4.1 Motivation to learn English

In this lesson you will learn :

1. The importance of English

2. Simple and fun ways to learn English

/
Name the top 3 reasons why you want to learn Thinking
or improve your English Box
1.
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Let's lear r&e of the@glish Lang
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Here are 4 res ish can imgyayepers life: j
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1.

to communic I y.ple from diffi parts of the world8 For

eone fromy .1any, or even erent state in Ind

r communfeation®

5 : Industrial Training Institute
in English, you will have
e who know Eng

3.
4.
Learning English is necessary for all of us. Co 1 pand correctly is important in the

classroom and at the workplace.

It helps us participate in a wide range of activities. So let's set a goal to learn English successfully!
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Goal - To communicate confidently in English

Every day is a chance to become better!

Make an attractive poster with this goal and
keep it in your notebook or put it up at home.

If you become better at speaking English, how will your life improve?

2.

3.

Let’s learn some simple gps of learning English

Learning English is an oppggfig - 3 se FUN WAYS To

proud of! / . ENGLIsH [
@R

Here are a few enjgffol Y /

Watch English films or shows, 8
ews, etc.

2. sp%ing in English@t an ‘English O‘JQ/ rul§
e e = -

Skill India <

3. i se you look ardttReFyBa wWill find that th S
o8 magazines toWo movie sub Qq',"
Industrial Training Institute
are you?
S —

Don't be afraid to make mistakes. If you e I omplicated

words, or a difficult sentence, look up Google for the meaning and
pronunciation.

Keep practicing and you will surely succeed!




Activity
Time!

Building confidence means recognizing what you
are good at. Give yourself three compliments!

(For example, if someone asks your best friend what they liked
about you, what would they say? Write that down)

1.

Wow! You are truly awesome!

Write 2 specific things\s
30 days to |m ‘?‘ l t
1. \ .b

Wh~t I ~t today:

<

.dta if y g coRIcwell:

Eny is a global langu. ~e for ¢r ..munication

¥ .ov.. ~of English is important to get a job

Ep7 | ish ey - to use the internet and s~
- "cifecti el y

Mg re &many dnhuay s of BeFHiae £nglish

Even, Yay Ch@hee &0 B Came b ot
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4.2 Naming Words

In this lesson you will learn :

1. The meaning of Naming Words or Common Nouns

2. Naming words that have different meanings
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Circle everything that you may see in a market Thinking
Box
Shops Vegetables A Dog A Cat Birds Cycle
Auto rickshaw Fruits Fish Shopkeeper
-

Let’s learn
of Naming

driver ere is a small b. l

ing vimdiustralatsaining Instltut

we pointed %
the words thd

_ )
Person Thing
bus driver bus
boy school crow shirt
bank clouds
These are naming words. Any word that you use to name a person, place, animal or thing,
is a naming word. They are also called ‘Common Nouns’
\- J
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Naming Words

name thing animal place

\- J
Here is a classroom. What people, places,
animals and things can you see in the
classroom? Write down their naming
words.
a8 )
Person F , Thing

7

/4
C /NS
"

N
Let’s lear / Q Words thd€@re the sdthe,
but havelq @: ings Skill India

P some naming gds which @a
girfarent thiggs
\'L L VA

\*inings. Thesglyprds name two

' J - VL] 2 = } "L —-—
Mausrial mdairnirig mistituile

1. Bats fly at night.
2. Cricket bats are made with willow wood.

the date today?
2. Dates are very nutritious.

.
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3. Letter 4. Feet

‘ B = \
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1. There are 26 letters in the English 1. We should wash our feet before going
alphabet. to bed.
2.Iwrote a complaint letter to the office. 2. Suresh is 4 feet tall.

~ J

Skill India

BRI HRA - HAA

Y/ar Fle ar it toviey

B AL vou KITo VI I 0N i c W

= Naming Woiic: O Comon 110 Lo saféWordsigiven to [ ]
people, animals, birds, places, and things

Some naming words like bat, letter, feet, date, nail, wave [ ]
have two different meanings
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4.3 Naming Words -
Singular and Plural

In this lesson you will learn :

1. The difference between singular and plural forms of naming words

2. Using the singular and plural forms correctly

animal/bird, or thing : Box

Grandmother -

Basket -
Goat -

Pigeon -
Home -
Baby -

What is the d
“cloud” and “

naming word. TheQy8
one cloud. It is a pl

Singular words are used Qg # )
place, animal or thing to na hp ¥ “‘

park, puppy, dress Plural word

more than one person, place, anim..,.
For example - teachers, parks, puppies, dresse

Identify the following naming words as person, place, Thinking
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Look at the picture. Check if the naming word is singular (one) or plural (many)

w“

Singular (one) (] Singular (one) (] Singular (one) (]
Plural (many) D Plural (many) D Plural (many) D

Let’s learn the correct usage of singular and plural naming words

-

Let's look at some of the most common naming
words - both the singular words and the plural
words.

For most naming words, we add ‘s’ or ‘es’, to
make it plural

u s WD =
fa
[+1}
0
)

Some words are spelt differently in the plural
form. Here are a few common examples

~

Plural Words (many)

People
Men/Women
Children
Teeth

- J
4 )
4. Man/Men
* A manin the shop is buying some biscuits. ‘Man’ talking about one - singular.
* Five men walked into the bank. ‘Men’ talking about many - plural.
\- J




L

(5. Tooth/Teeth

* TIhave to see a dentist because my tooth is hurting. ‘Tooth’ talking about one - singular.
* Adentist is a doctor who looks after our teeth. ‘Teeth’ talking about many - plural.

4 Activity
ime!
Match the correct word to the correct picture. Time!
Man (one)
mouse (one)
skill India
BIRIT HRA - HRAA HRA
. i
Industrial Training Institute
e

/nu. 'earnt today.

o &0 4o “rthis topic well.
NMVCA ZRGAYCAI he <sing rolurd

S Ngular @2an s 0re P Uie | imek s e o

THhE Pl g T Y5 NG WAOKC s € g’ atlding 's"or
‘es’ to the wu., '

Some plural forms of naming words are spelt differently, for
example'men, women, children, feet, teeth, people

While using naming words in a sentence, we need to be careful,
and use the singular or plural form correctly.
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4.4 Pronouns

In this lesson you will learn :

1. The need to use pronouns

2. The use of appropriate pronouns

-
Write a sentence using these words Thinking
Box
1. He
2. She
3. They
4. We
- J
Let’s lear

he dog loves

our familgl E ith me. The oves to go for
Skill India

BIRIT HRA - HRAA HRA

Read t s word ‘doggis, repegat ny times in
We ca N is a woktht stead of an

The da ]|SV4');;a‘rg old. It is brown. lpHE&striplabiataingdnstisukcour flat. It loves Mr';n%]; :

with m ronoun ‘it’" is used instead of ing gord ‘dog’.

