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STATEMENT OF PURPOSE

The purpose of designing this Manual is to help students
of ICD courses acquire a basic competency in the use of
English during interactions with peers, seniors, juniors,
faculty and staff.

IDENTIFYING THE AIM
e TO BE ABLE TO CONVERSE IN ENGLISH
e TO BE CONFIDENT AT SPEAKING IN ENGLISH
e TO BE FLUENT IN THE USE OF ENGLISH

e TO STOP TRANSLATING IN OUR HEADS AND START
THINKING IN ENGLISH

Prof. JapPreet Kaur Bhangu
Communication Skills and Personality Development Cell



SANT LONGOWAL INSTITUTE OF ENGINEERING & TECHNOLOGY, LONGOWAL-148106

Dear Students

Let us consider your ultimate dream: of being able to
talk in English...

IF YOU FIND YOURSELF SAYING, “But | CAN'T SPEAK IN
ENGLISH,”

TRY ADDING THE WORD, “YET...”

In our previous Manual, you had started to learn how to
talk in English through a number of activities.

In this Manual, the focus shall be on learning to talk in
English by acquiring certain phrases, expressions,
statements, and responses used in your everyday life.

So far in your study at school, the focus has been on:
Learning English through Grammar.

But, if you think about it, that is Not how you learnt to talk
in your mother tongue!

Prof. JapPreet Kaur Bhangu
Communication Skills and Personality Development Cell



SANT LONGOWAL INSTITUTE OF ENGINEERING & TECHNOLOGY, LONGOWAL-148106

Do you remember how you began to speak?

That happened because you listened closely to the
language spoken around you by your parents, siblings,
relatives... and learnt to repeat their words, phrases,
sentences...

Let us try a similar method to learn to speak in English.

Remember, all of us are born with the ability to
communicate, but communication skills must be
acquired by one’s own efforts. | am here to guide you, but
you must walk by yourself on this journey...

Let’s learn to converse in English by learning
some common expressions, phrases, sentences
used in everyday life.
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STEP 1:

KEY TO LEARNING THE ENGLISH LANGUAGE: BECOME
A CHILD AGAIN...

A CHILD LEARNS BECAUSE...
e THE CHILD IS A KEEN OBSERVER
e THE CHILD IS A PERFECT LISTENER
e THE CHILD IS A METICULOUS FOLLOWER
e THE CHILD HAS IMMENSE JOY WHILE LEARNING
e THE CHILD IS NOT JUDGEMENTAL

e THE CHILD DOES NOT BOTHER ABOUT MAKING
MISTAKES

e THE CHILD DOES NOT CARE ABOUT OTHERS’
COMMENTS

e THE CHILD HAS TREMENDOUS PATIENCE TO
LEARN

e THE CHILD PRACTICES AGAIN AND AGAIN AND
AGAIN....

Find the Meanings of underlined words and check
their Pronunciation on Google.

Practice speaking these words till these become a
part of your memory.
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STEP 2:

Let us Identify the Problems you face while trying to speak
in English:

e Vocabulary: Finding the correct words to convey the
right message

e Grammar: Being able to use the correct form of
Words, Verbs, Tense

e Fluency: Being able to speak with a flow, avoiding
gaps, breaks in speech

e Lack of Confidence: Overcoming the fear of being
judged /laughed at, by others for speaking wrongly

Dear Students
Recognize that
o All these are common problems faced by all new
learners.
o All these can be easily overcome.
e The only way to overcome these issues is to
decide to Stop being afraid and Begin to speak in
English.
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STEP 3.

FOR SPEAKING IN ENGLISH, START THINKING IN

ENGLISH

e RELAX

e SPEAK SLOWER

e BE REGULAR

e LEARN SOME FIXED PHRASES
e BE READY TO MAKE MISTAKES
e ENJOY LEARNING

e MAKE SENTENCES IN YOUR HEAD

e PREPARE SENTENCES FOR A CONVERSATION

o LEARN SOME FIXED SENTENCES

e RECALL YOUR DAY’S ACTIVITIES

e PLAY JAM GAME WITH YOURSELF OR WITH
FRIENDS
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STEP4
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THINGS TO DO ...

READ THE NEWSPAPERS, NOVELS, STORIES,
PLAYS, ETC.

