoirs, although written by the person of whom it is based on, does not cover the 

whole life of the period. They cover only a select time period or single experience. 

The Types of life writing are: 1. Diaries2. Fictional (consider it as first person novel)3. 

Sensationalist (mostly written by ghost writers)4. Memoirs may be considered as autobiographies; 

but not all autobiographies are memoirs. 

Tips for Creative Writers 
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 Be aware of grammar, spelling and punctuation 

mistakes.  Even if you are a writer who wants 

to break these rules, know them, understand 

them and have a credible explanation to break 

it. 

 Most creative writers hate the task of editing and 

proof reading.  Proof reading corrects mistakes 

so that they won’t happen again. You can 

actually hire a proof reader if you don’t like to 

edit your own work.  If you proof read your 

own work, you’ll be a better creative writer. 

 Revise your first draft to make it shine.  Your first draft won’t be much good. If you want 

to make something of it, you’re going to have to revise it until it shines. Revising does 

include proof reading and editing, but it is much more than that. It takes any time from a 

week to months. Editing for structure. For flow. For holes. For cutting a lot of prose. For 

characters and setting. For better plot. 

 Get rid of flowery prose, unnecessary adjectives and adverbs.  Best to make sentences 

short, simple and punchy. You should always look for ways to improve your writing 

regardless of how good it is today. That’s a habit of famous authors, and the sign of a 

great creative writer. 

3.2.2 Report writing: 

Report writing is a formal style of writing 

elaborately on a topic. The tone of a report is always 

formal. The audience it is meant for is always thought out 

section. For example – report writing about a school 

event, report writing about a business case, etc. In 

academia there is some overlap between reports and 

essays, and the two words are sometimes used 

interchangeably, but reports are more likely to be needed 

for business, scientific and technical subjects, and in the 
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workplace.  There is a need to clearly understand the difference between an essay and a report. 

Essays Report Writing 

Presents information and opinions 
Presents facts and information specifically, 

no opinions 

Written for everyone in general 

Written for a specific audience, 

a report concerns itself to only a certain set 

of people related 

The structure is casually flowing in paragraphs 

The structure is very crisp and clean, using 

pointers and numbered headings and sub-

headings 

Essays usually have room for expression of 

one’s opinions, need not be supported with 

graphical proofs 

Using tables, graphs, charts to prove a point 

is very common 

An essay has a logical flow of thoughts but no 

need of a summary 

A report often needs a quick summary 

addressing highlighting points 

Doesn’t have appendices Often has appendices 

Both essay and report writing need formal 

writing, analytical thinking, solid reasoning 

behind every conclusion, careful reading and 

neat presentation, but a report-writing layout is 

very different from essay writing 

Crisp, often pre-designed layouts 

https://www.toppr.com/guides/business-correspondence-and-reporting/report-writing/kinds-of-reports/
https://www.toppr.com/guides/business-management-entrepreneurship/organizing/structure-of-organization/
https://www.toppr.com/guides/english/writing/paragraph/
https://www.toppr.com/guides/english/writing/summary/
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Essentially, a report is a short, sharp, concise document which is written for a particular 

purpose and audience. It generally sets outs and analyses a situation or problem, often making 

recommendations for future action. It is a factual paper, and needs to be clear and well-structured. 

Reports may contain some or all of the following elements: 

1. A description of a sequence of events or a situation; 

2. Some interpretation of the significance of these events or situation, whether solely your 

own analysis or informed by the views of others, always carefully referenced. 

3. An evaluation of the facts or the results of your research; 

4. Discussion of the likely outcomes of future courses of action; 

5. Your recommendations as to a course of action; and 

6. Conclusions. 

Not all of these elements will be essential in every report.If you’re writing a report in the 

workplace, check whether there are any standard guidelines or structure that you need to use. 

P.S.  Sections and Numbering: 

A report is designed to lead people through the information in a structured way, but also to 

enable them to find the information that they want quickly and easily.Reports usually, therefore, 

have numbered sections and subsections, and a clear and full contents page listing each heading. It 

follows that page numbering is important. 

 Modern word processors have features to add tables of contents (ToC) and page numbers 

as well as styled headings; you may take advantage of these as they update automatically as you 

edit your report, moving, adding or deleting sections. 

Report Writing Stages 

 Due to the comprehensive writing work involved, report writing is classified into the 

following stages – 
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I. Report Planning 

You will usually receive a clear brief for a report, including what you are studying and for 

whom the report should be prepared.  First of all, consider your brief very carefully and 

make sure that you are clear who the report is for and why you are writing it, as well as what 

you want the reader to do at the end of reading: make a decision or agree a recommendation, 

perhaps. Major elements of report writing are − 

 Objectives − It describes the overall purpose and benefits of subject of the report. 

 Time − Inclusion of time in planning is very important, as it gives the accurate status of 

the system. As you read and research, try to organise your work into sections by theme.  

It’s also important that you can substantiate any assertions that you make so it’s helpful to 

keep track of your sources of 

information. 

 Target Audience − The report 

also needs to include target 

audience, such as information 

security manager, chief 

information security officer, and 

technical team.During your 

planning and writing, make sure 

that you keep your brief in mind: 

who are you writing for, and why 

are you writing? 

 Report Classification –Sometimes, reports can be highly confidential which carry 

important information, vulnerability, threats; it needs to be classified properly. However, 

this classification needs to be done on the basis of target organization which has an 

information classification policy. 
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 Report Distribution − Number of copies and report distribution should be mentioned in 

the scope of work. It also needs to mention that the hardcopies can be controlled by 

printing a limited number of copies attached with its number and the receiver’s name.  

II. Information Collection 

The report writer is required to mention every step to make sure that he collected all the 

information in all the stages of the subject. Along with the methods, he also needs to mention 

about the systems and tools, results, details of his findings, recommendations, etc. 

III. Writing the First Draft 

Once, the reporter is ready with all tools and information, now he needs to start the first draft. 

Primarily, he needs to write the first draft in the details – mentioning everything i.e. all activities, 

processes, and experiences. 

IV. Review and Finalization 

Once the report is drafted, it has to be reviewed first by the drafter himself and then by his 

seniors or colleagues who may have assisted him. While reviewing, reviewer is expected to check 

every detail of the report and find any flaw that needs to be corrected. 

The Structure of a Report 

The structure of a report is very important to lead the 

reader through your thinking to a course of action and/or 

decision. It’s worth taking a bit of time to plan it out 

beforehand. However, as a rough guide, you should plan to 

include at the very least an executive summary, introduction, 

the main body of your report, and a section containing your 

conclusions and any recommendations. 
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 Executive Summary 

The executive summary or abstract, for a scientific report, is a brief summary of the contents. 

It’s worth writing this last, when you know the key points to draw out. It should be no more than 

half a page to a page in length. Remember the executive summary is designed to give busy 

'executives' a quick summary of the contents of the report. 

 Introduction 

The introduction sets out what you plan to say and provides a brief summary of the problem 

under discussion. It should also touch briefly on your conclusions. 

 Report Main Body 

 The main body of the report should be carefully structured in a way that leads the reader 

through the issue. You should split it into sections using numbered sub-headings relating to themes 

or areas for consideration. For each theme, you should aim to set out clearly and concisely the 

main issue under discussion and any areas of difficulty or disagreement. It may also include 

experimental results. All the information that you present should be related back to the brief and  

the precise subject under discussion. 

 Conclusions and Recommendations 

 The conclusion sets out what inferences you draw from the information, including any 

experimental results. It may include recommendations, or these may be included in a separate 

section. Recommendations suggest how you think the situation could be improved, and should be 

specific, achievable and measurable. If your recommendations have financial implications, you 

should set these out clearly, with estimated costs if possible. 

A Word on Writing Style: 

 When writing a report, your aim should be to be absolutely clear. Above all, it should be 

easy to read and understand, even to someone with little knowledge of the subject area.You should 

therefore aim for crisp, precise text, using plain English, and shorter words rather than longer, with 

short sentences. You should also avoid jargon. If you have to use specialist language, you should 

explain each word as you use it. If you find that you’ve had to explain more than about five words, 

you’re probably using too much jargon, and need to replace some of it with simpler words. 
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Consider your audience. If the report is designed to be written for a particular person, check  

whether you should be writing it to ‘you’ or perhaps in the third person to a job role: ‘The Chief 

Executive may like to consider…’, or ‘The minister is recommended to agree…’, for example. 

As with any academic assignment or formal piece of writing, your work will benefit from 

being read over again and edited ruthlessly for sense and style. Pay particular attention to whether 

all the information that you have included is relevant. Also remember to check tenses, which 

person you have written in, grammar and spelling. It’s also worth one last check against any 

requirements on structure. As always, check that you have not inadvertently or deliberately 

plagiarized or copied anything without acknowledging it. Finally, ask yourself: “Does my report 

fulfill its purpose?” 

Only if the answer is a resounding ‘yes’ should you send it off to its intended recipient. 

Example of a Report for Students is given below 

XYZ Case study 

Short Business Report: Guidelines 

 This document provides an outline for our annual business. Please follow this format when 

preparing your case reports. 

Contents 

 The report should begin with a table of contents. This explains the audience, author, and basic 

purpose of the attached report. It should be short and to the point. 

DATE: March 24, 2018 

TO: Mr. Siddhartha Malik 

FROM: Jeena Claudette, Marketing team, XYZ company 

Executive Summary 

 The second page of the document must have a report title at the top, and provide an executive 

summary, that is a paragraph or two that summarizes the report. It should provide a sufficient 



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  132 

 

overview of the report so that an executive (who doesn’t have the time or energy to fully read through 

the long report) can actually grasp the main points beforehand. 