The dog iff : Hog dbrown. The d@asablackta“"b dd
]

avoid this?

ways plays

A pronouR}i g wéry i 7 s r@petition of the

~

Let’s learn \%ﬁ.
/ Types of "’

Write your name here.

My (belonging to me)




4 )

You
Your (belonging to you)

[A person you are speaking to)

4 )

%
L

e -
L

Him

A person who is
\ a man (singular)

\ L
N

y

His (belonging to him)

)
-l
=
NG
n
T
n
-
(U]
Z
T8
=
)
<
P
<
[* ]
=
2
(=]
o
=

J
~

( She

Her (belonging to her)

Lz

They
The

The?' ony

Skill India

BIRIT HRA - HRAA HRA

N 1

Industrial Training Ins

o

.

L Its (belonging to it)

An object or an animal or

a place
-
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Let's look at some examples.

=N =

My name is write you name here. I am a student.

Ahmed is a doctor. He works at the hospital.

The cab will pick up Sonali. She is coming from the train station.
The students are going on a trip. They are going to the zoo.

Choose the pronoun to fill in the blank.

1. Akash and Johnny are writing on 3. RiaandIdrank some juice.
the board. drank some juice.
are writing on the board.
a.They b.It B B 512
2. The box is very heavy.
is very heavy.
a. It b.I

Let’s learn to use prong
communication

IndGstrial Training Institute
Is the naming word

pronounin a
elp you use

singular or plural?

One person that
My own name .
I am speaking to

isa man

A person who An object
isa woman or animal

)




Let's look at an example.
Deepika is excited.

1. Is the naming word singular or plural?
Deepika is one person.

2. What naming word is the pronoun replacing?
Deepika is a person who is a female.

Deepika is excited. -> She is excited.
Is the naming word
singular or plural?

Plural )

)

Skill India

BIRIT HRA - HRAA HRA

or plural? . l

Pradkep and I are two people. It {0@ustsiah TG dpssitute

.\@ We are frien

\ L ZZ

2.

Ayesha is my sister. (She/It) is 17 years old. (She/Ayesha) goes to college.
(She/He) likes to play football and basketball. (Her/Your) friends like
(her/Ayesha) because (she/they) is smart and fun-loving.
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What I learnt today:

Puta «~ if you know this topic well.

1. Apronoun is a word that is used in place of a naming word,
to avoid repetition of the same naming words.

To use the correct pronoun in a sentence, you must ask two
important questions - which naming word are we replacing?
Is the naming word singular or plural?

Singular pronouns are - I, you, he, she, it

Plural pronouns are - we, you, they

s<on. v . will learn :

y

=(v  s)ai wheir connectier- 9 naming words
AWl S correctiyinteriences

|

-

Thinking
Box
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Let’s learn action words and their connection to naming words

> !
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*  Who/What is shown in the *  Who/What is shown in the ¢ Who/What is shown in the
picture? picture? picture?
A boy A kite Doctor
*  Whatis he doing? *  Whatis it doing? ¢ What is she doing?
Throwing a ball Flying in the sky Thinking
Naming Words Action Words

As we can see, thellig
An Action Wordgp

Skill India
What 38" V&PnHs?

Circle the action word. The naming word is highlighted. Please underline
the action word (verb)

1.
2.
3.
4.

The cat ran across the road.

Sejal and I travel by bus everyday.
Mohan is helping me with my homework.
The children will play in the evening.
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Let’s learn to use action words correctly in sentences

Since the action word tells us more about a naming word, it appears near the naming word.
We need to keep in mind that the form of the action word or verb depends on the time of the action.

4 )

Past Now Future

Whether the action happened Whether it is happening Whether it will happen in
in the past currently the future

The action has happened i
the past (Eg. Rohit studs
yesterday).

The action will take place in the
ture (I will study tomorrow).

ises in the east)

%’.present or fu ¢, the form of ﬂi‘é’ i j e, however, the
remains tlﬁ(sﬂrpndla

BIRIT HRA - HRAA HRA

I will rf eek (' next week’ S tl‘we future)

dustr | Training Inst|tu
is actlon IS appenlng current y ‘now’)

Let’s lg C ples:

ar’is in thelp

the box.
jumped

1. Shilpa
2. Birds in the sky.
3. 1 TV at night.
4. The cat over the wall
5. Every week, we a test
- J




What I learnt today:

Puta « if you know this topic well.

1. Action words / verbs tell us about an action connected to a
person or thing.

The form of the action word or verb depends on the
time of the action (past, present or future).
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4.6 Describing Objects,
Surroundinas and Processes

In this lesson you will I~ ., n *

1. How describing words - .0~ Uk (o]} iaming e

2. Use describing we a< et W Sike, sRgpe, T a0 L0 a1 i o

“.’ '(.' -

@\ Thinking
Box

Sk ll India

BRI HIRA - T2AA HRA

Words that are used tORgl€
adjectives. We use the
or someone.

Ared bus. A tall girl. In these sef®¥

adjectives, because they describe thESuygdTe

Adjectives add details to make sentences clearcres
interesting. Look closely at how adjectives are used in
these sentences!

*  Ascrewdriver is a useful tool
* Arjunis wearing a yellow shirt
* Radhalives in a lovely house
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The new sales office is in a tall
green building. There is a small
Read how Komal is describing beautiful park next to it.

her new sales office. Then,
answer the questions!

What adjectives did Komal use to describe the new
office?
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3. It helps to understand what we read, speak and write about.
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Activity
Time!

Write 3 sentences to describe your home. You can use
any of these adjectives. Share your writing with your
friends in class.

1. Size - big, small, long, large 2.Colour - White, yellow, green, black
3. Quality - beautiful, quiet, clean, happy

What I learnt todav:

Puta v if o' ) @I e g

1 Woud a%e etk RScribathing /@ Ale
Ar es
i W _.u details to make >
A Mplc ¥ teresting

De ¥’ gthe size, shape, colour and quality of ti. -
I com niunicate better

BIRIT HRA - HRAA HRA
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4.7 Introduction to Punctuation

In this lesson you will learn :

1. The importance of punctuation marks

2. How to use punctuation marks correctly
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Do you know the names of these symbols? Match the Thinking
words given below to the correct symbol. Box
® question mark
Sk mdia
BIRIT HRA - HRAA HRA
*- excl
Industrial Training Institute
- J
Let's
Let’s look at
“I love cooki

man loves to ‘cook

No! What the person I'g
he loves 3 things: cookinORg
Now let's use punctuation mar®
sentence.

“I love cooking, my family, and my pets.”
This is why punctuation is important. The

punctuation in this sentence makes the meaning
clear to understand.
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Here's another example to understand the importance of punctuation. Please read both the
paragraphs aloud.

