
YOUR Personal  Power - cq;fs; Ra rf;jp

		  Great	 Moderate	L ittle	N one 
 	 	 ÜFè‹	 Iîñ£è	 °¬ø¾	Þ™¬ô

1. 	 I can make things happen.
	 è£Kòƒè¬÷ ïìˆF ¬õ‚è 

â¡ù£™ º®»‹.	 	 	 	

2. 	 Circumstances are within my control.
	 Å›G¬ôèœ â¡ è†´Šð£†´‚°œ  

Þ¼‚A¡øù.	 	 	 	

3. 	 I can solve others problems.
	 â¡ù£™ ñŸøõ˜èO¡ Hó„ê¬ùè¬÷ˆ 

b˜‚è º®»‹.	 	 	 	

4. 	 I like continuous learning and  
improvement of my knowledge.

	 ªî£ì˜‰¶ èŸð¶‹, ÜP¬õ 
õ÷˜ˆ¶‚ ªè£œõ¶‹ âù‚°Š 
H®‚°‹.	 	 	 	

5. 	 I have positive mental attitude. 
	 âù‚°„ êKò£ù ñùŠð£¡¬ñ 
	 Þ¼‚Aø¶.	 	 	 	

6. 	 I enjoy taking leadership responsibilities.  
	 î¬ô¬ñŠ ªð£ÁŠ«ðŸð¶ âù‚°
	 ñA›„C¬ò ÜO‚°‹.	 	 	 	

Just because something is difficult,  
It doesn’t mean you shouldn’t try, 

It means you should try harder.

å¼ è£Kò‹ è®ùñ£è Þ¼Šðî£™ ï£‹ Ü¬î„ ªêŒò‚ Ãì£¶ â¡Á 
Ü˜ˆîI™¬ô. ñ£ø£è, Þ¡Â‹ êŸÁ è´¬ñò£è ºòŸC ªêŒ¶ Ü‰î‚ 

è£Kòˆ¬î ªõŸPèóñ£è º®‚è «õ‡´ªñ¡«ø Ü˜ˆî‹.

UNDERSTAND YOUR PERSONALITY 
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Michael	 :	 Last night I was not able to get 
into my locked  apartment.

John            	 :	 How did that happen?  
Did you lose your key?

Michael	 :	 No. I left the keys inside my 
house and came out.

John	 :	 Is it so? How did you lock your 
house without keys?

Michal	 :	 It was an automatic lock.

John	 :	 Then, what did you do with the 
lock? How did you get into your 
house?

Michael	 :	 It was very late. I did not 
know where to go looking for a 
locksmith.

John	 :	 I know! It was 11 O’clock when 
you started from Mukesh’s 
birthday party. Tell me what did 
you do.

Michael	 :	 I broke the lock!

John	 :	 You must be very strong!

Michael	 :	 Don’t make fun of me!

John	 :	 Heh... Heh... Heh...

¬ñ‚«è™	:	 «ïŸÁ Þó¾ Ì†®J¼‰î â¡ 
i†®Ÿ°œ â¡ù£™ ªê™ô 
º®òM™¬ô.

ü£¡	 :	 âŠð® Ü¶ ïì‰î¶? c 
ê £ M ¬ ò ˆ  ª î £ ¬ ô ˆ ¶ 
M†ì£ò£?

¬ñ‚«è™	:	 Þ™¬ô,  ï£¡ ê£M¬ò â¡ 
i†´‚°œ«÷«ò ¬õˆ¶ M†´ 
ªõO«ò õ‰¶ M†«ì¡.

ü£¡	 :	 ÜŠð®ò£? Hø° âŠð® à¡ 
i†¬ì„ ê£M Þ™ô£ñ«ô«ò 
Ì†®ù£Œ?

¬ñ‚«è™ :	 Ü¶ å¼ î£QòƒA Ì†´.

ü£¡	 :	 Hø° Ü‰î Ì†¬ì â¡ù 
ªêŒî£Œ?  âŠð® i†´‚°œ 
ªê¡ø£Œ?

¬ñ‚«è™	:	 I è¾‹  î £ ñ îñ £ùî £ ™ 
âƒ° ªê¡Á Ì†´ KŠ«ð˜ 
ªêŒðõ¬ùˆ «î´õ¶ â¡Á 
ªîKòM™¬ô.

ü£¡	 :	 âù‚°ˆî£¡ ªîK»«ñ! c 
11 ñE‚°ˆî£¡ º«èS¡ 
Hø‰î ï£œ Mö£M™ Þ¼‰«î 
A÷‹Hù£Œ .  â¡ùî£¡ 
ªêŒî£Œ â¡Á ªê£™.