 Most importantly, the summary should contain (a) the purpose of the report, (b) what you did 

(analysis) and what you found (results), and (c) your recommendations. These recommendations 

should be short and not go beyond a page. 

Report 

 Next page in the report must contain a title at the top (the same title that you put on the top of 

the previous page. This is the first page that should actually be numbered, and it should be page 2 (as 

the table of contents is not technically part of the report). 

 This part introduces the reader to your report, sets the purpose in place and broadly plates 

out the content of your entire document. 

 Throughout your report, keep breaking points and starting off a new logical thought with a 

numbered sub-heading 

 A conclusive paragraph ties up all the information written before and leaves room for 

inferences if any 

 The length of the body of the report will be determined by necessity to convey the analysis 

and conclusions, but should generally not exceed 10 pages. 

 Tables and figures must all be labeled. 

 References could be cited in footnotes, or in a separate “References” section, if they are 

many or if you prefer that format. 

 Remember there’s a format that’s structure-wise similar but some of your sections are actually 

your preferences. For being on the safe side, it’s always better to be extra careful in your initial report 

writing days and eventually, your style will evolve from there. Stay tuned, we got a lot more fun 

report-writing to do. 
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3.2.3 BUSINESS COMMUNICATION (LETTERS AND MAILS): 

Communication made among persons to 

convey their personal information, message or 

thought are personal communication; but 

exchange of information, facts and ideas relating 

to business may be termed as “Business 

Communication”. Business Communication 

refers to the communication relating to business 

activity which means providing goods and 

services to the consumers with a view to earning 

profit. 

It is a process through which 

information; facts, ideas, orders, advices, 

decisions, etc. are conveyed, sent or exchanged 

between/among the persons associated with business. Thus, Communication relating to trade, law, 

Finance, administration, management, etc. of a business enterprise may be termed as ‘Business 

Communication’. 

The success of a business enterprise depends largely upon good communication. Effective 

communication wipes out the hindrances in achieving the target of a business enterprise. Ineffective 

communication or communication failure may cause loss of money, time, energy, opportunity and 

even goodwill of a business. In this age of globalization every business enterprise, big or small, 

requires proper communication for its existence. The success of any business concern largely depends 

upon successful communication. 

The importance of business communication also lies in: 

 Presenting options/new business ideas 

 Making plans and proposals (business 

writing) 

 Executing decisions 

 Reaching agreements 

 Sending and fulfilling orders 

 Successful selling 

 Effective meetings 
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Business Communication is goal oriented. The rules, regulations and policies of a company have to be 

communicated to people within and outside the 

organization. Business Communication is 

regulated by certain rules and norms. In early 

times, business communication was limited to 

paper-work, telephone calls etc. But now with 

advent of technology, we have cell phones, video 

conferencing, emails, satellite communication to 

support business communication. Effective 

business communication helps in building 

goodwill of an organization. 

Types of Business Communication 

Generally Business Communication can be of two basic types:  

Oral Communication - An oral communication can be formal or informal. Generally business 

communication is a formal means of communication, like: meetings, interviews, group discussion, 

speeches etc. 

Written Communication-Written business communication includes- agenda, reports, manuals etc. 

More specifically, the four basic types of business communication are internal (upward), 

internal (downward), internal (lateral) and external. 

a) Internal, Upward Communication 

This type of business communication is anything that comes from a subordinate to a 

manager or an individual up the organizational hierarchy. Most communication that flows upward is 

based on systematic forms, reports, surveys, templates and other resources to help employees provide 

necessary and complete information. 

b) Internal, Downward Communication 

This is any type of communication that comes from a superior to one or more subordinates. 

Communication might be in the form of a letter, a memo or a verbal directive. For example, a memo 

regarding a new operations procedure might involve safety requirements and new regulations. There 
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should be no room for interpretation of the safety requirements; the language should concisely explain 

exactly what needs to happen. 

c) Internal, Lateral Communication 

Lateral communication is the talking, messaging and emailing among co-workers in the office. 

This might be cross-department communication or just internal department dealings. An example of a 

scenario involving cross-department communication is where the manager has a question about a 

special order, and is requesting clarification from the sales representative via an email or office 

messaging system.  

d) External Communication 

 External communication is 

any communication that leaves the 

office and deals with customers, prospects, 

vendors or partners. Sales presentations or 

marketing letters need to be exciting to 

generate interest from the customer but 

they also need to be factually based. When 

corresponding to outside entities for 

partnerships or other business administration needs, state the purpose and be concise in 

communication, whether oral or written.  

We will be studying only the two main types of business correspondence – Business Letter and  

Business Emails 

Business Letters: 

 Business letters are simply letters dealing with business. They can be external mail sent by one 

company to another or internal correspondence to the employees of the company. Business letters 

need to follow a certain format, no matter which type they are. 

 Keep it short and simple. Use simple and succinct words instead of long-winded ones. 

Business letters need to be pithy; this can be achieved by making use of clear and concise 

words, short sentences, and crisp paragraphs. 
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 Be direct: Your reader is a busy professional, so come straight to the point in your letter 

without beating around the bush. 

 The best way to begin a letter is by stating the purpose in the very beginning. This is called 

the direct approach, and it sets the tone for what is to follow in the letter body. It grabs the 

reader's interest. 

 If your letter delivers bad news, a direct approach is not advisable. Instead, use an indirect 

approach in which you state the bad news in the second or third paragraph of the letter. 

 Always keep the readers' benefits before yours. Instead of saying what you expect them to do 

for you, mention what you can offer them. 

 Be careful to get the name and title of the recipient correct. 

 Make your tone conversational yet professional; do not be overtly formal. 

 Stay away from jargon unless you are absolutely sure that the reader will understand it. 

 Use active voice and personal pronouns in a letter. 

 Always end the letter with a request for action. 

 Be careful about the tone you use in the letter; do not come across as overconfident, arrogant, 

or boastful. 

As far as formatting of a letter goes, given below is the standard format of any business 

letter: 

Date 

(4 lines down) 

Recipient’s name of business 

Attention: Individual it’s directed to 

Recipients address 

(1 line down) 

Dear Name: 

(1 line down) 
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     Body of Letter: Indent the first line of each paragraph 5 spaces. Paragraphs are single spaced, 

with double spaces between paragraphs. 

(1 line down) 

Sincerely, 

(4 lines down) 

Signature 

Enclosures: 

cc: Name 

 Letterhead: Most companies have a specific letterhead that you will need to type letters on. 

This may make it necessary to adjust the margins apart from the letterhead area. 

 Name and address: Always try to have the name of someone that the letter should go to, 

even if you have to call to find it out. 

 Date: This is the date that the letter was written. It should be written out, such as January 15, 

2018. 

 Reference: This gives a short description of what the purpose of the letter is. For example, 

one might write "lost invoice" or "account number 23654" or something like that. 

 Salutation: If you do not know the person, use a more formal one, such as Dr. Brian Lowden. 

 Subject matter/body: Single-space and left justify for modified block and block style letters. 

Have one blank line between paragraphs. The first paragraph should have a friendly opening 

and state the purpose of the letter. The subsequent paragraphs should support the purpose you 

stated in the first paragraph. 

 Closing: This should be "thank you," "sincerely," or something similar. 

 Signature: This is the actual signature of the person the letter is from, which may be different 

from the person who wrote the letter. 

 Typist initials: These are the initials of the person who typed the letter. These are not the 

initials of the person who it is from. Usually the first initials would be that of the writer, and 

the second initials are of the typist and are in lowercase. For example: JW/sc. 
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 Enclosures: List here anything else you may be sending, such as a brochure, samples, etc. 

There are three main formats of business letter used for writing clearly.  It usually deals with 

indentations, alignment, layout and margins 

 Full Block Letter Format 

 Modified Block Letter Format 

 Semi-Block Letter Format 

Full Block Business Letter 

Here all the contents of the letter are aligned to the left margin without paragraph indentations. 

 

 

 



E-NOTES / PLACEMENT 

 

RAAK ARTS AND SCIENCE COLLEGE, VILLUPURAM  139 

 

Modified Block Business Letter 

Here, the Author’s Address, Date at the beginning and the Closing and Signature at the end 

of the letter begin at the centre point of the letter towards right without paragraph indentations. 
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Indented or Semi-Block Business Letter 

           Semi-block format is similar to the Modified block format, except that the first line of each 

paragraph is indented. 
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Business Emails 

Since the professional world embraced the Internet, email has been a cornerstone of 

business communication. Over the years, business emails have developed a style and structure that 

you can use to create more effective messages. 

All business emails should be direct, clear, 

and easy to read. The tone of a business email, 

however, can vary from informal to formal. The 

formality can depend on your company, the 

intended audience, subject matter, and several other 

factors. If you’re unsure how formal your email 

should be, review our lesson on how formal an 

email should be. 

Regardless of the formality, remember to 

stay professional because you lose control of the email once you click Send. Emails can be copied 

and forwarded to others indefinitely, and if you’re inappropriate or unprofessional, your poor 

choice of words could follow you. 

Formatting Options 

Emails are meant to be skimmed, so they should have plenty of white-space to assist the reader. 

Use shorter paragraphs, lists and bullet points to streamline the information. And, use headings to 

break up concepts and allow a reader to skim. 

In addition, awkward formatting copied from other documents or emails can be distracting. To 

have seamless formatting for your email, strip the text formatting of the new content by using your 

email client’s Remove or Formatting function. 

Here are the most common formatting features and how to use them. 
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 Font: The font is the typeface that you should choose for your email. It is best to choose a 

sans serif (a typeface without decorative strokes at the end) as they are more modern and simpler 

and easy to read onscreen. They are also easier to read at a small size. 