4 N [ )
1.  Oh wow congratulations when do you 2. Oh wow! Congratulations! When do you

have to leave I'll tell everyone and we have to leave? I'll tell everyone and we
will have a small party for you before will have a small party for you before
you go. Hey, guess what Anil has got a you go. Hey, guess what? Anil has got a
job and he has to leave for the city next job and he has to leave for the city next
week we are planning a farewell party week. We are planning a farewell party
for him will you all come. for him. Will you all come?

- AN J

Which paragraph was easier to understand?

*  The first paragraph was difficult to read and understand, wasn't it? This is because there are no
punctuation marks. The second paragraph has punctuation, so it is much easier to understand, and it
sounds better.

*  When we speak to each other, our voice adds a lot to our words. We stop and pause at the end of
sentences. We also ask questions in a particular tone. We use another tone when we are surprised or
excited, so it is easy to understand what we're saying.

the stairs to

|, yellow and I3
Skill India

BIRIT HRA - HRAA HRA

ce of pt‘ion mar

Mt!;at Is always placed atinickustriabTtairing hastitute

Let's le

Full stop (.)
A full stop is

The first letter §

Again, turn to ang . pital letter.

The word T is alsogg
* WhencanlIgo

Comma (,) @

This symbol is called a com

The comma is used in a sentenct q : -

sentence. A comma is used in a few > \w/ B e
1. Itis used while making a list of moretr 8 e 2

» TheIndian flag is saffron, white and green.

* The boy shouted, screamed and cried when he saw the
clown.

2. Itisused in sentences which have two parts that talk about

two different things. ¥ '

«  After we eat, we will take a nap.
* The clothes were beautiful, but they were too expensive.
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Tip: When typing sentences on a computer using MS Word, it will automatically suggest corrections
when you make a mistake with punctuation.

Look out for a red line under the sentence when you make a mistake.

4 Activity

ime!
Rewrite the following sentences with a full stop at the Time!

end and a capital letter at the beginning.
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1. the dog barked

2. ilike to drive my car

3. my father will cook the rice
1.

2.

ZCR T 1N
7 AL VUL S S

Na.7 _.nttoday:

v if you know this tapic well.

Pun w.ation is import= 7 so sentences ai=(Jear 1
e: sy-«0 understar::.

,» 117!l stop is always used at the end of a ser*e’ .ce.

e first letter of 3 ¢ <lalways writtC ¥ a
cap ualletter

A comma 1s used to siiow a break within a sentence.
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4.8 Kinds of Sentences -
Introduction

In this lesson you will learn :

1. Different types of sentences

2. How to make sentences for different situations
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Read these sentences out loud. Thinking
Box

1. “Is this a manago tree?”
2. Thisis a big mango tree.
3. “Wow! This painting is so big!”

)

A O?

D

/ PN

N Skill India
e ANIgFerent typES" entence
re

Sentences arfd a group of words i‘r' onvey a sifig] a
4 different t Wﬁeijexi;es ba N pn what thelsSen ns.

Industrial Training Institute

entence

Ilove my cat.
My new car is Red.
My dress is blue.

Exclamatory Sentence

An exclamatory sentence is a sentence whicF
expresses a strong emotion - like anger, surprise,
excitement or happiness. An exciamatory
sentence always ends with an exclamation mark (!)

(I’m so angry with herD

I'm so angry with her!
Oh no!
You did a great job!

i |
Congratulations! 81



C Give me the keys. )
Imperative Sentence

_/

An imperative sentence is a sentence which
expresses a command or an instruction to
someone. (Instruction manuals, recipe books,
etc. are written like this)

Give me the keys.
Drive slowly, and take the next right.
Please bring me the jar from the kitchen.

Interrogative Sentence
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Where did you keep
An interrogative sentence is a sentence which asks the water bottle?

a question. Did you know that an interrogative
sentence always ends with a particular punctuation
symbol? Do you know what it is? It is a question
mark.

Is it raining outside?
Where did you keep the water bottlez
Does this shop sell clothes?

sentence.

e later.

drefs.
Dpe %is box?

brofggfown yestere il India

RIET IR - AT WA

N g A
eclarative i‘ Exclamatory l Impera ) Interr@gative
Sentence o _ Sentenc® :
Industrial Training Institute

For example, you've visited a b€
telling them about your day.

‘re writing a text to your friend

To share your emotion in the best way to your friend, would you use a declarative sentence or an
exclamatory sentence?

O The flowers in the park were beautiful.
O Wow! The flowers in the park were beautiful!

82



The exclamatory sentence is the best way to express your joy to your friend.

Let's look at another example.

You are sitting in a classroom and studying. Another student comes in to take some books and leaves. He
forgets to close the door. What is the correct sentence to use to ask him to close the door?

O Close the door.
O Please close the door.

Using the imperative sentence ‘Close the door’ is giving the person a direction or a command. Howevery, it is
not polite to use a commanding sentence while asking someone to do something for us. It is more polite to
ask them the question.

Activity
Time!

—
Megha and Mohan are walking on the road. They are

ndia

BIRIT HRA - HRAA HRA

ial-Fraining Institute

Vam ‘earnt today.:

Put A7 s ~w this topic well.

&IC S84y pe s terees=uec z
e rra@nLl 2 exe lam Ate yae el wiypel o tiVe

A ac la, 2 SEntenca o ives infol Ma QkSta e 7 P

An exclanm. “~ry _ ISused < ass% Caad
emotion - like any - ~ “"Irorise, excatem=-"__,; nappiness.

An imperative sentence expresses a command or a
request.

An interrogative sentence asks a question.
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4.9 Writing Simple Sentences

In this lesson you will learn :

1. The importance of word order in making sentences

2. To rearrange words correctly to create meaningful sentences
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Look around the room that you are sitting in. Observe Thinking
for a few minutes. Write 5 sentences about what you Box
see and what people are doing.
J
about the Euln heatig he little boy
BIRIT HRA - HRAA HRA
f football.
is about BraZ| e subject of entence,
Industrial Training Instltute N E U T
) )
Subject
The little boy is hiding under the table.
Brazil is popular for the game of football.
Justice is quick and fair
\- J
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In an English sentence, the subject always comes first in a sentence. This is followed by the verb (action
word) and then the object.

It's important to use the correct word order while forming a sentence. When the correct word order is not
used, it is confusing to understand the meaning of the sentence.

Listen to the teacher the students. X

This sentence is wrong because the word order is wrong. The subject ‘the students’ should come at the
beginning of the sentence. Let’s write the sentence in the correct order.

The students listen to the teacher.
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Combine the two parts and write a full sentence.
Remember to always write the subject first.

1 .
Verb and Object Subject

fell down and broke, The red jar

Skill

Bhere WA} Bere W a movie.

Industrial Training Institute

s correctly to crg

predicate &
sentence).

( The cat

( The students listen to the teacher. )

across the road. ]

You must always use the words in this order to write a correct, meaningful sentence.

