MODULE 2: Communication

ILHY. ¥ Communicating .

Cramie subordinating conjunctions [but,
Definite and indefinite articles [a, an, although, hm%w; ir}wim_é!]; 3

the]; correlative conjunctions : it
( ; rad e 1 1 [both-... and / either - or / neither .. nor);  GU=TEty words

| Discuss the following question.

a8  Whar do you think are the characreristics of a good listener?

b Work in pairs and check whether the characteristics you
named in question a apply to your partner. Is your partner a
good listener?

. Work in pairs and answer these questions.

a8 Complete the following table with the necessary information. Tick the boxes where the
characteristics apply to you or your partner.

Characteristics of a good listener Your partner

b Compare the results. Who turns out to be the better listener?

3 Read an article about the skills of effective listening. As you read, find the answers to these
qUL“JLjUI"Ib.
a8 Whart is the most commeon communication problem acceording to the article? How would you
deal with ic?
Why is empathy an essential factor for healthy communication?
¢ Whar does the article mean by ‘listening between the lines'?
d  Whart do you understand of the proverb cited in the last line of the _;art_i_cl_&';_?.

“Communication leads to community, that is, to understanding,

intimacy and mutual valuing. *

Rolle May
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How would you feel when you talk to someone who doesn’t
listen to you?

How can you be a good listener?

Why is it important to be a good listener?

- To be recognized and
remembered

« To feel valued

- To feel respected
 To feel understood

« To feel comfortable about a
want ofFneed

l = To feel appreciated



What is the difference between passive listening and active
listening?

Passiwve Listening
L i stTening to hear

Avctdiwe
LaiaistTemnmnings

Listening 1tTo
uncader-stand

Effective communication is an essential component of healthy
relationships, whether it is at an interpersonal ot
organisational.



defensiveness [ ]

behaving in a way that other people are criticizing you

A major source of communication problems is defensiveness.




adjustment [~ ]

a change in the way someone behaves or thinks




The following list provides some suggestions for effective listening

when confronted with any kind of communication: Good
Listening
@ Listen openly and with empathy to the other person. Skills

Please pay attention

sharing feelings of others

. -4
How to Listen to our Kids L .
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Practise supportive listening instead of one-way listening.

“You 're not listening!”




r

9 Ask for paraphrases and repetitions to make sure you
understand the message. — P

“The vest listeners
listewn bei—meeu Hhe

It u&.f'




0 Listen between the lines.

“The best listeners
listen between the

lines.”




Neither control the conversation nor interrupt your
interlocutor.

Interlocutor



GDon’t react to emotional words, but interpret

their purpose. Cronine) ™ s,

— Ve 2 [
=/ | P

o Don’t judge before‘you éomprehend.

9 Being a good and patient listener helps you to see the world
through the eyes of others, thereby enhancing your empathy.

enhance

to improve the quality, value or strength



The essence ot
empathic listening
is not that you agree
with someone;
it’s that you tully,
deeply understand

. that person.



So being a patient listener helps you to enhance your
capacity for empathy.

coPocﬁy [N ]

the ability or power to do something
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To conclude, there’s
nothing better than
‘listening’ to the
wisdom of others in
order to increase
your own.
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"LISTEN-OR YOUR TONGUE
WILL'KEEP-YOU DEAEF."

- Native American F’r{::ruczrb -
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to stop yourself from thinking about an

unpleasant memory because it upsets you i
h i - E'L / v




GSSumPﬁon [x]

a thing that is accepted as true and certain to happen
without question or proof
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non-verbal




Complete with words from the list :

Adjustment — enhance — block out — assumption —
interlocutor — non-verbal

1- The deaf and dump use a ....... non'verbal .......... . way of communication.

2- The picture isn’t clear. The outer antenna needs  some adJUStment .....

3- Your fluent English will ........ enhance your chances of getting the job.

L assumption .
4- This mission doesn’t bear any wrong ............ p ....... or death will be our end.

5-The curtains ....... bIOCk OUt ....... . The light. Why don’t you remove them?

P
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Y Discuss the ﬁ::ll-::-wing qu&stian.

da What do you think are the characteristics of a good listener?
b Work in pairs and check whether the characteristics you

named in question a apply to your partner. Is your partner a
good listener?

a- A good listener should be attentive, clever , patient and
thoughtful. He should listen openly and with undetrstanding.




Commumicaoon Brealcdown

On average, people spend over 75% of their tme 1n interpersonal stuanons. So, st

really a surpnse to fiind that poor communication s at the root of a large number of
pEr:-:-l::rr'rali pmblems? Effectoive communicaton 1s an essential CoOmponent of hEaEI:h:'l'

relationships, whether it is ar an interpersonal or organisational.

Commumicating effecovely involves a number of specific strengrhs, especially hsteming
skills. A major source of communicanon problems 1s defensveness. When people feel
threatened they will try to protect themselves; this is natural. Nevertheless, a skilful
listener 1s aware of the potential for defensiveness and makes the adjustments needed
dunng their conversations.

10 The following list provides some suggestions for effective listening when confronted with

15

20

any kind of communicanon:

Listen openly and with emparhy to the other person.

Pracose supporuve listeming instead of one-way listeming.

Ask for paraphrases and repentions to make sure you understand the message.
Listen between the lines.

Meither control the conversation nor interrupt your interlocutor.

Clon't reacrt to emonional words, bur 1 mterprel: d'aequurpuse

Clon’t judge before you cnmprehend -

Being a good and patienglistener helps/you not uni}r to solve many pmbiern—s but also to
see the world through the eyes of others, ﬂ.‘hETE' Ly enhancing your capacity for empathy.
To conclude, there’s nothing better than ‘listening’ to the ‘wisdom of others in order to

INCrEaAsSe YOUr OwrL. e Amencan picm.rerb ?;Irs ¢ listen or your tongue will keep
you deaf.™
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e Read an article about the skills of effective listening. As you read, find the answers to these
questions.

b
c
d

What is the most common communication problem according to the article? How would you
deal with it?

Why is empathy an essential factor for healthy communication?

What does the article mean by ‘listening between the lines’?

What do you understand of the proverb cited in the last line of the article?

a —Defensiveness is the major problem in communication.

b- because it enables people to empathize with their interlocutors
and understand what they really mean . It also helps them avoid
misunderstandings

: 7, |-
c — It means not to listen to someone shallowly, but to attempt to
understand what the othet is trying to say indirectly.