WATCH ENGLISH PROGRAMS/MOVIES ON TV
LEARN AT LEAST FIVE NEW WORDS EVERY DAY
MAKE SENTENCES

IMAGINE TELLING SOMEONE ABOUT YOUR DAY
BEFORE YOU SLEEP

READ, RECORD, REVIEW

GOLDEN TIP:
THINK OF LEARNING TO SPEAK IN ENGLISH AS A
HAPPY, FUN ACTIVITY.
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JUST START...ONE STEP AT A TIME...AND SOON,
YOU WILL FIND A DIFFERENCE IN YOUR SPEAKING
ABILITY AND IN YOUR CONFIDENCE LEVEL.

YOU MUST RECOGNIZE THAT...

e WHILE IT IS POSSIBLE FOR TEACHERS TO
FACILITATE YOUR LEARNING OF THE ENGLISH
LANGUAGE; THE ACTUAL LEARNING HAS TO BE
DONE BY YOU ON YOUR OWN

THIS IS THE KEY TO LEARNING ANY LANGUAGE...

SINCE THIS IS WHAT YOU DID AS A LITTLE CHILD WHEN
YOU BEGAN TO SPEAK, YOU CAN DO IT NOW AS WELL...

STOP TREATING IT AS A BORING TASK.

SO, LET US BEGIN...
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Don’t think of it as an English learning class...

Imagine that we are doing something

o Different
e Interesting
e Fun

Dear Students, Just Imagine

It is an Acting Class...
You are playing a role in a movie...

You are the STAR of this movie...
You have a Speaking part...

Before Starting, learn the lines and also, how to
speak them...
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o Let’s Begin the Fun...

SCENE 1

e Imagine, it is Morning Time in the Hostel Room, and
you are having this conversation with your roommate.
(Note the dialogue between you and your roommate)

You: Wake up...it's time.

Roommate: Five minutes.

You: Oh my God...You're still not up, we’re so late.
Roommate: | am now... What's the rush?

You: You are going to be late for the class.

Roommate: No no...I'll just run and have a quick
bath...wait for me in the mess.

You: I'll leave you behind.

Roommate: No no...Wait for me...just pick up a prantha
for me... am coming right behind you.

You: | am going to tell your Mum if you keep missing your
breakfast daily...

Task: Learn the dialogue by reading aloud, practice till
you memorize it.
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Important Tip:

Check pronunciation of words by making a Google search
in your mobile phone.

Listen closely.

Repeat and rehearse till you learn the correct
pronunciation.

e Read the Lines in the Scenes aloud along with friends.

e Read aloud as if you are talking to someone.

e Read with expression. Use appropriate tone, volume,
expression, body-language, and emotion while
saying the statements.

e Practice speaking the sentences so many times that
you find, you don’t have to read, or, think about the
words while speaking.

Remember to use the words frequently in your day to day
conversation, otherwise you are sure to forget them.

FOLLOW THIS PRACTICE FOR ALL THE SCENCES
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SCENE 2

Location: Your Teacher’s Office

You: Good Morning Sir. May | Come in, Sir?
Teacher: Yes, Please come in, Good Morning.

You: Thank You. Sir, | need to discuss something, do
you have time right now, or should | come see you
later?

I'll take five minutes only.

Teacher: | am busy right now, but I'll be free at 11.30.
You: Okay, Thank you Sir, I'll come at 11.30.

Good Bye Sir. Have a good day.

TIP: It is important to learn to greet/wish your
teachers in a formal manner.

Here are a few ways of greeting others:
e How do you do. / How are you.
e It’s so nice to see you.
e Thank You for giving me time.

e So kind of you, | know how busy you are.

14

Prof. JapPreet Kaur Bhangu
Communication Skills and Personality Development Cell



SANT LONGOWAL INSTITUTE OF ENGINEERING & TECHNOLOGY, LONGOWAL-148106

SCENE: 3

Location: Outside your Department, Greeting Friends

You: Hello...How’re you.

Your Friend: Oh Hi...| am good, how’re you.

You, to Friend 2: How do you do.

Friend 2: Great...How do you do. How’s it going?
You: All good, you tell me.

Friend 1: How’re things.

You: Fine... what about you.

Friend 4: Hey! What'’s up.

You: All Good, Not much/ the usual, what about you?
lhow’s it with you.

Nice to meet you/ so good to see you.

Friend 4: Same for me...Really good to see you all.
Friend 5: Hello everyone...Long time no see.

You: Yeah... really long time...where’ve you been?
How’ve you been?

Friend 5: Great actually...you tell me.

You: Let’s go inside, Mam is about to come for the class.