85



Activity

q i I
Rearrange these words to write a correct sentence. Time!

Use the colour pattern to help you.

Subject Verb Object
(action word)
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symbolizes / peace. / The colour white
the largest continent in the world. / Asia / is
walked / Neil Armstrong / on the moon.

= PN =

in Australia. / Kangaroos / live

if you knowthistoriz 3ll.

Megvords in a sente Ed st pewritteninl " correct .
O el

T-~ <ubject of a sentence is what the senter~~ is about. [ ]

I “lways comes firstin a - 1is is
follo /eyt he VaFb(@ctionwe' d) cae™*htn the ol

\§§‘
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4.10 Reading Activity

In this lesson you will learn :

1. Strategies to become a better reader

2. Read and get information from posters and signs
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What was the last thing that you enjoyed reading? Thinking
What was it about? Box

\-

Let's lear come a er reader=!

Skill India
Reading is an ghout the deyr¥Wezresd road signs.

while using offr mob A d the news,text mes s and emails:
We read mai No'i ije,rleason #l

Industrial Training Institute

-

Reading
informatid

Reading for entertainment.
Reading is orie of the most productive and
healthy activities we can do in our free time.
We can discover many interesting characters
and funny stories through reading.

4. Read . Read
5. Read 0. Read
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Reading is a very important skill to practice and perfect. Reading can seem difficult and boring,
if you are not used to it.

Here are a few things you can do to become a better reader.

1. Read everything you can see. Read the newspaper, posters, magazines, online
articles, etc.

2. Dedicate 20 minutes every day to read something that you enjoy. Choose something that fits your
interests. Find books, short stories or newsletters on a topic that you like.

3. Read with a pencil in your hand. Underline important words or points as you read. You can also
underline words that you do not know the meaning of. Use the Internet to
find the meaning of these words.

Let’s decide to read more! Fill in the blanks to set your goals.

1. I will read books this year. (Write a number)

2. Iwill read from to every day. (Choose a time)

A commongflz ; BE THE VOICE OF
is throug s 2 ) : NEw INDIA

what the Skill India
the highligRtag-g«

summarygef th N g : _

oster. Finaily; s e STRICT, sTaATE,
T | aabors] NATIONAL YoyTy
ghlightedip@int PARLIAMENT

Industrial Training Institute
Il the

signs, they are telling
should go in.

When arrows are used in posters or
presentations, they are telling us to focus
on a particular thing.




Here are some more commonly used
signs and symbols.

e Red colour: When the colour red is used
in any symbols, it usually means that
something must not be done.

e Yellow colour: When the colour yellow
’ ‘ CAUTION is used, it means, it means that you
‘ must be careful. You must pay special
attention because there is some risk.
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« This is the Recycle symbol. If you see it
Q on any objects, it means that the object
can be recycled. If the symbol is on a
J dustbin, it means you must use that bin
for recyclable items.

« Thisis the special access symbol. It
indicate when something is

Skill India

BIRIT HRA - HRAA HRA

bsite, youlwil bol on
| open theim ows you

Industrial Training Institute

Digital

ou will find this on remo

Power on and off
Be careful

Menu

Recycle

& W N
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What I learnt today:

Puta + if you know this topic well.

We read to gain information, to get instructions and for [ ]
entertainment.

Posters’=  ca 7 INfSemag 0 viRa visually [
P galtt

=AFC¢o M ly dsymbols . he Teicar [
oalaLgls -

. 3
I n gwlndla
gramm

||

In tvi losson y. . will leGin :

1. The appropri~*2 exf -~ to use while speaking.

ymmuricaie , “liews to others.
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Thinking
Box
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Let’s learn the appropriate expressions to use while speaking

It is important to use words in a clear and correct way while communicating. But, good communication
is more than just the right words. When we speak, people can hear the emotions in our voice and see our
facial expressions.

The expressions of your voice

Can you remember a speech that you enjoyed listening to? Or a dialogue in a film by your favorite actor?
What emotion was the person feeling during the speech? Were they angry or sad or happy?

The easiest way to convey emotion while speaking is through your voice. Avoid speaking in a single tone
that does not share your emotions. Use a happy, excited voice to talk about things that excite you. Use a
calm, lower voice to talk about topics that are serious or sad.

It's also important to be aware of the volume of your voice. When speaking to many people or in a crowded
room, try to speak loudly and slowly so that everyone can hear you. Speak in a quieter voice when speaking
to one or few people.

The expressions of your face I am writing my

Why have video calls become so popular whenu exams tomorrow

Our faces naturally
speaking, use you 3
Brt of your facial expressions.

It helps the peogiie - ; igted. When sp@ng toa
group of peopl g from one per to, another.
Speaking wit 3 at you are éd; gllﬂg@wt about

i
ice tone FEffe l

Industrial Training Institute

Use voice expression
yourself. It might feel

“Apples contain Vitamin C.”

This sentence is a fact. You can check if it is true or false. It does not change from one person to the other
or from one piace to another.

“Apples are better than bananas.”

This sentence is not a fact. Suresh likes apples better than bananas. His sister Sangeetha likes bananas
better than apples. This is
an opinion.
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During conversations, we sometimes state facts. Other times we share our personal opinion on something.
The person that we are speaking to might have a different opinion on the same topic. We
can use certain words and phrases to communicate our opinions during conversations.

Tip: It is normal and acceptable for you to have a different opinion from others. We always need to
communicate respectfully, even if we do not agree with others.
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4 )
Opinion phrases Examples
I feel that I feel that these yellow lights are too bright.
In my opinion, In my opinion, Mrs. Sharma is the best teacher
in the school.
Personally, I think Personally, I think this house is too small.
I respectfully disagree ’_u.mx.mm agee with what you are saying. Eating
/ and not normal for others. It is

ASesS thatgkqﬁ;ﬁii&earnt.

BIRIT HRA - HRAA HRA

VWhad) Jeo i abedqys

Putha, &, U & gyv this 1091C VI8

15 Facial éxpic SStanswmind oicc exoress Casifhelpus to
communicate our tnougns clearly.

Maintaining eye contact with the people we are
speaking to helps us to communicate confidently.

In a conversation, we can share our opinions with
people by using phrases like “I feel that...” and
“Personally, I think...”
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4.12 Listening

In this lesson you will learn :

1. The purpose and importance of listening

2. How to practise listening to follow instructions correctly
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We listen to many things in our daily lives! Thinking
Tick the things that you listen to regularly. Box

O Music
YouTube videos
Voice notes

News

Speeches

OO0OO0O0Ooao

Effective com
conversation
person and cfintribute to the' co

NFEt!ztIi” to deVelop. |ndustrial Training Instit

any purposes.

tant to listen carefully. This helps us u
ation.

