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When one individual has had an interchange of thoughts and ideas with 

another person, we say that communication has taken place.  To be in 

communication means to share a mutual understanding or feeling. 

Normally, this communication is an exchange of ideas on a common basis at 

understanding, For effective communication, one has to develop sufficient 

skills in language usage. A successful use of skills in language makes 

communication clear, effective and meaningful. Language is frequently 

described as a „Skill‟ rather than subject. The skill is more a matter of 

„doing‟ than of „knowing‟.  

Language is, therefore, called a „complex skill‟, having two parts and each 

part comprising two language skills. This is given below:  

I. Comprehension (Receptive)Skills (Listening Skill & Reading Skill) 

II. Expressional (Productive) Skills (Speaking Skill & Writing Skill) 

In this paper, I am going to discussed how these 4 skill using in our regular 

communications and its components too. There are four basic language 

skills, i.e. Listening Skill, Speaking Skill, Reading Skill, and Writing Skill. 

These skills are fundamental in language learning. The skill of Listening is 

passive in nature as it requires less exertion on the part of the learner. The 

skill of reading is regarded as passive in nature and receptive, too. This skill 

is also regarded as “Graphic-Motor skill” as it involves visual and 

psychomotor organs. The Skill of Speaking is active in nature and 

Keywords: 

 

Language Skill, 

Communication, Listening 

Skill,  Speaking Skill, 

Reading Skill, Writing Skill,  

Professional Development 



Language Skills related to Communication Skill for Sustainable… 

32 
 

productive also. To speak with proper pronunciation is necessary for the 

right communication. It is an expression skill, and it is a first basic skill for 

communication. Speaking includes everything related to speech. These skills 

are very important for each and everyone‟s development and off course for 

whom, who are connected with Teaching Field. 

 

 

Introduction 

It is being repeatedly told that this is the modern era of learning where science and 

technology is fast growing and resulting in new knowledge, skills and attitudes; and it gives 

a major challenge before educational planners, administrators, researchers, teachers and 

managers of education on international standards. In this context, a global trend obviously is 

the increasing use of modern Information and Communication Technology in Education in 

general and Language Learning in particular. 

For effective communication, one has to develop sufficient skills in language usage. A 

successful use of skills in language makes communication clear, effective and meaningful. 

Language is frequently described as a „Skill‟ rather than subject. The skill is more a matter of 

„doing‟ than of „knowing‟. Language is, therefore, called a „complex skill‟, having two parts 

and each part comprising two language skills. This is given below:  

1) Comprehensional (Receptive)Skills  

 Listening Skill 

 Reading Skill 

2) Expressional (Productive) Skills 

 Speaking Skill 

 Writing Skill 

* Comprehension / Receptive Skills 

There are four basic language skills, i.e. Listening Skill, Speaking Skill, Reading Skill, 

and Writing Skill. These skills are fundamental in language learning, especially in a foreign 

language like English. Here, There is discussion of those Skills,   its components and how 

can we effective  use it in our professional developments too. 

1.  The Skill of Listening 

 This is passive in nature as it requires less exertion on the part of the learner. It is also 

called receptive skill because while listening, the person is at the receiving end of the 

communication channel. During the development of listening skill, the learner will be able to-  
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 Recognize the characteristic English speech sound. 

 Understand the meaning of words in context. 

 Understand the grammatical significance of the structural items that are used. 

 Guess the meaning of unfamiliar words from the context. 

2.  The Skill of Reading 

 The skill of reading is regarded as passive in nature and receptive, too. This skill is 

also regarded as “Graphic-Motor skill” as it involves visual and psychomotor organs. The 

learner of English must know reading English because reading opens the gate of knowledge. 

It is also a good source of self- education. While reading, the students will be able to – 

 Read a paragraph or a passage with proper tone, rhythm, pause and speed. 

 Explain their reading comprehension. 

 Comprehend the meaning of the text. 

 Read with proper and correct pronunciation. 

 Understand the meaning hidden in the text. 

 Read the picture and able to understand the meaning hidden in the picture. 

 Read without any jerk. 

* Components of Comprehension / Receptive Skills 

  By doing detail studies of literature related to Listening Skill extracted from internet, 

the investigator elicited below given components of Listening Skill: 

 Components of Listening Skill 

There are five key elements of active listening. They all help the person to ensure that 

he/she  hears  other persons, and that the other persons know that the counter person is 

hearing what they are saying.  

