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1

1.1 FUNCTIONAL ANALYSIS

In modern English, some expressions are used frequently and become indispensable for fluent
speaking. Here is a range of phrases that could be used while speaking, formally or informally:

Expressing Opinions:
• In my opinion …

• I think …

• I feel …

• I’m convinced …

• I firmly believe that …

• I’m absolutely certain that …

• I personally feel that …

• What I’m concerned with is …

• The point I want to stress is …

• Yes, but what I really mean is …

• On the other hand …

• In fact …

• You see …

• By the way …

• Actually …

• Believe me …

Chapter-1
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Justifying Opinions:
• I think … is right.

• Because …

• … that’s why I feel that …

• … for this reason …

• The reason why …

• Well …

Agreeing and Disagreeing
• That’s true!

• Definitely right!

• Absolutely correct!

• Yes, I tend to agree with you.

• That’s what I feel too.

• Exactly!

• I think you are correct in saying that …

• Absolutely not …

• I’m afraid, I have to disagree with you …

• I don’t think so …

•  I don’t see it like that

• Of course …

• Oh! Really!

• So what …

• Surely!

• No way …

• Never …

Asking for opinions
• Do you think that …?

• What do you think/feel about that …?

• Are you sure that …?

• Tell me something …?
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To conclude something
• At last …

• Finally …

• Eventually …

• Conclusively …

• In short …

• To sum up …

To contrast
• Although …

• However …

•  In contrast to …

• Nevertheless …

•  On the other hand …

•  Otherwise …

•  Unlike …

To support and further support a statement
• As follows …

• For example …

• For instance …

• In this instance …

• To make it specific …

• Furthermore …

• In addition to this …

• Moreover …

• To add …

To compare
• Similarly …

• Likewise …

• Correspondingly …
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To show results
• As a result …

• Because …

• Because of …

•  Consequently …

•  Due to …

•  For this reason …

•  Hence …

•  So …

•  Therefore …

•  Thus …

To generalize
• Generally …

• Generally speaking …

•  In general …

•  On the whole …

•. To define or explain

• In other words …

• To explain it further …

• To be precise …

• To make it more explicit …

Public Speaking Skills
English is a universal language and the most widely used language for communication. Speaking
skills is another form of communication skills. With the increasing globalization of careers and
businesses, the importance of speaking skills is more relevant than ever before. English speaking
skills have also become a social necessity, making a vital difference even in day-to-day situations
like interacting with friends, consuming and exchanging information and using technology, among
others. Thus, effective speaking skills are the key to success for many a political leader, industrialist,
businessman, salesman, for one and all.

Features of a Good Speech
Clear: A good speech should be clear. Whatever you speak, you should be clear and easily

understandable by the listeners.
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Informal: It should be like an informal talk. A good speech is closer to a personal and informal
chat between two intimate friends. When you speak, there should be a perfect rapport between
you and your audience.

Concrete: A good speech should be concrete. Abstractions kill a speech. So make your speech
vivid. Include in it concrete facts easy to comprehend and visualize.

Brief: You should be brief and effective when speaking. A short speech gains attention of the
speaker. For this, use short and simple sentences.

Interesting: Make it interesting by using quotations, anecdotes and humorous touches. Quotations
should be from accepted sources only. They should be familiar not worn out. Anecdotes should
be new, brief and in good taste. Humour should be spontaneous and gentle.

Audience-oriented: A good speech should be audience-oriented. An effective speaker should
always have knowledge about his audience – its size, its age group, its educational, social and
religious background.

Correct: To establish your credibility as a good speaker, you should always give correct
information. The grammar, the pronunciation you use should also be correct.

Paralanguage: The content of your message should match with the attitude with which you
are speaking. Researchers have found that the tone, pitch, quality of voice and rate of speaking
convey emotions that can be accurately judged regardless of the content of the message. As a
good speaker, you should be sensitive to the influence of tone, pitch and quality of your voice, and
the speed of your speaking on the listener.

Body Language: Like paralanguage, the body language too plays an important role in making
you a good speaker. Your gestures and physical movements like moving your hands, nodding, making
eye contact, facial expressions, etc. all should match with your words. A balanced synchronization
between words and gestures make a speaker effective.