 

 Text Size: You should try to keep your email in normal size. This is between 10–12pt 

 

 Bold: You can use bold for headings and to emphasise important text. Bold text catches the 

eye of readers as they scan the email. 

 

 Italics: Italics are a softer way to draw attention to an area of text. They are used to bring 

emphasis to an area of a sentence. They do not make words stand out when the user is scanning a 

page the way bold text does. Italics should also be used for titles of full works. 

 

 Underline: Underlined text can easily be confused for a link. When writing an email, it's 

best not to use underlined text to draw attention to an area of an email. It is better to use bold or 

italics. 

 

https://www.grammarly.com/blog/underline-or-italicize-book-titles/
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 Text Color: You should avoid using multiple text colors in an email as it draws the eye in 

to multiple locations and looks unprofessional. It is likely that your email program makes your 

hyperlinks blue.  

 

 Alignment: Business writing uses text that is fully aligned left. Academic writing indents 

the first sentence of a paragraph five spaces. In business email, you will never need to indent the 

start of a paragraph.  

 

 Numbers: Using a numbered list can help organize content where the sequence is 

important. For example, if you were describing steps you would want to use a numbered list. 

 

 Bullet Points: Bullet points are a great way to create white space on your page and draw 

attention to related items. Bullet points work best for unordered lists.  

 

 Indent More: In business emails you should not indent the first sentence of a new 

paragraph. The indent more button allows you to add an indent to text. This is useful on rare 

occasions when you want to indicate that some information is a subset of what preceded it. It 

creates a visual indication that the indented information is less important. 
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 Indent Less: This allows you to move your content to the left 

 

 Quote Text: If you are referring to quoted text you should use the quote text function. It 

provides a slight indent to your content and a grey vertical line to the left. This shows 

readers that you are quoting text. 

 

 Remove Formatting: If you are pasting text into your email it is vital you use the remove 

formatting function. Otherwise you will paste the text styles and it will be obvious to your reader 

that you copy and pasted that text. To use this function select the text you want to remove 

formatting. Then click the remove formatting button. 

Writing a business email 

As with any email, a business email should include a brief but descriptive subject line, one 

or more recipients, and an attachment if needed. If you are including multiple recipients, consider 

using the CC (carbon copy) field to keep the extra recipients in the loop without requiring them to 

respond. To learn more about the basic parts of an email, take a look at our lesson on common 

email features. 

When you start writing the main content of the email, there's a simple and effective structure you 

can follow: Let's dissect each section of a business email to highlight best practices for you to 

implement in your writing. 
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1. Subject Line 

The subject line is the mini-summary of your email. It provides the biggest opportunity to ensure 

your email gets read. The goal 

of a subject line is to get your 

reader to open the email without 

tricking them. Think of it as 

your email’s headline. It should 

be a 3- to 8-word overview of 

the content. 

Subject lines that are too 

brief or too lengthy cause 

confusion. If it makes the email 

seem difficult or confusing to 

reply to, the recipient may not 

open it immediately or at all. 

Bad Examples: 

‘For Your Review’ 

‘Questions About Expansion Performance Target Report Deadline Extension 

Request” For Client Meeting’ 

Good Examples: 

‘Your BookShop Order Delivery Dec 2’ 

‘Client Report Revisions: Please Review by 4 PM’ 

‘Expansion Report Extension Requested until Friday’ 
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Email clients will also review the subject line for signs of spam. This is especially important for 

sales teams who may be cold-emailing clients. Certain terms are flags for spam algorithms and 

may be filtered to a Junk folder. Avoid using words such as ‘Sales’, ‘Please read’ or ‘Profits’, or 

having one-word subjects. 

2. Cc: and Bcc: (‘carbon copy’ and ‘blind carbon copy’) 

                   In professional settings, copying someone else on an email can help get things done, 

especially if the person receiving the copy is in a supervisory role. For example, copying your boss 

on an email to a non-responsive co-worker might prompt the co-worker to respond. Be aware, 

however, that when you send a message to more than one address using the Cc: field, both the 

original recipient and all the recipients of the carbon copies can see all the addresses in the To: and 

Cc: fields.  

                Blind copying emails to a group of people can be useful when you don’t want everyone 

on the list to have each other’s addresses. The only recipient address that will be visible to all 

recipients is the one in the To: field. If you don’t want any of the recipients to see the email 

addresses in the list, you can put your own address in the To: field and use Bcc: exclusively to 

address your message to others.  

3. Greeting 

Your greeting should be professional and concise. It is always preferable to address the recipient 

using their name, but it may not always be possible. 

Good afternoon, 

Greetings, 

Dear Ms. Jones: 

Hi Jeff, (salutation format) 

Hi, Jeff. (sentence format) 

https://blog.hubspot.com/blog/tabid/6307/bid/30684/the-ultimate-list-of-email-spam-trigger-words.aspx?__hstc=36091775.cb1614a70d6654ebcfcd811b9c1c442b.1574228268337.1574228268337.1574228268337.1&__hssc=36091775.1.1574228268338&__hsfp=1133884575
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4. Brief Pleasantry 

If you’re emailing someone for the first time, your opening line could be a short pleasantry 

connecting you and the recipient. One sentence should be enough. Indicate how you connected. 

This reminder will give the reader context for the following information. 

“It was great to meet you at last night’s networking event.” 

If you’ve received something from the recipient, offer your thanks. It could be a thank you for an 

offer of assistance, for an interesting piece of content they shared or even for simply reading the 

email. 

“Thank you for sharing your article on management strategies. The findings are 

valuable.’ 

‘I appreciate you taking the time to help me with this project.’ 

If you want to keep it general, warm well-wishes will do. 

‘I hope you’re well!’ 

Omit a pleasant greeting if you’ve recently or frequently communicated with each other.Be very 

careful of overspinning pleasantries at the start of the email. The purpose of your email should be 

the overt start. 

5. Purpose 

As previously noted, each email should address just one thing, one purpose. This task, request or 

information should be presented clearly and directly after the pleasantry. Be concise and direct. 

Don’t hide your request or it can easily be overlooked or ignored. 

‘Please provide your feedback on the budget.’ 

‘Can you participate in the project kick-off meeting next Thursday? 
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‘Did you have any revisions to the final report?’ 

6. Additional Information 

              Some business emails may require additional information for the reader. It could be 

clarification on the task, a link to resources or examples, or other helpful information. This 

information should be included thoughtfully. Only directly relevant content should be added. 

7. Call to Action  

            Near the end of the email, include a specific call to action. The email is being sent to 

accomplish one task. The call to action should leave no confusion as to your request. Do not 

assume the reader understands the desired result from prior information. Emails can easily be 

misinterpreted if there is any grey area. 

              This statement should include the specific action and the timeline. If you are sending the 

email to multiple people, clarify task responsibility by directly naming the intended person. 

Clarification of tasks and expectations allows for the recipient to respond more effectively. 

Bad examples: “Can you take care of this?” 

“Let me know what you think.” 

Good examples: “Sarah: can you forward the survey to all staff by Friday at noon, 

please?” 

“I’d appreciate your feedback on the draft agenda. If you have any edits, please 

send them by tomorrow, Tuesday, at 10 AM.” 

      If you would like a confirmation, you can phrase the call to action as a question. If the call to 

action is a notification that does not necessarily require a reply, you can structure the call to action 

as a statement. 

8. Closing Message  
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The closing message simply indicates that the email is complete. While it is not a requirement in 

modern email writing, a brief, polite phrase will nicely round out your email. 

‘Thank you for your time,’ 

‘I look forward to your response,’ 

‘Kind regards,’ 

9. Sign-off & Signature 

The end of the email includes a sign-off of your name. The phrasing should match the formality of 

the email. 

Most formal: Dr. John Smith 

Dr. Smith 

John Smith 

Least formal and most common: John 

                     Your email signature is a type of electronic business card that is appended to your 

email. It should include the most important context and contact details for your reader. This is the 

place to help your reader with relevant contact or contextual information, not brag or insert 

philosophical quotes. Images and logos can be useful, but be aware of the sizing and how they will 

appear on mobile devices. 

10. Attachments and Links 

Any referenced attachments or links must be included in the email. Either names the file so that 

it is clearly identified or includes the document title in parenthesis immediately after you mention 

it in the email. Don’t make the reader go hunting for the information they need. If an attachment 

was sent to the recipient previously, attach it again anyway. This way, they can easily access the 

information rather than searching through their inbox.  
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Of course, double-check that the file is attached and correct. Forgetting to include an 

attachment requires an unnecessary (and embarrassing!) reply requesting it, which can delay the 

work. Links can be directing the reader either to websites or to intranet directories. These 

hyperlinks can be lengthy and distracting in email text. Instead, integrate the hyperlink into the 

existing sentence. 

11. Review 

Once your email is composed, do not click send. Take a moment to review your email. Check for 

grammatical or spelling errors (Grammarly has a helpful free tool). Typos suggest carelessness and 

can even convey incorrect information.  Double-check dates, times, names, links and other specific 

details. Triple-check that the correct recipients are in the sender fields. 

If you read the email aloud, you may find additional errors or realize that your words are missing a 

professional tone. Make sure any attachments you mention are actually attached, and confirm that 

any included web links are correct. Broken links, missing attachments, and incorrect information 

only slow things down and force you to send correction emails. Examples are given below. 

Writing concise emails is a key skill in the professional world, which you can develop through 

consistent practice. Keep writing and learning, and you'll become a more effective communicator with 

each email you create. 
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3.3 APTITIDE: 

An aptitude is a component of a competence to do a certain kind of work at a certain level. 

Outstanding aptitude can be considered "talent". An 

aptitude may be physical or mental. Aptitude is 

inborn potential to do certain kinds of work whether 

developed or undeveloped. Ability is developed 

knowledge, understanding, learnt or acquired 

abilities (skills) or attitude. The innate nature of aptitude is in contrast to skills and achievement, 

which represent knowledge or ability that is gained through learning. 

