CLASS 31: Introduction to English & Confidence Building

English plays a crucial role in career growth, especially in today’s global environment where
communication is essential in jobs, education, and professional life. Many students feel fear
while speaking English due to lack of confidence, fear of mistakes, or myths like needing perfect
grammar. However, learning English is a gradual process, and confidence comes through
practice. Understanding basic sentence structure (Subject + Verb + Object) and using daily-use
sentences helps build fluency step by step.

Key Points:
e English improves job opportunities, communication, and career growth
¢ Fear and hesitation can be overcome with practice
e Basic structure: Subject + Verb + Object
e Daily-use sentences build confidence
Practice Approach:

e Start simple - Speak daily - Practice aloud - Improve gradually

CLASS 32: Grammar Basics Made Easy

Grammar is the foundation of English and helps in forming correct and meaningful sentences. It
includes parts of speech such as noun, verb, adjective, etc., which are the building blocks of
language. Tenses help express time (present, past, future), making communication clear.
Understanding common grammar mistakes helps learners improve accuracy and avoid
confusion.

Key Points:
e 8 parts of speech form sentence structure
e Tenses show time of action
e Grammar improves clarity and correctness
Common Errors to Avoid:
e Wrong word order
e Missing verbs

e Incorrect tense usage



e Subject-verb disagreement
Learning Process:

e Learn - Practice - Correct - Improve

CLASS 33: Vocabulary & Sentence Formation

Vocabulary is essential for expressing ideas clearly. Learning daily-use words related to jobs,
social situations, and everyday life improves communication. Word substitution helps make
sentences shorter and more effective. Sentence building begins with simple structures and

gradually expands into meaningful communication.

Key Points:
¢ Vocabulary improves expression and confidence
e Word substitution makes communication effective
e Sentence building is key to speaking
Techniques:
e Learn new words daily
e Use SVO structure

¢ Expand sentences step by step

CLASS 34: Speaking Practice & Fluency Techniques

Fluency in English comes from thinking directly in English instead of translating from the mother
tongue. Techniques like shadowing (repeating audio) and repetition improve pronunciation and
speaking speed. Role-play helps practice real-life conversations, while daily speaking builds
confidence.

Key Points:
e Think directly in English for fluency
e Use shadowing and repetition techniques
o Practice role-play for real situations

o Speak daily to build confidence



Practice Flow:

e Think - Speak = Practice - Improve - Confidence

CLASS 35: Fundamentals of Communication

Communication is the process of sharing ideas, thoughts, and information. It includes elements
like sender, message, receiver, and feedback. Communication can be verbal, non-verbal, or
written. Barriers such as language issues, fear, or noise can affect communication, but they can
be overcome with proper strategies.

Key Points:

e Communication = exchange of information

o Types: Verbal, Non-verbal, Written

e Barriers affect understanding
Improvement Tips:

¢ Use simple language

e Listen actively

e Ask questions

¢ Build confidence

CLASS 36: Professional Communication Skills

Professional communication includes formal and informal communication. Formal
communication is used in workplaces, while informal communication is used in personal
situations. Email writing and telephone etiquette are essential professional skills that help
create a positive impression.

Key Points:
e Formal communication = professional
e Informal communication = casual
e Email and telephone skills are important

Key Practices:



e Follow proper email structure
e Speak politely on calls

e Avoid informal language in professional settings

CLASS 37: Public Speaking & Confidence

Public speaking is an important skill that helps in expressing ideas confidently. Stage fear is
common but can be reduced with practice. Body language and voice modulation improve
effectiveness, while feedback helps in continuous improvement.

Key Points:
o Stage fear can be overcome with practice
¢ Body language and voice are important
¢ Feedback improves performance
Practice Method:

e Prepare - Practice - Speak - Get feedback - Improve

CLASS 38: Career Awareness & Self-Assessment

A career is a long-term professional journey, not just a job. Choosing the right career requires
understanding one’s strengths and interests. Self-assessment helps individuals identify suitable
career paths and make informed decisions.

Key Points:
e Career = long-term growth
e |dentify strengths and interests
e Explore different career options
Approach:

e Know yourself - Match skills - Choose career - Set goals



CLASS 39: Goal Setting & Planning

Goals provide direction and motivation in life. The SMART goal concept helps in setting clear
and achievable goals. Short-term goals help achieve long-term success, and proper planning
ensures progress.

Key Points:

e Goals give direction and focus

e SMART goals improve clarity

¢ Short-term goals support long-term success
Process:

¢ Set goal - Make plan - Take action - Review progress

CLASS 40: Resume, Interview & Career Readiness

Resume writing and interview skills are essential for career success. A resume highlights
qualifications and creates the first impression. Interviews assess communication, personality,
and suitability. Proper behavior, preparation, and practice help in achieving success.

Key Points:
e Resume creates first impression
e Interview tests skills and confidence
e Preparation improves performance
Key Practices:
e Write clear and structured resume
e Prepare common interview questions
e Follow do’s and don’ts

e Practice mock interviews



