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4.1 ENGLISH AND COMMUNICATION SKILL - II 

 

L      P 

2       2 

 

RATIONALE 

 

Communication II moves a step further from Communication Skills I and is aimed at enhancing the 

linguistic competency of the students.  Language as the most commonly used medium of self-

expression remains indispensable in all spheres of human life – personal, social and professional. This 

course is intended to make fresh ground in teaching of Communicative English as per the requirements 

of National Skill Quality Framework.  

 

COURSE OUTCOMES 

 

After undergoing this course, the learners will be able to:  

CO1: Communicate effectively with an increased confidence; read, write and speak in English 

language fluently.  

CO2: Comprehend special features of format and style of formal communication through 

 various modes. 

CO3: Write a Report, Resume, make a Presentation, Participate in GDs and Face Interviews  

CO4: Illustrate use of communication to build a positive self-image through self-expression and    

 develop more productive interpersonal relationships. 

 

DETAILED CONTENTS 

 

UNIT I 

Reading   

1.1 Portrait  of a Lady - Khushwant Singh  

1.2 The Doctor’s Word by R K Narayan 

1.3 Speech by Dr Kiran Bedi at IIM Indore2007 Leadership Concepts 

1.4 The Bet - by Anton Chekov 

 

UNIT II 

Effective Communication Skills                                                                

2.1 Modern means of Communication (Video Conferencing, e- mail, Teleconferencing) 

2.2 Effective Communication Skills: 7 C’s of Communication 
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2.3 Non-verbal Communication – Significance, Types and Techniques for Effective 

Communication  

2.4 Barriers and Effectiveness in Listening  Skills  

2.5 Barriers and Effectiveness in Speaking Skills              

   

Unit III 

Professional Writing   

3.1 Correspondence: Enquiry letters, placing orders, complaint letters  

3.2 Report Writing 

3.3 Memos  

3.4 Circulars  

3.5 Press Release  

3.6 Inspection Notes and tips for Note-taking 

3.7 Corrigendum writing 

3.8 Cover Letter  

 

UNIT IV 

Grammar and Vocabulary        

4.1 Prepositions   

4.2 Conjunctions 

4.3 Punctuation 

4.4 Idioms and Phrases: A bird of ill omen, A bird’s eye view, A burning question, A child’s play, 

A cat and dog life, A feather in one’s cap, A fish out of water, A shark, A snail’s pace, A snake 

in the grass, A wild goose chase, As busy as a bee, As faithful as dog, Apple of One’s eye, 

Behind one’s back, Breath one’s last, Below the belt, Beat about the bush, Birds of a feather 

flock together, Black Sheep, Blue blood, By hook or crook, Chicken hearted, Cut a sorry figure 

,Hand in glove, In black and white, In the twinkling, In full swing ,Is blind as a bat, No rose 

without a thorn, Once in a blue moon, Out of the frying pan in to the fire, know  no bounds ,To 

back out, To bell the cat, To blow one’s trumpet, To call a spade a spade, To cut one’s coat 

according to one’s cloth, To eat humble pie, To give ear to, To have a thing on one’s finger 

tips, To have one’s foot in the grave, To hold one’s tongue, To kill two birds with one stone, To 

make an ass of oneself, To put two and two together, To the back bone, Turn coat, ups and 

downs.   

4.5 Pairs of words commonly misused and confused: Accept-except, Access-excess, Affect-effect, 

Artificial- artful, Aspire-expire, Bail-bale, Bare-bear, Berth-birth, Beside-besides, Break-brake, 

Canvas-canvass, Course- coarse, Casual-causal, Council-counsel, Continual-continuous, Coma-

comma, Cue- queue, Corpse- corps-core, Dairy-diary, Desert-dessert, Dual-duel, Dew- due, 

Die-dye, Draft- draught-drought, Device-devise, Doze-dose, Eligible-illegible, Emigrant- 
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immigrant, Envelop-envelope, Farther-further, Gate-gait, Goal-goal, Human-humane, 

Honorable-honorary, Hail-hale, Hair-heir-hare, Industrial-industrious, Impossible- impassable, 

Idle-idol-ideal, Lose-loose, Later-latter, Lesson-lessen, Main-Mane, Mental-mantle, Metal-

mettle, Meter-metre, Oar-ore, Pray- prey, Plain-plan, Principal - principle, Personal- personnel, 

Roll- role, Route-rout- roote, Stationary-stationery, Union- unity,  Urban- urbane, Vocation- 

vacation, Vain- vein-vane, Vary- very. 