L
d — It means that in orderto learn well ;«you should listen carefully.



Characteristics of Good Listener

1. Empathy

2. Understanding
3. Patience

4. Attentiveness
5. Objeetiﬂ_ia(
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BARRIERS TO EFFECTIVE
' A . _ _ COMMUNICATION
B (41) You are going to hear a speaker talking abourt the barrers to i

effective communicaton.
MESSAGE

a8 ‘Whar are the four barners to effective communication which the
speaker mencons?

\
b Whar four factors cause poor listening skills to develop? 6“

¢  ‘Which barmer to effecoive communication do you think is the most impu.:ur'tantF Wh}f?‘

poor listening skills m non-verbal signals [l improper use of questions

distractions disagreement with the speaker  passive listening  lack of interest

| think all of them cause poor communication and hinder good communication

to develop - .



&) Complete the following sentences with an appropriate adjective from the box.

= =

ga =h 0 a0

intimicating interpersonal skiltl talkative effective supportive threatensd one-way valuable

Mr Faisal’s speech was ver}r_if:f_e_(_:_t_l_‘f__ In Encﬂumgjng the prugnﬁs of his employees.

There 15 interaction between the two companies; therefore, itisn'ta. One-way
communicaton. interpersonal

You will need good ... skills to work as a sales clerk.

My parents have been extremely supportive f my decision to apply for this university.
Our exams are very near, so our LIme 15 too aluabl; to be wasted on comnurer games.
After his interview, we came to a conclusion thathe wasa ________ skillful

When the new compute¥ program wiasllaunched into the market, the private companies

felt threa‘ened ; | | ( 35
r' Sl |
/”\f’f’fﬂ(/f’z’/c f?ﬂs’ /i (/f””






Nasser Al-Saeed Sec. School For Boys

Hawalli Educational District
English Department

i HOD .Mr. Hesham Al- Sakhawi

g f BEE:
Eié\“é(ﬁﬁff rcher:(_Oom




U4 L 4&5 " S:BP. 3637

2 gl P e LS Trrr—— .
tl :-‘ _— M— iy Wiy s Definite and indefinite articles [a, an, the] Grammar reference pages 126-127

3 Mach & quaremy werd Bees L A weh 8 word Ber L B ( Complete thess sentances, addinga #an or the, where necessarny.
A b g e lvp pare pmcs dbes @ AFTmwriting 1o (1) - Friend, | prefer jerers:
o just click (2] eeply bucen oo your phone.

B brmd cbs dwses decsiss doberg wheo gas <oy have a find {3 . rEn - sometimes (4] . .. et dloesn't write,

iormasior bmon  sews nor owb g tak L puriean (51 envelape, stick (6
» b o the . crwelopcandraku (L7516 ) - - post bow,

| TR D W & Hﬂ r_m“,_“ _ Suscni o Sger? 160t { F} e eovmngrenss- ACCOUENGEAE arsd tdegm eraditional letters to be {10}
et EROLEs way GF getoing i reuch with {37 L oliemss

e i Mow lisgen to the recarding and check youranswers. Corrm;(_ar:y WDHE BnsSwers,
s Correlative conjunctions [both ... and.f either ... or { neithe; nor] Grammarreterence

page 127

" 3 Bramine the use of adthar . nar and both . and. Where do the parts of speech occur?
& o c’ The Bl was £ A wedl -seted

arkmydorizos  popsiksh  Te  Wes \ ol

maris ays  acau e sdaos  cesedas ) R ] .
: o o o § b ghet e aoel | e }r:;ﬁ:?:?:‘::;o;.‘::? ad\c\erbs e mean n{sa nae Tl-us struckure is usm:l e ja
e V-7 . bty ..
P nm:l'-& Lirmee Arad Trerme e another = lapen Mow, exdmine the use of sither
ot U*ud-hwlh-n!wa b e in = con gither vt ‘our nesghbours o talk'ta Prar
the rarth of Bse h s

Frree Heraiapas av the T e s
Ak ‘I‘:h "y I‘I Eitfisr |, o is used in sencences in & positive sense meaning one or the other, chis ar thar, heor
2“0& h-&k-hn-nqu she, eec- )
Lirmerr hhﬁd s Subordinating conjunctions [but, although, hewever, in spite of] Cramumar melerencs page 127
jaraia nn e “- “1- Wikt aswiane i ki fue paiies, and smphaies tharsne SF thain sammsacs with thi
¥ W wmmmon shoua pace n "m other, thare are a mumber of different words and expressions thar we can use: but, althongh,
Sreas moverd s words Ty, fesprite o Exam les: T dart Uke mast swaet food. but L isve chooolote Although 11 was
]
et et oF the o hewen) werd sar and regest e ' 5 Ny .
Nz whety the premey s L dapaedkeg or whehe s : - L L ARONERSy The
ot sl - r - In splte of not being abl B SWE, She wived For almo:
2 comemers fr.) € checrwn (1) 4 b o, S, Add che correct contrast word in the spare provided.
¢ fn) . L - 4 We'd love to stay For dinner, -
b reponin) 4 ruk(n) b Thepdecided to stay in the aree
repert v} ) : & There were many people
) Mrw [mten 5o the e woets ssed 0 s e
g 3 e v recesnd ey comren s b o v king ]
T SO SRS S ok v sty Wi e; Wirde i srmall s Tall alesit thiss Subjaghl

Thip bescand che warst things aboaat text messages
The Ao ferred means al cammunicaten
The engh v r e means of communieation in Kinsair otheeHan e-mail,

; i ariad |
in v ruadtad wery henbdy o Fore of b neses g e i
&. Cive simple instructions, explaining how to kake a photogaaph with a digical comera




accountant N

a person who keeps and inspects financial accounts

-1 - IS, |




courteous

polite, respectful

BE POLITE

Adj.




deem v

to regard or consider in a specific way
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diva

N.

a famous female opera singer




flattering

full of praise and compliment
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meticulously

very careful

Adv.




