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READING AND SPEAKING SKILLS
MOST IMPORTANT QUESTIONS FOR EXAM

MUST WATCH TO UNDERSTAND EACH CONCEPT IN EASY WAY.....

What is information overload? How does it affect communication?

Information overload occurs when a person is exposed to an excessive ameunt of
information, which can be difficult to process, understand, or manage. Ehis can happen when
the volume of information exceeds an individual’s cognifive capacityymaking it
overwhelming. With constant access to vast amounts @f dataithrough theyinternet, emails,
social media, and other sources, people may struggle to:filter out irrelevant or unnecessary
information.

How it affects communication: Information overload camSignificantly impair
communication in several ways:

1.

Reduced Focus and Comprehensiony\When individuals receive too much
information at once, they may/ struggle tofocus on the most important points. This can
lead to confusion or misinterpretation‘of the message being communicated.

Decision Fatigueyln environments where there is an overload of information, people
may experience decision fatigue, where the ability to make thoughtful decisions is
diminished due to.beingyoverwhelmed by choices or data.

Decreased Productivity:“lnstead of being efficient, individuals may spend more time
tryin@yto process.and organize information, which can lead to delays or decreased
productivity.

Miscammunication: When there’s too much information to process, key details may
be overlookedior lost, leading to misunderstandings or miscommunication.
Stressiand Fatigue: Constantly dealing with too much information can cause stress
and mentalfatigue, making it harder for people to engage in clear and effective
communication.

To manage information overload, individuals and organizations can adopt strategies such as
prioritizing important information, simplifying messages, using filters to reduce unnecessary
input, and setting aside time to process information effectively.

What are the different kinds of reading skills that may be taught in a language classroom?



In a language classroom, there are several different kinds of reading skills that can be taught
to help students improve their reading comprehension, fluency, and overall understanding of
texts. These skills allow learners to approach texts in different ways, depending on their
purpose for reading. Here are the key reading skills commonly taught:

1. Skimming

e What it is: Skimming is the technique of quickly reading a text to get the general idea
or overview without focusing on details.

e Why it's important: It helps students understand the main points and purpose of the
text before reading it in depth.

« Example activity: Read the title, headings, and the first andgast sentences of each
paragraph to get a quick understanding of the text.

2. Scanning

e What it is: Scanning involves looking for specific informationywithin‘a text, such as a
date, number, name, or key fact.

« Why it's important: It helps students locate particular detailsyn a text quickly
without reading everything.

« Example activity: Find the phone number-or emailaddress in a brochure, or look for
a specific word in a dictionary.

3. Intensive Reading

e What itis: Intensive readingfocusesien understanding every detail of a short, dense
text. It involves eareful, slow reading fonfull comprehension.

« Why it's important: It'helps students develop deep understanding and focus on
grammatical structuresyvocabulary, and key ideas.

« Example activity:'Read a short'passage, highlight important details, and answer
comprehension questions.

4. Extensive Reading

e Whatit is: Extensive reading involves reading longer texts, often for enjoyment or
general mformation, with the focus on overall comprehension rather than on every
detail.

e Why itis important: It helps build vocabulary, fluency, and confidence in reading
without getting bogged down in individual words or phrases.

« Example activity: Reading novels, magazines, or articles for pleasure, summarizing
the general meaning.

5. Critical Reading

o What itis: Critical reading involves evaluating and analyzing the text's content,
structure, and arguments. It helps students assess the quality, logic, and validity of the
information.

e Why it's important: It develops students' ability to think critically and form their
own opinions about what they read.



o Example activity: After reading an article, students might discuss whether they agree
with the writer's points and provide evidence to support their opinions.

6. Inferential Reading

e Whatitis: Inferential reading is about reading between the lines to understand
implied meaning, beyond what is explicitly stated in the text.

e Why it's important: It helps students develop deeper comprehension by making
connections, predictions, and drawing conclusions based on the text.

o Example activity: Reading a story and inferring why a character acts in a certain way
or predicting what will happen next based on clues in the text.

7. Word Attack Skills (Vocabulary Development)

« What it is: Word attack skills involve using various strategies to understand new
vocabulary or unfamiliar words in a text.