Listening is 4
We listen for

institutions are shared. If we don’t list€
carefully, it is hard to follow the instructions
correctly. Listening for instructions and
information are two of the most common
purposes of listening.
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Listening for relationships and entertainment

* Sometimes, our listening skills can also be useful in other ways. Listening to a friend helps us
understand them and build a relationship. You can also listen to music, audiobooks and podcasts for
entertainment and pleasure.

Think and recall everything that you did in the last 5 days. Write down 3
instances when you had to listen carefully for information or instruction.

Let’s learn how to practise listening to follow instructions correctly

Listening is like any other skill - you must practice to become good at it. Here are 3 simple things you can
do to practise and improve your listening skills.

Spend 15 minutes every day listeningdgss Ingn e news or a speech. Avoid distractions. Don't

ise what you have heard. Try to

@

nswer tostH) !@ﬂé%tion.

. ‘ communi @&l ]
. n well and sp‘l
N C ‘))"l'b how to sp@ak m e

2. Why is it important th¢4stial BrRiming Institute
information given by someo
ormation and instr,

el S feaqpeiet ave

PUEa N i omni O TR

1. Listening is an important communication skill to get
information and receive instructions from people.

When listening, it is important to focus on the person
who is speaking, write down the information and
recollect what you have heard.




4.13 Talking about Likes
and Dislikes

In this lesson you will learn :

1. The difference between likes and dislikes

2. How to share our likes and dislikes
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3. How to talk about others' likes and dislikes

-

What are two things that you like to eat? What are two Thinking
things that you do not like to eat? Write them below. Box

Skill India

enjoys BRI WA - FRAA HRA
.V.
He does not i does not
like being ar w [;(‘)-IT i ing apples: l
These are Nf§gesh's Tikes and dislikes! Industrial Trainip@ Institute

emotion of joy
are things that
towards which w

dislikes are one of the things that make
us unique.

95



n
—
=
N
n
I
n
o
(U]
Z
L
=
)
<
o0
<
(1]
]
2
(=]
o
=

96

This is Samvita. Take a look at her likes and dislikes. Write them down.
4 N\

Samvita’s Likes Samvita’s Dislikes

- J

Let's learn how to share our likes and dislikes

We can use particular phrases to talk about our likes and dislikes. Let’s learn which are the best phrases to

/7 2\

use.

£5
Tgl‘l(gw%%?gut likes

BIRIT HRA - HRAA HRA

I U \

Industrial Training Institpfe my friends
rong

I like eatin®™€e cream.
\d

# QeSS a strong

iSO !I someone.

<€
I enjoy... #
Use this phrase tOgg

activity that you like TN

I'm crazy about... I'm crazy about football.

Use this phrase to express a strong
liking towards something.




4 )

I'm fond of... I'm fond of my English teacher.

Use this phrase to talk about a person
that you like a lot.

- J

4 )
Talking about dislikes

I don't like... I don't like driving.

I hate... I hate watching the news.

Use this phrase to express a strong
dislike towards something.

I detest... I detest cooking in a dirty kitchen.
The word ‘detest’ is a very strong negative
word. Use this phrase to express a strong
hatred towards something.

I can't bear... 3 g, My cupboard.

Use this phrase to t
a thing that you dg,

_

While we may likgé < F - QI negative

Skill India

= Idon't m BT IR - T WRA

s
t your gilifin s .d dislikes.

Industrial Training Institute

J Eeverces

%

» Sheis fond of her little sister.

+ Sonya is crazy about cricket.
* The teacher can't bear untidiness in the classroom.
* Pandidoesn’t mind eating apples or oranges.

While talking about likes and dislikes, we can also use these two phrases to add to the meaning of the
sentence. Using these phrases adds an emphasis to how much you like or dislike something.
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1. alot
2. very much

It's important to place them in the correct part of the sentence.

1. She likes her car a lot.

2. The little girl loves her puppy very much.

To talk about others’ likes and dislikes, we must first ask them. We must ask them what they like and
dislike so that we know more about the person. Here are some questions you can ask to find out what
someone likes or dislikes.

-

Questions to ask someone about their likes and dislikes

What kind of movies do you like? What kind of food do you like to eat?

Do you enjoy being a teacher? Do you enjoy dancing?

¥ oo othe thea k‘ Il India
1T

HRA - BRAF R

ador'Qil#® new Chinase
r shaII we go to dachisitial

7Tranljg%ttute

today el

Idon't g
Nea

Sherin?I don't anle ood.

.

P|a)g:31;/;deo neiTghhet;rour Cricket Drinking soda
Naveen X @ X @
Sherin @ @ X X




What I learnt today:

Puta v if you know this topic well.

1. All of us have different likes and dislikes - things that we
enjoy and things that we don't.

We can use different phrases to communicate our likes
and dislikes in different ways.

We can ask other people questions to understand what
their likes and dislikes are.

4.14 Greetings and
self-introduction

A
In this lesson you " »"" . .

1.5 The appropriate” s ressioNSio grees pF Aol il

2./ How tointror uf= voLrslifhe, off -irectively

mselves. Whatqwo-uld you

B

Industrial Training Institute

conversations in formal contexts like workplace,
formal greeting when you don't know the person.

Here are a few greetings you can use when you are starting a formal conversation.
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f Formal Greetings b (He"O! Good m°mi"9) (Hello! How are you?)

Hello!

Good morning.

Good afternoon.

Good evening.

Hello! How are you?

It's nice to meet you.

- J
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Informal greetings are greetings we use while speaking to friends and family. It is for people with whom
we have casual conversations, outside a professional setting.

Informal Greetings w

Hi!

Hey!

What's up?

skill India
. Which gre&fiff§ & 3Ppropriate for

from sch@g} .They are i
er in a whilel W| h Sheila say?

Industrial Training Institute

on WhatsApp arjl Instagram.

eacher introd icg as more
intoam hdler. What

In the last activity, She d already knows her. Sheila
hey know each other well.
However, when Sheila meets th€ ; g®Tnship, the first thing she has to do is

to introduce herself.

We introduce ourselves to people in different situations to give them some basic information about who
we are and what we do. The way we introduce ourselves depends on the situation in which we are asked to
introduce ourselves.
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*  While introducing yourself in a classroom,
it's relevant to share information about what
you're studying.

*  While introducing yourself in a job interview,
it's relevant to share information about your
job skills and experience.

*  While introducing yourself to a new friend, it's
good to talk about your likes and dislikes.

When we are asked to introduce ourselves, we

can sometimes feel nervous because we don’t know what to say. A good practice is to prepare 5 or 6
sentences of an introduction. You can use this prepared introduction with some small changes. That way
you will not feel nervous to introduce yourself!

Let's look at Shamini's introduction and leg
introduction.