annual

Adj.
happening once every year

Vansry

a

EAR

EVERY v

Trarch
a A w Vaiaam
. L T T T om w oAm oA aw .
Lvaam ey e e VA Am Ve oAy
3 AL
7 v e el W aa LBV 3393 e wa oAk A W
TA TH 3A 9T = oAm v am T 3w W

Py
“ o
5 ¥

Ty
R S ]
1313 .
E AE te an T

= =

AN VA e

» N4 Em A 23 A

e O R R T

Tty P

LT ».
A e T W

1143 AR VA R AR

= 98 3m 3T 3N 1
2

LS T
LI T T T
AW An 36 AL 3T A

VE AR AT A% 34 an
" s am 3BT AW e

A E oA
- - - e L T
AT A WEOAR WA A .
a0 TPA w28 AT AW AW TmO%N TR
A TR A "

e wm AE T SRR
0%

Ao A YR -
P e WA wm W W T
B =
am e W

A TR RN WA TR WA

e A AWM SN




demand N

the desire of someone to have a certain service or thing




insult N

a disrespectful action or word




ha]_‘Shly cruelly, severely =

The employee was insulted very harshly in front of her friends.




OWe V.

to be under obligation to give someone something
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a line of mountains connected by high ground e

: e



continent

big expansion of land ( Asia — Africa — America- Europe)

North ¢
" America

Africa

South
America :

7

continents —="" e =— -




An

e A is used in front of singular | = An is used in front of singular e We use ‘the’ in front of all
countable nouns ( a person, countable nouns which are not nouns ( It does not matter
animal or thing ) which are specific. whether the nouns are
not specific. singular, plural countable or

uncountable ) to describe

someone or something
specific or unique.

e We don’'t use a before e We don’'t use an before

uncountable or plural nouns. uncountable or plural nouns.

« If a noun starts with a e If the noun starts with a vowel
consonant sound (b, c, d, f, g, sound (a, e, i, 0, u), “an” comes
h, j, k, etc.), “a” comes before the noun.
before the noun.

EXAMPLES: EXAMPLES: EXAMPLES:
e A cat e A house = An apple e An hour e The earth e The moon
e A bird e A bike "« An egg e An aunt e The world e The President
= A child < A boy e An ant < An old man = The air e« The CEO
e« Adoctor =« Atable — ~= An orange « An uncle e The weather < The sun

www.englishstudyonline.org



¢ Definite and indefinite articles [a, an, the] Grammar reference pages 126-127

| Complete these sentences, adding a / an or the, where necessary.

3 Ifmwnitingto (1) 2____friend, | prefer letters.
b ... justclick (2)-. the ___reply button on your phone.
C ..youhavetofind(3)... a .pen-sometimes (4)____fbf____pen doesn’t wrie.

J ..putitin(5)_. an __envelnpe, stick (). a _stampon(/).. the .
envelope and take It to [8) - post box. |
¢ I'm(9).... an accountant andldeem traditional letters to be (10) . the ____most
of getingh touch with (11 ). == =y . dlients.

-"/ II[III. I!flfll-l: }|/"r}l'fl!ll /(rl ";If-"_r:{a q:f:'j.:'lll':‘f.}j = l: -"/ "".:'ZKII [



42)Now listen to the recording and check your answers. Correct any wrong answers,

There is no Article (the)

USE EXAMPLE NOTES
with names of countries (if | Germany is an important But: I'm visiting the United
singular) economic power. States next week.
He's just returned from The United Kingdom, the
Zimbabwe. Europian Union
with the names of French is spoken in Tahiti. But: I'm studying the English
languages English uses many words of language.
Latin origin.
Indonesian is a relatively new
language.
with the names of meals. Lunch is at midday.
Breakfast is the first meal of
the day. _
with people’'s names (if John's coming to the party. But: we're having lunch with
singular) George King is my uncle. the Morgans tomorrow.
After the 's possessive His brether's car.
case: Peter's house.
with professions: Engineering is a useful career.
He'll probably go into medicine.
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¢ Correlative conjunctions [both ... and | either ... or | neither ... nor] Grammar reference

_ Ppage127

Both ... and

Both ... and refers to two things or
people together. Itis always
considered plural in a sentence.

Example Sentences;
* You can be
both mother and business
woman.
Both Alice and Susan have to
comply with the rules.
* |usedto like |
playing both football and basket
ball when | was young.

Either refers to any one of the two things or

people. Either is always considered singular in a
sentence, Either... or is a correlative conjunction. We
use either ... or for connect things which are the same

types, phrases, clauses or words. c&oﬂzn%
Examples iR
* Either he or she cooks dinner, A A

7
;,
s

4
’
f
v

Either Mark or Samuel will go. !
You can either come with me now or walk
home.

- E 4 R F_m.';
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Neither nor

Neither is used as a conjunction. This structure,
“neither ... nor”, is used to connect the same kind of
word or phrase in the sentence. Neither makes a
negative statement about two people or things.

Examples
* Neither Mark norhis wife is very tall.
* My sister neither drinks nor smokes.

;

<+ Neither my friends nor the bookstore has the
book.

[ll either write to you.or phone you next week. |+ Neither the employees nor the boss was at work. |




@ Examine the use of neither ... nor and both ... and. Where do the parts of speech occur?

The film was neither well-made nor well-acted.
Both Jim and Tom play football.

We can use neither ... nor as adverbs to mean also not. This structure is used to join negative
ideas. It is the opposite of both ... and.

Now, examine the use of either ... or.
I can either visit our neighbours or falk to them on the phone.

Either ... or is used in sentences in a positive sense meaning one or the other, this or that, he or
she, etc. —




Subordinating conjunctions [but, although, however, in spite of]

A subordinating conjunction introduces a dependent clause and indicates the nature
of the relationship among the independent clause(s) and the dependent clause(s).
Some subordinating conjunctions like but, although, however and in spite of indicate
contrast.

We were given a long holiday, but we had to study for the exams

Although the sun was shining, it wasn’t that warm.

There was a lot of traffic. However, he made it on time

In spite of the bad conditions, they didn’t cancel the festival




¢ Subordinating conjunctions [but, although, however, In spite of] Grammar reference page 127

i When we want to make two paints, and emphasise that one of them contrasts with the
other, there are a number of different words and expressions that we can use: buf, although,

however, in spite of, Examples: I dor't like most sweet food, but T love chocalate. Although it was
raining, they went on a picnic.