Features of a good speaker
A good speaker can speak fluently, effectively and accurately. He/she has the following

features:

1.  A good speaker is intelligent, alert and of sound mind.

2. A good speaker is self confident and has positive frame of mind.

3. A good speaker has sufficient knowledge, ability, potential and competency to convey his
ideas clearly, effectively and confidently.

4. A good speaker is imaginative and has the ability to relate different ideas to different
situations.

5. A good speaker has good communication skills - the power of expression.

6. A good speaker is lively, interested, and enthusiastic. He is keenly interested in the subject
he is speaking about and does efforts to make his audience equally interested in it.
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7. A good speaker is earnest. He does not speak just for the sake of speaking or just to show
off, to impress his audience with his knowledge or his authority.

8. A good speaker has a sense of leadership; he talks with authority, as a leader does.

9. A good speaker tries to be balanced.

10.  A good speaker has a good sense of humour.

Speaking Skills and Sub Skills
Developing Speaking Skills is of great importance to communication. A speaker has to keep in mind
the factors which can enhance or hamper his Speaking skills. It requires a lot of patience and the
following sub skills for developing Speaking Skills:

1. Having knowledge of the subject and its social relevance.

2. Thinking, planning and then speaking.

3. Having knowledge of the audience.

4. Having good command over language to deliver the message clearly and confidently.

5. Using simple words, simple and short sentences.

6. Using correct grammar along with correct pronunciation

7. Having knowledge of the paralanguage i.e. tone, pitch, quality of voice and rate of speaking,
and voice modulation.

8. Speaking coherently.

9. Appropriate gestures and body language – eye contact, hand and head movements.

10. Exhibiting honesty and confidence in the manner of speaking.

11. Maintaining good sense of humour while speaking.

12. Using examples and making comparisons.

13. Having the ability of describing and explaining concepts and problems.

14. Having the ability to handle the questions from the audience.

15. Having the ability to lead during a discussion.

16. Having the ability to persuade, convince and motivate.

Developing Speaking Skills
One can develop speaking skills by practicing with the help of following activities:

(a) Role play Activities

(b) Practicing short dialogues

(c) Group Discussion

(d) Debates
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(e) Speeches

(f) Extempore

(g) Listening to News Bulletins and Viewing and Reviewing TV programmes

(a) Role Play Activities: Role play activities are situation based. Individuals or group of
persons design a simple script about a particular situation. They are made to simulate certain
situations in identifiable positions based on their past experiences and newly acquired knowledge
and skills.

(b) Practicing Short Dialogue: Dialogue is a conversation between two persons on some
topic of mutual interest. This topic will be discussed at length in the next chapter.

(c) Group Discussion: Group discussion is a popular mode of communication in a group having
common interest. It assesses the good behaviour of the speakers and their capability and suitability
in the professional and competitive world. The group discussion imparts education and develops
the personality and character of the students in the institutions of learning. The group discussion
enables the students to speak and express their thoughts. It makes them self-reliant and resourceful.
Their ideas, passions, and thoughts lay hidden within them unless they bring them out in the shape
of a speech. Group Discussion inculcates in students the habit of regular learning. It makes them
develop imagination, quick wit and humour, power of tolerance, courage and initiative. The students
gain leadership quality, team spirit and other qualities identifiable with his personality.

(d) Debate: Debate is an activity wherein individual speakers speak either in favour of or
against the given topic. This activity demands keen listening skill, quick thinking and assertive
communication. All the participants are here to respond to the topic extempore during the session
itself. In debate, the topics are pre-announced. The speaker has, therefore, the opportunity to
prepare before hand and conceptualize the message and deliver it in a methodical way as per the
merit of discussion. It requires a lot of self-confidence and total freedom from hesitation, shyness
and fear.

(e) Speeches: Speech involves the ability to think and analyse ideas. A good speech may
motivate or de-motivate people. Good speeches were the inherent quality of renowned leaders.
Jawahar Lal Nehru’s famous speech ‘The Light Has Gone Out’ on the death of Mahatma Gandhi
evoked a sense of irreparable national loss and brought tears to the eyes of every listener. Thus,
good speeches inspired change with the manner and essence of their presentation. By practicing
speeches, one can gain presentation and speaking skills.

(f) Extempore: Extempore is a speech given without preparation. This is a very good activity
that helps students develop their speaking skills. They are given topics to speak upon without giving
them time to prepare.