'm also a basketballp thrice a week to teach some kid
to play basketball. y day is when I spend time with

children. I'm a polffe g0 sgllstener
Shamini's intrgd Epli nto 6 partsmr!,gége 6 simple

parts, you tog . oduction!
*l \

( ' Industrial Tre?_ilréilpog Institute,

everyone! My name is Shamini,

2 : i andIama 0k3

studym .
ﬁ' restmg § l
3 - Ho#€ my course beca 4
) I also Would like to hg % /

4
5
6 . pe.rsonal strength or a positive I'm a patient teacher and a good listener.
attribute that you have
\- J
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e Activity

It's time to write your own introduction! Follow the 6 Time!

steps. Write 1 or 2 sentences to fit into each step of an

introduction.
1 Your name
2 What you do primarily - as

a student or for work
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Some personal or interesting

3
information to add to the
previous point

4 Another activity that you do or

interest that you have

Something that you li

WhucI learni touuy:

‘uta “know this topic well.

We' se CFaeginoSCODEgInGa o Ve sa®on. [Ifornn
Sitlagiens, e Mugl USEOr a1 e lingsaidiles p e 2Kiitaite,
-iends and family, e <ar. 1’ - informal greetir

i 4 ~troduce ourselves when we meet sor .cnev'to 7 :
che ~re information about us.

Y & £ N | (1T T T n? 0 \ee! cg0 Also
©V AP APEF-ON MMoiee o 4k wilo | AR Na @ 0
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4.15 Asking and responding
to questions

In this lesson you will learn :

1. The differences between questions and responses.

2. How to ask and respond to questions using the correct phrases and expressions.
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Imagine that you are meeting the CEO of your dream Thinking
company! What are 2 questions you would ask them? Box
Now they ask yo : & CO 2 ’
respond? Writg x €
1. “What s j e to learn?”

3 . .
& %
2. co (»,m y or a busggfisiydiat would it beZy,
BIRIT HRA - HRAA HRA
V
N p _/
NECUT
Let's leagn the differe

A question is
A question is d

Often, but not always, question sentences begin' W
called ‘Question Words'.

Pwords that are used to ask questions, also

For example:
How are you? Who is your class teacher? What is the time now?
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Not all questions begin with these words though; there are many other alternatives that can be used to
frame the structure of a sentence. For example:

Have you ever tried ice cream with dessert before? Do you have a pen?
Are you going to see the doctor tomorrow?

Questions usually require a response or an answer from the other person. A response or an answer is
what another person says to address the question that is asked to them. Response sentences usually won't
make sense on their own. You must know the question to fully understand the meaning of the response.

For example, see these responses. Do they make sense to you?
5pm.

She will.

Not today.
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But when we read it with a question, you will fully understand it.

( Question Response b

What time is Reena coming? 5 pm.

She will.

N ';ruy ];e is the meetitrydustrial Training Instiifiteurse, you can!

p class today? §§ At s at 4pm.

There are many types of questions® a different type of response. Here we
will look at two types of questions:

Wh- Questions

Wh- questions are questions that start with who, what, when, where ,why and how. The question gives a
clear indication of the information that the person wants to know.
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Yes or No Questions

These are questions for which the answer is usually either a yes or a no. When used in a formal setting, it is
good to answer these questions in a full sentence. Avoid just saying “Yes.” or “No."” as a response.

When answering a yes or no question, you can also add some additional information that is useful.

Sometimes the answer to the question might not be a yes or a no. In that case, you can respond using
some of the following phrases.

-I'm not sure.
LT It is at 2pm on Frida:
- I don’t mind. meeting happening? P Y

Do you know how to
use MS Excel?

You can come to our
office for the meeting.
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I'm not sure.
I did not check.

project this yea®

skill India

BIRIT HRA - HRAA HRA

. 5

Industrial Training Institute
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A conversation is when two or three pedp

What I learnt today:

Puta v if you know this topic well.

A question is when you ask someone something.

A response or an answer is what another person says to
address the question that is asked to them.

There are two types of questions - Wh- questions and [ ]
yes-or-no questions. The response depends on the type
of question that is asked.

a A~ o~ ___ __.. 1° _ _ ____° _ __ _

Skill India

BIRIT HRA - HRAA HRA

-
up*l hinking

Industrial Training Institute Box

#ach other. However, in some situations, topics

are discussed among a bigger group of people. Many people give their thoughts and views on a topic. This
is called a group discussion.

A group discussion is beneficial as it helps you:

Learn more about a topic

Solve big problems



* Discuss new ideas ‘

* Understand different people’s views ‘ \
* Find strengths and weaknesses of an idea /‘\l.
* Develop self-confidence

Group discussions can make you nervous. You may feel like
you can't explain what's on your mind clearly. You may not get
an opportunity to share your thoughts unless you speak up
clearly.

Here are a few tips to keep in mind that will help
you express yourself well in a group discussion.

4 )
Understand the purpose of the group Group Discussion
discussion Benefits
Think carefully about the purpose of the
discussion. Find what and how you should * Learnmore abouta
participate. Stick to the point discussed. topic

* Solve big problems

Be prepared * Discuss new ideas

Write down sg

Understand different
ople’s views

ike “um” agkilifhstliawhile
nd informaBgHEhE U know

Cw ye t while speaki l nmr[«d u
kiflg eye cohtact icuztriaiiTrdihinbdipstitateto grab the atte f J

in the room.

to speak.
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Your institute is having a discussion: Should a computer lab be set up that
is open for 24 hours for students to use for studying?

You are invited to be part of the discussion. Write 3 or 4 things that you can contribute to the
discussion. (They can be facts/information or they can be your personal opinions.)

1.

2.

3.

4.

Let’s learn useful expressions to use while participating in a discussion

During a group discussion, you respond and contribute in different ways. You can use these expressions to
form appropriate sentences.

Expressing your opinion

Your opinion is your unique point of view ag e. Opinions can change from one person to

another.

U
KPhrasestouse /“l\\ to’.'\ b
. R r—— "'(yé,i NS a—

It seem A It seems to me that students
art prOJe o).
Q Y,

Ski II India

BIRIT HRA - HRAA HRA

Q\work on their

E aAN0E
In groul§l discussionS s gEdeto also talkjah i informationgligiyyo®ave. Make s
i ion is accurate. It'\gglg® a good id&a up how you wigjghe information.
. | / A y

ndgﬁg}ﬁlp'[@ining Institute

amust keep in mig

Phrases to use Example
I agree with... I agree with Latha.
You are absolutely right. You are absolutely right. It is difficult to manage the schedule.
\- J




Disagreeing with someone

Sometimes, you might disagree with someone’s views. You would want to talk about an alternative
perspective and help them reconsider their views. It's important to do this in a polite and respectful way.

\
Phrases to use Example
I don't quite agree... I don't quite agree with what you're saying.
I'm not convinced that... I'm not convinced that the files need to be printed. Sending
emails is more convenient.
N\ J
/

Activity

Let’s recap the group discussion from earlier Time!

in the lesson.

discussion.