1. Pay  Attention 

Give the speaker your undivided attention and acknowledge the message. Recognize 

that what is not said also speaks loudly.  

o Look at the speaker directly.  

o Put aside distracting thoughts. Don‟t mentally prepare a rebuttal!  

o Avoid being distracted by environmental factors.  

o “Listen” to the speaker‟s body language.  

o Refrain from side conversations when listening in a group setting.  
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2.  Show that you are listening: 

  Use your own body language and gestures to convey your attention. 

o Nod occasionally.  

o Smile and use other facial expressions.  

o Note your posture and make sure it is open and inviting.  

o Encourage the speaker to continue with small verbal comments. 

 

3. Provide Feedback: 

Our personal filters, assumptions, judgments, and beliefs can distort what we hear. As 

a listener, your role is to understand what is being said. This may require you to reflect what 

is being said and ask questions.  

4. Defer Judgment: 

Interrupting is a waste of time. It frustrates the speaker and limits full understanding of 

the message.  

o Allow the speaker to finish.  

o Don‟t interrupt with counter-arguments.  

5. Respond Appropriately: 

Active listening is a model for respect and understanding. You are gaining information 

and perspective. You add nothing by attacking the speaker or otherwise putting him or her 

down.  

o Be candid, open, and honest in your response.  

o Assert your opinions respectfully.  

o Treat the other person as he or she would want to be treated.  

By doing detail studies of literature related to Reading Skill extracted from internet, 

the investigator elicited below given components of Reading Skill: 

 Components of Reading Skill 

1. Phonemic Awareness 

2. Phonics 

3. Vocabulary 

4. Fluency 

5. Comprehension 

*  Problems of Comprehension Skills 

 Problems of Listening Skill 
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1. Biological Problems- If a listener has deftness, he/she cannot develop listening 

skill. A listener having any biological problem regarding listening voice, he/she has 

problem in developing listening skill. 

2. Giving no Attention- If a listener is not paying proper attention while listening, 

he/she is not able to develop listening skill properly.  

3. No Concentration- If he/she is not concentrating properly on what speaker is about 

to speak, he/she is not grasping the meaning of the content and result will be improper 

listening. 

4. Lack of Interest-  If a listener does not have interest in the matter which is going 

to tell by the speaker, he/she is not going to pay proper attention towards the matter 

and result will be poor listening. 

5. Improper Sounds- If a speaker is speaking without proper tone, intonation, stress, 

pause and correct pronunciation, a listener is not able to understand and because of it, 

he/she will lose attention and interest.  

6. Unwanted Noises- Noise Pollution- If there is lots of noise pollution around the 

place where a speaker is speaking, it  will create problem for a listener. Because of 

this, a listener is not able to concentrate and he/she will lose interest and result will be 

poor listening. 

 Problems of Reading Skill 

 Physical problems 

 The dissimilarity of the scripts, which is quite new to the pupils. 

 The variance between the print script and the cursive script. 

 The internal alignment of letters into words in a way different from one obtaining in 

Indian languages, that follow different regional patterns. 

 The nature of the movement of the eye in reading English letters vis-à-vis  those in 

the regional languages. 

 The nature of stress and intonation and its impact on reading skill. 

 The system of pronunciation and its variance with the spelling and their likely 

impact on reading. 

  Remedies of the Problems for Comprehensional Skills 

Following are the suggestions for the remedies for the problems for Comprehensional 

Skills: 

 Remedies of the Problems for Listening Skill  

 Consult the Doctor. 
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 Make your students attentive. Use some Techniques. 

 Concentration. 

 Use interesting materials and techniques. 

 Audible Sound. 

 Variation in speech. 

 Remove noise pollution.  

 Remedies of the Problems of  Reading Skill faced by the Person 

 Consult the eye-specialist. 

 Good handwriting of a teacher. 

 Exposure of script at proper time. 

 The use of chalk-board, chits, slides, notices, flashcards, pictures, computer software 

etc. 

 Reading after sufficient oral work. 

 Model Reading/s. 

 Practice, Habit formation. 

 Exact instructions. 

 Interesting tasks, and activities. 

 Exercises. 

 Using various methods for Reading such as The Alphabetic Method, The Phonic 

Method, The Whole Method (a) The Whole Word Method (b) The Sentence Method, 

The Picture Method, The Story Method 

Expressional/Productive Skills 

There are four basic language skills, i.e. Listening Skill, Speaking Skill, Reading Skill, 

and Writing Skill. These skills are fundamental in language learning, especially in a foreign 

language like English. 

The Skill of Speaking 

 The Skill of Speaking is active in nature and productive also. To speak with proper 

pronunciation is necessary for the right communication. It is an expression skill, and it is a 

first basic skill for communication. Speaking includes everything related to speech, i.e.  

