ENGLISH LANGUAGE : PART 1

Unit 1: Basics of Communication & Language Skills

1. Importance of English in Business Communication

English is the global language of business. It facilitates clear, efficient, and effective
communication across different cultures and regions. English is the medium for international
business negotiations, email correspondence, official documents, and marketing materials.
Mastery of English in business communication is essential for professionals in fields like

management, marketing, and finance.
2. Types of Communication: Verbal & Non-verbal

e Verbal Communication: Involves the use of words, either spoken or written, to convey
messages. Examples include meetings, phone calls, emails, and presentations.

o Example: A manager giving a presentation in a meeting about new project
goals.

e Non-verbal Communication: Involves gestures, body language, facial expressions, and
tone of voice to communicate. Non-verbal cues often reinforce or contradict verbal
communication.

o Example: Nodding while agreeing with a speaker, or crossing arms indicating

defensiveness.
3. Essentials of Effective Communication

e Clarity: The message should be clear and straightforward to avoid confusion.
o Example: In an email, clearly state the purpose in the subject line and main
points in the body.
e Conciseness: Avoid unnecessary details to maintain the focus of the message.
o Example: Instead of writing a lengthy report, summarize key points with bullet
points for quicker understanding.
e Active Listening: Pay full attention to the speaker, understanding their message before
responding.
o Example: In a meeting, listen attentively to the speaker's points before

commenting or asking questions.



e Feedback: Giving constructive feedback is essential for improvement and
understanding.
o Example: After a presentation, providing feedback on both strengths and areas

for improvement.
4. Barriers to Communication & How to Overcome Them

e Physical Barriers: Noise, poor technology, or physical distance can hinder
communication.
o Solution: Use clear, high-quality communication tools and ensure proper
environment settings.
e Language Barriers: Misunderstanding due to language differences.
o Solution: Use simple, clear language, and provide translations if necessary.
e Cultural Barriers: Different cultural norms or values can lead to misinterpretation.
o Solution: Be culturally aware and open to diverse communication styles.
e Emotional Barriers: Personal biases or emotions can affect communication.

o Solution: Maintain professionalism and manage emotions during interactions.

Unit 2: Functional Grammar & Usage

1. Parts of Speech

e Nouns: Name of a person, place, thing, or idea.

o Example: "Company," "employee," "meeting.’
e Pronouns: Words used in place of nouns.

o Example: "He," "she," "it."
e Adjectives: Words that describe or modify nouns.

o Example: "Expensive," "efficient," "modern."

e Verbs: Action words or states of being.

o Example: "Run," "is," "speak."

e Adverbs: Modify verbs, adjectives, or other adverbs.
o Example: "Quickly," "very," "too."

e Prepositions: Show relationships between nouns and other words.
o Example:"In," "on," "at."

e Conjunctions: Join words, phrases, or clauses.
o Example: "And," "but," "although."

e Interjections: Words expressing strong emotions.



o Example: "Wow!" "Oops!"
2. Tenses and Their Usage in Business Communication

e Present Simple: Used for regular actions or facts.
o Example: "The company offers great benefits."
e Past Simple: Used for completed actions in the past.
o Example: "The report was submitted yesterday."
e Future Simple: Used for actions that will happen.
o Example: "We will discuss this in tomorrow's meeting."
e Present Continuous: Used for ongoing actions.

o Example: "l am working on the project right now."
3. Sentence Structure: Simple, Compound, Complex

e Simple Sentence: Contains one independent clause.
o Example: "The meeting starts at 10 AM."
e Compound Sentence: Contains two or more independent clauses joined by
conjunctions.
o Example: "The meeting starts at 10 AM, and the presentation will follow."
e Complex Sentence: Contains one independent clause and at least one dependent
clause.

o Example: "Although the meeting starts at 10 AM, the team will arrive earlier."
4. Common Errors in English (Grammar & Usage)

e Subject-Verb Agreement: Ensure the subject and verb agree in number and person.
o Error: "The team are working on the project."
o Correction: "The team is working on the project."
e Misplaced Modifiers: Descriptive words or phrases should be placed next to the word
they modify.
o Error: "She almost drove the car for an hour."

o Correction: "She drove the car for almost an hour."

Unit 3: Business Correspondence & Writing Skills

1. Essentials of Business Letters



e Structure: Includes the sender’s address, recipient’s address, subject, salutation, body,
and closing.

e Format: Standard formats include block format (left-aligned) or modified block (start
the date and closing at the center).

e Tone: Polite, formal, and professional.
2. Types of Business Letters

e Inquiry Letter: Asks for information.
o Example: "Dear Sir, | would like to inquire about your latest product offerings."
e Complaint Letter: Expresses dissatisfaction.
o Example: "l am writing to express my dissatisfaction with the recent service |
received."
e Sales Letter: Promotes products or services.
o Example: "Our new product line can help improve your efficiency."
e Circulars: Informative letters sent to a large group.
o Example: "Please note that the office will be closed on Monday for a public

holiday."
3. Email Writing for Professional Communication

e Subject Line: Be concise and clear.
o Example: "Request for Meeting on New Project."

e Greeting and Closing: Use formal greetings and closings.
o Example: "Dear Mr. Smith," and "Sincerely, John."

4. Notice, Agenda & Minutes Writing

e Notice: Official announcement.
o Example: "Notice: The office will be closed on Friday for maintenance."
e Agenda: List of topics to be discussed.
o Example: "1. Project Updates, 2. Budget Review."
e Minutes: Record of what happened during a meeting.
o Example: "The meeting started at 10 AM. The budget review was discussed,

and a decision was made."

Unit 4: Reading & Comprehension Skills



1. Reading Strategies for Business Contexts

e Skimming: Read quickly to get the main idea.
o Example: Skimming through a report to identify key points.
e Scanning: Look for specific details or information.

o Example: Scanning an email to find a deadline.
2. Comprehension Passages & Business Articles

e Read actively, taking notes and highlighting key points.
o Example: Read a business article on market trends, identifying key statistics.

3. Note-Making & Summarization Skills

e Use bullet points or diagrams to organize key information.
o Example: Summarize a meeting by noting down the main decisions and action

items.

Unit 5: Spoken English & Professional Communication

1. Basics of Pronunciation & Phonetics

e Learn the correct pronunciation of key business terms and phrases.
o Example: Pronounce "schedule" correctly (American vs. British pronunciation).

2. Role-Playing for Business Conversations

e Practice real-life business scenarios through role-playing.

o Example: Role-play a negotiation with a supplier to practice business language.
3. Presentation Skills & Public Speaking

e Use clear speech, eye contact, and engaging visuals in presentations.
o Example: Delivering a pitch to investors using slides and confident

communication.
4. Group Discussions & Interview Skills

e Focus on listening, speaking clearly, and contributing constructively during discussions.



o Example: In a group discussion, politely agree or disagree and offer logical
points.

o Interview Skills: Prepare answers for common questions, dress professionally,
and exhibit good body language.

o Example: "Tell me about a time when you solved a problem at work."
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