3.3.1 Quantitative Aptitude:

Quantitative Aptitude is the most important requisite for clearing any competitive exam. 

Quantitative Aptitude skills form the bulk of most of the graduate level papers. Let us jump this 

hurdle through an exhaustive coverage of all the Quantitative Aptitude topics and an in-depth 

understanding of this subject: 

 Data Interpretation 

 Inequalities 

 Percentages 

 Number Series 

 Arithmetic Aptitude 

 Profit and Loss 

 Simple Interest and Compound 

Interest 

 Age Problems 

 Work And Time 

 Time & Speed 

 Probability 

 Mensuration 

 Permutation and Combination 

 Averages 

 Ratios and Proportions 

 Partnerships 

 Stream Boat Problems 

 Mixture and Alligation 

 Pipes and Cisterns 

 Coding and Decoding 

 Important Problems 

 

 

https://www.toppr.com/guides/quantitative-aptitude/data-interpretation/
https://www.toppr.com/guides/quantitative-aptitude/inequalities/
https://www.toppr.com/guides/quantitative-aptitude/percentages/
https://www.toppr.com/guides/quantitative-aptitude/number-series/
https://www.toppr.com/guides/quantitative-aptitude/arithmetic-aptitude/
https://www.toppr.com/guides/quantitative-aptitude/profit-and-loss/
https://www.toppr.com/guides/quantitative-aptitude/simple-interest-and-compound-interest/
https://www.toppr.com/guides/quantitative-aptitude/simple-interest-and-compound-interest/
https://www.toppr.com/guides/quantitative-aptitude/age-problems/
https://www.toppr.com/guides/quantitative-aptitude/work-and-time/
https://www.toppr.com/guides/quantitative-aptitude/time-and-speed/
https://www.toppr.com/guides/quantitative-aptitude/probability/
https://www.toppr.com/guides/quantitative-aptitude/mensuration/
https://www.toppr.com/guides/quantitative-aptitude/permutation-and-combination/
https://www.toppr.com/guides/quantitative-aptitude/averages/
https://www.toppr.com/guides/quantitative-aptitude/ratios-and-proportions/
https://www.toppr.com/guides/quantitative-aptitude/partnerships/
https://www.toppr.com/guides/quantitative-aptitude/stream-boat-problems/
https://www.toppr.com/guides/quantitative-aptitude/mixture-and-alligation/
https://www.toppr.com/guides/quantitative-aptitude/pipes-and-cisterns/
https://www.toppr.com/guides/quantitative-aptitude/coding-and-decoding/
https://www.toppr.com/guides/quantitative-aptitude/important-problems/
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3.3.2 REASONING 

LOGICAL REASONING 

The logical reasoning section is an important part of competitive exams. It contains 

different types of reasoning questions which are intended to judge analytical and logical 

reasoning skills of the candidate. 

The logical reasoning questions can be verbal or non-verbal: In verbal logical 

reasoning questions, the concepts and problems are expressed in words. The candidates are 

required to read and understand the given text or paragraph and according choose the right 

answer from the given options. In non-verbal logical reasoning questions, the concepts and 

problems are expressed in the form of figures, 

images or diagrams and the candidates are 

required to understand them before choosing 

the right answer out of the given options.  

Logical Reasoning: Verbal Reasoning 

Logical reasoning (verbal reasoning) refers to 

the ability of a candidate to understand and 

logically work through concepts and problems expressed in words. It checks the ability to 

extract and work with the meaning, information, and implications from the bulk of the text. 

The logics are expressed verbally, and you have to understand the logic before solving the 

questions. 

Logical Reasoning: Nov-Verbal Reasoning 

Logical reasoning (non-verbal reasoning) refers to the ability of a candidate to understand 

and logically work through concepts and problems expressed in the form of images, 

diagrams, etc. It checks the ability to extract and work with the meaning, information, and 

implications from the given images or diagrams. Here, the logics are expressed non-verbally,  
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and you have to understand the logic before solving them. 

o Logical Reasoning: Verbal 

o Logical Reasoning: Non-verbal 

Logical Reasoning: Verbal 

o Number Series 

o Letter Series 

o Analogies 

o Cause & Effect 

o Verbal Classification 

o Blood Relations 

o Logical Sequence of Words 

o Direction Sense Test 

o Logical Venn Diagram 

o Verification of the Truth of the 

Statement 

o Data Sufficiency 

o Coding Decoding 

o Assertion and Reason 

o Essential Part 

o Analyzing Arguments 

o Logical Problems 

o Course of Action 

o Matching Definition 

o Syllogism 

o Statement and Assumptions 

Logical Reasoning: Non-verbal 

o Image Series 

o Construction of Shapes 

o Classification 

o Picture Analogies 

o Rule Detection 

 

 

 

https://www.javatpoint.com/reasoning#verbal-reasoning
https://www.javatpoint.com/reasoning#non-verbal-reasoning
https://www.javatpoint.com/reasoning#number-series-1
https://www.javatpoint.com/reasoning#letter-series-1
https://www.javatpoint.com/reasoning#analogies-1
https://www.javatpoint.com/reasoning#cause-and-effect-1
https://www.javatpoint.com/reasoning#verbal-classification-1
https://www.javatpoint.com/reasoning#blood-relations-1
https://www.javatpoint.com/reasoning#logical-sequence-of-words-1
https://www.javatpoint.com/reasoning#direction-sense-test-1
https://www.javatpoint.com/reasoning#logical-venn-diagrams-1
https://www.javatpoint.com/reasoning#verification-of-the-truth-of-the-statement-1
https://www.javatpoint.com/reasoning#verification-of-the-truth-of-the-statement-1
https://www.javatpoint.com/reasoning#data-sufficiency-1
https://www.javatpoint.com/reasoning#coding-decoding-1
https://www.javatpoint.com/reasoning#assertion-and-reason-1
https://www.javatpoint.com/reasoning#essential-part-1
https://www.javatpoint.com/reasoning#analyzing-arguments-1
https://www.javatpoint.com/reasoning#logical-problems-1
https://www.javatpoint.com/reasoning#course-of-action-1
https://www.javatpoint.com/reasoning#matching-definitions-1
https://www.javatpoint.com/reasoning#syllogism-1
https://www.javatpoint.com/reasoning#statement-and-assumption-1
https://www.javatpoint.com/reasoning#image-series-1
https://www.javatpoint.com/reasoning#construction-of-shapes-1
https://www.javatpoint.com/reasoning#classification-1
https://www.javatpoint.com/reasoning#picture-analogies-1
https://www.javatpoint.com/reasoning#rule-detection-1
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Logical Reasoning: Verbal 

Number Series 

1) Which number should come next in the series, 48, 24, 12, ......? 

A. 8 

B. 6 

C. 4 

D. 2 

2) Letter Series 

1) RQP, ONM, _, IHG, FED, find the missing letters. 

A. CDE 

B. LKI 

C. LKJ 

D. BAC 

3) Analogies 

1) PETAL: FLOWER 

A. Pen: Paper 

B. Engine: Car 

C. Cat: Dog 

D. Ball: Game 

4) Cause and Effect 

1) I. All the colleges in the city had to keep closed for three days a week. 

II. Many students have left the local colleges. 
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A. Statement II is the cause and statement I is its effect 

B. Statement I is the cause and statement II is its effect 

C. Both the statements are effects of independent causes 

D. Both the statements are independent causes 

E. Both the statements are effects of some common cause 

5) Verbal Classification 

1) Which word does not belong to others? 

A. Inch 

B. Kilogram 

C. Centimeter 

D. Yard 

6) Blood Relations 

1) Pointing to a photograph, a man said, "I have no brother, and that man's father is my 

father's son." Whose photograph was it? 

A. His son 

B. His own 

C. His father 

D. His nephew 

7) Logical Sequence of Words 

1) Arrange the following words in a meaningful sequence. 

1. Infection 

2. Consultation 
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3. Doctor 

4. Treatment 

5. Recovery 

A. 1, 3, 4, 5, 2 

B. 1, 3, 2, 4, 5 

C. 1, 2, 3, 4, 5 

D. 2, 3, 5, 1, 4 

8) Direction Sense Test 

1) Peter is in the East of Tom and Tom is in the North of John. Mike is in the South of John 

then in which direction of Peter is Mike? 

A. South-East 

B. South-West 

C. South 

D. North-East 

9) Logical Venn Diagrams 

1) Which of the following diagrams correctly represents lions, elephants, and animals? 

10) Verification of the Truth of the Statement 

1) An animal always has 

A. Skin 

B. Heart 

C. Lungs 

D. life 

E. Ears 
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11) Data Sufficiency 

1) What is Geeta's rank in the class? 

I. There are 30 students in the class. 

II. There are 10 students who scored less than Geeta. 

A. Statement I alone is sufficient, but statement II alone is not sufficient 

B. Statement II alone is sufficient, but statement I alone is not sufficient 

C. Either I or II is sufficient 

D. Neither I nor II is sufficient 

E. Both I and II are needed 

12) Coding Decoding 

1) If in a certain language, NOIDA is coded as OPJEB, how is DELHI coded in that 

language? 

A. CDKGH 

B. EFMIJ 

C. FGNJK 

D. IHLED 

13) Assertion and Reason 

1) Assertion (A): James Watt invented the steam engine. 

Reason (R): It was invented to pump out the water from the flooded mines. 

A. Both A and R are true and R is the correct explanation of A. 

B. Both A and R are true, but R is not the correct explanation of A. 

C. A is true, but R is false. 
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D. A is false, but R is true. 

E. Both A and R are false. 

3.3.3 VERBAL REASONING TEST 

 Verbal reasoning is the ability to understand and logically work through 

concepts and problems expressed in words. 