4.6 Translation of Administrative and Technical Terms in Hindi or Mother tongue: Academy, 

Abandon, Acting in official capacity, Administrator, Admission, Aforesaid, Affidavit, Agenda, 

Alma   Master,  Ambiguous,  Appointing Authority, Apprentice, Additional, Advertisement, 

Assistant, Assumption of charge, Assurance, Attested copy, Bonafide, Bond, Cashier, Chief 

Minister, Chief Justice Clerical error, Commanding ,Officer, Consent, Contractor, corruption, 

Craftsman, Compensation, Code, Compensatory allowance, Compile, Confidential letter, Daily 

Wager, Data, Dearness allowance, Death - Cum Retirement, Dispatch, Dispatch Register, 

Disciplinary, Disciplinary Action, Disparity Department, Dictionary, Director, Director of 

Technical Education, Earned Leave, Efficiency Bar, Estate, Exemption, Executive Engineer, 

Extraordinary, Employment Exchange, Flying Squad, General Body, Head Clerk, Head Office, 

High Commission, Inconvenience, Income Tax, Indian Assembly Service, Justify, Legislative 

Assembly, Negligence, Officiating ,Office Record, Office Discipline, On Probation, Part Time, 

Performance, Polytechnic, Proof Reader Precautionary, Provisional, Qualified, Regret, 

Responsibility, Self-Sufficient, Senior, Simultaneous ,Staff, Stenography ,Superior, Slate, 

Takeover, Target Data Technical Approval, Tenure, Temporary, Timely Compliance, Under 

Investigation, Under Consideration, Verification, Viva-voce, Write off, Working Committee, 

Warning, Yours Faithfully , Zero Hour. 

 

UNIT V  

Employability Skills       

5.1 Presentation Skills: How to prepare and deliver a good presentation 

5.2 Telephone Etiquettes  

5.3 Importance of developing employable and soft skills 

5.4 Resume Writing: Definition, Kinds of Resume, Difference between Bio-data and Curriculum 

Vitae and Preparing a Resume for Job/ Internship 

5.5 Group discussions: Concept and fundamentals of GD, and learning Group Dynamics. 

5.6 Case Studies and Role Plays 

 

PRACTICAL EXERCISES          

  

1. Reading Practice of the above lessons in the Lab Activity classes. 

2. Comprehension exercises of unseen passages along with the given lessons.  
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3. Vocabulary enrichment and grammar exercises based on the above selective readings. 

4. Situational Conversation: Requesting and responding to requests; Expressing sympathy and 

condolence. 

5. Warning; Asking and giving information.  

6. Getting and giving permission.  

7. Asking for and giving opinions. 

8. A small formal and informal speech. 

9. Seminar. 

10. Debate. 

11. Interview Skills:  Preparing for the Interview and guidelines for success in the Interview and 

significance of acceptable body-language during the Interview. 

12. Written Drills will be undertaken in the class to facilitate a holistic linguistic competency 

among learners.  

13. Participation in a GD, Functional and Non-functional roles in GD, Case Studies and Role Plays 

14. Presentations, using audio-visual aids (including power-point). 

15. Telephonic interviews, face to face interviews. 

16. Presentations as Mode of Communication: Persuasive Presentations using multi-media aids. 

17. Practice of idioms and phrases on: Above board , Apple of One’s eye , At sea, At random, At 

large, A burning question, A child’s play, A wolf in sheep’s clothing, A deal, Breath one’s last, 

Bid fair to, Beat about the bush, Blue Blood, Big Gun, Bring to Book, Cut a sorry figure, Call 

names, Carry weight, Dark Horse, Eat Humble pie, Feel small, French leave, Grease the palm, 

Go against the grains, Get One’s nerves,  Hard and Fast, Hue and Cry, Head and ears, In full 

swing, Jack of all trades, know  no bounds, kiss the dust, Keep an eye on, Lion’s share, learn by 

rote, Null and void, on the cards, Pull a long face, Run amuck, Right and Left, Rain on Shine, 

Small talk, Take to one’s heels, Tooth and nail, to take by storm, , Wet blanket, Yearn for.  

 

 

RECOMMENDED BOOKS 

 

1. Alvinder Dhillon and  Parmod Kumar Singla, “Text Book of English and  Communication 

 Skills Vol – 1, 2”, M/s Abhishek Publications, Chandigarh. 

2. J Sethi, Kamlesh Sadanand & DV Jindal, “Course in English Pronunciation”, PHI Learning Pvt. 

Ltd., New Delhi. 

3. Wren and Martin, “High School English Grammar and Composition” . 

4. NK Aggarwal and FT Wood, “English Grammar, Composition and Usage”, Macmillan 

Publishers India Ltd., New Delhi. 

5. RC Sharma, and Krishna Mohan, “Business Correspondence & Report Writing”, (4th Edition), by 

Tata MC Graw Hills, New Delhi. 
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6. Varinder Kumar, Bodh Raj & NP Manocha, “Business Communication Skills”, Kalyani 

Publisher, New Delhi. 

7. Kavita Tyagi & Padma Misra, “Professional Communication”, PHI Learning Pvt. Ltd., New 

Delhi. 

8. Nira Konar, “Communication Skills for Professionals”, PHI Learning Pvt. Ltd., New Delhi. 

9. Krishna Mohan & Meera Banerji, “Developing Communication Skills”, (2nd Edition), Macmillan 

Publishers India Ltd., New Delhi. 

10. M. Ashraf Rizwi, “Effective Technical Communication”, Tata MC Graw Hills, New Delhi. 

11. Andrea J Rutherford, “Basic Communication Skills for Technology”, Pearson Education, New 

Delhi. 

12. “English and Communication Skills Vol-1,2” by Dr. Sangeeta, Jashanpreet Kaur; Anant 

Publications, Ambala City. 

 

INSTRUCTIONAL STRATEGY 

 

This is practice based subject and topics taught in the class should be practiced in the Lab regularly 

for development of required communication skills in the students. Emphasis should be given on 

practicing of communication skills. This subject contains five unit of equal weight age.  


