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Section 1: Welcome and How to Use This Workbook

Your Roadmap to Practical English Speaking Confidence in 30 Days

This digital workbook is a hands-on speaking tool, not a theoretical grammar textbook. If you read this silently with your eyes, your speaking will

barely change. To develop fluent English, you must open your mouth, exercise your vocal cords, and pronounce sentences aloud every single day.

Professional Reality Notice: Fluency is an athletic habit. In the modern workplace, neutral, clear Indian English is respected worldwide.
You do not need a foreign accent; you need clarity, proper sentence order, and confident delivery.

I Who Is This Workbook For?

Freshers & College Graduates

You understand English when reading or listening, but freeze or
hesitate when speaking during campus placements, walk-in drives,
and HR screenings.

& Uga a7 G GHT a GHS a8 e §evey IT SISl & G
Fidd o7 357 o 81

Early-Career Working Professionals

You want to speak clearly in daily standups, team meetings, phone
calls, and client discussions without fear of being judged or
misunderstood.

3bg & &1 e g reft & Hiferg dicy 3N v & ary s
7T BT A8 &1

I Core Mindset Rules

Mental Translators (Hindi to English)

You formulate sentences in Hindi first, search for English words in
your head, and pause awkwardly while translating grammar rules.

S famrT 7 uset f8dt Grerd 8 1O eiercie #va & 3k &t 7 Sfea o 81

Nervous & Hesitant Speakers

You worry excessively about grammar mistakes, pronunciation, or
judgment, leading you to stay quiet even when you know the
answer.

& 77Tl §17 & S @ U6 WA & SR YT B HH TG XA 5/

Clarity Over Accent (TUTAT IR HI Wﬁﬁ?ﬁ?%): You do NOT need a fake British or American accent. In the global workplace,
neutral, clear, understandable Indian English is fully respected and accepted. Focus on speaking words clearly at a steady pace.

Communication Over Perfect Grammar (STd T ¥ 3{T-T ATHRT aﬁq;umﬁam 2): Real conversation is not an exam paper. If you
say 'Yesterday | go to market' instead of ‘'went’, the listener still understands you. Do not stop speaking mid-sentence just because a verb

tense was imperfect. Keep moving forward.

Speaking Aloud is Non-Negotiable (ﬂ'&f@ﬁﬁ\“ﬁ? EEIGEI arﬁanf%) Reading silently with your eyes trains your brain to read, not
your tongue and facial muscles to speak. You must pronounce every sentence ALOUD every single day.

Consistency Beats Intensity R)ITrl'Fﬂ 25 ﬁFIE', F@ﬁ@m 3 ﬂ%@ﬁ?’cﬂ'%) A daily 20-30 minute speaking routine builds muscle
memory and mental reflexes far faster than studying grammar for hours once on the weekend.

I Your Daily Routine Options

TIME ACTION

5 Mins Learn & Understand

5 Mins Read Aloud & Muscle Memory
7 Mins Guided Practice & Translation

WHAT TO DO
Read today's concept, vocabulary, and Hindi explanations.
Speak the model sentences aloud 3 to 5 times at normal pace.

Solve the sentence-building and Hindi-to-English prompts aloud.



TIME ACTION

5 Mins Personalize & Record Voice

WHAT TO DO

Replace example details with your real information and record a 60-second

voice note on your phone.

3 Mins Self-Check & Reflection

Listen back, tick your checklist, and note down one win and one

improvement area.

I How to Practice Without a Speaking Partner

The Phone Voice-Recorder Method (3"13? froprer

GERIED)

Open the default voice recorder app on your smartphone. Record
your 1-minute daily answer. Play it back immediately. You will
instantly notice your pacing, pauses, and clarity without needing
an expensive teacher.

Self-Dialogue (aT-ﬁ frverl &t Ya m

When practicing two-person conversations (interviewer vs.
candidate, or manager vs. team member), speak both roles aloud.
Change your tone slightly for each person to train natural
question-and-answer flow.

The Mirror & Eye-Contact Drill (an'ﬁ%wﬁ SWT)

Stand in front of a mirror while delivering your self-introduction or
workplace response. Maintain eye contact with yourself. Smile
naturally and control nervous hand gestures.

Free Text-to-Speech Reference ed éﬂ'-{-'\‘ﬂﬂm

If unsure how an English phrase sounds or where the pause falls,
paste the sentence into Google Translate or free browser text-to-
speech tools and listen to the natural sentence rhythm once
before repeating aloud.

I Starting-Level Self-Assessment

Before starting Day 1, rate yourself honestly from 1 (Very Difficult) to 5 (Very Easy/Comfortable) across these 6 speaking dimensions. Record your
baseline total score (out of 30). You will re-take this on Day 30 to measure your growth.

# DIAGNOSTIC SPEAKING DIMENSION MAX SCORE DAY 1 SCORE (1-5)
1 Introducing myself smoothly for 60 seconds without long pauses 5
2 Explaining my daily routine, past studies, and skills in simple English 5
3 Converting my thoughts into English without translating word-for-word in my 5
head
4 Answering common interview questions without panic or freezing 5
5 Speaking politely to colleagues and asking for help or clarification at work 5
6 Continuing to speak smoothly even after making a small grammar mistake 5

TOTAL BASELINE SCORE 30 /30



Section 2: Build Your English Speaking Foundation

The 8 Core Sentence Structures You Need to Speak Clearly

You do not need to memorize hundreds of abstract grammar rules to speak fluent English. You only need to master 8 fundamental speaking
sentence patterns. Understand the structure, see the Hindi meaning, note common pitfalls, and drill the sentences aloud.

1. The Golden English Sentence Order: Subject + Verb + Object (S-V-0)

In Hindi, the verb comes at the very end of the sentence ('Ef [S] @1 [O] tﬁﬁTg [V]). In English, the verb MUST come right after the person or
subject (I [S] drink [V] tea [O]). This single difference causes 70% of beginner hesitation.

Formula: Subject (PI) + Verb (T fhdT) + Object/Detail (TFIT/HEl/Pd)

ENGLISH SENTENCE

| prepare for job interviews every morning.

Pooja manages customer queries.

We completed the project on Friday.

&t ordf 7 waH

IS YoIg WS Sy B AR BRATE |

(Subject: || Verb: prepare | Object: for job interviews)

TSl T6h! & FaTal Bl SHIed g |

(Subject: Pooja | Verb: manages | Object: customer queries)

B YhaR HI Tieide QX7 fpa

(Subject: We | Verb: completed | Object: the project)

Common Pitfall: ){ +datlyinterviewpreparationde: = [ | prepare for interviews daily.

Why: In English, never push the action verb to the end like Hindi. Place the verb immediately after the subject.

$®: Guided Speaking Drill: Speak aloud: 'l build web applications.' 'l send reports on time." 'l attend team meetings every Monday.'

2. The Three Core Time Frames: Present, Past, and Future

When speaking, you only need to master three core states: what you do regularly (Present Simple), what you completed (Past Simple), and

what you will do (Future Simple).

Formula: Present: Sub + V1 (do/work) | Past: Sub + V2 (did/worked) | Future: Sub + will + V1 (will work)

ENGLISH SENTENCE

Present: | work as a digital marketer.

Past: | completed my Bachelor's degree in 2024.

Future: | will join the team next Monday.

& ardf 7 wgaf
# fefSed Adher & TN HH SRAT§ |

(Regular habit or current profession)

T 2024 H 3o SEerR feuht gt @
(Action finished in the past)
T SATS! HHER 1 A W I

(Decision or plan for the future)

Common Pitfall: ){ Yesterdaytcome-to-officetate: = [ Yesterday | came to office late.

Why: When talking about yesterday or past time, always use the second form (V2) of the verb: came, completed, attended, sent.

$®: Guided Speaking Drill: Speak aloud: 'Today | learn English.' -> 'Yesterday | learned English.' -> ‘Tomorrow | will learn English.'

3. Positive and Negative Sentences @& 3R AT aﬁraﬁm)

To say 'No' in English, you cannot just add 'not' after any word. In the present tense, use 'do not' (don't) or 'does not' (doesn't). In the past

tense, use 'did not' (didn't) followed by the base verb (V1).

Formula: Present Negative: Sub + do/does not + V1 | Past Negative: Sub + did not + V1



ENGLISH SENTENCE

I do not (don't) hesitate when talking to friends.

He does not (doesn't) have prior sales experience.

I did not (didn't) receive your email yesterday.

Common Pitfall: X{ tretkrew-the-answer—7Hdidn'treceived-thefite: & [ | do not know the answer. / | didn't receive the file.

&t ardf 9 Wt
S ¥ 9T B 999 49 freras g1 sian|

(Use 'do not" with I/You/We/They)

ISP U Ugd HT I 34T el g1

(Use 'does not' with He/She/It)

T 1 TS S0 ol B

(Notice: 'did not receive', NOT 'did not received')

Why: Always pair 'not' with helping verbs (do/does/did), and never use a past verb after 'did not'.

$®: Guided Speaking Drill: Speak aloud: 'l agree’ -> 'l do not agree.' | 'l called' -> 'l did not call.’

4. Asking Direct and Polite Questions (AT &+ &1 Tg! adi)

In Hindi, adding "®T" makes a question. In English, you must invert the helping verb (Do, Does, Did, Is, Are, Can) to the front, or start with a
5W1H question word (What, Where, When, Who, Why, How).

Formula: Yes/No: Helping Verb + Subject + Main Verb? | WH: WH-Word + Helping Verb + Subject + Main Verb?

ENGLISH SENTENCE

Do you have any questions for me?

Where did you complete your internship?

Could you please explain this task again?

&t ardf 7 Tgaf
T 3P Uiy W T B ard 22

(Standard interview question)

SATO 37U SR Fel I B1?

(WH question in the past)

T 3T HUTT I8 BT SITRT JH Thd 87

(Polite workplace request)

Common Pitfall: ){ Whatyetrnameisz/Why-yotaretete? = [ What is your name? / Why are you late?
Why: In questions, the helping verb (is, are, do, did) comes BEFORE the subject, not after.

®. Guided Speaking Drill: Speak aloud: 'Are you available today?' 'What do you do?' ‘When can we connect?'

5. Mastering Crucial Helping Verbs: Is, Am, Are, Was, Were, Have, Has

Helping verbs tell the listener WHO and WHEN. Confusing 'is' with ‘are' or 'has' with ‘have' makes speech sound messy.

Formula: Singular Present: He/She/It + is / has | Plural & I/You: I am / have, We/They + are / have | Past:

(singular), Were (plural)

ENGLISH SENTENCE

| am a graduate from Delhi University.

She has three years of accounting experience.

They were working on the quarterly budget yesterday.

& ardf 7 wgaf
# foeet gfafid 3 I9ue §|

(Identity / state)

S U SHISICT T 3 WA BT SIHT 3|

(Possession with singular subject)

9 Hd faATE! Iolc W HTH BB U

(Past continuous with plural subject)

Common Pitfall: ){ tam-having-three-yearsexperience: = [ | have three years of experience.

Why: Possession of skills, family members, or experience uses simple ‘have’, not continuous 'having'.