 Verbal reasoning tests tell employers how well a candidate can extract and 

work with meaning, information and implications from text. It’s all about 

logic expressed verbally. 

 In most cases, the questions will have you read a passage of text, and then 

assess whether a given statement related to that text is true, false, or if you 

cannot say (in other words, whether there is insufficient information in the text 

to say for sure). 

 Some tests will have longer passages of text to read through and multiple 

questions per passage. Others may have very short passages, but only one or 

two questions on each. The way to approach them is identical: read the text 

carefully and thoroughly, and then assess the given statement. 

Though the test format may vary, typically you will have between 30 seconds and 2 

minutes to answer each question. Consequently, working quickly and accurately is vital. 

Practice will be beneficial. 

It’s essential to not make assumptions as you take the test. In other words, use only 

the information presented, as additional facts (not presented as part of the question), will 

never contribute to the answer, even if those facts are common knowledge. The tests assess 

verbal reasoning, not general knowledge. 

These tests can either be taken at home (online and unsupervised) or at an assessment 

centre, or both. Alongside many other anti-cheating methods, companies will often have you 

retake aptitude tests in person at the assessment centre, in case someone else completed the 

initial online test on your behalf. 
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What Makes Verbal Reasoning Tests Challenging, and Are They Fair? 

All aptitude tests are challenging. They need to be, or they wouldn’t tell employers 

very much about their candidates. 

Let’s examine some areas that can cause difficulty with verbal reasoning tests 

specifically. 

Time Limit 

The most immediate difficulty that presents itself is time pressure. It’s not difficult to 

pore over a text slowly and then come to a conclusion. But it is difficult to reach that 

conclusion in a minute. 

For this reason, it’s crucial that you practice. With practice, not only will you become 

more confident at working within the time limit; you’ll be more conditioned to focus on the 

key points of the text and the question. 

Difficulty of Interpretation 

Another thing that can trip you up if you’re not the most confident reader is the 

language itself. 

Often the text will be straightforward, business-like and relatively simple to 

understand, but you may come across language you’re unfamiliar with, or a verbose style. 

Some evidence also indicates that ethnic minorities and international students whose native 

language is not English may be at a disadvantage, due to linguistic and cultural differences. 

Reading different types of texts (academic journals, newspapers, blogs etc) will help. 

And even if you don’t know what a specific word means, you can often infer its meaning by 

the context. 

Different Suppliers of Verbal Reasoning Tests 

Verbal reasoning tests come in many formats. While they all aim to evaluate the same 

set of attributes, each test provider uses a different means to do that. 
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To make your practice even more effective, research which test supplier the company 

you’re applying for uses. That way, you can seek out more focused practice materials and 

mock tests. 

Always be aware, however, that companies can change their test supplier at any time. 

What was true for one intake might not be true for the next. Bear in mind also that come 

companies use different suppliers for different departments and roles. 

The main test providers are: 

CEB SHL 

Criterion 

Cubiks 

Talent Q 

cut-e 

Mendas 

 CEB SHL : 

The most common type is CEB SHL, which is what we’ve modeled our free practice 

test  on (see below). CEB SHL is a good reference point as the industry standard for 

verbal reasoning tests. Its tests tend to be between 17 and 19 minutes long for 20 

questions, so speed and accuracy is key. 

 Criterion: 

This is unique in that it has an environmental focus to its questions. There are 30 

questions which you have to answer within 20 minutes, so timing is pretty tight. The 

tests also get progressively more difficult, so try to be quicker for the first set of 

questions to give you some breathing room later on. 

 Cubiks: 

It offers tests similar to CEB SHL, with passages of text that tend to be a bit shorter. 

You should be working to a minute or less per question, so you’ll need to be quick, 

but other than that there shouldn’t be any particular surprises. 
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 Talent Q: 

It uses for adaptive tests. This means that each question is generated based on your 

previous answer. The better you’re doing, the harder the questions. The aim of this is 

to hone in on your skill level much faster, allowing the tests to be quick. Typically, 

candidates have around 90 seconds for questions with a new passage of text, and 75 

seconds for subsequent questions on the same text. 

 cut-e: 

The tests offered by cut-e employ a different structure. Candidates are given a series 

of different sets of text simultaneously on various tabs, and need to flick back and 

forth between the texts to piece together the answers. 

 Mendas:  

With 22 questions over 35 minutes, Mendas offers a slightly slower-paced test. Its 

verbal reasoning test is combined with financial testing, so expect a very different 

kind of text to the others. 

In general, while focused practice is really useful, don’t become too pigeon-

holed. The tests are designed to test your skills without needing external knowledge or 

practice of the format, so if you can’t find out who your test supplier is, just work on 

the general skills. 

How Do I Find Out Who My Test Supplier Is ? : 

 There are various methods to try to determine the specific supplier:  Websites 

like Job Test Prep often mention the suppliers’ companies use and are a great 

place to start. 

 Google, forums like Wiki Job’s and websites like Glass door can be a good 

avenue to find previous candidates who might know from their own research. 

However, beware of outdated or irrelevant information. Always check when 
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this info was posted, and which office, country, department and role they’re 

talking about. 

 Email the company’s HR team. This is the direct approach. While they might 

be reluctant to tell you, it’s a legitimate question to ask. 

How to Prepare in Advance for a Verbal Reasoning Test: A Step-by-Step Guide: 

 When preparing for your test – either in-person at an assessment centre or online – it’s 

important to plan ahead to make the best use of your time. 

 The first step is research. Check forums, practice sites, test provider websites and 

anything else you can find. 

 When you feel like you’ve got a good idea what you’re in for, it’s time to practice. 

 Set aside the required amount of time for the test. Find a quiet room and ensure you 

won’t be disturbed. Gather everything you’ll need. Put your phone outside the room 

and fully focus on the task at hand. 

 It can also be very useful to practice timing yourself. Time in verbal reasoning tests is 

often tight and it’s important to stay on schedule. Use a stopwatch. 

 Before the test or at the very beginning, work out the average amount of time per 

question you have. Use a stopwatch to make sure you don’t go too far ahead of that 

time. This is a great way to get used to tackling the questions at the pace needed for 

the actual test. 
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UNIT: 4 INTERVIEW SKILLS 

4.1 PRE-INTERVIEW TECHNIQUES 

4.1.1 Resume writing: 

A resume or curriculum vitae is a document containing a summary or a list of relevant 

job experience and education, usually for the purpose of securing a job. Resume must present 

our skills and experience in the best possible light and emphasize the suitability for the job. A 

resume is a written document which speaks in our stead. It should be based on facts. 

Essential headings of a resume 

I. Objectives 

II. Key skill/Abilities 

III. Experience 

IV. Academic qualifications  

V. Personal profile 

VI. References 

 

1. Objectives: state Job objective clearly, using a minimum number of words 

2. Key skills /abilities : 

1) Need proficiency in foreign languages  

2) Skill in computing languages or packages  

3) Communication skills  

3. Experience: 

                   List the past employment details in a reverse chronological order, beginning with 

the most recent one 

4. Academic Qualifications: 

           List major qualification giving the details in reverse chronological order with 

the most recent one as the first . Mention details of the school/college/university 
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education and give specific dates for the duration of study, names of institutions and 

percentages scored, etc., in a proper format. 

5. Personal profile : 

 Name 

 Address 

 Telephone/ cell phone  

 E-mail 

 Date of birth  

 Languages known 

 Hobbies and interests 

6. References : 

              For references, we will choose people who can comment on the different aspects of 

our career. Generally two references are usually enough. 

Other headings: 

            We can also create our own headings based on the content and job advertisement. 

 Honours and awards 

 Publications 

 In house seminars 

 Achievements 

 Internships 

 Career profile  

 Community service 

 Memberships  

 Advances career training 

 Special projects 

 Technical training 

 Licenses and certification  
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Tips for effective resume: 

 Arrange the headings /sections in the right order. 

 Keep the most important or impressive sections closer to the top of the page. 

 See that your resume does not exceed a page or two in length. 

 Print your resume on a standard A4 plain white paper. 

 Send a covering letter with each resume. 

 Leave sufficient space between the paragraphs and allow adequate margins. 

 Use plain English. Avoid professional jargon. 

 Use bold letters and/or underline headings. 

 Do not use too many font types and sizes. 

 Every break ion the career should be accounted for. 

 Check your resume and covering letter for any errors. 

4.1.2 Dressing & grooming: 

Dressing for Interviews: 

 Before you say a single word to the 

interviewer, you have already made an 

impression based on how you’re dressed. The 

guidelines given here are commonly accepted as 

appropriate for interviewing. Every company has 

a different dress code; how you dress at the job 

may have very little to do with how you dress for 

an interview. 

Men  

o Dress in a manner that is professionally appropriate to the position for which 

you are applying. In almost all cases, this means wearing a suit. It is rarely 

appropriate to “dress down” for an interview, regardless of company dress 

code policy. When in doubt, go conservative. 
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o You should wear a suit to interviews. “Suit” means the works: a matching 

jacket and pants, dress shirt, tie, coordinating socks and dress shoes. A dark-

colored suit with light colored shirt is your best option. 

o Your suit should be comfortable and fit you well so that you look and act your 

best. There is a difference between not yet feeling at ease in a suit and trying 

to fit into the same suit you wore to your sister’s wedding when you were 15. 

(In the latter case, it’s time to invest in a new suit!) 

o Avoid loud colors and flashy ties. 

o Clothing should be neat, clean, and pressed. If you don’t have an iron, either 

buy one or be prepared to visit the dry-cleaner often. Shower or bathe the 

morning of the interview. Wear deodorant. Don’t wear cologne or aftershave. 