15
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TIP: Check the difference between written and spoken
language.

While writing, we write fully constructed, grammatically
correct sentences, but while speaking, we often speak
half sentences or a few words only to convey our
message.

For example:
In writing: Have you completed your assignment?
In speaking: Done your assignment? Have you?

In writing: What would be your answer if | suggested that
we go on a pichic?

In speaking: Let’s go on a picnic, what do you think?

TASK: Find similar examples from your Mother-Tongue
and try to translate them into English.
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SCENE: 3

LOCATION: ON THE WAY, GOING TO THE
CLASSROOM

You: Let’s run, we are late... Sir won'’t let us enter...

Friend 1: All your fault... You make us late every
day.

You: No |l don’t...

4 TR n
O TN

Friend 2: Have you done the assignment?

You: No, I'm yet to complete it.
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Friend 1: We're going to get it today from Sir.
Friend 2: Yeah... can’t think of any excuses really.

You: It’s okay...don’t worry, let’s just say sorry
and ask for a day to complete.

Friend 1: Okay...fingers crossed
Friend 2: Yeah...good idea

Friend 3: Sir is not going to agree, but All the
best, anyway.

18

Prof. JapPreet Kaur Bhangu
Communication Skills and Personality Development Cell



SANT LONGOWAL INSTITUTE OF ENGINEERING & TECHNOLOGY, LONGOWAL-148106

SCENE: 4

LOCATION: IN THE HOSTEL MESS

L

nia |

“d

You: What’s for breakfast today?

Friend 1: Aaloo prantha with curd and bread toast
with jam...what would you have?

You: Prantha definitely.

Friend 2: No, | find prantha too oily; I'll have bread
toast instead.

19
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At Lunch
Friend 1: What’s for lunch?
You: Rice and Rajmah...

Friend 1: Oh Great...Let’s eat, I'm starving

You: | miss my mum so much; she makes the best
Rajmah in the world.

Friend 1: | know...mine too... This is nothing like how
it tastes at home...

Friend 2: There is aloo beans too...| don’t like
beans...

You: Yes, this is one vegetable | don’t like...If | were
home, my mother would cook something else for me.

20
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Friend 2: Wake up, stop dreaming...you are in the
mess, better learn to like everything!!

You: Yeah, now | truly appreciate my mother’s
cooking... | swear | will Never ever find faults with
her dishes!!

Friend 1: May | have another serving of Rajmah?
Friend 2: I'd have another chapatti...

Friend 1: Please pass me the serving bowl...thanks
Friend 3: Could you pass me the salt please.

Friend 2: Sure, no problem.

Tea Time

Friend 1: | feel like having tea, let’s have tea.
You: Yes, let’s

Friend 1: | would like some more sugar please.

You: May | have a glass of water first?
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At Dinner

Friend 1: It’s dinner time, let’s go to the mess.

You: Already? No...it'’s too early, I'm not so hungry
right now.

Friend 1: Nor am |, let’s just go and eat a little.
Friend 2: Yes, otherwise we will feel hungry later on.

Friend 3 : | am pretty full, I think | have overeaten
today... | don’t want to have anything. | am already
feeling sleepy... Good night...

You: You Sure? Don’t miss dinner, come and have a
little.

Friend 3: No...Actually | had two samosas at tea. So |
am off to bed.

Friend 2: Okay...Good night, Sweet Dreams!!

You: Okay, but | have to finish an assignment before
| crash!!

Friend 3: Okay, you guys carry on; I’'m off to bed...
See you tomorrow!!!

You: Good Night.
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SCENE: 5
LOCATION: AT THE INSTITUTE CANTEEN

You: Hey guys, let’s go and have some tea.

Friend 1: Why? Are you giving us a treat?
You: Yes, | am...

Friend 2: Great!

Friend 1: What’s the occasion? It’s not your birthday
today.

You: No, it’s not, still. It’s my treat.
What would you like to have...? Tea and samosa?
Friend 2: I'll have a cold drink.
You: Okay how many for tea?
Friend 3: Please tell him to put less sugar for me.
You: Okay...I'll go order; you grab a table for us.

| have told at the counter to serve fast...we have to
go back for a class.

Friend 1: Nice tea, tasty stuff.
Friend 2: Thanks dear for the treat!

You: Mention not, you are welcome...
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SCENE: 6
SITUATION: ASKING FOR INFORMATION

During the Class

You: Sorry Mam, could you please explain this point
again?