#®. Guided Speaking Drill: Speak aloud: 'l have a question.’

‘He has great skills.' 'We are ready to start.’

6. The Four Power Connectors: Because, But, So, Although

Was



Speaking like an adult means connecting two small sentences into one smooth thought. Connectors allow you to explain reasons, contrasts,
and results naturally.

Formula: Sentence 1 + [Connector] + Sentence 2

ENGLISH SENTENCE &t ord 7 HaH
Because (F1f%): | want to join this company because your A 59 HU Y FS1 I8 § FNfh ST T U SgaRkiF 8|
training program is excellent. (Gives reason)

But (ﬁﬁﬂ): | am a fresher, but | have built three live projects. H bR ?’5, Wﬁﬁmmw%l

(Shows contrast)

So (3TTHT): The deadline was short, so we divided the tasks. Sgard &4 o, 3gfe gHa 19 i fam|

(Shows result)

Although (gTdiT%): Although | am nervous, | will deliver my graite & 749 g bR off & oroeht Ooie=e gaml

presentation. (Acknowledges condition)

Common Pitfall: ){ Beeausetwas—sick—set+coutdroteome: = [ Because | was sick, | could not come. (OR) | was sick, so | could not
come.
Why: In English, do not use 'because’ and 'so' together in the same sentence like Hindi El'\ﬁ? g9faT.

®. Guided Speaking Drill: Speak aloud: 'l practiced daily, so my speaking improved." 'l like coding because it solves real problems.'

7. Essential Reaction & Response Expressions (STdiid &1 31 §gT- aTel aTaRI=N)

In real conversations, you cannot just stand silent while another person speaks. You need natural English micro-responses to show active
listening and confidence.

Formula: Listen -> Acknowledge -> Respond

ENGLISH SENTENCE Rt ord 7 wgof

I understand. o g T/ I B
(Professional acknowledgment)

That makes sense. gg d1d W T A B
(Agrees with logic)

That is a great point. Ig 9gd 331 gga/foig 71
(Validates speaker in meetings)

Sure, | would be happy to help. faegpd, H’Q Teg dxA § it gt
(Polite acceptance)

Let me check and get back to you. Hﬁf I TR 3MUB! T G|

(Professional deferral when unsure)

Common Pitfall: ) Say
‘Understood, sir/ma‘am’ or 'Certainly'.
Why: Silent nodding looks uncertain or disengaged on phone calls and video meetings.

gs: = [ Using short verbal confirmations like

®: Guided Speaking Drill: Speak aloud: ‘Understood.' 'Certainly.' 'That sounds good.' 'l will check and update you."'

8. The Answer Expansion Formula: 1 Core Answer + 2 Relevant Details

Indian beginners often answer questions with 1 or 2 words ('Yes', 'No', 'Delhi’, 'Coding’). This makes you look unconfident in interviews.
Always give your direct answer, then add ONE reason or ONE specific example.

Formula: Direct Answer (ﬁFﬂ/?ﬁ'ﬂT SIdId) + Reason (ﬁﬁ?...) + Real Detail/Example (ﬁ% f%...)

ENGLISH SENTENCE &t ord 7 Haof
Short/Weak: 'Yes, | know Excel.' -> Expanded: 'Yes, | am HHSIR SIATS P g HRUT 3R IGTER0T TSR 2-3 Il | faaR
comfortable with Microsoft Excel. | regularly use VLOOKUP 3l

and Pivot Tables to organize sales data.’ (Instantly doubles interviewer confidence)



ENGLISH SENTENCE & aref 7 g

Short/Weak: 'l like reading.' -> Expanded: 'l enjoy reading Tter aTd + fawg + SR
non-fiction books, especially about technology trends, (Shows maturity and depth)
because it helps me learn new perspectives.’

Common Pitfall: ){ @:Be-yettike-workingirteamszA=Yess = [ Q: Do you like working in teams? A: Yes, definitely. During college
projects, | enjoyed collaborating because sharing ideas helped us solve problems faster.
Why: One-word answers kill conversational flow and make interviews feel like interrogations.

$®: Guided Speaking Drill: Practice answering ‘Do you know English?" aloud using: 'Yes, | am learning and practicing every day to speak
clearly at work.'



Section 3: The Daily Speaking Practice Method

The 5-Stage Daily System for Rapid Vocal Muscle Memory

Most people fail to speak English not because they lack intelligence, but because they study English like history or mathematics—by reading
silently. Speaking is an athletic muscle habit. Your vocal cords, tongue, lips, and breathing must get used to English sounds. Follow this exact 5-
stage loop every single day for 30 days.

Stage 1: LEARN (93l 3R 3¢ wi)

4 - 5 Minutes

Purpose: Understand the core sentence structure, key vocabulary,
and Hindi contextual meaning before opening your mouth.

Stage 3: REPEAT (48 WA@Y 3 ¥ 5 O

Read today's 5 to 10 vocabulary words or key phrases.

Check the Hindi meaning to ensure 100% clarity of intent.

Identify the grammatical framework (e.g., past achievement, polite
request, routine).

Golden Rule: Do not move to Stage 2 until you clearly understand
what the sentences mean.

6-7
Minutes

Purpose: Train your mouth muscles, tongue placement, and vocal
projection to speak English effortlessly.

Read the model sentences ALOUD at least 3 to 5 times.

Round 1: Speak slowly and clearly, pronouncing every consonant
and ending sound (e.g., 'completed’, 'respectful’).

Round 2: Speak at a normal conversational speed without rushing.
Round 3: Stand up straight, breathe from your diaphragm, and
speak with confidence and volume.

Golden Rule: Whispering or mumbling does not count. Speak loud
enough that a person sitting 5 feet away could hear you clearly.

Stage 5: SPEAK INDEPENDENTLY (AT 3@ a1 5.6

MR Rpie Y)

Minutes

Purpose: Break dependence on written text and develop real
spontaneous speaking reflex.

Put the workbook face down or look away from your screen.

Open your smartphone voice recorder app.

Take a deep breath, press record, and answer today's speaking
challenge for 45 to 60 seconds without reading.

If you get stuck or make a mistake, DO NOT STOP. Use a connector
or pause for 1 second, and continue to the end.

Listen to your recording once: check if your voice was clear,
audible, and understandable.

Golden Rule: A mistake made aloud is 100 times more valuable
than a perfect sentence kept silent in your head.

Stage 2: LISTEN / MODEL (HTSd aTdI &1 ST 4.5

GR))

Minutes

Purpose: Absorb natural rhythm, pauses, and word flow from the
written model dialogue.

Stage 4: PERSONALIZE (3791 3[Hel SHPRT
T IIR TI9)

Read the model dialogue or speaking example once slowly in your
head.

Notice where the commas and full stops are placed. That is where
natural speakers pause for breath.

Notice which words carry the main meaning (nouns, verbs,
adjectives).

Note: If you have an internet browser or smartphone, you may
optionally copy the sentence into a free text-to-speech tool (like
Google Translate's speaker icon) to hear the neutral pronunciation.
If offline, simply read with your own clear, natural voice.

Golden Rule: Never fake an accent. Speak in your own natural
voice with clear pronunciation of each syllable.

5-6
Minutes

Purpose: Stop reciting another person's story. Turn the template
into YOUR real life, college, city, skills, and work.

Take the model template and remove the example details in
brackets.

Insert your actual degree, your actual city, your real technical tools,
and your genuine past experience.

Write down your customized 3 to 5 sentences in your notebook or
worksheet.

Read your customized version aloud twice to verify that it feels
natural to say.

Golden Rule: Honesty creates natural confidence. When you speak
about your true reality, your brain does not have to invent lies
while juggling English.



I How to Handle Mistakes in Real Time

Scenario: You forget a specific English word mid-sentence
- Actionable Fix: Do not freeze or say 'ummm' for 10 seconds. Use a simpler synonym or describe the thing: e.g., if you forget ‘curriculum?’,
say 'our course subjects'. If you forget 'innovative', say 'very new and creative'.

Scenario: You realize you used the wrong verb tense (e.g., 'Yesterday | go')
- Actionable Fix: Do not apologize or panic. Simply say 'l mean went' or just continue your sentence smoothly. Native speakers do self-
repairs all the time.

Scenario: Your heart beats fast and your throat feels dry
= Actionable Fix: Pause for 2 seconds. Take a slow breath through your nose. Smile slightly. Lower your speaking speed by 20%. Speed
creates anxiety; deliberate pacing creates authority.



Section 4: Complete 30-Day English Speaking Plan

Four structured weekly stages progressing from basic speaking confidence to full workplace and interview fluency.

Your Starting Point WEEK 1: BASIC SPEAKING CONFIDENCE

@& Today's Goal: Record an honest baseline 60-second self-introduction, complete your starting self-assessment, and pinpoint your
top 3 personal speaking bottlenecks.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3ref EXAMPLE IN SENTENCE
Baseline %Sﬂ?ﬁ IR This recording is my baseline to track future progress.
Hesitation feafdamge / do I want to overcome my hesitation while speaking in public.
Self-assessment 3TH-HAThT Honest self-assessment is the first step toward improvement.
Bottleneck >DIAC / A g Mental translation is my biggest speaking bottleneck.
Clarity ydr My goal is clarity, not a fancy accent.

LEARN

Every journey begins with knowing where you stand. Most learners never improve because they hide from their real voice out of
embarrassment. Today, you will confront your starting voice without judgment. It does not matter if your grammar is broken, if your voice
trembles, or if you pause for 10 seconds. You need this audio marker so that on Day 30, when you listen back, you have unmistakable proof
of your growth.

EXAMPLES & MODEL CONVERSATION

Hello, my name is Amit Kumar. | am from Patna, Bihar. | completed my graduation in Computer Applications. Currently, | am preparing for

software engineering interviews. | want to improve my English speaking confidence.

& argare: TR, AR AW oifd FER 81 & e, fER 1 A R e # dgueed g v 31 onft F witedr Soffaft ey it et
PR IQIE | T SO Sfrersr TS 7 STy QU =red 5

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "] am starting my 30-day English speaking journey today."
e "Mistakes are proof that | am trying and learning."
e "l do not need perfection; | need daily practice and clear expression."

e "Every single day, | will speak aloud for at least twenty minutes."

PRACTICE EXERCISE: BASELINE SELF-AUDIT

Write down your answers to these 3 diagnostic questions in your practice notebook, then speak them aloud:

e 1. What happens in your mind when someone asks you a question in English?
e 2. What are the top 3 situations where you feel most nervous speaking English? (e.g., job interviews, office meetings, talking on phone)
e 3. Which area troubles you most: lack of vocabulary, grammar rules, fear of making mistakes, or slow mental translation?

HINDI-TO-ENGLISH PRACTICE

& faaR: & it Sl guRA & fore At snarg s
- Natural English: I will practice every day to improve my English.
¢ Rule: Future tense uses 'will + practice'. 'Every day' (a Req) ﬁa‘mﬁﬁw%
. Similar Practice: ﬁwiﬁ I8 & fore I Eﬁ?fl'[l -> | will speak every day to prepare for interviews.