(g) Listening to News Bulletins and Viewing and Reviewing TV programmes: These
activities help the learners to develop their speaking and presentation skills. One can acquire the
accent, pronunciation, tone, proper pausing, pitch, body language, etc. by indulging regularly in these
activities.
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1.2 VOICE: ACTIVE AND PASSIVE

Objective
The chapter will enable the reader to change the voice in a very correct and systematic manner.
First of all let us know what ‘Voice’ is, what the rules to change the voice are, and what its
significance is.

Introduction
Voice is the form of a verb which shows its connection with the subject.  It also states the position
and significance of the subject. It shows whether the subject does something or something is done
to the subject.

Types of Voice
Basically, Voice is of two types:

(i) Active (ii) Passive

Active Voice: It shows that the subject is the doer of the action or in simple words it can
be said that when a verb represents its subject as doing the action, it is said to be in active voice.

For example: Mohan plays cricket.

He helps the poor.

Passive Voice: It shows that the subject is not the doer of the action rather the action is acted
upon it.  In simple words it can be said that when a verb represents its subject as being acted
upon it is said to be in the passive voice.

For example: Cricket is played by Mohan.

The poor are helped by him.

Significance
Now the question may arise in your mind why are we studying it? What is its significance? The
change of voice becomes significant when we have to lay emphasis either on the subject or the
action/work done. When the performer of the action is more important, we use the active voice
but when the work done/action is more important, we use the passive voice.

For example: If we say that an apple is being eaten by Monu instead of Monu is eating an
apple, it sounds improper because here the use of active voice is more appropriate. Likewise if
we say people are opposing the government policies instead of Government policies are being
opposed (by the people) the latter one is more appropriate and here we need the use of passive
voice.
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General uses of the Passive Voice
1. We use the passive form to draw attention to the person or thing that ‘suffers’ the action.

The white elephants are being killed by the native hunters.

2. When the doer or the agent is unimportant or unknown.

Roads are being repaired.

3. When the person does not wish to mention the name of the doer or the action.

The students are being punished.

My heart has been broken.

4. Newspaper Headlines, Notices etc. often use the passive form.

5. The use of passive voice is also preferred in describing scientific and technical processes
because here also the action is more important.

6. Announcements are also generally made in passive voice.

General Rules to change the Voice
Now the question arises how to convert the active voice into passive voice, and passive into active.
Don’t worry, the procedure of its change is quite simple and when you will understand the following
rules, the change of voice will definitely be your ‘cup of tea’.

To change the Voice the first important thing to know is that only the transitive verbs will have
a passive voice, the intransitive verbs do not have any passive form. Now let us understand this
with the help of the following definitions and examples:

Transitive Verb
A transitive verb is a verb that denotes an action that passes over from the doer or subject to
an object. In simple words, the verbs followed by an object are known as transitive verbs.

Examples: I eat an apple. (‘apple’ is the object)

An apple is eaten by me. (passive voice)

They read newspapers. (‘newspapers’ is the object)

Newspapers are read by them. (passive voice)

Intransitive Verb
An intransitive verb is a verb that denotes an action that does not pass over from the doer or
subject to an object Normally it expresses a state or being, any quality etc.

Examples: I eat.
He writes.
They look nice.
She is beautiful.
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He ran fast.
The baby sleeps.

The above-mentioned examples contain intransitive verbs. Hence, they do not have any passive
form.

Rules:
(i) The subject becomes the object and the object becomes the subject.

(ii) The verb used in the passive voice is the helping verb and verb’s III form.

(iii) In most of the cases, preposition (by) is placed before the object of the passive voice
but there are certain exceptions where instead of the preposition ‘by’ we use some
other preposition about which we will discuss later.

(iv) The proper use of subjective, objective and possessive cases is also required to
change the voice and for this you should follow this table:

Cases
Person/Number Nominative/Subjective Possessive Objective

First/Singular I My/mine Me

First/Plural We Our/ours Us

Second/Singular You Your/yours You
(Plural Same)

Third/Singular He His Him

She Her/hers Her

It Its It

Name Name’s Name

Third/Plural They Their/theirs Them

Specific Rules to Change the Voice
Change of the voice of the tenses in assertive sentences can easily be learned with the help of
the following chart.