Write sentences

Skill India

BIRIT HRA - HRAA HRA

Wh~tI  ~ttoday:

Catia Iy g conicwell:

are  liscussions are o _vect wav or people to talk

orau exchange ideas and sulve a problem.

durir yla rondiscussion, it is important to'k - v o4
P e e d 400 “and attentive wher - S ary
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4.17 Telephone Skills

In this lesson you will learn :

1. Three phases of a telephone call

2. How to use correct phrases to make telephone calls in a professional manner
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Name the top 3 differences between making a formal call (call Thinking
for official or professional purpose) and an informal call (call for Box
nersonal reasons, to friends & family).

mce betweerSiwl padiee with the he
o BRI MR - BRAA N
professionaf contexts. In a personal
r. Professigma -s need to be i =
'simple NOrmsy e workplace.

Industrial Training Institute

Beginning

Observe the table on the next page.
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Steps of a Telephone Call

a
=
- A 3
Greet the person Good morning Sir/ Madam -
=
G}
I am Rahim from ITI, Guindy. Z
Beginning @)
(%]
Introduce yourself I am trainee in the electrician 3
trade. —
<
[* ]
-
Say why you are I am calling to find out if I may come for g
calling an internship in your company. CEJ
Middle
Discuss what should If there is a chance, please let me know.
be done My contact number is 9999922222.
Thank the person. Thank you Sir/Madam. Have a nice day.
End
Say goodbye.
Speak politely. Use sh
N
You -
but the jOb titlegoffice Iocatlg’p date
\ L
" skill India
Phat you Wllla&ywmzea@hstep of the p
—

Industrial Tra

Middle

Thank the person.

End

Say goodbye.
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Let’s learn about how to use correct phrases to make telephone calls
in a professional manner

Different phone calls have different purposes. During formal phone calls for professional purposes, there
are some phrases you can use in the conversation. Let’s learn some of them.

1. Making a call
When you call a friend, they might have your number saved on their phone or they might recognize
your voice. So you might not introduce yourself. When making a formal call, it's important to introduce
yourself clearly. You can also include information about yourself that might help the person connect
with who you are.
e Hi, it's [your name] from [company name]. Example of a professional
telephone conversation

2. Asking for somebody
It's important to check if you're speaking to the right person.

“Hello, my name

e AmIspeaking to [person’s name]? is Soham, I am “Hello, yes,
+ I'dlike to speak to [person’s name], please. calling from MM | this is Jisha
company. Can1 speaking”

speak to Jisha?”

3. Giving the reasons for calling
Use these phrases to explain to the

4. ing ill pe available m
[Feone, they miggt not

ment. So i€xaPPHdPa ; ‘ ‘Tam

0 ask whermyotreaim = interested.
4 Please tell

] y me more”
to talk now| l
o call? l

Industrial Training Institute




You need to call a HR manager to ask for details about an
internship. You want to know information about how you
can apply, what are the responsibilities and the dates of
the internship.

Complete this table with what you will say in each step of the phone call.
Use at least 3 of the professional phrases we've learnt.

Activity
Time!

-

Greet the person

Beginning
Introduce yourself

Say why yo

Middle

$kill India

BRI WA - HRAA HRA

— —F

Industrial Training Institute

WCllcarnt Today:

Y a if you know ti... “ap'c we'..

o - = 3 phases in a phone call. In the beginn’

fQr dalite epAfme : (O \Eaxls 2N
g diF@reareo miforn al*<leph 5ac ca s hat
Pho Mssion? e asanss

(OG-8 [ ]
therza. ~nd introduce yourself. In the mir’ alSeLSsiae
PUIPESE O ~all. In the end, you thar’ er. an.

> 4

W

It'S IMpoil - P e aurin —wepr _ue calls and

use certain phra._ "~
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4.18 Reading and understanding
job descriptions

In this lesson you will learn :

1. What are job descriptions
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2. How to relate your skills/education to a job description

You want to start a business where you prepare pickles and sell Thinking
them. You want to hire one person to help you with the business. Box
You want to find the --m-m:. ~h ite down 2 skills

dbscriptiond] |
. ment Whicg,léalé,@gj,}ae details abou

y create a job description. The purpo
required skill

wants to hire

&Ie'iep‘lﬁ fo_l[ the
good fit fo
v Pnce

Industrial Training Institute

The successful applicant mB
communication skills.

Responsibilities *  Answer calls as required
and duties +  Maintain filing and storage systems in the office
*  Schedule travel arrangements for senior executives

* Greet clients and vendors upon arrival and direct them to
appropriate offices
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¢ Assist HR with sorting and collating documents
* Handle all incoming mail

Qualifications *  Bachelor’s degree preferred

and skills + 2+ years experience in an administrative capacity compulsory
*  Typing speed: minimum 60 WPM with 90 percent accuracy

*  Familiarity with MS Office

* Pleasant, friendly attitude

* Strong interpersonal communication skills

How to apply?

Send us an email at xyz.hr@gmail.com with your resume.
Applications close on June 30th

Beena and Vinod both applied for the same job. Beena re-read the job
description carefully before her interview. Vinod did not read the job
description carefully ata

ur skﬂls@ucatlon t
Skill India
e sure that¥F®BLRFTNE correct size.

to buy theghightfit. H
Similarly while i j portant t@¥ind rig.fit. Job descr
that can helpg - Industrial Training Institute

When we buy
while wearing

the job.

Summary

Some job descriptions have a short summaryw the company and the job. This
section can give you important information about the culture of the company.

Our small but growing company is looking for a reliable, organized Office Assistant to manage the
day-to-day administrative aspects of running the business. The successful applicant must have a
positive attitude, a desire to work efficiently, and excellent communication skills.

This summary tells you that it is a small company. So if you prefer to work in a large company, the
summary helps you understand that this is not a good fit.
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Responsibilities and duties

This section describes what the job will require you to do. It lists all the tasks and actions that you
will be expected to complete in this role.

While reading the responsibilities and duties, ask yourself these questions.
Have I had similar responsibilities and duties before?

Would I enjoy working on these things?

Do I have some skills that can help me fulfill these duties well?

If you answered ‘yes’ to some of these questions, the job description helps you understand that it is
a good fit.
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Qualification and skills

This is a list of expectations that the employer has for the applicants. It sets the conditions for what
is required of someone who is applying for the job.

Some qualifications are compulsory - if you do not fulfill that criteria, you cannot be considered for
the job. However, sometimes the word ‘preferred’ is used. If you do not meet this condition, you can
still apply for the job. If you have strengths in other required skills, the employer will consider you

as a potential candidate.

Other details

Skill India

BIRIT HRA - HRAA HRA

\

i
,ﬁjﬁ tiqve- N7’ ioned eXxa ob descrip S S
ji: oose The Copyged i THEREnIA g Auestions.

1. i i job?