You don’t want to smell overpowering or worse, cause an allergic reaction. 

o Make sure you have fresh breath. Brush your teeth before you leave for the 

interview, and don’t eat before the interview. Don’t smoke right before an 

interview. 

o Your hair should be neat, clean, and conservative. 

o While it may be appropriate to dress more casually for a second interview, you 

must still dress professionally. It’s much better to be too dressed up than too 

casual. A good rule of thumb is to dress like your boss. Shoes should be well-

polished and in good condition, not scuffed or run-down at the heels. They 

should also match your belt. You will get a great deal of use out of a good-

quality pair of dress shoes in a traditional style. Ask the salesperson at the 

shoe store for advice. Be sure to shave the morning of the interview, even if 

you don’t ordinarily shave every day. If you have a full beard or moustache it 

should be trimmed and neat-looking. This may sound like a lot of rules, but 

these are the generally acceptable guidelines you should follow when deciding 

what to wear to an interview. Dressing professionally shows respect for 

yourself, the interviewer, and the company. You may not have to dress like 

this every day, but you are more likely to be taken seriously when you present 

yourself in a professional manner and take the time to attend to details. 
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Women 

 Generally, you should wear a suit with a skirt or pants.  When in doubt, be more 

conservative. 

 Your suit should be comfortable and fit you well; if your waistband is cutting you in 

half or your jacket is too tight, you won’t look or act your best. Some stores offer free 

alterations when you purchase a suit, or you may want to find a tailor to adjust a suit 

you already own. 

 Interview suits should be simple and dark in color. Anything tight, bright, short, or 

sheer should absolutely be avoided. (Interviewers have been known to complain about 

the length of interviewees’ skirts; if you have any doubts, it’s probably too short.) 

Knee-length skirts are suggested. Very long skirts, while modest, are also considered 

too trendy for an interview. 

 Wear a conservative blouse with your suit. Do not wear bright colors, animal prints, 

or anything lacy, sheer, or low-cut. 

 Make-up and nail polish should be understated and flattering; shades that are neutral 

to your skin tone are generally advisable. Avoid bright or unusual colors or very long 

nails. 

 Keep your jewelry and hair accessories to a minimum, and stick to those that are not 

flashy, distracting, or shiny. One ring per hand is best. 

 Shoes should be conservative and fairly low-heeled. They should be in reasonably 

good condition, not scuffed or run-down at the heels. Don’t wear shoes with an open 

toe or back; any shoes you would wear on a date or to a club are probably 

inappropriate. A basic pump is flattering, versatile, and will stay in style forever (once 

you own pumps, you can spend the rest of your money on fun shoes). The salesperson 

in the shoe store can steer you in the right direction. 

 Your hose should be neutral (matched to your skin tone). Make sure the heels are not 

dyed black from your shoes and that there are no snags or runs. Only use the nail 

polish trick in an emergency; you may want to carry an extra pair of hose with you 

instead. 
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 Dress in a manner that is professionally appropriate to the position for which you are 

applying. In almost all cases, this means wearing a suit. It is rarely appropriate to 

“dress down” for an interview, regardless of company dress code policy. When in 

doubt, go conservative (is this starting to sound familiar?). 

 Your clothing should always be neat, clean, and pressed. If you don’t have an iron, 

either buy one or be prepared to visit the dry-cleaner’s often. 

 Shower or bathe the morning of the interview. Wear deodorant. Don’t wear perfume: 

you don’t want to smell overpowering or worse, cause an allergic reaction. 

 Make sure you have fresh breath. Brush your teeth before you leave for the interview, 

and don’t eat or smoke before the interview. 

 Your hair should be neat, clean, and conservatively styled. Banana clips, brightly-

colored scrunchies or elastics, and cheerleader-type ponytails look out of place with a 

suit. You may want to wear your hair in an up do, pull it back into a low ponytail, or 

wear a barrette (this suggestion does not include the tiny little barrettes that only hold 

the front of your bangs back). The idea is to look polished and professional, not to 

advertise what a creative genius your hairdresser is. 

 While it may be appropriate to dress more casually for a second interview, you must 

still dress professionally. It’s much better to be too dressed up than too casual. This 

may sound like a lot of rules, but these are the generally acceptable guidelines you 

should follow when deciding what to wear to an interview. Dressing professionally 

shows respect for yourself, the interviewer, and the company. You may not have to 

dress like this every day, but you are more likely to be taken seriously when you 

present yourself in a professional manner and take the time to attend to details. 

4.1.3 Body language : 

 Understanding Body Language and Facial Expressions 

 Body language refers to the nonverbal signals that we use to communicate. According 

to experts, these nonverbal signals make up a huge part of daily communication. From our 

facial expressions to our body movements, the things we don't say can still convey volumes 

of information. 

https://www.verywellmind.com/ten-body-language-mistakes-you-might-be-making-3024852
https://www.verywellmind.com/types-of-nonverbal-communication-2795397
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 It has been suggested that body language may account for between 60 percent to 65 

percent of all communication. Understanding body language is important, but it is also 

essential to pay attention to other cues such as context. In many cases, you should look at 

signals as a group rather than focusing on a single action. 

 Here's what to look for when you're trying to interpret body language. 

Think for a moment about how much a person is able to convey with just a facial expression. 

A smile can indicate approval or happiness. A frown can signal disapproval or unhappiness. 

In some cases, our facial expressions may reveal our true feelings about a particular situation. 

While you say that you are feeling fine, the look on your face may tell people otherwise. 

Just a few examples of emotions that can be expressed via facial expressions include: 

 Happiness 

 Sadness 

 Anger 

 Surprise 

 Disgust 

 Fear 

 Confusion 

 Excitement 

 Desire 

 Contempt 

 The expression on a person's face can even help determine if we trust or believe what 

the individual is saying. One study found that the most trustworthy facial expression involved 

a slight raise of the eyebrows and a slight smile. This expression, the researchers suggested, 

conveys both friendliness and confidence. 

Facial expressions are also among the most universal forms of body language. The 

expressions used to convey fear, anger, sadness, and happiness are similar throughout the 

world. 

https://www.verywellmind.com/how-to-be-happy-an-introduction-3144720
https://www.verywellmind.com/what-are-emotions-2795178
https://www.verywellmind.com/dos-and-donts-of-dealing-with-anger-3145081
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Researcher Paul Ekman has found support for the universality of a variety of facial 

expressions tied to particular emotions including joy, anger, fear, surprise, and sadness. 

Research even suggests that we make judgments about people's intelligence based 

upon their faces and expressions. One study found that individuals who had narrower faces 

and more prominent noses were more likely to be perceived as intelligent. People with 

smiling, joyful expression were also judged as being more intelligent than those with angry 

expressions. 

 The eyes are frequently referred to as the "windows to the soul" since they are capable 

of revealing a great deal about what a person is feeling or thinking. As you engage in 

conversation with another person, taking note of eye movements is a natural and important 

part of the communication process. Some common things you may notice include whether 

people are making direct eye contact or averting their gaze, how much they are blinking, or if 

their pupils are dilated. 

When evaluating body language, pay attention to the following eye signals: 

 Eye gaze: When a person looks directly into your eyes while having a conversation, it 

indicates that they are interested and paying attention. However, prolonged eye 

contact can feel threatening. On the other hand, breaking eye contact and frequently 

looking away might indicate that the person is distracted, uncomfortable, or trying to 

conceal his or her real feelings. 

 Blinking: Blinking is natural, but you should also pay attention to whether a person is 

blinking too much or too little. People often blink more rapidly when they are feeling 

distressed or uncomfortable. Infrequent blinking may indicate that a person is 

intentionally trying to control his or her eye movements.7 For example, a poker player 

might blink less frequently because he is purposely trying to appear unexcited about 

the hand he was dealt. 

 Pupil size: Pupil size can be a very subtle nonverbal communication signal. While 

light levels in the environment control pupil dilation, sometimes emotions can also 

https://www.verywellmind.com/what-is-attention-2795009
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cause small changes in pupil size. For example, you may have heard the phrase 

"bedroom eyes" used to describe the look someone gives when they are attracted to 

another person. Highly dilated eyes, for example, can indicate that a person is 

interested or even aroused. 

 Mouth expressions and movements can also be essential in reading body 

language. For example, chewing on the bottom lip may indicate that the individual is 

experiencing feelings of worry, fear, or insecurity. 

 Covering the mouth may be an effort to be polite if the person is yawning or 

coughing, but it may also be an attempt to cover up a frown of disapproval. Smiling is 

perhaps one of the greatest body language signals, but smiles can also be interpreted in many 

ways. A smile may be genuine, or it may be used to express false happiness, sarcasm, or even 

cynicism. 

 When evaluating body language, pay attention to the following mouth and lip signals: 

 Pursed lips: Tightening the lips might be an indicator of distaste, disapproval, or 

distrust. 

 Lip biting: People sometimes bite their lips when they are worried, anxious, or 

stressed. 

 Covering the mouth: When people want to hide an emotional reaction, they might 

cover their mouths in order to avoid displaying smiles or smirks. 

 Turned up or down: Slight changes in the mouth can also be subtle indicators of 

what a person is feeling. When the mouth is slightly turned up, it might mean that the 

person is feeling happy or optimistic. On the other hand, a slightly down-turned 

mouth can be an indicator of sadness, disapproval, or even an outright grimace. 

Gestures can be some of the most direct and obvious body language signals. Waving, 

pointing, and using the fingers to indicate numerical amounts are all very common and easy 
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to understand gestures. Some gestures may be cultural, however, so giving a thumbs-up or a 

peace sign in another country might have a completely different meaning than it does in the 

United States. 