The children had a lovely day. However, they arrived home very sunburnt

In spite of not being able fo swim, she survived for almost an hour in the sea.

Add the correct contrast word in the space provided.

d We'dlove to stay for dinner, . Put _ye haM.' got LD get going,

b They decided to stay ip.the area In { pjte of thelr |::I.I’£I'h]EI'I'IE with the local residents,

¢ There were many people ____._._.the hatels were not equipned to handle them.
s
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(5 Work in small groups. Talk about these subjects.

3 The best and the worst things about text messages
b Your preferred means of communication

¢ Other means of communication in Kuwait other than e-mail,
text messaging and traditional letters

Text messaging
Pros Cons
O Convenience 0 ze?zt_ing while
O Quick mode of rving
communication ,=— . 0OAdded expense to
0 ¢ phone bills
En:tergence 02 HEW O Lack of substantive
121 century communication
angua.gt.a =7 0 Most importantly,
O The ability to . the lack of grammar
affectively multitask and writing skills in

young students




OQuiantity words

_y Forrm
gquanctity word (noun) + of + uncountable Nnoun

= Use v Meaning
Wve use quantctity words to describe unNncounctable Nouns

a prrece of bBread
a slice of femron




1 In English meat 1s uncountable. We can’t say threemregts — we have to say three slices or pieces
of meat.

3 Match a quantity word from List A with a word from List B.

A bar grain item lump pane piece slice

B bread cake cheese chocolate clothing advice glass
information lemon news rice salt sugar toast

Bar — chocolate

Grain — rice , salt

Item — clothing , news
Lump - sugar

Pane - glass

Piece — bread, cake cheese chocolate, advice, information, toast

Slice — bread, eake lemon toast
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& The i1s used with some but not all place names.

a Which of these types of place names are used with the? Study the underlined words in
sentences 1-7.

I've got two penfriends — one in the United Arab Emirates and another in Japan.

The Nile is the longest river in Africa. The Volga is the longest river in Europe. It rises in
the north of Russia and flows into the Caspian Sea.

Everest is in the Himalayas on the border of Nepal and Tibet.

Malita is an island in the Mediterranean Sea.

Kuwait has borders with the Gulf, Saudi Arabia and lraq.

London is the capital of the United Kingdom.

Jamaica is in the West Indies. The capital is Kingston.

b Write sentences about places in Kuwait.

SNOANAEW N-

rivers seas aqd oceans

mountain ranges

F 4
A | Groups of islands

A few countries“inenﬂt_;

A oy — -7 /_ | ) ,
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_ Stress in verb / noun words 6 &

(4.3) Listen to each of the following word pairs and repezt the
Notice where the primary stress lies depending on whetner it’s a
noun or a verb.

3 comment(n.) C decrease (n.)
comment (v.) decrease (v.)

b report(n.) d insult(n.)

) report (v.) insult (v.)

\

(4.4) Now listen to the same words used in sentences. 6““
a8 The diva received flattering comments about her concert.

The review commented that the book was meticulously written.
b The company’s annual report was discouraging. L.

It was reported that the fire was an accident.
¢ The decrease in sales has worried the salesmen.

The demand forthis product has decreased sooner than expected.
d The employer’s insult to his employees was unfair.

He was insultedwery harshly in front of his friends.
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Choose the right form of duwe verb.

Barh Mader and Yaseen ¢ v/ lies) ma
suburb outside Kuwait Ciry

b Either heor they (& ( ere) gaing 1o take
careef the prablem
Mesther my atnt nor my grandmather
{warnl | wanis) 1o Come 0o the
celebrarion

| Both my fatherand miy brde
intends ) o Finpsh the project

Meithier Jameeka nae che ocher stidents

{beiiovr - fedives) i last minabe revision
Either the mamisgers or thair dssstanes
(haas [ hinve) inwvestigaved che siteaton

alreacdy.

Expand the following
ar, nerther ., por, or &ath .. and,

ENERCEsUsing

without changing thesr meaning,

Far seome reason, Ahmed or Waleed's
nummibers aren’t in my phonebook.

Sarmira and Salma started a degree in
medicine fasc year,

Mext season’s Premier League will be
won by Liverpool or Arsenal

I The long diszance charges will have ro
be paid by the caller or the receivar

What would vou say in the !-'l-ll'\-\.'l“i:,_'

sirLtions?

You have dialled the wrong number

The poscman has given you a leter
rhody elas.

addressed to s

i You think you have been: given the

WIong ¢ L'..mj;e al the jrcrst Gffice.

{ intend

Unit & Communicating

Correlative Conjunctions
«Subjects connected by both ... andtake s
plral conjugation.

Both Alwmed and Amwar attend these
mestings.

«Verb conjugation with efther ... ordepends
o thie subgect isingular or pluval) closest to
the conjugated verb.

Either Faisal or the girls need fo.aitend the
cotse. fsecond subyact phirail

Either Nourg or Sach {5 going fo waill rexd
weekerd, (second subject siguwlar),

«Nerb conjugation with meither ... nor
depends on the subject (singular or plural)
closest 1o the conjugated verb.

Neither Omar nor Walsed ives in the oity
(second suliect singan

Neither Libna por my other irends care
abowt their future. (sacond sublece piurall.

H L-"||:

Ehe f -I|.-'.J\-'|'|:!J, ASnCances

e the correctarnels in

Tha history of the postal

sUrvice

« Ongnally  Briish postsl services ondy
carried lemersto and from (1) &/
any the King

« 1626 {2) AL AN The new posal service
began, {3} A¢Any The service was
betwrer Prpmourch and '.n(} a_r"qu_,f
the capital, Lendan

« 1635 Kong Charkes | s that sverpone
in Bricam could use {5) afan/ the
postal serdde, But it cost & ot of
ey o serd (6} @y The lerver.

« 1480 London meoroduced {7} o @ the
new cheap poce for all lecmers,
{8Y AsAns The price was ome
peniy

« R4 {9) Addny The firse MAMpP Wi
—

= 1974 Pesteodes wers intraduced all
Brecaan, {100 AL Ay The letters of
(11} a/min/ the narmal postcode
ara related rg {12} afan/the pame
of {13} o el oW o Ciny.

| =

— S

4 Some people like ice anda e creererees
ot leman in their warer,
I'm reading & book about using
ity Iecontains
_{s)of advica

COMpPUTETS mare o
some very usefill .