3. ABacheld
or false?
a. True
b. False
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What I learnt today:

Puta v if you know this topic well.

A job description is a simple document which has all the
details about an available job.

It can help us understand if a job is a good fit for us or not.

It's important to read the different sections of a job
description carefully, making note of important details

4.19 Speak and Share Information
about Workplace

In this lesson you v s/’

1. How to share spe” .ir & . fAed

2. How to comm’ o' Wi e _pinions about a woin,

[ ) \ B
fus used t§idbdudie a workp

Select 3 you think are correct.

/'Sho Building
chog{Jfrlslaum |n|ng Institute

O elgyr @t

&d to share information abg " ently doing.
A team leader can asi 3 giect that vg

for a job in your compa ; : nsa Bn ask you for
information about your co 3 dulirqlg EN‘

owing questions.

A conversation about your job can bS8
1. What do you do?

2. What do you do for work?

3. What line of work are you in?
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Here's how you can respond to these questions.

4 )

STEP 1

Share te name Step 1 - Share the name of your job

of your job

e I'mateacher.
e I'manurse.

* I'm an office assistant.

STEP 2 Step 2 - Tell them where you work

0
—
=
N
n
I
n
o
(O]
Z
L
=
)
<
o0
<
(1]
]
2
(=]
o
=

If you work for a large and popular company,

Tell them where .
you can simply share the name of the company.

you work

* I'm an office assistant at Wipro.
* I'm anurse at Apollo Hospital.

If your company is not easily recognizable, it's good to
share what kind of company it is or what they do. You can
also talk about which city you work in.

ales manager for a company that sells printers.

whatects you worka'gpl,

| ]
‘k . SkI'I I 3,maths and ar
ndi
. ﬁemﬁiaga«pgotographs fo
ae Ltak of the office
AL VU

ber 38&YiRAldIPYAINEEMBany. A potential client aflks him

ite down Vikram's in

Step 3 - Share some
information about your
responsibilities
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Let’s learn how to communicate your views and opinions about a
workplace

Now you know how to share basic details about a job! But what if someone asks for your personal opinion
on your workplace? How can you talk about how you feel about your job and your workplace?
Let’s find out!

There are two important things you can talk about while sharing your opinions on a job.

Talking about the work that you do

The words that you use to describe your work can be positive or negative, depending on how you feel
about it.

4 Positive words Negative words b
to talk about work to talk about work
Exciting Boring
Engaging Stressful

-

-like the job fla 3 =

- I enjoy taking v k. g{gﬂalgg:rg

ersation to t

e . o
; priate in agp
job, our worlfp . It is alrightito V\'etalking to

experience
Aions and
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What I learnt today:

Puta v if you know this topic well.

We can share basic details about our job and some
information about what we do at work clearly.

We can also share some positive and negative opinions
about the job.

It is not appropriate to speak negatively about the
workplace during official conversations.

2k Ny

In this les s n o uNwilSr

1. Howt v ORIV T (s

20 The differdnt tpeS of zoOverletters

Thinking

for a job. Companies call for job applicatiC
qualified people to be part of the hiring process.

There are different methods in which a job
application can be submitted. It's important to
check the job description document or the company
website to know the type of job application they use.



In-person: In this type of job application candidates
might have an in-person interview at the mentioned date
and time in the advertisement.

Paper: Applicants might download and print the forms
from an online source. They must fill in the mandatory
areas in the document and post them to the mentioned
address on the cover letter. Most of the government job
calls will be in the paper format.

Online Job Application: Some companies have an online
form that needs to be filled and submitted.
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Here are a few common details required in
an online job application.

* Name and contact details
»  Education qualifications

»  Your work experience - including full-
time, part-time or volunteer work

*  Your skills

Some job afB question or k that you ha

is usually g t skills that tqﬂ'ob will require. S
: Ski nlgla
s How experience #keryadlane?
. ; i e role of tri'\im#i?
Take so i lly on theltask. e word limit 0

the exa . Industrial Training Institute

Some companies
who is in charge o
you to make a great

QoY a person
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1. Subject line: It's important to make it
easy for them to find your email. Include
your name and the job title you are
applying for in the message’s subject line.

Eg. Sruthi Roshan - Teaching Assistant Position

2. Greeting: If you know the name of the
person, address your email to them
specifically. If a name isn’t available,
you can open with

Eg. “Dear Sir/Madam”.
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3. First paragraph: Explain why the purpose
of your email. Mention the specific job
that you are applying for and where you
saw the job posting.

Eg. Your job posting on Facebook for an
Administrative Manager caught my interest.
Your description of the work responsibilities
matches my experience, and so I am excited
to submit my resume to you for your
consideration.

Second paragraph: Write a few sentence

Eg. In my position as the student

Industrial Training
grmal closing

the email

Subject Line
Greeting
First Paragraph
Second Paragraph
Last Paragraph

OIS > &

Closing
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Let’s learn the different types of cover letters

A cover letter is a letter or a special message written to a person while applying for a job. A cover letter is
a document you send with your resume that provides additional information about skills and experiences
related to the job you are applying to. A cover letter is usually the first thing someone sees or reads when
you apply for a job. If the cover letter is clear and displays your strengths, the person is more likely to take
a look at your resume.

If an employer requires a cover letter, it will be mentioned in the job posting. Even if the company doesn’t
ask for one, you may want to include one anyway. It will show that you have put some extra effort into your
application.

Here are the 3 most common types of cover letters you might write:

1. Application cover letters - This is the most common type of cover letter and is used to apply for a job.
Writing this is similar to the email application that we learnt about. You send this cover letter along
with the job application.

2. Referral cover letter - This is a letter that you write when a person refers you for a job or introduces
you to the hiring manager. Seeing the name of the person that they are familiar with in the cover letter
makes it more noticeable.

3. Prospecting cover letter/letter of interest - If there is a company that you would like to work for,
you can write a prospecting cover letter to thais - over letter is used to ask them for

more details about the c0 e ‘Nﬁ is type of cover letter takes the
)

initiative to let the hiring ma

—

Choose the cg

1. Whatis g

ed in the cgllk(elr!alle?tge!g?

do the job well

essional deta*

3. R? NEJUIIS frien Wlthﬁaﬁalﬁ‘g\g}%]ﬂn@ﬁ{sﬁ&ﬁ{gllmlted nc. andNEUT

s. What kind of cover letter will Rosk write?

@ Both personal an

aat ;e ~ttoday:

“ 4V 40 KTV Ith spGiic wicl

AniO a0 p | FEEEI0 I NOE Hei | iedito P @Oy 'Stt ang
releviai ™o rm oTeTEE Hokik 6 Uk s il | 6% L efience
to the empi, -

An email job application inciuaes a cover letter in the body
of the email.

A cover letter is a document sent with your resume.

Cover letter provides additional information about skills and
experiences related to the job you are applying for.
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