The following examples are just a few common gestures and their possible meanings: 

 A clenched fist can indicate anger in some situations or solidarity in others. 

 A thumbs up and thumbs down are often used as gestures of approval and 

disapproval.10 

 The "okay" gesture, made by touching together the thumb and index finger in a 

circle while extending the other three fingers can be used to mean "okay" or "all 

right." In some parts of Europe, however, the same signal is used to imply you are 

nothing. In some South American countries, the symbol is actually a vulgar gesture. 

 The V sign, created by lifting the index and middle finger and separating them to 

create a V-shape, means peace or victory in some countries. In the United Kingdom 

and Australia, the symbol takes on an offensive meaning when the back of the hand is 

facing outward. 

The arms and legs can also be useful in conveying nonverbal information. Crossing the arms 

can indicate defensiveness. Crossing legs away from another person may indicate dislike or 

discomfort with that individual. 

Other subtle signals such as expanding the arms widely may be an attempt to seem larger or 

more commanding while keeping the arms close to the body may be an effort to minimize 

oneself or withdraw from attention. 

 

 

 

https://www.verywellmind.com/what-is-cross-cultural-psychology-2794903
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When you are evaluating body language, pay attention to some of the following signals that 

the arms and legs may convey: 

 Crossed arms might indicate that a person feels defensive, self-protective, or closed-

off. 

 Standing with hands placed on the hips can be an indication that a person is ready 

and in control, or it can also possibly be a sign of aggressiveness. 

 Clasping the hands behind the back might indicate that a person is feeling bored, 

anxious, or even angry. 

 Rapidly tapping fingers or fidgeting can be a sign that a person is bored, impatient, 

or frustrated. 

 Crossed legs can indicate that a person is feeling closed off or in need of privacy.  

How we hold our bodies can also serve as an important part of body language. The 

term posture refers to how we hold our bodies as well as the overall physical form of an 

individual. Posture can convey a wealth of information about how a person is feeling as well 

as hints about personality characteristics, such as whether a person is confident, open, or 

submissive. 

Sitting up straight, for example, may indicate that a person is focused and paying attention to 

what's going on. Sitting with the body hunched forward, on the other hand, can imply that the 

person is bored or indifferent. 

When you are trying to read body language, try to notice some of the signals that a person's 

posture can send. 

 Open posture involves keeping the trunk of the body open and exposed. This type of 

posture indicates friendliness, openness, and willingness.11 

https://www.verywellmind.com/what-is-aggression-2794818
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 Closed posture involves hiding the trunk of the body often by hunching forward and 

keeping the arms and legs crossed. This type of posture can be an indicator of 

hostility, unfriendliness, and anxiety 

Have you ever heard someone refer to their need for personal space? Have you ever started to 

feel uncomfortable when someone stands just a little too close to you? 

The term proxemics, coined by anthropologist Edward T. Hall, refers to the distance between 

people as they interact. Just as body movements and facial expressions can communicate a 

great deal of nonverbal information, so can this physical space between individuals. 

Hall described four levels of social distance that occur in different situations: 

 Intimate distance— 6 to 18 inches: This level of physical distance often indicates a 

closer relationship or greater comfort between individuals. It usually occurs during 

intimate contact such as hugging, whispering, or touching. 

 Personal distance— 1.5 to 4 feet: Physical distance at this level usually occurs 

between people who are family members or close friends. The closer the people can 

comfortably stand while interacting can be an indicator of the level of intimacy in 

their relationship. 

 Social distance— 4 to 12 feet: This level of physical distance is often used with 

individuals who are acquaintances. With someone you know fairly well, such as a co-

worker you see several times a week, you might feel more comfortable interacting at a 

closer distance. In cases where you do not know the other person well, such as a 

postal delivery driver you only see once a month, a distance of 10 to 12 feet may feel 

more comfortable. 

 Public distance— 12 to 25 feet: Physical distance at this level is often used in public 

speaking situations. Talking in front of a class full of students or giving a presentation 

at work is good examples of such situations. 

https://www.verywellmind.com/is-it-normal-anxiety-or-an-anxiety-disorder-2584401
https://www.jstor.org/stable/668580?seq=1#page_scan_tab_contents
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It is also important to note that the level of personal distance that individuals need to feel 

comfortable can vary from culture to culture. One oft-cited example is the difference between 

people from Latin cultures and those from North America. People from Latin countries tend 

to feel more comfortable standing closer to one another as they interact while those from 

North America need more personal distance. 

A Word From Very well 

 Understanding body language can go a long way toward helping you better 

communicate with others and interpreting what others might be trying to convey. 

 While it may be tempting to pick apart signals one by one, it's important to look at 

these nonverbal signals in relation to verbal communication, other nonverbal signals, and the 

situation. You can also focus on learning more about how to improve your nonverbal 

communication to become better at letting people know what you are feeling—without even 

saying a word. 

 

 

 

 

 

 

 

 

 

 

https://www.verywellmind.com/top-nonverbal-communication-tips-2795400
https://www.verywellmind.com/top-nonverbal-communication-tips-2795400
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UNIT: 5 FAQ’S IN AN INTERVIEW 

5.1 CORPORATE ETIQUETTES 

Vital Business Etiquette Rules 

Unprofessional behavior could lose your business. Here are 15 basic etiquette rules 

you should be following. 

As times change, so do social norms for personal and professional behavior, but that 

doesn't mean basic etiquette doesn't matter. Performance and quality are important, too, of 

course, but not exclusively. We sometimes forget that business is about people. There is no 

shortage of competent and reliable people in the business world and manners can make the 

difference. Wouldn't you rather collaborate with, work for or buy from someone who has 

high standards of professional behavior? 

Many, but not all, of us follow these 15 time-tested rules of better behavior. Do you? 

1. When in doubt, introduce others. 

 Always introduce people to others whenever the opportunity arises, unless you know 

that they’re already acquainted. It makes people feel valued, regardless of their status or 

position. 

2. A handshake is still the professional standard. 

 Not only does this simple gesture demonstrate that you’re polite, confident and 

approachable, it also sets the tone for any potential future professional relationship. In a very 

casual work atmosphere, you might be able to get away with a nod or a hello, but it’s worth it 

to make the extra effort to offer your hand. 

 

 

https://www.americanexpress.com/us/small-business/openforum/articles/business-etiquette-12-tips-to-improve-manners/
https://www.americanexpress.com/us/small-business/openforum/articles/doing-business-in-japan-10-etiquette-rules-you-should-know/
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3. Always say “Please” and “Thank you.” 

 This should go without saying, but even in a very casual professional atmosphere, this 

basic form of courtesy is still imperative. Today, sending a thank you e-mail is perfectly 

acceptable, but a handwritten thank you note is always a nice touch. 

4. Don’t interrupt. 

 We’ve become a nation of “over-talkers,” so eager to offer our own opinions or press 

our point that we often interrupt others mid-sentence. It can be tongue-bitingly difficult to 

force ourselves not to interject, especially when the discussion is heated. Don’t. It’s rude and 

shows disrespect for the opinions of others. Remember, be assertive, not aggressive. 

5. Watch your language. 

 Verbal and written communications are often much less formal than in times past, but 

be careful to choose your words wisely. Of course, derogatory, rude or offensive language is 

unacceptable, but so is slang. While it may be commonplace in our society, it’s never 

acceptable in a professional atmosphere. 

6. Double check before you hit send. 

 While we’re on the subject of communication, always check your e-mails for spelling 

and grammar errors. Since the advent of spell check, there is no excuse for typos. Also, do a 

quick read to make sure the meaning and tone are what you wish to convey. And no smileys, 

please. 

7. Don’t walk into someone’s office unannounced. 

 It’s disrespectful to assume that you have the right to interrupt other people’s work. 

Knock on the door or say hello if it’s open and ask if it’s a good time to talk. If the discussion 

is going to take more than a few minutes, it’s a good idea to call or e-mail and schedule a 

good time for both of you. 

http://www.openforum.com/articles/7-reasons-your-e-mail-pitches-are-failing
http://www.openforum.com/articles/7-reasons-your-e-mail-pitches-are-failing
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8. Don’t gossip. 

 It’s so hard sometimes to resist engaging in a little “harmless” gossip. But the reality 

is that gossip is never harmless. It is most certainly damaging to the subject of the gossip, but 

it also reflects poorly on you. It’s natural to be curious and interested in what other people are 

doing, but talking about someone who is not present is disrespectful. 

9. Don’t eavesdrop. 

Everyone is entitled to private conversations, in person or over the phone. The same goes for 

e-mail; don’t stand over someone’s shoulder and read their e-mails. 

10. Acknowledge others. 

 When someone approaches you, acknowledge him or her. If you’re in the middle of 

something important, it’s fine to ask them to wait a minute while you finish. If you pass 

someone in the hallway or on the street, but don’t have time to talk, at least wave a hand and 

say hello. Busyness is not an excuse to ignore people. 

11. Avoid the “Big Two.” 

 We have blurred many of the personal and professional lines, but politics and religion 

are still off-limits. These topics are highly charged minefields for a professional atmosphere. 

Leave them at the office door. 

12. Be on time. 

 We’re all busy. Being punctual shows others that you value their time. Being late 

doesn’t mean that you’re busier than other people; it just means that you’re inconsiderate. 

13. No phone during meetings. 

 When you’re in a meeting, focus on the meeting discussion. Don’t take calls, text or 

check e-mail. It’s disrespectful to the other attendees, not to mention, extremely annoying. It 

also makes meetings last longer because the participants keep losing focus. 
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14. Don’t be a business card pusher. 