¬ñ‚«è™	:	 ï £¡  Ì†¬ì  à¬ìˆ¶ 
M†«ì¡!

ü£¡	 :	 c Iè¾‹ ðôê£Lî£¡!

¬ñ‚«è™	:	 â¡¬ù‚ A‡ì™ ªêŒò£«î!

ü£¡	 :	 U.... U..... U.....

DIALOGUE BETWEEN             
TWO FRIENDS

,uz;L ez;gh;fspd; 

ciuahly;

(«ñŸÃPò îI› õ£‚Aòƒèœ âOF™ ¹K‰¶ ªè£œõîŸè£èg; «ð„² ï¬ìJ™ Ü¬ñ‚èŠð†´œ÷ù)

MODEL DIALOGUES H.E.L.P.



TIPS TO COMMUNICATE EFFECTIVELY IN ENGLISH (Contd.)

COMMUNICATING WITH DIFFICULT PEOPLE

a.	A ll spoken words need not be from right thinking.

b.	E motions can disturb our thought.

c.	 Handle difficult people with a little understanding.

d.	 Be sensitive and appropriate.

RESPECT

a.	 Communication means exchanging ideas and respecting others.

b.	 Communication begins with managing disagreements.

c.	E veryone has their own opinion.

d.	A gree to disagree politely.

MANNERS

a.	 Don’t interrupt rudely.

b.	 Treat people with courtesy.

c.	 Manners command respect.

BODY LANGUAGE AND TONE

a.	 Maintain eye contact while talking.

b.	S tart your conversation with a smile.

c.	 Your posture exhibits your level of confidence.

d.	 Healthy confidence is not  ‘know-it-all’ attitude.

e.	 Your tone determines the way of understanding.

f.	W rong body language may suppress original ideas.

g.	 ‘How’ you say is more important that ‘what’ you say.

KNOW YOUR ENGLISH H.E.L.P.



Sample: 
1.	W hen I was young I played chess.                                   
	   ï£¡ CÁõòî£è Þ¼‰îªð£¿¶  ê¶óƒè‹ M¬÷ò£®«ù¡.
2.	 When he was in the fifth class he never told lies.  
         Üõ¡ ä‰î£‹ õ°Š¹ ð®ˆ¶‚ ªè£‡®¼‰î «ð£¶ Üõ¡ ªð£Œ«ò„ ªê£¡ù«îJ™¬ô.
3.	 At that time, she liked history. 
       Ü‰î êñòˆF™, ÜõÀ‚° õóô£ÁŠ H®ˆF¼‰î¶.

.

When I

When  he

When she

was at school
lived in Delhi
was studying 

was young
was fifteen

was in the fifth class

At that time,
In those days,
Before 1980,

collected foreign stamps
played chess
worked hard
smoked a lot

read English easily
spoke a lot of English

liked history
didn’t play badmiton

didn’t speak Hindi
never told lies

never went to the cinema

I

he

she

	 1	 2	 3	 4	 5

Write passive sentences in Simple Present.
Eg.	1.	 The documents (print) 	 The documents are printed.
	 2.	 The window (open)	 ________________________  
	 3.	 The shoes (buy)	 ________________________ 
	 4.	 The car (wash)	 ________________________ 
	 5.	 The litter (throw away)	 ________________________  
	 6.	 The letter (send)	 ________________________ 
	 7.	 The book (read, not) 	 ________________________ 
	 8.	 The songs (sing, not) 	 ________________________ 
	 9.	 The food (eat, not) 	 ________________________ 
	 10.	 The shop (close, not) 	 ________________________ 

2.	The window is opened
3.	The shoes are bought
4.	The car is washed
5.	The litter is thrown away

6.	The letter is sent
7.	The book is not read
8.	The songs are not sung.
9.	The food is not eaten

10.	The shop is not closed.
W«ö‚ è£íŠð´‹ è†ìƒèO™ (Columns) õ£˜ˆ¬îèœ îQˆîQò£è‚ ªè£´‚èŠð†®¼‚A¡øù. cƒèœ 

Ü‰î õ£˜ˆ¬îè¬÷‚ «è£˜¬õò£èŠ (1+2+3+4...) ð®ˆ¶ àƒèÀ‚° ãŸøõ£Á âˆî¬ù õ£‚Aòƒè÷£è 

«õ‡´ñ£ù£½‹ Ü¬ñˆ¶Š ð®ˆ¶‚ ªè£œ÷ô£‹. ÜîŸè£ù àî£óíƒèœ W«ö‚ ªè£´‚èŠð†®¼‚A¡øù.

FORM YOUR OWN SENTENCES H.E.L.P.

TEST YOUR ENGLISH SKILLS


