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(iv) Reading S

"

(i) Listening and Speaking Skills

General Greeting and Introductions

Giving and Getting information

Advising, Suggesting and Expressing Opinions
Describing Events and Situations

Telephone Skills

Interviewing Skills

Meeting .

Listening and Note Taking Skills

(ii) English Grammar

Tense and Number
Sentences

(Simple/Compound/Complex/Compound Comples)

Relative Clauses
Reported Speech
Adjectives and Adverbs
Determiners
Prepositions

(iii) Writing Skills

Internal modes of Communication
Formal correspondence skills

Writing Descriptions/Explanations
Summary Writing skills

Report Writing skills

Meeting Minutes/Agendas/Invitations
Comprehension

kills

Reading and understanding the specific
and general meaning of a printed text;
Reading and Interpretation
(verbal/written)

Understanding the cohesion and
coherence of a passage
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