& faR: g2 ok e Ty fRrgrs megy g g1
- Natural English: I feel hesitation when speaking English.
U Rule: Present simple: 'l feel'. When followed by a verb in this structure, use -ing: ‘when speaking'.




I ®. Similar Practice:@ SIS ¥ §Td B THT S AIAT g1 -> | feel nervous when talking to strangers.

@ Real-Life Challenge: Open your smartphone voice recorder right now. Sit straight, take a deep breath, and introduce yourself for 45
to 60 seconds without writing a script. Save this audio file as 'Day1_Baseline_Audio.mp3'. Do NOT delete it.

Self-Check: Reflection Prompt:
How did it feel to hear your own recorded voice in English, and what was
the main reason you hesitated?

Did you record your baseline voice note on your phone?
Did you complete the 6-question self-assessment in Section 1?
Did you identify your top 3 personal speaking bottlenecks?

Introducing Yourself WEEK 1: BASIC SPEAKING CONFIDENCE

@& Today's Goal: Master the fundamental 5-point personal introduction structure (Name, Background, City, Interests, and Goal)
and speak it smoothly without memorized robotic delivery.

USEFUL WORDS & PHRASES

WORD / PHRASE %T:.Pf 3 EXAMPLE IN SENTENCE
Originally from PUESE Y (@gh &1 Farh I am originally from Lucknow, but currently residing in Noida.
Graduated in ﬁwqﬂﬁo‘m | graduated in Commerce from Delhi University.
Keen interest URNEIES I have a keen interest in data analytics and problem solving.
Currently pursuing IaT & PR TET/RE 'ff I am currently pursuing a certification in digital marketing.
Aspiration HEIDI&T / A My immediate aspiration is to secure a role as a customer support
associate.
LEARN

A great personal introduction follows a simple, natural roadmap: (1) Warm Greeting, (2) Name and where you are from, (3) Educational
background or current field, (4) Primary skills or professional interests, and (5) What you are aiming for right now. Never start with ‘Myself
Rohit'—in English, 'Myself' as a subject is grammatically incorrect. Always say '‘My name is..." or 'l am...".

EXAMPLES & MODEL CONVERSATION

Good morning! My name is Sneha Sharma. | am originally from Jaipur, Rajasthan. | recently graduated with a Bachelor's degree in Business

Administration. | have a keen interest in human resource management and team coordination. Currently, my goal is to start my career with a
growth-oriented organization where | can learn and contribute.

fedl ergaTe: guvTa! 71 A9 WeT T ¢ 1 7 A U A SRQR, ISR A § | HA 816 81 9oy TSR H seerd g1 foban 81 7 Aa wared
et 3R A GH-ag T T8 BT 81 adH B, BR1 967 U WTRie SRIM H 30T HRER IR BT § STal & ARG 9 3R TNEH ¢ 9 |

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Hello, my name is [Your Name]."
e "l am from [Your City], and | completed my graduation in [Your Stream]."
e "] am passionate about [Your Skill / Interest]."

e "Currently, | am looking for an opportunity in [Your Target Role / Industry]."

PRACTICE EXERCISE: FILL-IN-THE-BLANKS FORMULA

Fill in your real details, then speak the paragraph aloud 4 times at a calm, deliberate speed:

Hello everyone, my name is [Full Name]. | belong to [City/State]. | completed my [Highest Qualification] from [College/University] in [Year]. My
key strengths are [Skill 1] and [Skill 2]. In my free time, | enjoy [Hobby]. Right now, | am actively preparing to work as a [Target Role].

HINDI-TO-ENGLISH PRACTICE

R R T TmIga g IR A SR A"



- Natural English: My name is Rahul and I am from Kanpur.

! Rule: Avoid 'Myself Rahul'. Always use ‘My name is Rahul® or 'l am Rahul.
®: Similar Practice: TRT - ST § @Tﬁﬁ-ﬁﬁﬂﬂﬁgl -> My name is Priya and | am from Bhopal.

R faaw: 8 frsa aret sroeft Soitfafer gt
- Natural English: I completed my engineering last year.

¢ Rule: Past simple uses V2 ‘completed'. Place time marker 'last year" at the end.

®. Similar Practice: H7 fUsa 7ER 3ot a 1 @Eﬁcﬂ -> | completed my training last month.

@ Real-Life Challenge: Stand in front of a mirror. Look directly into your own eyes, smile warmly, and deliver your personalized
introduction twice without glancing at your notes.

Self-Check: Reflection Prompt:
Did you avoid saying 'Myself [Name]'? Did you speak at a relaxed pace, or did you rush through your sentences like
i >
Did you include your city, education, and current career goal? a memorized poem:

Did you speak with a warm smile and clear voice?

Talking About Your Daily Routine WEEK 1: BASIC SPEAKING CONFIDENCE

@& Today's Goal: Describe your everyday schedule and habits fluently using Present Simple tense and chronological time-
connectors.

USEFUL WORDS & PHRASES

WORD / PHRASE %?ﬂ' 3 EXAMPLE IN SENTENCE

Wake up / Get up i @ ST/ foaR @ S I usually wake up at 6:30 AM.

Freshen up gIY-4g T / RIQTST BT | freshen up and drink a glass of warm water.

Dedicate time to g gafdd HRA | dedicate two hours every morning to learning Python.

Commute S{HT-SIHET (R 6N | commute by metro to attend my coaching classes.

Wind down T & oid ¥ SR HeT | read a book for twenty minutes to wind down before sleeping.
LEARN

Daily routines are the ultimate workout for Present Simple tense. When talking about yourself ('l'), the action verb stays in its base form: |
wake up, | study, | eat, | sleep. To connect your routine smoothly, use sequencing time words: First, After that, Then, Around noon, In the
evening, and Finally. This prevents your speech from sounding like a boring robotic bullet list.

EXAMPLES & MODEL CONVERSATION

On a typical day, | wake up around 7:00 AM. First, | freshen up and go for a quick thirty-minute walk. After having breakfast, | sit down to
practice coding and apply for jobs online. Around 1:30 PM, | have lunch with my family. In the evening, | dedicate one hour to English

speaking practice. Finally, | review my daily progress and go to bed by 11:00 PM.

et argare: Wy T 3, & g5 T 7 901 So e | 6 Ue, H IR QIR 30 e 1 IR R el 1 R & 91, H P 3 Hfded v 9k
SHTTRTS SiTe TS B §3d § | AUeR 1:30 oo, § URAR & 1Y da a1 § | MW &I, T U beT S i dfdeg o Sar g1 ofd &, & oot
fETR &t Uil SR T 11 S I I ST 5 |

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "] wake up early in the morning."

"After breakfast, | start my study routine."
e "In the afternoon, | work on my projects.”
e "Before going to bed, | plan my tasks for tomorrow."

PRACTICE EXERCISE: CHRONOLOGICAL ROUTINE BUILDER

Connect these 4 time segments into a continuous 90-second spoken summary using: 'First', 'After that', 'Later in the day', and 'Finally":



e Morning routine (wake-up time, breakfast, physical activity)

e Mid-day focus (job hunting, studies, office tasks, skill development)
e Evening routine (relaxation, family time, revision)

e Night wind-down (reviewing goals, sleep schedule)

HINDI-TO-ENGLISH PRACTICE

R faaR: & SmadR W gae I1d 991 Isa1 g "
- Natural English: I usually wake up at seven in the morning.

{ Rule: Present simple habit: 'l usually wake up'. Use 'at' before specific clock times.
®: Similar Practice: dg SMIAR TR 3118 ol by q@ﬂ?ﬂ%l -> He usually reaches the office at eight.

R faaR: *A1=d1 69 & 91G § UglE Y= SRaTg 1"
- Natural English: After having breakfast, I start studying.
¢ Rule: 'After' as a preposition is followed by verb+ing: 'After having breakfast'.
®. Similar Practice.'WWW%WﬁﬂvﬁqTWﬁl -> After finishing work, | go for a walk.

@ Real-Life Challenge: Record a 60-second voice note describing your real Sunday routine versus your real Monday-to-Friday routine.
Focus on using 'After that' and 'Then' instead of pausing.

Self-Check: Reflection Prompt:
Did you use base verbs for habits (wake, study, eat, walk)? Did you use any Hindi filler words like 'matlab' or 'yaani ki'? What English
i ?
Did you use time connectors (First, Then, After that, Finally)? connector can you use instead:

Did you specify exact or approximate times (at 7 AM, around noon)?

Talking About Family, Education, and Background WEEK 1: BASIC SPEAKING CONFIDENCE

Today's Goal: Describe your family, roots, and educational journey with professional relevance, appropriate boundaries, and
natural vocabulary.

USEFUL WORDS & PHRASES

WORD / PHRASE Féiﬂ 3ref EXAMPLE IN SENTENCE

Nuclear / Joint family BT URaR / g gRaR I come from a close-knit nuclear family of four.

Hometown e TR/ ﬁ?ﬁ R My hometown is Ranchi, which is famous for its waterfalls.

Major in 7o fawg H UGS Il I chose to major in Electronics and Communication.

Supportive TGN / U8+ o ara My parents have always been very supportive of my career choices.

Well-rounded Fafitor / W College projects helped me develop a well-rounded personality.
LEARN

In Indian job interviews and social settings, people frequently ask: ‘Tell me about your family background' or 'Where did you grow up?'.
Many candidates make two big mistakes: either they share too much personal gossip (talking for 5 minutes about relatives), or they say
nothing. The golden rule is: Keep it brief, respectful, and positive. 2 to 3 sentences about family, and 2 sentences connecting back to your
values or discipline.

EXAMPLES & MODEL CONVERSATION

| come from a family of four based in Indore, Madhya Pradesh. My father is a retired school principal, and my mother manages our home. My

elder sister works as an accountant in Pune. Growing up in an environment that valued education taught me discipline and consistent hard
work, which | now apply to my professional career.

&Y orgaTe: § 3R, 7Y USRI & IR YeW! ardl URaR ¥ 3111 § | R famsl e s wpa fifma § sik a8 v ool 81 i st sgaqgor d
BT & ¥ T HTH Bl & | UGS B! Hed o ardl Heid H S §1F I A SR iR wal He-d URdl, o ofd & o0 Hiver & a1 vl |

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "There are four members in my family."

e "My hometown has given me strong core values."



e "] completed my schooling with distinction in my hometown."

e "My family has always encouraged me to pursue my goals."

PRACTICE EXERCISE: FAMILY & ROOTS FRAMING
Structure your response into 3 crisp spoken sentences:

e Sentence 1 (Composition): 'There are [Number] members in my family, including my [Parents/Siblings/Spouse].'
e Sentence 2 (Occupations briefly): 'My father is a [Profession] and my mother is a [Profession/Homemaker].'
e Sentence 3 (The Value takeaway): ‘What | admire most about my family is their emphasis on [Honesty / Hard work / Continuous learning].'

HINDI-TO-ENGLISH PRACTICE

&) faaw: * IR oRaR & IR se= g1
- Natural English: There are four members in my family.