¢ Everyone was very hungry - there were
ey wofe (&) of rice left in
the dish

te the following sentences with

ideas wsing che contrast words

(i spits of)

ed ar rhe meeting on time

Quantifiers

« FOr courntable NOUNS, USE mamy + noun.
There are mamy arimals i1 ihe zoo,

« For uncountable nouns, Lse ameah + noun,
| diete't e mwch sleep.

«Use some to talk about unspecified quantitles
{countable and uncountable nouns).
| miadte some moriey ARING erands.
He played some records for me.

«Aisea plural noun without the, for talking
abaut things in general,

«LUse e for regions or names of countries.

« Use thethe second time you mention
something.

+Lise 3/ athe first time you mention
something.

«Use @ /anfor one of many possible

exampies.
=

sraanons wich o anm,
article )
a5 your farher dof
ACcoOurCan:

A Does he _office?

B Yo itsin . citv eentre

Self-azsdggment

U4dL6 WBP. 28 & 29




_r1. Cmmplete sentences a—e withh words from
o cthhese listrs.

clothi g

piece

=2 Some people like 1ce and a ____ slice ————----
of lemon 1N ctheir warcer.

b ' reading a book abourt using
computers more efa—antly. It contains
some very useful _ pieces _____ (s) of advice.

C The stormm broke six panes of _____ 1 I
N My office windows. él . Zpdisle

; ‘clothing
The last iterm of - _LJ=5 | bought
was a wiftice shirc.

e Everj.{:::-ne was very hungry — chhere were

only & LR - L EEESNeE (=) of rice lefc N

B the dish. grﬁiﬁ

f/.\'{(“’q AU JECACHEL (O




nd - -
e Complete the following sentences with
your own ideas using the contrast words
im brackets.

—

d

( howewver)

Our English teacher didn’t give

us any homework for the holiday.
Haowever , we didn’t enjoy it.

(alchough)

Although I haven’t seen my friend for five yeatrs I

kepct in touch with him through e-mails.
(1n spite o0 14 spite of getting up late,

arrived at the meeting on time.
(burt)

)
lC i , a WVE

Y BETNOEE Aggeagle— """ Y 20 - o2t

F \ALXAUL JECACLHE (Ot

/ A

_-" A



3 Write a sentence of your own using
each of the words below with some,
much or many. Make sure you use the
correct quantifier with countable and
uncountable nouns.

money:

____________ I don’t have any money

sugar:

I need some. sugar to make a cake.

POos tman:
There are some pastmen in. the post office.
service:

k!
(e

wood:
ILneed some. woad to_start a fire.

£ computer:
There are many computers in our school.

.'l' i



Quantifiers

e FOr countable nouns, use many + noun.
There are many animals in the zoo.

e FOr uncountable nouns, use mwuchr + noun.
! didr1 't get mouch sieep.

e Use some to talk about unspecified quantities
(countable and uncountable nouns).
I made some money rurnriinilg errarnds.
He plaved some records for rme.

e Use a plural noun without #fre, for talking
about things in general.

e Use #fre for regions or names of countries.

e Use #fre the second time you mention
something. ,'

e Use a ,anmn the first time you mention
something.

e Use @, an for one of many possible
exampl?s-




ENGLISH
GRAMMAR

Ouantifiers form a sub-class under determiners. They are adjectives or

phrases that serve to answer two possible questions:

1. How many?

2. and How much?

For example: a few, a little, much, many, most,etc., are quantifiers

G=> Quantifiers that Describe Quantity

Countable nouns: Answer the question How many? E.g.: a few, a number of, several, etc.
= Uncountable nouns: Answer the question How much? E.g.: a little, a bit of, etc.

Some of them are also used with both. These are the ones that answer both questions.

For example: such as no/none, some, a lot of, etc.

— Quantifiers that Express Attitude

= The words few, little, a few and a little serve to describe the speaker’s attitude to the gquantity

being described.
= The first two carry negative suggestions, whereas the last two carry positive suggestions.

G:> Comparative Quantifiers

Much, many, more and most describe (in Few, fewer, fewest, little, less and least chart
ascending order) increase; much is used only decrease. The first three (in descending
with uncountable nouns, many only with plural order) are used only with countable plural
countable nouns, and more and most with nouns. The last three (in descending order)
both. are used only with uncountable nouns.
QUANTIFIER LIST

UNCOUNTABLE NOUNS  BOTH =  COUNTABLE NOUNS

- much P . an [ - some _fd_'_'-'_ '-l‘nany

- a little/little/very little - enough | - any .,» y b= - a few/few/very few

- a bit (of) - mére/h‘lfoﬁt -ia ot OF "R = @ number (of)

- a great deal of ‘ -Iesslle.astl, e Yots of -~ several

- a large amount of - no{M’he / b q.lanty = ,Q F’ - a large number of

- a large quantity of = not any I ‘5 S agrent nukaher o

= = a maijoritvy of

.'? i

d i y W y i i 4




4 Complere thhese conversations with o, ar,
the or x (Nno article)

=3

A W'hart does yvwour facther do?

B IHe’'s - Al = accountantc.

A Does he wor im __4Al = office?

B Wes, it's im N | N City Ccentre.

A Do ywou prefer letters or e-rmails?

B It depends. | wroce AN e—-mail to
orne of my frrends this rrl-l:::rna—,lg,_ bwur ac
the  sweekend | wrotrte ____ % _ letcer
Tt _____@___ relartive who lives in ___ X_____
England.

A | only vwirite e-rmails thhese days. | can’c
remermber ___ 1 __last lecrter | wiroce.

A Have you gotrc _____=" __pen | could 1

borrow, pleaser | want to leawve 77

O Te ’ﬁ:%kr My pParents.
B Yes. HE:r'E: wors are, Do you need S

Eh-e.get of paper an-::l e e envelopers

A MNo S s

._f./ ;;e'l"} f_ ."} e ) Vg
Al 2B Ler(C om

! |L| A



-(5 Choose the right form of the verb.

a Both MNader and "l"'as-een fives) 1IN a

suburb outside Kuwait City.

O Either he or they (is / are) going to take
care of the problem.