On the Road

Friend 1: | have to go to the SET office, could you
please point out the way.

Friend 2: I'm afraid, I’ve no idea.

Friend 3: Sure, take a left from the next crossing and
then a right, it’s right on the outer road, in the
Administrative Block. On Ground Floor only.

Friend 1: Thanks so much.

A Visitor: Would you happen to know where the
Accounts office is?

You: Hmmm... Let me see, Let me think for a
moment, Sorry, Can’t help you there, let me ask
someone else.

You: Anyone who knows?

Friend 2: Sorry, beats me. A senior would know, give
me a minute, I'll find out and get back to you.
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Study Time

You: I've no idea about this subject, would you have
time to teach me about it?

Senior: May be next week. Call me on Monday
around eleven; | will be able to fix it up hopefully.

You: Thanks a lot; I'll give you a ring.

On a weekend

You: | and my friends are planning to go on an
outing to Sangrur. Any suggestions where should
we go eat?

Senior: Well, there are many places there, you could
try any.

You: What are your views about this new restaurant
near the Bus stand? How’s the food?

Senior: Can’t say, haven't tried yet. Better ask
someone else.

You: Okay, thanks anyway. Could you guide us
please?

Another Senior: | think you should try this place in
the market.

You: Excuse me, could you speak louder please? |
didn’t quite catch you.
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Senior: Listen, why don’t you try at the main market,
there are two three good restraints there, and
reasonable too.

You: Okay, thanks.

In the train, on the way to Longowal

Someone: Please let me know about the admission
process followed in your institute.

You: Well, there are many levels, one can take
admission after tenth in the ICD Courses, or, join in
the UG programs through JEE. Our Institute has a
unique system whereby one can join after tenth and
subsequently pass out with a B.Tech. degree.

Another co-traveler: Could you speak a little more
slowly please? Would you mind repeating?

You: Sure, anytime. I'll explain in detail.

And you know what? Why don’t you access
our website? That would be the best way to know
everything. Its

The person: Okay, | surely will check it out, my son
is completing tenth next year, thanks so much.
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SCENE: 7
SITUATION: REQUESTS, PERMISSIONS, OFFERS

Practice Speaking the following sentences:
1

You: Would it be okay if | took a holiday tomorrow?

Your supervisor: | would that you rather not. We
have to complete the chapter by tomorrow.

2

You: Could you do me a favor?

Friend 1: Of course, Anytime.

You: Thanks a million!

3

A Friend: Would you mind lending me some money?

You: | wish | could, but | am waiting for my father to
send me some.

4
You: Do you mind if | use your phone?

A Friend: Sure, go ahead, no problem.
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5
You: Got any plans for the weekend?
Friend: Not really, why?

You: Do you want to go for a picnic this Sunday?

Friend: Sure, that would be wonderful.
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6

You: | was wondering if you could help me with this
topic. | find it difficult to understand.

Friend: It’s not that difficult; | think you had missed
the lecture. I'll explain it all to you, don’t worry.

7

You: Could | get a glass of water?

You to your friend: Could | get you a glass of water?
Friend: How about some ice cream?

You: Great idea, let’s go for it.

8

You: Would you like me to give you a lift?
Friend: Yes please, thanks so much.

Another Friend: Do you guys need a ride home?

You: No, thanks, we are good.
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9

A few ways of saying Yes or No to Requests,
Permissions, Offers:

e Sure, go ahead.

e Yes, please do.

e Sure, let’s do it.

o Unfortunately, | have to say no.
I'd rather you didn’t.

I’'m afraid | do.

Not at all.

e Yeah, of course.

I'd be glad to help.

Sorry, | can’t right now.

Sure, No problem

Thanks so much, | truly appreciate it.
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SCENE: 8
SOME WAYS OF ANSWERING/ AVOIDING QUESTIONS

e What do you think about it?

e | think it’s a great idea.

e | honestly don’t think it is going to work.
e As far as | am concerned, | think it's a great idea.
e Sorry, Can’t help you there.

e That’s a good question.

o Let me see...Let me think for a moment.
e | will have to think about it.

e Can’t really say, sorry.

e Let me get back to you on that.

e |I'm not at liberty to say.

e | couldn’t agree more.
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SOME WAYS OF ANSWERING/ AVOIDING QUESTIONS

e You hit the nail on the head.

e I'm afraid, | don’t agree.

e You're absolutely right.

e |I'm one hundred percent with you.