¥ Rule: Avoid 'In my family four members are there.' Use the standard construction ‘'There are four members in my family.'
®. Similar Practice: T T & U AT & -> There are five people in my team.

& foaR: a8 9t v Teoh g1
- Natural English: My mother is a homemaker.

¢ Rule: In modern English, 'homemaker" is preferred over 'housewife'.
®: Similar Practice: dg 9% P SGUTA Bl %‘I -> She takes care of our home.

@ Real-Life Challenge: Speak for 60 seconds about your hometown: name the city, describe what it is known for, and share one fond
memory of growing up there.

Self-Check: Reflection Prompt:
Did you use 'There are...' rather than inverted Hindi structures? Was it easier to talk about your hometown or your family members, and
why?

Did you keep family details concise without unnecessary personal
drama?

Did you highlight a positive personal value learned from your
upbringing?

Talking About Skills and Interests WEEK 1: BASIC SPEAKING CONFIDENCE

@& Today's Goal: Articulate your technical abilities, soft skills, and genuine personal interests using strong action verbs and degree
modifiers.

USEFUL WORDS & PHRASES

WORD / PHRASE %?ﬂ' 3ref EXAMPLE IN SENTENCE

Proficient in DT / Taro I am proficient in Microsoft Excel and data visualization.

Hands-on experience AGRING / Wfdewa 34U I have hands-on experience in building responsive websites.

Problem-solving qHYT GHTYTT I enjoy troubleshooting technical errors and finding practical
solutions.

Passionate about & Ul STaT / TTERT TG BT I am deeply passionate about digital marketing and content
strategy.

Apart from that ERCRCIC) Apart from my core studies, | enjoy playing badminton.

LEARN

Saying 'l know Java' or 'l know Excel' sounds weak and unconvincing. Confident communicators use degree modifiers and specific evidence:
'l am proficient in...", 'l have practical working experience with...", or 'l am actively developing skills in...". When discussing interests, show how
your curiosity helps you stay fresh and disciplined.

EXAMPLES & MODEL CONVERSATION

On the technical side, | am proficient in Python, SQL, and database management. During my final year, | gained hands-on experience building

an inventory tracking system. In addition to technical tools, | possess strong communication and problem-solving skills. In my leisure time, |




enjoy reading technology blogs and playing chess, which keeps my analytical mind sharp.

&Y srgare: a@ie! U W, H URE, TIHRUd SR STy Yt B $d § 1 39 Sify a¥f & SR, B9 Ud et ¢fdhT Ried s1a Aagiie
SHT YT 35T | Tt JUDBRUN P SHATdl, TR UNT SHT AR 3R GHWT-THIH DI & | WTel T T, qo TTarsi saiT UgHT SiR ast
JT1 THiS B, S R faewunaTss feHmT &1 9fthd 3@ 3|

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "l am proficient in [Tool / Technology]."
e "l have hands-on experience working with [Software / Method]."
e "One of my key strengths is attention to detail."

* "In my free time, | like to read and learn new skills."

PRACTICE EXERCISE: THE SKILL + EVIDENCE DRILL
Convert these 3 skill claims into convincing 2-sentence spoken statements with evidence:

e 1. Skill: Communication -> 'l can communicate clearly with team members. For instance, | led our college project presentation.'
e 2. Skill: Excel / Data -> 'l am comfortable organizing data in Excel. | frequently use filters and VLOOKUP.'
e 3. Skill: Adaptability -> 'l adapt quickly to new environments. Whenever software updates occur, | learn the new interface independently.’

HINDI-TO-ENGLISH PRACTICE

& faR: g2 FugeR 3R e BT BT IA B 1"
- Natural English: I have good knowledge of computers and the internet.
¢ Rule: Use 'l have good knowledge of..." or 'l am well-versed with...".

®: Similar Practice: T3l SBT3 T GGG JH 81 -> | have practical knowledge of accounting.
& . g2 =8 ISt ke ok gt o1 e &t UeiE B 1

- Natural English: I like learning new things and facing challenges.

. Rule: Parallel structure: after 'like', use matching verbs: 'learning... and facing...".
®:. Similar Practice:ﬂ?[%‘lﬁm 3R T BT TS Bl -> | enjoy reading books and traveling.

@ Real-Life Challenge: Record a 60-second audio answering: ‘What are your top 2 skills, and how did you develop them?' Speak
clearly without rushing.

Self-Check: Reflection Prompt:
Did you use professional phrases like 'proficient in' or 'hands-on Which skill was easiest to explain in English, and which one required you to
experience'? search for words?

Did you back up each skill with a brief example?

Did you speak with energy and clarity?

Asking and Answering Everyday Questions WEEK 1: BASIC SPEAKING CONFIDENCE

@& Today's Goal: Handle common conversational exchanges smoothly by understanding question structures (5W1H) and applying
the Answer Expansion Formula.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3 EXAMPLE IN SENTENCE
How's it going? &1 9 T 87 (SIS Hey Vikram, how's it going? Everything is fine!
SHfHaTE)
Do you mind if... FIT 3TUDT TARTS BT 3R... Do you mind if | ask a quick question about this project?
Could you tell me... CRIRSIE] H@ ERIRIC| % Could you tell me what time the meeting starts?
To be honest RE) ﬁvFﬁ / SAFER § To be honest, | prefer working early in the morning.
It depends on I8 39 91d R R Far % It depends on the project deadlines and client requirements.

LEARN



Real conversation is a two-way street. If you only answer in single words ('Yes', 'Fine', 'Tomorrow'), conversations die instantly. Today you will
practice two crucial skills: (1) Inverting helping verbs to form correct questions (e.g., "Where do you work?' NOT 'Where you work?"), and (2)
Extending every answer with a friendly reason or detail.

EXAMPLES & MODEL CONVERSATION

Person A: Hi Rahul, how has your week been so far?
Person B: It has been quite productive, thanks for asking! | attended two interview rounds and completed an online assessment.

Person A: That sounds promising! What kind of roles are you focusing on?
Person B: | am primarily targeting associate business analyst roles in IT consulting firms.

&Y argaTe: =i A: T Vg, 3d I ATIHT Y8 BT IgT? Al B: BT IUTNT 6T, I8+ & forg eyare! 7 &l SR ISS fou iR U
3fiaTe ¢ Q1 fovaT| Aok A: T8 ol 9gd Sedl a1d &! 31U by e &1 A1 Al IR &M & Te 57 oo B: H J&1 U ¥ el Hdffeet bufal &
IS TAIfeRe YTl IR iy HR BT ¢ |

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Where are you currently working?"

e "How long have you been preparing for this exam?"

e "Could you please share more details about your schedule?"
e "What do you enjoy doing most on weekends?"

PRACTICE EXERCISE: THE 3-SECOND PAUSE & EXPAND DRILL
Answer each of these 3 common questions using at least 2 full English sentences:

e QI:'What is your favorite subject, and why?'
e Q2:'Do you prefer working from home or from an office?'
e Q3:'What do you usually do when you feel stressed?'

HINDI-TO-ENGLISH PRACTICE

&<t fomamR: 3y wgT 384 § 3R 31U 1 o g7
- Natural English: Where do you live, and what do you do?
¢ Rule: Notice the helping verb 'do": "Where DO you live?' Avoid 'Where you are living?".
®: Similar Practice: GFI'C[WTEIE?I T 3R 3y o Yad 87 -> Where do you study, and what do you learn?

&Y frmmR: »am oy o dieT o Sid I 87
- Natural English: Could you please speak a little slower?

¥ Rule: 'Could you please..." is the gold standard for polite requests in English.
®: Similar Practice: T 3T HUAT g? -> Could you please repeat that?

@ Real-Life Challenge: Find a friend, family member, or practice into your phone: ask 3 everyday questions aloud, and answer each
one using the 1 Answer + 2 Details formula.

Self-Check: Reflection Prompt:

Did you place helping verbs (do, did, are) correctly in questions? Did you feel more comfortable asking questions or giving expanded

. . et Ny answers?
Did you avoid one-word answers ('Yes', 'No")?

Did you add at least one reason or example to your response?

Week 1 Speaking Review WEEK 1: BASIC SPEAKING CONFIDENCE

@ Today's Goal: Synthesize Days 1 through 6 into a continuous 90-second spoken monologue, compare it directly against your
Day 1 recording, and celebrate your tangible progress.

USEFUL WORDS & PHRASES

WORD / PHRASE &t ard EXAMPLE IN SENTENCE
Milestone II%E'CI;UT US4 / Hid &1 URR Completing Week 1 is an important milestone in our journey.

Noticeable Wy fega amg There is a noticeable improvement in my sentence speed.



WORD / PHRASE &t aref EXAMPLE IN SENTENCE

Consistency Rexar Consistency over seven days has built my vocal confidence.

Self-correction T YR I am learning self-correction without stopping awkwardly.

Momentum Tfd / FRR va | want to maintain this positive momentum in Week 2.
LEARN

Congratulations on completing your first 7 days! Speaking English is 80% habit and 20% vocabulary. By speaking aloud every single day this
week, you have activated vocal pathways that were previously dormant. Today is your integration review. You will record a comprehensive
speech combining your introduction, daily routine, education, and skills. Then you will listen to both Day 1 and Day 7 side by side.

EXAMPLES & MODEL CONVERSATION

Good day! My name is Rajesh Patel, and | am from Ahmedabad. | graduated with a degree in Commerce last year. On a daily basis, | dedicate
three hours to learning financial modeling and practicing English communication. My core strengths are data accuracy and analytical thinking.

In my free time, | enjoy reading business news. Over this past week, | have practiced speaking aloud every day, and | am already feeling more
comfortable expressing my ideas in English.

&S srgaTe: u e 71 7 oI Ued & SR # sigwamere 9 g1 7 ed wia iy § 53 gt | A9, H wrsARne At W ¢k s
FHRIAGTA BT TN PR F o8 i 6 <1 § | A T AT Sel i 3R fIRAvuess 9id ¢ | [Tt 999 § gaf foemy &1 ek U UNe |
g o] e H, T4 IS SR J Sa- B SN foban 8, 3R 7 ugd I €Y 3l & 30 faaR ogad = T i Jgs Hegy ox @1 5

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "l have completed seven consecutive days of speaking practice.”
® "My speech is becoming clearer and more organized."
e "l am breaking the habit of translating every word in my head."

® "l am excited and ready to tackle Week 2!"

PRACTICE EXERCISE: THE 90-SECOND COMPREHENSIVE INTEGRATION MONOLOGUE
Deliver a continuous 90-second speech covering these 4 points without reading from a script:

e Part 1 (0-20s): Professional greeting, name, city, and background.

e Part 2 (20-45s): Summary of your daily routine and discipline.

e Part 3 (45-70s): Top 2 skills and why you enjoy them.

e Part 4 (70-90s): Your immediate career objective and progress in this guide.

HINDI-TO-ENGLISH PRACTICE

& faR: 81 39 g 9gd o5 T A g1
- Natural English: I have learned a lot of new things this week.
¢ Rule: Present perfect tense: 'l have learned' shows a recent past action with current relevance.