Change of Voice: Tense Chart (Passive Voice)

Tense Indefinite Continuous Perfect

Present V1+ s/es Is/am/are+V1+ing Has/have+V3
(in active voice)

Present Is/am/are+V3 Is/am/are+being+V3 Has/have+been+V3
(in passive voice)

Present Tense I eat an apple. I am eating an apple. I have eaten an apple.



Grammar (Non-Textual) 11

examples An apple is An apple is being An apple has been
eaten by me. eaten  by me. eaten by me.

Past Tense V II form Was/were+V1+ing Had+V3
(in active voice)

Past Tense Was/were+V3 Was/were+being+V3 Had+been+V3
(in passive voice)

Past Tense I ate an apple. I was eating an apple. I had eaten an apple.
Examples An apple was An apple was being An apple had been

eaten by me. eaten by me. eaten by me.

Future Tense Will/shall+be+V3 No Change Will/shall
(in passive voice) +have+been+V3

Future Tense I will eat an apple. I will be eating I will have eaten an
Examples An apple will be an apple. apple.

eaten by me. No Change. An apple will have
been eaten by me.

Note: • All the perfect continuous of all the tenses (present, past, future) do not have any passive
form and as mentioned above future continuous tense also does not have any passive form.

• VI means the first form of the verb; VII means the second form of the verb; V3 means
the third form of the verb.

Change of Voice in Interrogative Sentences
Interrogative Sentences can be of two types.

1. Yes/No answer type questions: Such sentences begins with one of the auxiliary verbs
such as is/am/are, was/were, will/shall, has/have/had, may/might, can/could, will/would,
must, dare, do/does/did etc.  To be more clear about its use you should remember the
following points:

(i) If the question in active voice is in Present Indefinite, it begins with do/does.

(ii) If the question in active voice is in Present Continuous, it begins with is/am are.

(iii) If the question in active voice is in Present Perfect, it begins with has/have.

(iv) If it is in Past Indefinite, it begins with did.

(v) If it is in Past Continuous, it begins with was/were.

(vi) If it is in Past Perfect, it begins with had.

(vii) If the question is in any form of future tense it begins with will/shall.

Note: To change any sentence into interrogative we have to place the helping verb before
the subject and in case of simple present and simple past where we do not have any helping verb
we take the help of do/does and did, respectively
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Change of Voice in Interrogative Sentences (Starting with the helping verbs/modal auxiliary)

Helping Verb Change into Examples

Do/does Is/am/are Do you like her? Is she liked by you?

Did Was/were Did you see him? Was he seen by you?

Is/am/are Is/am/are Is he reading a book? Is a book being
read by him?

Was/were Was/were Were they flying a kite? Was a kite being
flown by them?

Has/have Has/have Have you completed your work? Has
your work been completed?

Had Had Had you met him? Had he been met by you?

Will/shall Will/shall Will he help you? Will you be helped by him?

Can/could/may/ Can/could/may/ Can you drive a car? Can a car be driven by
you?

Might/should etc. Might/should etc. Should I do this? Should this be done by me?

2. Passive of Interrogatives beginning with ‘question word’ like what, why, when
etc.: To make the passive of such sentences, the question word i.e. what, who etc. is
retained in the beginning of the sentence and the rest of the sentence is changed according
to the rules given in the Tense Chart.  But in case of questions starting with ‘who’, the
sentence structure is “By whom+helping verb+subject+III form and if the sentence begins
with ‘whom’ it changes into ‘who’.

Remember the following points:

(i) If the question in the active voice is in the simple present/past i.e. the wh-word is
followed by do/does/did the form of the verb in the passive voice question is- is/am/
are/was/were+V3.

E.g. What do you want? (active voice)

What is wanted by you? (passive voice)

Where did you see him? (active voice)

Where was he seen by you? (passive voice)

(ii) If a modal auxiliary is used after the question word in the Active Voice, the form of
the verb in the Passive Voice will be Modal Auxiliary+be+V3.

E.g. Why should I obey him? (active voice)

Why should he be obeyed by me? (passive voice)

Passive Voice of sentences with Modal Auxiliaries
The rule to change such sentences is Modal auxiliary+be+V3+by+agent (if required)

E.g. I can drive a car. (active voice)

A car can be driven by me. (passive voice)
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