 Don’t simply hand out business cards to everyone you meet. It’s a bit aggressive 

unless you’re on a sales call. Ask for the other person’s card, offer to exchange cards or at the 

very least, ask if you can leave your card before you reach in your pocket. 

15. Show genuine interest. 

 Keep eye contact and make an effort to truly listen to what others are saying. We are 

so easily distracted in this climate of increasingly short attention spans; we often can’t wait 

for the other person to hurry up and finish so we can move on to the next thing. Resist the 

lure of distraction and haste. Take the time to ask questions and show an interest in the other 

person’s thoughts. 

5.2 GROUP DISCUSSION: 

 Group Discussion! Is a methodology or in a simple language you may call it an 

interview process or a group activity. It is used as one of the best tools to select the 

prospective candidates in a comparative perspective. GD may be used by an interviewer at an 

organization, colleges or even at different types of management competitions. 

 A GD is a methodology used by an organization to gauge whether the candidate has 

certain personality traits and/or skills that it desires in its members. In this methodology, the 

group of candidates is given a topic or a situation, given a few minutes to think about the 

same, and then asked to discuss the topic among themselves for 15-20 minutes. 

Freshersworld.com brings you an elaborate section for GD as you had ever seen anywhere 

else. It is a very useful tool to screen the candidate’s potential as well as their skills.  

 GD evaluation is done by the subject experts based on the discussions. A report will 

be prepared on analyzing the facts at the end of the discussion. 
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Some of the personality traits the GD is trying to gauge may include: 

 Communication skills 

 Interpersonal Skills 

 Leadership Skills 

 Motivational Skills Team Building 

Skills 

 Analytical /Logical 

  Skills 

 Reasoning ability 

 Different Thinking 

 Initiative 

 Assertiveness 

 Flexibility 

 Creativity 

Ability to think on ones feet 

Why GDs are implemented commonly: 

 The reason why institutes put you through a Group discussion and an interview, after testing 

your technical and conceptual skills in an exam, is to get to know you as a person and gauge how well 

you will fit in their institute. GD evaluates how you can function as a part of a team. As a manager or 

as a member of an organization you will always be working in teams. Therefore how you interact in a 

team becomes an important criterion for your selection. Managers have to work in a team and get best 

results out of teamwork. That is the reason why management institutes include GD as a component of 

the selection procedure. 

Company's Perspective: 

Companies conduct group discussion after the written test to know more about your: 

o Interactive Skills (how good you are at communication with other people) 

o Behavior (how open-minded are you in accepting views contrary to your own) 

o Participation (how good an active speaker you are & your attention to the 

discussion) 

o Contribution (how much importance do you give to the group objective as 

well as your own) 

o Aspects which make up a Group Discussion are: 

 Verbal Communication 

 Non-verbal behavior 

 Confirmation to norms 
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 Decision making ability 

 Cooperation 

You should try to be as true as possible to these aspects. 

 Freshersworld.com wishes you all the good luck in your Group Discussion! 

https://www.youtube.com/watch?v=5P6EiQat9BE 

5.3 MOCK INTERVIEW: 

 A typical mock interview is a practice job interview held with a professional career 

counselor. A mock interview helps you learn how to answer difficult questions, develop 

interview strategies, improve your communication skills, and reduce your stress before an 

actual job interview. 

 During a mock interview, the interviewer may use a semi-structured interview format 

rather than asking a formal list of questions. 

In-Person Mock Interviews: 

o Many college career centers and career counselors offer in-person mock interviews. If 

you're a college student or graduate, check with your career office to see if they 

provide in-person or phone or video mock interviews. 1 

o If you're not affiliated with a college or university, a career coach or counselor is 

another option for practice interviewing. 

o You can make an appointment with a mock interviewer, providing her with 

information on either a specific company with whom you are interviewing or your 

general career field. This will help her to create mock interview questions similar to 

those you will eventually encounter in your actual interviews. 

o The more specific the information you can provide for your mock interviewer, the 

better. The mock interviewer will often record the interview with a video camera. 

https://www.youtube.com/watch?v=5P6EiQat9BE
https://www.thebalancecareers.com/what-is-a-semi-structured-interview-2061632
https://www.thebalancecareers.com/college-job-search-guide-2060548
https://www.thebalancecareers.com/how-to-choose-a-career-counselor-or-coach-2059777
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o Some career centers and career counselors also offer mock phone and online video 

interviews and will record your interview on a tape recorder or with a webcam. 

o After the mock interview (which usually lasts about 30 minutes), the interviewer will 

then review the interview with you, and provide feedback. 

Examples of Mock Interview Questions 

 The questions asked during a mock interview are typically the more 

general employer interview questions that are asked during a first round or screening 

interview. 

o However, for candidates who know what type of position, career field, or industry 

they are interested in, job-specific interview questions may be asked. 

o If you are using a mock interview to prepare for a job interview you have scheduled 

with a company, the interviewer may be able to ask you actual questions that are 

asked by hiring managers at the company. Glassdoor.com has company interview 

questions contributed by site visitors for many companies. 

o When you schedule a mock interview with your college career center or a career 

coach, provide them with as much information as possible about your interests and 

goals. The more information the counselor has, the better able he or she will be to 

tailor the questions to fit the actual interviews you will have. 

o For example, if you are searching for a tech job, the interviewer can ask a series 

of tech interview questions to familiarize you with the types of questions that will 

be asked and to help you frame good responses. 

o If you're interviewing for a summer job, as another example, the interviewer can ask 

you the same questions you will be asked by the people who hire for summer 

positions. 

https://www.thebalancecareers.com/job-interview-questions-and-answers-2061204
https://www.thebalancecareers.com/tips-for-answering-job-specific-interview-questions-2061451
https://www.thebalancecareers.com/30-days-to-your-dream-job-interview-practice-2059449
https://www.thebalancecareers.com/glassdoor-com-salaries-reviews-and-jobs-2060040
https://www.thebalancecareers.com/information-technology-it-job-interview-questions-2061206
https://www.thebalancecareers.com/job-interview-questions-and-answers-2061204
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o Do take the time to prepare responses to the questions you will be asked during a 

mock interview. This is an opportunity to practice interviewing and to make sure 

that you have the interview skills to make the best impression on your interviewer. 

How to Prepare for a Mock Interview 

Be sure to take your mock interview as seriously as you would an actual interview. Get ready 

for the interview just as you would for an interview with a hiring manager: 

 Arrive 10 - 15 minutes early, and bring your resume and any other materials you 

would bring to a real interview. 

 Bring a notebook to take notes on what your mock interviewer tells you. 

 Dress in professional interview attire. 

 You should also prepare answers to general interview questions before arriving. 

Here's more information on these types of general interview questions, including sample 

questions and answers you can review to get ready for your interview. 

 If you have a mock interview to prepare for a specific job or career field, also review 

these job-specific interview questions. 

 Mock interviews are an ideal way to practice for real job interviews because you are 

in a situation that mirrors an actual interview with a company. When you review your 

interview with the interviewer, you'll be able to modify your responses and interview 

behavior, if necessary. 

Set Up Your Own In-Person Mock Interview 

 If you're not in a situation where you can participate in a mock interview with a 

professional counselor, you can recruit a family member or friend to help you practice 

interviewing. The more you prepare, the more comfortable you will be with interviewing. 

 Just as you would with a professional career counselor, provide your friend or relative 

with a copy of your resume and lists of the general and job-specific interview questions you 

https://www.thebalancecareers.com/winning-interview-skills-2061350
https://www.thebalancecareers.com/best-interview-attire-for-every-type-of-interview-2061364
https://www.thebalancecareers.com/top-job-interview-questions-and-answers-2061226
https://www.thebalancecareers.com/tips-for-answering-job-specific-interview-questions-2061451
https://www.thebalancecareers.com/how-to-prepare-for-a-job-interview-2061361
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think you’ll be asked. Dress as you would for a real interview and remember to practice using 

an appropriate tone of voice and body language as you respond to your “interviewer’s” 

questions. 

Online Mock Interviews 

 Another option for mock interviewing is utilizing an online program or application. 

Online practice interview programs provide job seekers with a pressure-free way to prepare 

and practice for upcoming job interviews. Some of these programs are very basic; users are 

given a series of random interview questions (either verbally or in writing) and type in 

answers. While these programs get users thinking about how to answer various questions, 

they do not allow users to practice verbalizing responses. 

 More sophisticated interview practice programs allow users to select questions related 

to their particular career field or the type of interview for which they are preparing 

(i.e., behavioral interview, group interview, etc.). A pre-recorded video of a mock interviewer 

asks a series of questions; the user must then orally answer each question. 

 Sometimes users are given a time limit, so they learn to answer questions concisely. 

The program will record these audio answers, or users may be able to record themselves via 

webcam. After the simulated interview, the user can review his recording, or email the file to 

a friend, family member, or career counselor for review. 

 Some programs even allow users to conduct live online interviews via webcam with 

actual career counselors. The interviewer records the interview and then critiques the user's 

performance. 

Benefits of Practice Interviews 

 Online practice interviews familiarize users with the interview process and allow 

users to practice answering common interview questions with confidence. Webcam practice 

interviews are particularly helpful in that you can review not only your answers, but your 

body language, eye contact, and interview attire. 

https://www.thebalancecareers.com/body-language-tips-for-your-next-job-interview-2060576
https://www.thebalancecareers.com/behavioral-job-interviews-2058575
https://www.thebalancecareers.com/group-interview-questions-and-interviewing-tips-2061157
https://www.thebalancecareers.com/online-job-interviews-2064216
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Fee-Based Interview Programs 

 Be aware, however, that many of these online practice interview programs cost 

money, particularly the programs that record your interview or involve actual career 

counselors. Thoroughly review any online practice interview program; make sure the 

program offers what you want at a cost that fits your budget. 
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