®: Similar Practice: 7 3o Sie @t ﬁmﬁ%l -> | have improved my speaking pace.
&Y framR: »ore g 3RSl Siad T HH SR T gl

- Natural English: Now I feel less nervous when speaking English.

¢ Rule: 'Less nervous' is the natural comparative expression for reduced anxiety.
®: Similar Practice: 3 o WWW@WEI -> Now | speak more clearly.

@ Real-Life Challenge: Save today's audio as 'Day7_Week1_Review.mp3'. Play your Day 1 recording, and immediately after, play your
Day 7 recording. Write down 2 specific differences you noticed in your clarity, loudness, or speed.

Self-Check: Reflection Prompt:
Did you record your 90-second integration monologue? What was the single biggest breakthrough you experienced during Week 1?

Did you compare your Day 1 and Day 7 recordings side by side?
Did you complete all 7 days without skipping speaking aloud?

Useful English Sentence Patterns WEEK 2: THINKING AND RESPONDING IN ENGLISH



@& Today's Goal: Learn and automate 5 high-utility sentence 'frames' or patterns that you can fill with any vocabulary to respond
instantly without mental translation.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3 EXAMPLE IN SENTENCE
Pattern / Frame HEWACIEA Sentence patterns help you respond without thinking about
grammar rules.

Tend to SRR T R & EIQ'R'T GBI | tend to wake up early on weekends.
In terms of FAHAH /P ey | In terms of technical skills, | am comfortable with Python.
As far as | know Glﬁ?ﬁ'? H"@f qdr % As far as | know, the interview results will come tomorrow.
Looking forward to S Dl & BT I .am really looking forward to joining your team.

LEARN

Fluent speakers do not build every sentence word-by-word from scratch. Instead, they use pre-assembled sentence patterns or 'chunks'.
When you have 5 or 6 strong patterns memorized, your brain only has to plug in 2 or 3 words at the end. This eliminates 90% of the pause
time caused by mental translation.

EXAMPLES & MODEL CONVERSATION

Pattern 1: 'The reason why |... is because...'
Example: The reason why | chose software engineering is because | love creating practical applications.

Pattern 2: 'When it comes to..., | prefer to...
Example: When it comes to learning new software, | prefer to practice with real projects rather than just reading theory.

&Y 3rgaTe: efan 1: o BRI A B9, 98 I8 § ... IST6R0n oy SRuT & #7 Aiteder SSifaiaT g1 a8 9% § & g3t fidesdra U= s
TS 81 Bf1 2: WS SI4... BT M1 8, A1 F.. THE BT § IAT6RVL: O S qepri1ch Ag b1 a1l 3Tell 8, & 2R UG b1 Solid Hioieey a1 el
TR HRAT G|

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "The reason why | practice daily is because | want to communicate clearly."
® "When it comes to problem-solving, | like to break big issues into smaller steps."
e "As far as my schedule is concerned, | am available to start immediately."

e "l am looking forward to contributing to meaningful projects."

PRACTICE EXERCISE: SENTENCE PATTERN INSERTION DRILL
Complete each of these 3 sentence patterns aloud using your own real thoughts:

e 1.'The reason why | want this job is because [Your Reason]..."
e 2. 'When it comes to handling pressure, | usually [Your Strategy]..."
e 3.'As far as my future goals are concerned, | want to [Your 3-Year Vision]...'

HINDI-TO-ENGLISH PRACTICE

&) faraR: et d AR 3fyd &1 91d 8, A S Uiy s g 1"
- Natural English: As far as my experience is concerned, I have built multiple projects.

! Rule: Pattern: 'As far.as [X] is concerned...". Avoid clumsy literal translations.
®: Similar Practice: T8t dab BRI A1dl 1 91 B, ﬁaGJQE B8l -> As far as my qualification is concerned, | am a graduate.

& . & 3R firem & foe sga Sg@ g1
- Natural English: I am really looking forward to meeting you.
¢ Rule: Crucial rule: 'looking forward to' is followed by a noun or verb+ing: ‘meeting you' (NOT 'meet you').

®: Similar Practice: H A I @3.31 %%QBT\TJFE’JI -> | am looking forward to joining the team.

@ Real-Life Challenge: Record a 60-second audio answering 'Why did you choose your career field?' using at least two of today's
sentence patterns: ‘The reason why I..." and ‘When it comes to...".

Self-Check: Reflection Prompt:



Did you use today's pre-built sentence frames? Did using sentence patterns make your speaking feel faster or smoother

Did you notice how patterns reduce the need to think about compared to building sentences from scratch?
grammar rules?

Did you say 'looking forward to meeting' (with -ing)?

Hindi-to-English Daily Conversation WEEK 2: THINKING AND RESPONDING IN ENGLISH

@& Today's Goal: Break the habit of word-by-word literal translation from Hindi to English by mastering natural conversational
equivalents for common everyday thoughts.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3 EXAMPLE IN SENTENCE
Literal translation Rloq-aX-Roq 3fdlq (\_rﬁ SRR Literal translation from Hindi often leads to unnatural English.
e Bl 2)
Natural equivalent wWyifad Tade Sifiafad Learn the natural English equivalent rather than translating directly.
Idiomatic Hﬁm / T T it Using idiomatic phrasing makes your spoken English sound
effortless.
Awkward 3Nd / QW Translating 'time pass' directly into formal English sounds awkward.
Nuance TRIDT / & 3R Understanding nuances helps you select the right workplace tone.
LEARN

The biggest barrier Indian learners face is literal mental translation. If you translate ﬂ?ﬂfj\g:l—sgf% word-for-word, you get '‘My mood is not
there', which sounds laughable in English! The natural English equivalent is 'l don't feel like it' or 'l am not in the mood'. Today, we will
examine 6 common everyday Hindi thoughts that learners regularly translate incorrectly, and replace them with crisp, natural English
expressions.

EXAMPLES & MODEL CONVERSATION

Hindi Thought: ‘T2 SR 81 &1 81
Awkward literal: ‘'To me late is happening.'
Natural English: 'l am running late.'

Hindi Thought: ‘&1 gH A1 9Td 9891 3B 817"
Awkward literal: ‘Are you understanding my thing?'
Natural English: ‘Are you following me?' or 'Does that make sense?'

Hindi Thought: "gsI TaR I & I'
Awkward literal: ‘Chakkars are coming to me.'
Natural English: 'l feel dizzy.'

8t ergaTe: il 9 oilish 9T IHY Xsal DI TH-Udb HRob A gad, die 39 U H Tes Wi JadT o1 B, I8 HId TR |

SPEAK ALOUD (GUIDED REPETITION DRILL)

® "l am running a bit late today."

e "Does that make sense to you?"

e "l don't really feel like going out tonight."
e "Could you please lower your voice?"

e "Let's get straight to the point."

PRACTICE EXERCISE: THE NATURAL EQUIVALENT MAKEOVER
Speak the awkward literal translation once, then speak the natural correction 3 times with authority:

e 1. Instead of 'Open the fan' -> Speak: ‘'Turn on the fan.'

e 2. Instead of 'Close the computer' -> Speak: 'Shut down the computer.'

e 3.Instead of 'He ate my brain' -> Speak: 'He really annoyed me.'

e 4. Instead of 'Eat my promise' -> Speak: '‘Swear to me." / 'Cross your heart.'



HINDI-TO-ENGLISH PRACTICE

&Y faR: g2 59 919 Q@ 31 B T8l usanl”
- Natural English: It doesn't make any difference to me. / It doesn't matter to me.
¥ Rule: Avoid 'No difference is there'. Use 'lt doesn't matter' or 'lt makes no difference’.

®. Similar Practice: m aﬂs‘ Hh T&‘TUST‘ITI -> |t doesn't matter.
R R <RI R W em g1

- Natural English: Let's get straight to the point.
! Rule: 'Get to the point' is the universal professional phrase for Hindi H%FN ST
®:. Similar Practice:mﬁ%{ﬁaﬁﬁl -> Please get to the point.

@ Real-Life Challenge: Throughout today, catch yourself whenever you form a sentence in Hindi first. Pause, ask yourself 'What is the
natural English phrase for this whole thought?', and speak it aloud.

Self-Check: Reflection Prompt:
Did you stop translating word-for-word? What is one Hindi expression you catch yourself translating literally most
often?

Did you practice 'l am running late' and 'Does that make sense?'
aloud?

Can you correct common errors like ‘turn on the fan' vs ‘open the
fan'?

Talking About the Past WEEK 2: THINKING AND RESPONDING IN ENGLISH

Today's Goal: Narrate past events, educational milestones, and completed projects accurately using Past Simple verbs without
slipping back into present tense.

USEFUL WORDS & PHRASES

WORD / PHRASE %E.Pf 3 EXAMPLE IN SENTENCE

Completed o o I completed my certification in financial modeling last month.

Faced a challenge ﬂ’ﬁ?ﬁ BT T fooan During our project, we faced a major technical challenge.

Resolved e e / REEIRI We resolved the database bug within twenty-four hours.

Collaborated with & 1Y e g fean | collaborated closely with two other team members.

Achieved g1 o / o foma Our team achieved the highest grade in the department.
LEARN

The #1 grammar error among Indian job seekers is mixing past and present: 'Yesterday | go to college and teacher says...' This instantly
signals lack of control. In English, when an event happened in the past (yesterday, last year, during college), ALL action verbs must take their
past form (went, said, built, solved, submitted). Practice irregular past verbs aloud: went, bought, wrote, taught, met, spoke.

EXAMPLES & MODEL CONVERSATION

During my final semester in college, our team worked on an automated attendance tracking application. My responsibility was to design the
front-end user interface and test the database connectivity. When we launched the prototype, we faced a major bug where records were not

saving properly. | investigated the error, updated the script, and resolved the issue within two days. As a result, our team received an ‘A’ grade
from our professor.

&Y argare: Fias & W Sify VAR & ERA, TR 19 3 T SHTSHCS 33 bt Ufiiery R w1 fobam | B fondie) the-US gor Sevthy
EogT B 3R STy Ffaefad) &7 uLevr B o1 At Sfd g9 Ueiersy @i fova, af g1 U ST a7 fira sTgt Repis Tg! &7 9 ¥a 781 81 %8 31
Y TR &1 o 31, f¥pY 3uSe &Y, 3R gl i3 & HioR woe gagn off | Teiioia, g9t S0 & iR 3 A U e

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Yesterday, | woke up at seven and prepared for my interviews."
e ‘"Last year, | successfully graduated from university."

e "We faced a difficult problem, but we resolved it quickly."




l e "] submitted all required documents on time."

PRACTICE EXERCISE: THE 'YESTERDAY WALKTHROUGH" DRILL

Speak for 60 seconds describing what you did yesterday from morning to night. Ensure every single verb is strictly in the Past Simple (V2):

e Morning: 'Yesterday | woke up, brushed, exercised, and had breakfast...
e Afternoon: 'l worked on, studied, attended, or applied for...

e Evening: 'l relaxed, met, spoke to, and watched...'

e Night: 'l reviewed my notes and went to bed at..."