e | honestly know nothing about it.

e Don’t put it on me; | am no authority on this.

e | don’t have an opinion on this matter.
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SCENE: 9
LEARNING TO SAY SOME FIXED PHRASES

e Hang on a second/ Hold on for a moment (Wait for
some time)

e Do bear with me. (Let me have my way)

e No Worries. (There is no reason to worry)

e Let me jump in here. (Let me interrupt you here)

e | couldn’t agree more. (I completely agree with you)

e Not really. ( No, actually ; It is a softer and more
polite way of saying No)

e Good Stuff/ Great Stuff. (To congratulate or

¢
X
)]

b ®Y
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encourage someone)
e Give me a hand. (A request for help)

e I'm sorry to hear that (Feeling bad for someone, it is
not for apologizing)

e Fair enough (Finding something reasonable or
acceptable)

e | couldn’t care less. (I don’t care at all)

e I'm sick and tired of... (I am totally fed up)

Prof. JapPreet Kaur Bhangu
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SCENE: 10
A FEW MORE...

e I'm afraid... (A polite way of making a negative
message: I'm afraid, | can’t help you)

e You're kidding me/ You've got to be kidding me/ Are
you kidding me (Expressing anger, annoyance:For
example: What ? You broke my phone, Are you
kidding me?)

e |'ve got to go/ | ‘ve got to run ( Polite way of saying
that | have to leave)

e I'd better get going (I have to leave now)

e ASAP (As soon as possible)

e I'm going crazy right now with work (I am too much
busy right now)

e Go for it (To encourage someone)

e Don’t be mad at me (Don’t be angry with me)

7

e Sounds great/Sounds good (It seems to bhe a
great/good idea)
e Let it go (Stop worrying about it)

e Piece of cake (very easily done/ No problem)
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SCENE: 11
SOME MORE PHRASES...
e Excuse me (To attract attention/ make an objection)

e Let me call it a day (To stop working for the day)

e Always a pleasure...

e Appreciate it...

e | can’t thank you enough.

e | would love to...(Go shopping/ play with you/ spend
time with you)

e Come along, Let’s go (To answer: Gladly/ Sorry,
busy right now)

e Never give up/ never give in.

e You can do it.

e Have faith in me.

e Trust me.

e How’s the weather.

e To answer...It’s cloudy.

e It’s very cold

e It's icy cold. b
e It’s very hot and humid.
e |t’s going to rain.
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SCENE: 12
ANSWERING “TELL US ABOUT YOURSELF”

This is the Most often asked question:

First of all, understand the Occasion/ Situation

e |Is it a Job interview?

e |s somebody asking you within your institute?

e |s the person asking from outside the institute?

e |s it during a class interaction?

e |s it being asked by your classmates/ friends,etc.)

Plan your answer according to the situation

e Introduce yourself in one sentence: For example,
My name is........ , | am a First year student of
Integrated Certificate and Diploma Program in Auto
& Farm Equipment Mechanic at Sant Longowal
Institute of Engineering & Technology.

e 3-4 sentences about your skills, achievements. For
example,

Prior to this, | completed my tenth class
securing.......... marks from (........ Name of school). |
have been a member of school Hockey team and
have also participated in many Debate competitions.
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| want to graduate as a Mechanical Engineer and in
time, start my own company.

e Sum up with a strong statement about yourself. For
example,

| am sincere, disciplined, and hard working; | believe
that | am a team player. | am working on myself to be
able to face challenges with positive thinking and

optimism.

e Stay Positive. S'ﬁﬂg
Other important points: Poesitive

e Work on your body language, expressions.

e Prepare your answer, practice giving your answer in
a natural manner

GOLDEN TIP
e Never begin your introduction by saying: Myself....
e No need to tell names of your father or mother.
o Say things about yourself which are true.

¢ You must be able to talk about your hobbies and
interests.

Be brief and to the point.
Be natural; assume a real-life manner and tone.
Do not brag or tell lies about yourself.
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SCENE: 13

THINGS TO DO

TASK 1: Imagine your hostel roommates ask you to
tell them about yourself. How would you answer?

TASK 2: Your teacher asks you to get up and tell the
whole class about yourself. How would you answer?

TASK 3: While travelling in the train, a fellow
traveller asks you to tell about yourself. What would
be your answer?
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GET GOING...

HAPPY

LEARNING

A
ALL THE BEST... 4“»
Py

Prof. JapPreet Kaur Bhangu
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