Pronunciation, intonation, stress, rhythm, pitch, tone, style, expression.  While developing 

Speaking skill, the learner will be able to – 

 Pronounce various vowel and consonant sounds distinctly. 

 Pronounce and speak English speech sounds. 
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 Use appropriate stress and intonation patterns in their speech. 

 Use appropriate words and structures to express the desired meaning in the speech. 

The Skill of Writing 

 The Skill of Writing is also productive and active in nature, and it also involves the 

visuals and psychomotor organs and hence called “Graphic – Motor Skill” also. While 

writing, the learner will be able to – 

 Comprehend the dialogue and write its gist. 

 Give their expression in written form. 

 Write the words with proper size and shape. 

 Write using the correct spellings and structures. 

 Comprehend the meaning of vocabulary with right shape & size. 

The Skill of Writing is an important factor in teaching a foreign language. 

-  Components of Expressional/productive Skills 

By doing detail studies of literature related to Speaking Skill extracted from internet, the 

investigator elicited below given components of Speaking Skill: 

 Components of Speaking Skill 

1. Mechanics 

 Pronunciation 

 Grammar (grammatically correct and logically connected sentences) 

 Vocabulary 

 Stress 

 Tone/intonation 

2. Functions 

  Information Exchange 

 Clarity of message 

 Interaction 

 Rhythm 

3. Social and Cultural rules & norms 

 Turn- taking 

 Rate of Speech 

 Length of pauses between speakers  

 Relative roles of participants 

 Components of Writing Skill 
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 Graphics 

* Letters of right shape and size 

* Proper spacing between letters, words, sentences and lines 

* Capital letters and Punctuation marks 

* Fluent hand Movement 

 Language 

* Grammatically Correct 

* Parts of Speech 

* Vocabulary  

 Literature 

* Literary Forms 

* Figures of Speech 

* Vocabulary 

* Style 

-  Problems of Expressional/productive Skills 

 Problems of Speaking Skill 

 Biological problems 

 Psychological problems 

 Tendency of slurring over leads to clipping sounds. 

• The less obvious differences in the pronunciation of some words go undetected. 

                          

 Problems of Writing Skill 

 Graphic- Letters of improper shape and size, improper/no spacing between 

letters, words, sentences  and lines, mistakes in Capital letters, Punctuation 

marks, No fluent hand movement 

 Language- Grammatically incorrect, Mistakes in Parts of Speech, Shortage of 

Vocabulary and Spelling mistakes 

 Literature- Improper Literary Forms, No/Improper/Overuse of Figures of 

Speech, Limited/Improper Vocabulary, Style 

 Content- No exactness; No ideas, thoughts, imagination, No logical 

development, No lucidity– Improper Paragraphing, No depth – Superficial 

writing, Not from within. 

 

- Remedies of the Problems for Expressional Skills 
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Following are the suggestions for the remedies for the problems for Expressional Skills: 

 Remedies of the Problems for Speaking Skill  

 Consult a doctor. 

 Consult a psychiatrist and speech therapist.  

 More and more Listening Experiences should be provided. 

 Scientific knowledge of Sounds should be provided (Phonetics). 

 Scientific knowledge about Organs of Speech, Articulation and Components of 

Speech skill. 

 Practice work for Rhyming words and Homonyms. 

 Preparing Proper Material for the students (Slogans, Rhymes, Hymns, Tongue-

Twisters). 

 Demonstration. 

 Drill work (Chorus). 

 Production. 

 Create atmosphere. 

 Create confidence among the students. 

 Give chance to all.  

 Correction work: Don‟t be hasty, Have some patience, Be positive. 

 More and more Planned Oral work. 

 Use different devices and techniques. 

 Create meaningful situations for speaking. 

 Use Conversation, Dialogues, Role-play, Dramatization techniques. 

  Use Standard Courses for speaking  English. 

 Remedies of the Problems for Writing Skill  

 Graphic 

 * Start with joyful drawing activities. 

 * Use the course developed scientifically. 

 * Sufficient demonstration & Position of a note-book, holding of a pencil. 

     * Sufficient explanation and guidance. 

     * Patience & Joyful, Regular practice. 

 Language 

      * Teaching of Grammar – Structural/Functional. 

      * Pattern Practice. 
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      * Vocabulary Enrichment.  

      * Spelling- Eye, Ear & Hand. 

 Literature 

      * Exposure of Literary Forms. 

      * Teaching of Figures of Speech. 

      * Exposure of eminent writers‟ work- Appreciation Programme. 

      * Teaching Vocabulary with context. 

      * More and more reading and discussion 

         about Theme, Presentation, Style etc. 
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