« Why it's important: It helps students build vocabulary‘and understand unfamiliar
words in context, which is crucial for overall comprehension.

« Example activity: Guess the meaning of a new'word based on,its context, word parts
By practicing these various reading skills, students,canybeceme more effective readers
and improve their ability to understand differentitypes ofitexts for various purposes.

How is formal communication different from informal communication?

Formal Communication: Formahcommunication is aitype of interaction that takes place in
professional or official settings; where clarity, precision, and respect for hierarchy are
essential. It typically followsa set structure, with clear rules for tone, language, and format.
This type of communication,is used ferbusiness emails, official memos, reports, or academic
correspondence, where'the language,is typically formal, direct, and devoid of slang. For
example, an employee might send an email to their manager stating, "Dear Mr. Smith, |
would like to request time offufor next week due to a family matter. Please let me know if any
further detailS-are reguired:® This ensures that the message is delivered in a respectful and
clear manner, often addressing people in positions of authority, clients, or external parties.

Informal Communication: Informal communication, on the other hand, occurs in relaxed,
social settings between friends, family, or colleagues in casual environments. The tone is
conversational; friendly, and often spontaneous, with little concern for grammar or structure.
This type of communication is used in text messages, casual chats, or social media
interactions, where the focus is on building relationships or sharing personal experiences. For
example, a text message to a friend might read, "Hey! Are we still meeting up later? I can’t
wait to catch up!™ It allows for flexibility in language, often including slang, abbreviations, or
humor, and is typically less rigid and more comfortable compared to formal communication.

Aspect Formal Communication Informal Communication



Aspect Formal Communication Informal Communication

Setting Official, professional, academic Casual, social, personal
Tone and Professional, clear, and structured Relaxed, conversational, and casual
Language

To convey important, often official ~ To build relationships, share
Purpose . : .

information personal stories
Structure Structured and organized Flexible and spontaneous
Audience Superiors, clients, official contacts  Friends, family, colleagues, peers
Examples Business emails, official reports, Text messages, chats, casual emails

memos

What is a Narrative Text ? Describe its structure.

A narrative text is a type of story that tells about eventsier experiences. These stories can be
real or made-up, and they often focus on characters whe go through a series of events. You
can find narrative texts in books, short stories, and even,ih,movies ok TV shows.

Structure of a Narrative Text

A narrative text usually follows a clear structure that helps totell the story in an organized
and engaging way. Here are the main‘parts:

1. Orientation (Introduction)

o What itis: This is where the story begins.

o What it ingludes: The characters are introduced, and we learn about where
and when theistory is happening. We also get a sense of the initial situation or
problem the characters face.

2. Complication (RisingyAction)

owWhat it 1s: Thisipartbrings in the problem or challenge.

o What rtincludes: Something happens that causes trouble or conflict for the
main,charagter. This makes the story interesting and keeps the reader wanting
to know, what will happen next.

3. Climaxy(Turning Point)

oWhat It is: This is the most exciting or intense part of the story.

o What it includes: The main character faces the biggest challenge of the story,
which decides how the story will end. It’s the turning point where the main
character makes an important choice or takes action.

4. Resolution (Falling Action)

o What itis: The conflict starts to be solved.

o What it includes: After the climax, things begin to calm down. The problem
is dealt with, and the story starts to wrap up.

5. Coda (Conclusion)

o What itis: The final part that finishes the story.

o What it includes: The story ends and any loose ends are tied up. The
characters’ situations are clarified, and the story reaches a conclusion.

The Brave Girl (EXAMPLE)



« Orientation: Emma, a young girl in a small village, loves to help others. One day, a
big storm hits the village, and the river near her house begins to flood.

o Complication: The floodwaters rise quickly, and Emma’s family home is in danger
of being swept away. Emma’s parents are busy helping neighbors, and she is scared,
but she knows she must act.

o Climax: Emma remembers an old bridge nearby that can be used to get to higher
ground. Despite the rain and the rushing water, she decides to go across to find help.

o Resolution: Emma bravely crosses the bridge and warns everyone about the flood.
The villagers move to safety just in time, avoiding disaster.

o Coda: After the storm passes, the village praises Emma for her bravery. She feels
proud knowing that she made a difference.
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