C MNeither aunt nor my grandmotcther
{ want @ to come to the
celebration.
o Both my father and my I:J-r::-ther
fn.t&ndg:h to finish thE project.
=X FJELI'E"I:E-E'la_AI“IDI!‘* cthe other students
L believes) in last minute revision.
¥ Either thE manég&r’S or their assistants

( has @I E"I'L-"I?S’IE (Eated thE situation

already

/foﬂ/ rz’/c”/?c’ ,xg""f»’ ( )74




V, ' ;
!_:ﬁ Expand the following sentences using
either ... or, neither ... nor, or both ... and,

without changing their meaning.

a4 For some reason, Ahmed or Waleed’s

numbers aren’t in my phonebook.
For some reason, neither Ahmed nor Waleed ‘s numbers are in my phonebook.

b Samira and Salma started a degree In
medicine last year.
Both Samira and Salma started a degree in medicine last year.
C MNext season’'s Premier League will be

won by Liverpool or Arsenal,
Next season’s Premier League will be on by either Liverpool or Arsenal.

d The I::lng"""&isl:ance charges will have to
be pagfjl_ t:xj:he caller or the receiver.
The long distance chai"‘ﬁge's’v{rill have to be paid by either the called or the receiver.

— i ——— — ———— ——— — ——— — — ——— — — e — e — —— — —— —
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4 What would you say in the following
situations?

4 You have dialled the wrong number.
I am sorry about that. I must have dialed the wrong number.

You are talking on the phone to a friend

but Nnow yvou can no longer hear them.

_. Hello! Can you hear me? I can’t hear you.

The postman has given you a letter

addressed ro somebody else.

Excuse me! The letter that you gave me doesn’t belong to me. You must have delivered it to the wrong address.
d You think yvou have been given the

wrong change at the post office.

I’m afraid that I have been given the wrong change at the post office.

D

c



Correlative Conjunctions
« Subjects connected by botlfr ... and take a
plural conjugation.
Botlfy Afvrmred and Armwar atternd these
meetings.
= Verb conjugation with effifrer ... or depends
on the subject (singular or plural) closest to
the conjugated verb.
Ermmher Farsal or thhe girifs need o atternd the
course. (secornd subject plural).
Ermtfrer Nowura or Saralh /s gorrnng o visit next
weakend. (secornd subject sirngcular).
= Verb conjugation with neftfrer ... nmor
depends on the subject (singular or plural)
closest to the conjugated verb.
Nertlfrer Ormar mor wafﬂdd frves i the oty
(secornd subyect sfrigular).
Nercfhrer D mow my otfhher friiernnds care

abou{ therr

—




== Choose thhe correcr article im
cth e Ffollowing senmntences.

e history of thhe poscal
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A formal letter
of application
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Have you ever written a formal letter of application? Why?

Would you like to study abroad?
Where would you like to study?

The Best Places to Study
Abroad In 2018

B Study in Australia
|| Study in Canada
E= Study in the USA

== Study in the UK




in advance (phr.)

before hand, ahead of time

PREPARE .
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extensive
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reference (N.)

a source of information proves something is reliable

[ 10g Actvateyouressor Manual of

C@ Perioperative Care
in Adult Cardiac
E -'J'&m_‘u#__ e ‘_ FIFTH EDITION ; f CARDIA Surgery =

0 Surgery. e e SURGERY anthEdmon -
CARDIAC k SRE BSmsondielg M.,e,t.,. A x
SURGERY, @, " CARDIAC SURGERY mesmmmesivios |

5 in the ADULT
\ | Frederick L. Gro cr( (:J

| Michael J. Mack

¢ [ -5' \ tl.‘. \ /) | by » .. o ] . . " 1 B s _ . :!_ |
\ Jﬁ' #ﬁﬁ’ éﬁ’h M Pl A . w,;--»;;-f{_-_;,-!h - |
o > ' ' ” Jopathan M. Che

" LAWRENCE H. COHN - o JRp¥nk akan)
. Wolters Kiuwer _ M. DAVID H. ADAMS . L .

# A q . .-"'d--"
i r ¥, ¥ i / f "l



enclose

(V)

He has enclosed an attestation of his doctorate degree.

to place something in an envelope




attestation (N.)

a legal statement made by someone saying that somethingistrue

T T
o el it B
TR P e, P R Ry

Erpasuieet ot nivkiegiiniier Sdipr—is § Ny Bimmenioplsd

No.K-11022/67/2012-AR
Govarnmanit of India
Ministry of Personnel, mﬁmmshlﬂml
Departmant of Administrative Reforms & Public Grievances

L P e LT M
By B [P, Dty o e, L

sardar Patel Bhavan, Sansad Marg, [RIRERC LR L

‘New Delhi-110 004, Dated the 16" May, 2013

DQEFICE MEMORANDUM
Su‘sjm: sdf-nh'lmmlm

L N e o

ki wracs nem-mrmas drlare, L= e~ PR o P T
e Dt s . T bt W feanaatis” il e
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The Second Administrative Reforms Commission mmn"n.-pmnuad
“Citizen Centric Administration — The Heart of 1ce”, has
self-centification provision for simplifying
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documents by a Gazetted Officer or filing of affidavits. Under the self attestation
mathed, the original documents are required to be produced at the final stage.
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of time of the dtizens and the Government officals.
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Complete with words from the list :

Attestation- enclose- extensive- in advance- cardiac- re ference

enclose . L
1-Ishould ........................ my CV and a photo with the application

. o rdi
2- His condition isn’t stable. We need a ......... Ca d ac .. Test soon.

extensive |
3- The storm caused ........................ damage to the village.

4- We don’t allow debts. Payment should be ......... I Q__adyance

_ ‘ reference
5- Really your book is considered a ........................ (0 many researc  hers.



1 Read the following letter of application and answer

the questions.

a W
b W

c W

hat is the pUFpOse of the letter? a-This is a letter of application for a job at a hospital.

b-It is written by Dr. Faisal to the people responsible for

neim . }
0 s It written to and who by: building the new hospital.

y is Faisal applying for a new job? -Faisal is applying for a new job because he is
moving back to school.




tt'. Answer the fulinwing questions:
d  What makes the letter above formal?

