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ABSTRACT  

The word ‘communication’ is derived from the Latin term’ communicare, or ‘Communico’, both 

of which mean ‘to share’.  This is one of the survival skills in this advancing society. Due to the 

LPG (Liberalization, Privatization and Globalization) the importance of English in  Job market 

has gone to the peak since the nature of job and its boundaries are expanded(Dewel,2004). 

Employees started working for other countries in BPO, KPO, BOS (Back office support) and 

other CALL centers. The very passport to enter into this high paid job is just a  graduation and 

very good communication skills in English(Ellis, 2005). The good features of communication 

skills are as follows: 

1. Neutralized Accent; (Onwuegbuzie, 2007) 

2. Good Pronunciation ( No Received Pronunciation); 

3. Language and Vocabulary accuracy;  

4. Customer Friendly interaction; and 

5. Good drafting and Documentation Skills 

Every 6 out of 10 people speak English language but with a little different dialect and 

accent as well. In the twist of time wheel we should be careful to update the job skills so that 

they find fit to be suitable to take up the career chances through challenges because this is a 

survival game.  This paper throws light on the aspects of acquiring English language fluency 

through periodic practices in language. This paper also points out the chronological changes of 

Language, its styles and execution in day-to-day office communication. 
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NEUTRALIZED LANGUAGE STYLE    

 It is a well-known fact that English is not our mother tongue, it is our second language. 

At that same time we cannot use this fact as a license. The world of business communication has 

been growing in a tremendous phase in which language skills play a greater role(Howatt, 1984). 

Effective communicators will have a bright chance as well as career drive prospects. Nobody 

expects us to communicate like Englishmen but they expect us to communicate in acceptable 

English(Koch, 1991).. 

WHAT IS CALLED ACCEPTABLE WAY? 

 The following aspects are called acceptable ways: 

a. Short, Smart and Sweet;  

b. Purpose orientation;  

c. Free from Jargon and Ambiguity; and  

d. Customer friendliness. 

HOW TO WRITE A DOCUMENT WITH ABOVESAID FEATURES  

 In any mode of communication, speaker / writer has to prepare some points and do some 

home work on the following aspects: 

a. Audience; 

b. Purpose; 

c. Style. 

AUDIENCE 

 Communicator should be able to adjudicate the level of understanding of the audience. 

This audience profile will help the communicator to decide the style of presentation(Roberts, 

2008). The audience profile and style will help to attain the purpose of communication. The 
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divorce between these will result in a mess and total effort becomes vain. The communicators 

should check once or twice to verify that their idea is well said in the statements.  The following 

are few examples misaimed communication: 

 

 

        

 

 

       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Few Write-ups of Comic Script and Tragic Sense 

 

11..  AA  TTrroouubblleessoommee--CCoovveerriinngg  NNoottee……  

  

DDeeaarr  SSiirr,,  

  

WWiitthh  rreeffeerreennccee  ttoo  tthhee  aabboovvee,,    pplleeaassee  rreeffeerr  ttoo  mmyy  bbeellooww……  

 

22..  RReessppoonnddiinngg  aann  AAddvveerrttiisseemmeenntt  WWAANNTTEEDD  TTyyppiisstt  ccuumm  aaccccoouunnttaanntt’’  BBootthh  MMaallee  aanndd  FFeemmaallee  ccaann    

          aappppllyy  

AA  ccaannddiiddaattee  aapppplliiccaattiioonn  !!  ??  !!  ??  

  

AAss  II  aamm  bbootthh  ffoorr  tthhee  ppaasstt  sseevveerraall  yyeeaarrss  aanndd  II  ccaann  hhaannddllee  bbootthh,,  II  aamm  aappppllyyiinngg  ffoorr  tthhee  ppoosstt..  

  

 

DDOO  YYOOUU  KKNNOOWW  WWHHYY  IINNSSTTIITTUUTTIIOONNSS  UUSSEE  PPRRIINNTTEEDD  LLEEAAVVEE  LLEETTTTEERRSS??  

  
  SSiinnccee  II  hhaavvee  ttoo  ggoo  ttoo  mmyy  vviillllaaggee  ttoo  sseellll  mmyy  llaanndd  aalloonngg  wwiitthh  mmyy  wwiiffee..  PPlleeaassee  ssaannccttiioonn  oonnee  wweeeekk  

lleeaavvee..  