HINDI-TO-ENGLISH PRACTICE

& faam: 87 7 oot Tefieo=e s R e
- Natural English: I submitted my application yesterday.
U Rule: Past action at a specific time: use past simple 'submitted".
®: Similar Practice: ek GNE?BE‘{{T Fx femml -> | completed the assignment yesterday.

& foeaR: 397 o3 $a O, Ao g sieemic et it
- Natural English: He sent me an email, but I did not receive the attachment.
! Rule: V2 'sent' for positive past, and 'did not + receive' (V1) for negative past.

®: Similar Practice.'mﬂéﬁ?fm, amfﬁmaﬁs?m -> He called me, but | did not answer.

@ Real-Life Challenge: Record a 60-second audio explaining one successful project or achievement from your college or past job.
Count how many past-tense verbs you used correctly (e.g., created, organized, achieved, solved).

Self-Check: Reflection Prompt:
Did you maintain past tense throughout the entire story? Did you catch yourself almost using a present tense verb while talking about
. e . ) L , the past? How did you self-correct?

Did you avoid slipping back into 'he says' or 'l go'?

Did you use 'did not + V1' correctly for negative statements?

Talking About Future Plans WEEK 2: THINKING AND RESPONDING IN ENGLISH

@& Today's Goal: Articulate your upcoming goals, schedules, career aspirations, and availability using 'will', 'going to', and
professional time markers.

USEFUL WORDS & PHRASES

WORD / PHRASE %?ﬂ' 3 EXAMPLE IN SENTENCE
Plan to IS ST I plan to complete my certification by next month.
Aiming to [NERRCE]] I .am aiming to join a progressive IT company as a junior analyst.
In the short term FH I H / Awe yfosg o In the short term, | want to establish strong core technical skills.
Long-term vision defaifere P My long-term vision is to lead a high-performing product team.
Available immediately qd FHHIUR T & g I have no notice period, so | am available to join immediately.
SUds]
LEARN

In workplace and interview discussions, you will constantly be asked about your future: 'Where do you see yourself in 3 years?', 'When can
you join?', and 'What are your goals for next week?'. Use 'will' for spontaneous commitments ('l will email you right away"), 'going to' for
existing intentions ('l am going to upgrade my skills'), and 'l plan to / | aim to' for professional career statements.

EXAMPLES & MODEL CONVERSATION

In the short term, over the next six to twelve months, | plan to secure an entry-level analyst position where | can apply my data processing

skills and learn industry best practices. In the long term, over the next three to five years, | aim to expand my domain expertise, take on
mentoring responsibilities for junior teammates, and lead complex projects that drive business growth.

&Y argarte: o0 I ¥ ST B8 § 9RE HElA! §, H Ue US-ad THIeRe &t YT BTRIS 6 & TS &1 X861 § ol & 30 SeT MARAT SHivra
DI AN HR T MR TS & I dR-cRib G TF | e TH T, 3T i T i auf &, BRT A&7 U S I BT FAdR AT, SR Tt &t




I TR BT 3R o9 U1 B FgH ardd A Hioided &l Aqd B 5|
SPEAK ALOUD (GUIDED REPETITION DRILL)

e "I plan to start my career in software development.”

® "In the next three years, | see myself growing into a specialist role."
e "l am available to join your company within two weeks."

e “Tomorrow, | will follow up on my recent job applications.”

PRACTICE EXERCISE: THE 3-HORIZON FUTURE DRILL
Speak your real future goals across these 3 time horizons using at least 2 sentences for each:

e Horizon 1 (Immediate / Next 7 days): 'Over the next week, | am going to practice...
e Horizon 2 (Next 6-12 months): 'In the short term, my primary goal is to secure a role as..."
e Horizon 3 (Next 3-5 years): 'In the long run, | envision myself taking on responsibilities like..."

HINDI-TO-ENGLISH PRACTICE

) fram: & SATa SaR & Sifthy s R IhdT g1
- Natural English: I can join the office from next Monday.

¢ Rule: 'Canjoin’ e%)resses ability/availability. Use 'from' or 'starting next Monday".
®: Similar Practice: H ®d J R AR YDAT Rl -> | can start from tomorrow.

& . & aral < et & A efteR s g g1
- Natural English: I want to become a team leader within the next two years.

¢ Rule: "Within the next two years' expresses completion before that duration ends.
®: Similar Practice: 7 3T B8 HEH | T8 mwma gdl gl -> | want to complete this course within the next six months.

@ Real-Life Challenge: Record a 60-second audio answering the classic interview question: 'Where do you see yourself in 3 years?'
Focus on continuous learning, contribution to team goals, and expanding responsibility.

Self-Check: Reflection Prompt:
Did you clearly separate short-term goals from long-term goals? Did you sound ambitious yet realistic when discussing your 3-year vision?
Did you use professional verbs like ‘aim to', 'plan to', and ‘envision'?
Did you avoid unrealistic claims (like 'l will be CEO in 2 years')?

Expressing Opinions and Preferences WEEK 2: THINKING AND RESPONDING IN ENGLISH

@& Today's Goal: Share your viewpoints, agreements, disagreements, and work preferences politely and persuasively with
supportive reasons.

USEFUL WORDS & PHRASES

WORD / PHRASE &t 3ref EXAMPLE IN SENTENCE
In my opinion W o In my opinion, teamwork leads to better results than working alone.
From my perspective W EPHIT I From my perspective, clear communication saves valuable time.
| prefer... to... H@f & Hﬂ?‘lﬁlﬁ e TRiE 7 | prefer working in person to working remotely.
| see your point, but... A U aTd T f{ Afpe... | see your point, but we must also consider the deadline.
| would lean towards T gpld d A 3R | would lean towards selecting the second design proposal.
LEARN

In professional workplaces, you will often be asked: 'What do you think of this idea?' or 'Do you prefer hybrid or office work?". Weak
speakers say: 'l think office good.' Confident professionals use polite opinion markers: 'In my opinion...!, ‘From my perspective...!, or
'Personally, | prefer A over B because...". When disagreeing, never say 'You are wrong!'—instead say 'l see your point, but have we
considered...".



EXAMPLES & MODEL CONVERSATION

Manager: Do you prefer working independently or as part of a team?
Candidate: Personally, | value both environments, but | lean toward teamwork. In my experience, when team members share diverse ideas, we

identify blind spots and solve complex challenges much faster. However, when deep analytical tasks require uninterrupted focus, | am equally
comfortable working independently to deliver high-quality outputs.

&Y 3rgaTe: ARSR: 31T 3(ahd HTH BT THE HRd & T1¢H & 8 & T W7 IWHGaR: AfdaiTd ©U J, § A1 dRE & AIGId Bl 7 ol g, AfebT
IRT Yeb1d AHAD Bi 3R 31fAH &1 TR FHT T, 5T A P 12 STT-31ehT faaR A1eh 3 €, 89 B &l Ugad 8 3R Sfed gifadl & agd
AT 50 PR | BT, I e ARSI S % R 1 STac F Bid 1 Saasdl St 8, O § S TuraT T uRum 3 ¥ e
3 HH B T ft I & Tew § I

SPEAK ALOUD (GUIDED REPETITION DRILL)

® "In my opinion, clear communication is essential for team success."
e "l personally prefer solving problems collaboratively.”
® "| see your point, but we should also evaluate the costs."

* "From my perspective, this approach will save us significant time."

PRACTICE EXERCISE: THE RESPECTFUL OPINION & PREFERENCE FRAMING

Choose your preference on these 2 workplace topics and explain your reason aloud using 'Personally, | prefer [X] over [Y] because [Reason]":

e Topic 1: Early morning work shifts vs. Late afternoon work shifts
e Topic 2: Communicating urgent issues via Phone call vs. Sending an Email/Slack message

HINDI-TO-ENGLISH PRACTICE

& faR: 58w 8 95 afe wrer sgR 71
- Natural English: In my opinion, this approach is much better.

! Rule: Avoid 'According to me' when expressing personal opinion. Native and professional standard is 'In my opinion' or 'From my perspective'.
®. Similar Practice: T T H, gH XA TSI HRA1 AMRTI -> In my opinion, we should start immediately.

& . & auet 91d ¥ Ot aRg weHd g1
- Natural English: I completely agree with you.
. Rule: Say 'l agree’, NOT 'l am agreeing' or 'l am agree'.
®:. Similar Practice:ﬁsﬁav_ﬂﬁﬁ%ﬂﬁﬁl -> | agree with this decision.

@ Real-Life Challenge: Record a 60-second audio answering: ‘Do you prefer working in a startup or a large corporate multinational?'
Give at least two clear reasons supported by 'From my perspective...' and 'Because...".

Self-Check: Reflection Prompt:
Did you use 'In my opinion' instead of 'According to me'? Did you feel confident defending your viewpoint, or did you worry about
o ‘ ‘ 5
Did you say 'l agree' instead of 'l am agree'? giving the ‘wrong' answer:

Did you give a logical reason to back up your preference?

Asking for Clarification WEEK 2: THINKING AND RESPONDING IN ENGLISH

@& Today's Goal: Learn polite, professional techniques to ask someone to repeat, slow down, explain, or clarify without feeling
ashamed or pretending you understood.

USEFUL WORDS & PHRASES

WORD / PHRASE &t ard EXAMPLE IN SENTENCE

Pardon me / Excuse me AT IR (& Wi & Pardon me, could you please repeat that last sentence?
ferg

Could you elaborate? T 3T UIST IR & To=n Could you elaborate on the second requirement?
THd o7

If I understand correctly... TR H T qH @ _g?‘ﬁ If I understand correctly, the client wants the report by 3 PM?



WORD / PHRASE &t aref EXAMPLE IN SENTENCE

Did you mean... T YT AT g Ul... Did you mean the local database or the cloud server?
Catch that DS RIBIVAEE RG] I 'am sorry, | didn't quite catch that due to background noise.
LEARN

The biggest fear of beginners is not understanding what an interviewer or foreign colleague said. In panic, many people nod their head
silently and say 'Yes', only to do the wrong task later! Asking for clarification is NOT a sign of weakness; in global companies, it is respected
as a sign of precision and professionalism. The secret is knowing the polite, standard formulas so you never feel embarrassed.

EXAMPLES & MODEL CONVERSATION

Scenario A (Interviewer speaks too fast):
Candidate: ‘Pardon me, sir. Could you please repeat the question a little slower? | want to make sure | answer it accurately.’

Scenario B (Unclear instruction from manager):

Employee: ‘Thank you for explaining, Vikram. Just to confirm if | understood correctly, you would like me to finish the Excel sheet first and then
draft the client email. Is that right?’

&Y argare: UMY A GeragsR 9gd ol I aid): SEfTaR: A% ST R | 7 MY FaTd B A1ST 4R I SR ale’t Gabd 82 § U8 AYd &
TR g o & Telep wiard g I' U B (@SR &1 A Wy 7 8): FHaRY: qae & forg y=yare, faswd | 59 a8 gy o5v 3 for fos o & 9t 9w,
3 918d € o 7 Uga e <ic gt ¥ 3R R Jade $Ad &1 gite s | 941 I8 Tet 87

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "l am sorry, | didn't quite catch that. Could you repeat it, please?"

e "Could you please explain what you mean by that term?"