The beginning and the ending of the letter makes it formal.
The verbs are written in full forms

b Extract words or phrases from the letter that provide examples of

ul verbforms:... T am a 31-year old Kuwaiti. ..

You are building - I have been working

formal words and phrases: ..

........... I am enclosing my curriculum vitae

¢ Compare your answers with thnse nfa partner. Haveou mentmned thEEamE words and

phrases?
d Notice how the letter smgu and endsWWhat ntherways an he used to start and finsh a
formal letter? b hDear Mr X Yours sincerely
:';?‘. .'|l,'f L'"'r, v/ "*r're". /;If .:I Al -: .'"I'.! :; 2 I: _.a*’f =,r;*



What information should you fill in the application form?

Some information like the first name, telephone
number, e-mail address and academic
qualifications are usually written in an
application form.

What are the benefits of studying abroad?

We can benefit alot , we will learn a new language.
We will know.about people’s customs and cultures.



Nasser Al-Saeed Sec. School For Boys
Hawalli Educational District

English Department

Under the auspices of
HOD Mr. Hesham Al- Sakhawi
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Unhvanity Applcation form




1 You are going to apply to a university. Fill in the application form below with real or
fictitious information.

University Application form
Please ensure all sections are fully completed.
1 Personal details

L :  — Surname First name (s)
Correspondence address - e Postcode ______________
Telephone no. Email address - .

2 Details of the course (s) you wish to attend
Course title | Course code (if applicable) | Module (if applicable) | Full time / Part time

3 Academic qualifications
Subject Qualification Grade Dates /

/[ Fill in
about

4 Other information relevant fo application Yourself




How to write a letter of Application

All letter of application is generally of the formal type and it
follows some predefined format which applies to most types of

application letters. It is, therefore, essential to get acquainted
with the steps when writing one:




Preparation

Get a blank sheet of paper and divide this into two columns.
Indicate "Requirements” in one column and “Skills” in the

other.
Start your university application template by including your contact
details at the top. The purpose of this is to make it very easy for
others to find out exactly who you are and how to contact you.
Make sure you use the correct letterhead too.

Address the letter to the university whom you're writing to. Including
this in your application letter format shows that you're formal enough

to begin with an official address.



Writing the letter of application

Write something that draws the interest of your reader. Treat your
first paragraph like a breaking news article by opening with a
declarative statement.

Inform the reader about your enthusiasm for applying for the
university and how you would perfectly fit for it.

Elaborate why you choose this university , how it is suitable
for you and how you are qualified for it.

Provide a brief summary of your strengths, experience, and
qualifications. The second paragraph of your letter should provide
a summarized description of your experiences and abilities to
demonstrate why you're the perfect choice for the university.



Finish up your application letter

Don’t forget to thank the Principal about any adegtion that he will make
then end the letter with a courteous statementldaking forward to hearing
from you at the earliest convenience” or someteinggally pleasant.

Finally, after signing off, write your complete nam

e The worst thing you can do is submit a letter with grammatical or spelling errors.
Have others look over the letter and make sure it is error free.



Anan Hesham University Application Letter Sample
79809 St. Rt. 139
Madenati, Cairo 45640

April 28, 2020

EBU University

1739 N High St

Columbus, OH 43210

Attn: Admissions Department

Dear Admissions Department,

After doing much research about universities inatea that have a Medicall
program, | am applying to EBU University becauséhef outstanding
reputation and the exceptional reviews that | hraagl from other recent
graduates.

[ Continue »




Additionally, I am enthusiastic about Medicine program at the EBU
University because of the graduate Medicine programs that are
offered. Currently, | am just beginning my journey and ready to dive
Into the undergraduate studies program. My ultimate goal is to finish
the Medical program at EBU University.

Once | have completed my undergraduate in Medicine, my desire is to
continue my studies and enter the graduate program for Medicine.l am
sure this is the correct career path, as | grew up in a family where my
parents were both doctors. Considering both of my parents have similar
career paths, | feel like | would be honoring them and their dedication to
helping others by entering this field of work.

| Continus =



| have attached my application, as well as transcripts, an essay,
and all of my letters of recommendation as defined in my admissions

packet. | appreciate your time and consideration and look forward to
hearing from you soon.

Sincerely,

Adnan Hesham

Enclosure: Application Form, high school marks list, Advanced
Placement scores, SAT scores and all other required information



2. Now you are going to write a letter of application to a university.

3 Plan what you are gcnng to include in your letter. Make notes under these paragraph

headings:

Paragraph 1 Purpose for writing / course apphed for

Paragraph 2  Personal quahﬁcannns and expenence

Paragraph 3  Reason for applying to that particular
university

Paragraph 4 ;Enclo)su re (any other papers attached to the
etter

Paragraph 5  Conclusion (thanking)

b Now write your letter in 170-200 words. Start and end it appropriately. Use formal words
and phrases from Dr Faisal Assaif’s letter to hep you, as welras any needed information
Frorn the form that you filled above and the Useful Language box below.

USEFUL LANGUAGE

Giving information Explaining choices Expressing grafitude

In response to your My mains€ason forchoosing  Thank you in advance for your
advertisement ... this course is ... attention ...

| wish to offer ... D The main motive ... Thank you for the opportunity ...
| am enclosing ... | am chposing this course ...

In case add:nond{

information is re

) )
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General Revision
Based on Unit 4
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Sample Cover Letter

[Full Block Format)

| 2 appiing for tha pesrion o Feccal WHIER wran achiamas G Cmister 12
Cawer G s w8 S Pl e - t

M yau pnate sonsicer my req o 5 parscnal rrees io dioms
uabivcabon and be loan murs seoul s cpportucik? | shul
0 o s s 1 fo msch i

i m cay

Thiask o for et coneilesaion. | 1ook forward 10 1aking wih you

Eincmrnly youra




Please read your writing task ( A letter of Application )
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A good listener should have some certain characteristics.

Discuss some of them.

He should listen openly. He must listen betweeadirHe
needs to be good and patient listener.

Communication leads to community. What does that me#

Healthy relationships and healthy communications lead to
healthy society. We need to have good listening skills to live
In peace and harmony.

“Listen or your tongue will keep you deaf.” Explain.

We should listen to the wisdom of others to be able to speak
well and to the point.