  

SSiinnccee  II  hhaavvee  ttoo  ggoo  ttoo  tthhee  ccrreemmaattiioonn  ggrroouunndd  aatt  1100’’oo  CClloocckk  aanndd  II  mmaayy  nnoott  rreettuurrnn,,  pplleeaassee  ggrraanntt  mmee  

hhaallff  ddaayy  lleeaavvee..  

  

AAss    II  aamm  ssttuuddyyiinngg  iinn  tthhiiss    sscchhooooll,,  II  aamm    ssuuffffeerriinngg    ffrroomm  hheeaaddaacchhee..  II  rreeqquueesstt  yyoouu  ttoo  lleeaavvee  mmee  ttooddaayy..    

  

AAss  mmyy  mmootthheerr  iinn  llaaww  hhaass  eexxppiirreedd  aanndd  II  aamm  rreessppoonnssiibbllee  ffoorr  iitt,,  PPlleeaassee  ggrraanntt  mmee  1100  ddaayyss  lleeaavvee..  

  

MMyy  wwiiffee  iiss  ssuuffffeerriinngg  ffrroomm  ssiicckknneessss  aanndd  aass  II  aamm  hheerr  oonnllyy    hhuussbbaanndd  aatt  hhoommee  II  mmaayy  bbee    

ggrraanntteedd  lleeaavvee..  

  

MMyy  hheeaaddaacchhee  iiss  ppaaiinniinngg……      
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GUIDELINES FOR EFFECTIVE COMMUNICATOR  

 

1. Know why you want to communicate and what response you wish to get in return. Do 

you just want to establish good will, do you want further information, or do you want 

some action? 

2. Keep the communication short but not too short or you may be misunderstood. 

3. Use words and phrases that the receiver can understand. Don’t use technical language to 

a non- technical person 

4. If your communication is oral as in the case of a presentation, or if it is in writing, charts 

and diagrams may help to communicate your ideas more effectively. 

5. Communication being a two-way process, when the communication is oral, listening is 

extremely important. If the receiver does not listen carefully the speaker may be 

misunderstood.(Richard Culatta,) 

6. To avoid problems and resistance in communication adopt a friendly attitude. Feel, look 

and sound, friendly. 

7. Don’t use tough sense in harsh language and think for some polite expressions, which 

will give good feed back on company’s reputation.   

CONCLUSION 

 It is appropriate to quote the name of play of Shakespeare, a veteran of English Drama –

‘All that starts well ends well’. So communicators should think first then plan and act. The 

golden rule in communication is receipt of communication as expected. One should be more 

concerned on communicative language and its peripherals.  A good communicative people 

make any organization not only successful but also result oriented.      

 



Juni Khyat                                                                                 ISSN: 2278-4632 

(UGC Care Group I Listed Journal)                             Vol-10 Issue-5 No. 3 May 2020 

Page | 101                                                                                                        Copyright ⓒ 2020 Authors 

Books Reference  

Dewel, O.S. (1974/ A Study of Difficulties in Teaching English and Effectiveness of 

Programmed Teaching a System Approach. Ph.D.  Thesis,  Baroda, CASE, MSU, 

Vadodara. 

Ellis, R. Instructed Second Language Acquisition  A Literature Review, Report To The 

Ministry Of Education, Ministry of Education, New Zealand, 2005. 

Onwuegbuzie, A, J., Bailey, P., & Daley, C, E. (1999) "Factors Associated With Foreign 

Language Anxiety
1
, Applied Psycholinguistics, Vol. 20 (2), 217-239 

Howatt, A.A History Of English Language Teaching, Oxford: Oxford University Press. 1984. 

Koch, A. S., & Terrell, T. D. (1991) 'Affective Relations of Foreign Language Students to 

Natural Approach Activities and Teaching Techniques', in Horwitz, E.K., & Young, D. J. 

(eds.) Language Anxiety: From Theory and Research to Classroom Implications. 

Englewood Cliffs, NJ: Prentice Hall, pp. 109-125 

Roberts, Michael and Carol Griiflths. Errors Correction And Good Language Learners. 

Cambridge Language Teaching Library, Cambridge, 2008. 

WEB SOURCES  

Culatta,  Richard. Instructional Design. (n.d.). Retrieved from http:// www. 

instructionaldesign.org/ theories/andragogy.html 