"Just to be on the same page, do we need this completed today?"
e "Would you mind speaking slightly slower? The line broke up a bit."

PRACTICE EXERCISE: THE ACTIVE CONFIRMATION DRILL
Practice speaking these 3 clarification formulas aloud with a warm, polite, confident tone:

e 1. For audio/speed issues: 'l| apologize, could you please repeat that once more? The connection dipped for a moment.'
e 2. For unfamiliar words: 'Could you please clarify what you mean by [Term]? | want to be certain | have the right context.'
e 3. For confirming assignments: Just to verify our next steps, | will be responsible for [Task A], while you handle [Task B]. Correct?'

HINDI-TO-ENGLISH PRACTICE

R fear: 1w SIS, a1 3y RISt b 82"
- Natural English: Pardon me, could you please say that again?

! Rule: Avoid blunt 'What? Speak again.' Use 'Pardon me, could you please repeat that?'
®. Similar Practice: 1 310 $UAT bR T T 82 -> Could you please explain that again?

& faR: 99 7 gfy -7 & fore i & wet wmen g1
- Natural English: Just to confirm that I have understood correctly.

! Rule: Professional standard for checking alignment before starting work.
®. Similar Practice: §9 T8 Sig & foTw fob wa Ta! 81 -> Just to check that everything is in order.

@ Real-Life Challenge: Simulate a scenario where someone asks you a complex technical question in English. Record your response
asking them politely to repeat and clarify the specific scope of the question.

Self-Check: Reflection Prompt:

Did you eliminate blunt words like "What?' or 'Haan?" How much relief do you feel knowing that asking for clarification is

. . . idered ional rather than sh 2
Did you use polite formulas like '‘Pardon me' or 'Could you please considered professional rather than shamefu

repeat'?

Did you practice confirming understanding before taking action?

Week 2 Speaking Review WEEK 2: THINKING AND RESPONDING IN ENGLISH




@& Today's Goal: Deliver a 2-minute spontaneous monologue on a professional topic, review your fluency flow, identify persistent

grammar traps, and self-correct with poise.

USEFUL WORDS & PHRASES

WORD / PHRASE &t ard

Spontaneous ool / for1 ¥ g¥d die

Fluency flow S &1 ety varg

Self-repair Siefd-aed Gg Tt GURAT

Midway checkpoint STYT THR GRT §H &1 U319

Poise e / =id STAfay™
LEARN

EXAMPLE IN SENTENCE

Spontaneous speaking shows real conversational confidence.
My fluency flow is improving with fewer awkward pauses.
Calm self-repair keeps your conversation moving forward.
Day 14 marks our successful midway checkpoint.

Speaking with poise commands respect in any workplace.

You are officially halfway through your 30-day journey! In Week 2, you moved from basic static descriptions to dynamic thinking: sentence
frames, Hindi-to-English nuances, past storytelling, future projections, opinions, and clarification. Today is your 2-minute speaking drill. The
goal is NOT flawless perfection; the goal is sustained flow. If you stumble, self-repair smoothly and keep going without stopping the

recording.

EXAMPLES & MODEL CONVERSATION

Hello everyone. Today | would like to share my thoughts on why learning practical English is essential for career growth. In my opinion,
technical skills qualify you for a job, but communication skills help you succeed in that job. Over the past two weeks, | practiced speaking
every single day. In the past, | used to translate every word from Hindi into English, which caused long pauses and self-doubt. However, by

using sentence patterns and speaking aloud, | have noticed significant improvement. When it comes to workplace meetings, clear
communication helps avoid misunderstandings and builds trust among colleagues. In the future, | aim to use these communication skills to
contribute effectively in team projects and client interactions.

&Y argare: Tt &1 TERBR| TSI H 59 910 TR U fIaR T A1 T18dT § 1o BRAR & A & e sragies 3t e 3 siawas g1 3t
I, THAID! DI SUD! AH<) P TG T 8, b TR HIRA SHTIHT I A # Gl 54 § Hag 3 ¢ | FUwd & gudl 8, #7  fo s

SPEAK ALOUD (GUIDED REPETITION DRILL)

7 3y o orcfia 7, 7 &) I 3o & & Xec BT Srare il UT, FoTId HRUT el $eh1ae iR We WR o gidT 4Tl gTaiids, ared Uei Bl JuanT
PP 3R SR Y S, §7 AeayUl YR 3T 8| 9d SRR B 930! B1 &1d 3Nl 8, o1 WY TR Tadhetal & s § Hae Hdl ¢ 3R Igaifig!
% o fayrs ST 8 | Hiowr §, AR7 deg A Moiacd 3R Fage Seva’ H THId &1 ¥ TNTeM & & ol 37 TaR SIRTal Bl IUTN A1 5|

e "l am proud of completing fourteen consecutive days of practice."

e "My ability to think directly in English is growing stronger."

e "l can express my past achievements, future goals, and personal opinions."

e "l am fully prepared to master Interview English in Week 3!"

PRACTICE EXERCISE: THE 2-MINUTE FLUENCY MARATHON

Choose ONE of the two prompts below and speak continuously for a full 2 minutes without writing a script. Record the audio on your

phone:

e Prompt A: 'Why do you believe good communication skills are critical in your chosen career field?'
e Prompt B: '‘Describe a challenging project or learning experience from your past and what it taught you.'

HINDI-TO-ENGLISH PRACTICE

& g -4 dice 3 &1 snar Ihadiyde g1 i fermr 81

R faaR: afoal 33 & are ot & Saen I @A g1

- Natural English: I have successfully completed fourteen days of practice.
U Rule: Present perfect 'have successfully completed' highlights a proud current achievement.

®: Similar Practice: 9 3 A& DT HTUT %WTBT@IT’I  fora %I -> | have achieved half of my goal.

- Natural English: Even after making mistakes, I continue speaking.
¥ Rule: 'Even after' shows resilience. Follow with verb+ing: 'making mistakes'.
®. Similar Practice: yap1ae & o1g Wi & ST HRAT gl -> Even after being tired, | practice.



@ Real-Life Challenge: Save today's audio as '‘Day14_Midway_Review.mp3'. Listen carefully once: Did you pause for more than 4
seconds at any point? If yes, identify why (was it vocabulary or grammar?) and write down the word you needed.

Self-Check: Reflection Prompt:

Did you record a full 2-minute continuous speech? Compare your speaking flow today with your Day 1 recording. What is the

. ; . . 5
Did you use at least three Week 2 concepts (past tense, future goals, single most noticeable improvement in how you sound:

opinion phrases)?
Did you maintain your composure throughout the entire recording?

Your Professional Self-Introduction WEEK 3: INTERVIEW ENGLISH

@& Today's Goal: Build and deliver a crisp, professional 60-to-90 second 'Tell Me About Yourself' answer tailored for HR and hiring
managers.

USEFUL WORDS & PHRASES

WORD / PHRASE %T:.Pf 3 EXAMPLE IN SENTENCE
Professional trajectory PRI BT B / ATTHRID Let me walk you through my professional trajectory.
UG
Hands-on exposure CICHIRGD 3JHd / HH FRA®DT | have hands-on exposure to database management.
SAM
Key competencies a3 JIArg / gardl My key competencies include financial analysis and client
coordination.
Aligns with & Y BT/ B QT My background aligns well with the requirements of this role.
Value addition IHRIAD TNTGH / qg e | am eager to make a strong value addition to your team.
LEARN

The question 'Tell me about yourself' or "Walk me through your resume’ is asked in 99% of job interviews. It is not an invitation to narrate
your entire life story from kindergarten. It is an executive elevator pitch. Use the proven 4-part HR formula: (1) Present: Who you are and
what you do now, (2) Past: Relevant education, projects, or work achievements, (3) Key Strengths: What you excel at, and (4) Future: Why
you are sitting in this interview today.

EXAMPLES & MODEL CONVERSATION

Good morning, sir/ma‘am. Thank you for this opportunity.
My name is Aman Varma, and | recently graduated with a Bachelor of Technology in Computer Science from AKTU, Lucknow. During my
college tenure, | developed a strong foundation in core Java, SQL, and web technologies. For my final year capstone project, | led a three-

member team to design an online hospital appointment portal, where | spearheaded the database architecture and backend APIs. Beyond
technical skills, | have served as the student coordinator for our annual technical festival, which sharpened my teamwork and time
management abilities. | noticed that your organization is expanding its digital banking solutions, and | am eager to contribute my technical
foundation and rapid learning abilities as a Junior Software Engineer on your team.

&Y srgaTe: guHTd, T/AT | 39 SaUR & 1T Y=yaTe | TRT AT 3 gaf €, 3R B 81d 81 & AKTU, T89S, ¥ Hufe uey | dl ¢ 1 fan g1 s
Hicrel & GRM, HY BR 16T, TIHRILA 3R 39 qH-11h! § T Horgd YR IR fopar| s sifom avf 3 g Uorae & forg, 87 i wewig < &1
AT B U TP TS SRTATd 3Uigce GIce ST, Jel I STad 3R dhUs THSHTS BT BTH JUTAT| dob-1h! HIId o Sfefral, H 3o

i e e & B TH-age & T4 8 14 3, forgm 78 Saad Sk 99 ve emdrsil &1 FRarT| 8§93 a1 fos st due oo fefea
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& e I

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Thank you for giving me this opportunity to introduce myself."

* "l have developed a solid foundation in my core domain."

e "My strengths include analytical thinking, adaptability, and clear communication."
e "] am excited about this opportunity because it matches my career goals."

PRACTICE EXERCISE: THE 4-PART HR INTRODUCTION ARCHITECT



Draft and speak aloud your personalized 4-part answer using these exact prompt starters:

e Part 1 (The Present): 'Good morning/afternoon. My name is [Name], and | am a [Profession / Recent Graduate in Stream]..."

e Part 2 (The Relevant Past): 'During my academic / previous professional tenure, | focused heavily on [Key Subjects / Projects / Roles]...!
e Part 3 (The Proof Point): 'One notable project / achievement | delivered was [Brief Result]..."

e Part 4 (The Future Alignment): 'l am keen to join [Company Name] because your focus on [Area] perfectly matches my drive to...

HINDI-TO-ENGLISH PRACTICE

&<t fomam: g 3o ufvag & &7 SR ¢ & forg y=arg |
- Natural English: Thank you for giving me the opportunity to introduce myself.
! Rule: Polite, standard interview opening phrase. Memorize this clean sentence.

®. Similar Practice:ﬂ'%?ﬁ?fﬁlﬁmaam Ydicq| -> Thank you for shortlisting my profile.

& faR: 5 aoar 59 it o sirawgddrsit ¥ 7 ave A @i g1
- Natural English: My qualifications align perfectly with the requirements of this role.
¢ Rule: 'Align with' is the premium professional term for T QG

®. Similar Practice: B} BT 3MUP! STl A e Wit g1 -> My skills match your requirements.

@ Real-Life Challenge: Set a timer for 75 seconds. Deliver your professional self-introduction into your phone voice recorder. Check if
you finished between 60 and 80 seconds without rambling.