Do as shown in brackets:
1. Majid is going for a walk. Fahad is going for a walk. ( Both......and )

Both Majid and Fahad are going for a walk.

2. The fireman rescued the boy. He rescued his mother. ( Both......and )

The fireman rescued both the boy and his mother.

3. Hind doesn’t speak French. Nada doesn’t speak French. ( Neither.....nor)

Neither Hind nor Nada speaks French.

4. Take the camera. Take the radio. ( Either.......or)

Either you takethe camera or the radio. "



Choose the best answer :

1. Have you got a b-bar of ... . chocolate?

a. bottle of b- bar of Cc- pane of d- loaf of
2. | take a ... b' _3_'!99.. ...0f toast to work in case | get hungry.
a- bottle b- slice C- pane d- grain

3. Would you buy me.. DOttle Of _milk please?
a. bottle of b- bar of Cc- pane of d- loaf of

C- piece of

4. He gave me a ....advice.

a-bottle of b- bar of C- piece of d- loaf of



Choose the correct answer:

1-Giveme .......cocoeveeenn book which is on the table.

a- a b- an c-the * d- (-) no article
2- Thatwas ............... Interesting story.

a- a b- arm c- the d- (-) no article
3-Wesaw ............... monkey at the zoo.

a- ay b- an c- the d- (-) no article
4- My brotheris ................ English teacher.

a- a b-an.® c- the d- (-) no article
5-Whales are ............... biggest animals in the world.

a- a b- an Ccthey d- (-) no article



Fill in the spaces with the words from the list:

( attestation / doctorate / enclose / extensive / in advance / references )

1. He went to London to get a / an —— " in engineering.

2. There are many kinds of Bz (= =1« A in the school library.
3. He went to the court to declare his ..... attestation

4. Please .. €nclose your CV with your letter of application.

5. | always prepare my lessons ...~ .7



w Choose the correct answer fronma, b, cord

1-The rain was heavy . .............. .thev_ went sailing.
a- Although b-Because c- However d-In spite of.
2, the heavy rain, they went fishing.
a- Although b —In spite of ™ c-However d-Yet
3-iiiiiinne......... they trained hard, they lost the match.
a- Although "  b-In spite of c-However d-Yet
4. They decided to stay in the area......... their problems with the local resident
a-but b- although c- however d- in spite of ¥
5. There were many people ......... the hotel was not equipped to handle then

a-but Y b- although c- though d- In spite of

/8 _,..-" 9 / / | -':'
% + j .
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Summary Writing
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I. What is a summary?

A summary is a shortened passage, which
retains the essential information of the
original. It is a fairly brief restatement --- Iin
yvour own words ---of the contents of a
passage.

Note: you simply report back what the
writer has"said, without making value

judgments.



II. Characteristics of a good summary fif

Can be understood without reference
to the original;

Is a faithful reproduction of, or contains
only the ideas or information of, the
original;

Is brief without any unnecessary detail,

s a readable unified whole



***Please have a look at the following table :

The Rubrics of the Summary Making

SONIEISREEVERIRORGEEER Paraphrasing  Spelling and Grammar Paragraph Format  Totagl

20 5 5 60

Here are some summary tips and techniques you may use:
e Read the question carefully and make sure that you understand the given

guestion.
* Do not copy from the original text. .~ y
* Paraphrase the sentences using your own words.
e Write full meaning&JI sentf_nces; do not use points.

e

‘z/ ._.__,;. v z ~ f_ - 7 )
—F Vs _."' .l | ) --.,,I;"'ﬁ - F i = -
E.r’?’ \L ffr.'“ A '}:'f -*f}_rff /(If ( AL L 7E7 __n.’f



|_ Translate ideas not words

|— Use proper connectors

‘— Keep sentences short

Pay attention to conherence

g;f’;

A 1P herom



In four sentences summarize and paraphrase the following paragraph to show:

"How educational systems may and may not dominate students' life?"

There are educational systems that provide vacations w@dping students’
skills sharp. For example, in Japan students attend classdeen weeks
consecutively, followed by two weeks of vacation. This aames throughout the
year. In ltaly, students attend class six days per week,ibmghfat 1:30 PMeach
day, so that school does not dominate their life the way thabes in America,
where students attend high school frdmd5 AM until 3:00 PMeach week day.
In areas where there are not enough classrooms, older ssualéend classes ir

the morning while the.yeunger kids go to school in the aftemo



The original sentence The paraphrased sentence

For example, in Japan students attend cladspan, students study for seven
for seven weeks consecutively, followedweeks and get two weeks off.
by two weeks of vacation.

In Italy, students attend class six days pén |taly, students study class six days
week, but finish at 1:30 PM each day, soa week and end at 1:30 PM daily, so
that school does not dominate their life. school does not affect their life.

in America, where students attend high In America, students study from 7:45
school from 7:45 AM until 3:00 PM each  AM to 3:00 PM daily, so the school
week day. _~ affects their life.

In areas where there are not enough In some poor countries, older

classrooms, older students attend classes students study in the morning, but
in the morning while the younger kids go - children study in the afternoon.

+tAn crhnanl in +tha a'l:-l-nrnn?n . _ | }

- = 3 .'.'

&
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Model answer

In Japan, students study for seven weeks and get two
weeks off. In Italy, students study class six days a week an
end at 1:30 PMdally, so school does not affect their life
America, students study from 7:45 AM to 3:00 PM daily, so

the school affects their life. In some poor countries, older

students study in the morning, but children study in the
afternoon.



Translation
Here are some tips you can use:%*
o Translate the meaning not words

 Avoid word for word translation

 Keep your sentences short

o Find keywords

e Write a full sentence

 Check your spelling and punctuation

e Write a draft first to change, modify and
Improve your writing

 Begin with a Noun

» Write your final copy



Translate the following into good English:

9 oMLl J> 9 hns9 ey V 0009 u> goiwe (85S U
23V el o pdledl s ol (9 Lal
“To be a good and patient listener, not only helps you to solve problems but
“also to see the world through the eyes of others.

il dezw 9l la> goiwl " Joiy g5l _Su ol Jio JUd

“ Listen or your toung will keep you deaf.” is a well-known American proverb.

Vo ,loxl e somin ol (i Y9 ek gouw ol wy

We should listen openly, and we shouldn’t control the conversation or
interrupt the interlocutor:
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