Self-Check: Reflection Prompt:

Did you thank the interviewer professionally? Did you deliver your introduction with confident energy, or did your tone

. . drop toward the end of your sentences?
Did you structure your answer: Present -> Past -> Skills -> Future? p fy

Did you avoid mentioning irrelevant personal gossip (like childhood
hobbies or family problems)?

Talking About Education and Experience WEEK 3: INTERVIEW ENGLISH

@& Today's Goal: Explain your academic credentials, internships, project work, or past employment honestly and compellingly
without sounding robotic or insecure.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3ref EXAMPLE IN SENTENCE
Graduated with &l & T wae P foar | graduated with a first-class degree in Mechanical Engineering.
Coursework UicdshH / &H fawg My academic coursework included database systems and
algorithms.
Internship D’f?[&ﬁﬂ / geRM During my summer internship, | assisted the marketing team.
Key responsibility a1 L EARl My key responsibility was auditing monthly balance sheets.
Transferable skills E’E’I?R'Uﬂ'q DI G R BH A Customer service taught me transferable skills like patience and
DI 3{TY) empathy.
LEARN

Whether you are a fresher with zero formal job experience or an experienced professional with 5 years in the field, interviewers want to
know ONE thing: Can you apply what you studied or did previously to help us? If you are a fresher, talk about your major coursework,
practical labs, academic projects, and certifications. If experienced, emphasize responsibilities, tools used, and business outcomes achieved.

EXAMPLES & MODEL CONVERSATION

Fresher Example:

'| completed my Bachelor of Commerce from Pune University in 2024. During my final year, our coursework focused heavily on corporate
accounting and taxation. To gain practical exposure beyond textbooks, | completed a three-month virtual internship where | analyzed financial
records for twenty small retail clients using Tally Prime and Excel. This experience gave me real-world familiarity with ledger reconciliation and

GST filings.'

Experienced Example:
‘For the past two years, | worked as an Associate Operations Executive at TechFlow Solutions. In this role, my primary responsibility was




tracking daily delivery SLA metrics across three logistics hubs. | automated our weekly status reporting using Google Sheets macros, which

reduced manual data entry time by four hours every week.'

&6 : ThRR ETERUT A 2024 T gor gfAafict ¥ ot ora 1 faan| sifad af & SR, ART TR & BIaRe SBISIAT 3R HRILH WR T
foraral ¥ 31 g I UM & g, H4 3 7 ot adard Se-ikig gt ot Sl H4 <eft Tred SR ToRid ¥ 20 B G TR & faig Rebled Bl
fazQwoT fomam | SR O AoR THIUH 3R SHUHC! BIsfeiT &7 aRafae v e srydt SRficar Iererur: fUad of auf ¥, 77 Sy Aoy o
THRTE TR Teilagfed & =0 # B a1 39 i # 73 g e diF aifviesd g9 # SRe fEdiad wmg-gm afted o1 &6 o=
7| T 77 e BhleT T SUTNT b gHRT AR RO ol Taraferd foram, o 8 g0t H31el BTH &7 4 S &1 Ty 11!

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "l completed my degree with a focus on practical applications."

e "During my studies, | completed an internship in data management.”

e "My primary responsibility was ensuring high accuracy in daily deliverables.”
e "This experience prepared me to take on greater professional challenges."

PRACTICE EXERCISE: THE EDUCATION-TO-EXECUTION FRAMING
Speak your real background using the appropriate path below:

e If Fresher: 'l graduated in [Stream] from [College]. The most valuable practical project | completed was [Project Name], where | learned how to
use [Tool] to solve [Problem].'

o |f Experienced: '‘Over the past [Years] years at [Company], | worked as [Title]. My day-to-day focus was on [Responsibility 1] and [Responsibility
2], where | achieved [Key Metric/Result].’

HINDI-TO-ENGLISH PRACTICE

&Y fammR: 39 FTas & SR B3 dfdcwd Nodcd W $H1H faar|”
- Natural English: I worked on several practical projects during my college years.

! Rule: Use 'worked on' for projects. 'Several' is formal and professional.
®: Similar Practice: B 0=t A1 % 1Y &1 B TEIS W B fHATI -> | worked on two case studies with my team.

&) faaw: 08 Uzl Tt # 28 gor Rmier wed! @ Aeg e -

- Natural English: In my previous job, my primary responsibility was assisting clients.
¢ Rule: Say 'primary responsibility was assisting...', avoiding clumsy phrasing like 'my work was to do help'.

®:. Similar Practice"ﬁﬁﬂ'@lmwﬁtﬁm o -> My primary responsibility was entering data.

@ Real-Life Challenge: Record a 60-second audio answering: 'What was the most important thing you learned from your college
education or past job that prepares you for this role?'

Self-Check: Reflection Prompt:
Did you mention practical tools or projects rather than just Did you feel insecure about having no formal experience (if fresher), and
marks/grades? how did highlighting your projects help you overcome that feeling?

Did you connect your past learning to the target job?

Did you speak with clear professional terminology?

Explaining Skills and Strengths WEEK 3: INTERVIEW ENGLISH

@& Today's Goal: Present your technical strengths and soft skills with credible evidence, avoiding empty clichés like 'l am a
hardworking perfectionist'.

USEFUL WORDS & PHRASES

WORD / PHRASE %T:ﬁ 3 EXAMPLE IN SENTENCE

Detail-oriented IRl R &I < aren I am extremely detail-oriented when checking financial figures.

Proactive Ugd HR a1l / U ¥ daR | take a proactive approach to solving customer complaints.
RCEECIKI]

Fast learner Aot & 72 Aot e aran Being a fast learner, | picked up Salesforce CRM within two weeks.

Analytical ability fa=QIwoneT® &mdn My analytical ability helps me identify patterns in raw data.



WORD / PHRASE &t aref EXAMPLE IN SENTENCE

Substantiate T 3R IeTeR0T § Tifed BT Always substantiate your strengths with a real workplace example.

LEARN

Anybody can say: 'l am hardworking, dedicated, and punctual.' Interviewers hear these exact words 50 times every single day. To stand out,
you must follow the Skill-Context-Evidence (SCE) formula: (1) Name the Skill, (2) Provide the Context where you use it, and (3) Give
measurable Evidence. If you say you are proactive, explain an actual instance where you took initiative without waiting for your boss to
order you.

EXAMPLES & MODEL CONVERSATION

Interviewer: What would you consider your greatest strength?
Candidate: | would highlight two key strengths. First is my adaptability and rapid learning curve. For instance, during our college hackathon,
our team had to build a mobile interface using Flutter, a framework none of us had worked with before. | spent the entire weekend studying

documentation and building sample modules, and by Monday, | successfully built our mobile login and navigation screens. Second is my
strong attention to detail. When preparing reports, | always double-check my calculations against source documents to ensure zero
discrepancies.

1Rl 3rgaTe: $eRASR: 31U U e ST AIhd 3T A 67 SHGdR: § &1 T dldvd! IR YehTRT ST | Uge § ARY g a-=ierdr 3R dsit
TRa Bt &I IETERUN & AT, §HR PHIas] gb1uT & SR, §HRI CIH B UeTeR BT SUTNT I T HIA3d S0 a1 o, forg o gas  fanedt 3
Ugd BT el foman AT R Trrgid B STaieR UeH SR Aiegd 91 & 997 fodrdr, SR SHaR d& 8- gART A Whi- T erdrgdd -1 e | gerT
8 SRt TR ART TTeRT | OIS qOR wra T, H g0 Y I YA wRA & fou O axarast & o Tumieh & SRt Sitg R g

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "One of my greatest strengths is my ability to learn complex tools quickly."

e "l pride myself on being thorough and detail-oriented."

e "] remain calm and focused even under tight deadlines.”

* "For example, when our project requirements changed, | adapted immediately."

PRACTICE EXERCISE: THE SCE (SKILL - CONTEXT - EVIDENCE) FORMULA
Pick 2 of your genuine strengths and speak them aloud using this exact structure:

e Strength 1: 'My first core strength is [Skill]. For example, when [Situation/Context], | [Specific Action You Took], which resulted in [Positive
Result].!
e Strength 2: 'In addition, | have strong [Soft Skill]. To illustrate, whenever [Challenge], | make sure to [Your Behavior].'

HINDI-TO-ENGLISH PRACTICE

& framR: o v oSt drpd g © % & qaa # it wig e g1
- Natural English: My greatest strength is that I remain calm even under pressure.

¥ Rule: Use 'remain calm under pressure' rather than 'l keep cool'.

®: Similar Practice: BRI Ia4 aﬁmu@%ﬁﬁ#%ﬂ@fﬁﬁ e EW'I -> My greatest strength is that | learn new things quickly.
& . & SO SO T THT R R I B IR HRAT§ 1"

- Natural English: I always strive to deliver my work on time.

¢ Rule: 'Strive to deliver' is a powerful, proactive professional alternative to 'try to do'.
®: Similar Practice:ffmmw@ﬁmmﬁl -> | always strive to maintain high quality.

@ Real-Life Challenge: Record a 60-second audio answering: "What is your top technical skill and top soft skill, and what proof can
you share for each?'

Self-Check: Reflection Prompt:
Did you avoid cliché words without evidence? Did your examples sound authentic to your real life, or did you borrow an

. . . artificial story?
Did you give a concrete real-life example for your strength? fi 4

Did you speak with quiet confidence rather than boasting?

Answering “Why Should We Hire You?” WEEK 3: INTERVIEW ENGLISH




@& Today's Goal: Deliver a compelling, candidate-to-company value proposition that answers 'Why should we choose you over
other candidates?’ with humility and power.

USEFUL WORDS & PHRASES

WORD / PHRASE %a 3ref EXAMPLE IN SENTENCE

Ideal fit w 3UYgdd / Tl IFigar My combination of skills makes me an ideal fit for this role.
Contribute from day one EI—E!?T e @ e & I am prepared to contribute effectively from day one.

Enthusiasm ISRSIGFASME] My genuine enthusiasm for this industry drives me to work harder.
Dedication Jydor I will bring unwavering dedication to achieving team targets.
Bridge the gap ﬁ P Ut / S @ HAT I am ready to bridge the gap between academic theory and

practical execution.

LEARN

This question trips up almost every candidate because they think they must prove they are smarter than every other applicant in the world.
You do not! The interviewer is simply asking: 'How does your specific profile solve OUR immediate problems?' The winning formula
connects 3 elements: (1) Your solid skill foundation, (2) Your strong work ethic and coachability, and (3) Your genuine enthusiasm for their
specific company.

EXAMPLES & MODEL CONVERSATION

Fresher Answer:

‘You should hire me because | bring a combination of solid core fundamentals in accounting, hands-on proficiency with Tally and Excel, and a
strong hunger to learn. While many candidates may have similar qualifications, what sets me apart is my proactive work ethic. During my
college days, | balanced full-time studies with online certifications and student leadership roles, proving that | am disciplined and dependable.
| am not looking for just any job; | genuinely want to grow with your organization and contribute to your team's accuracy and client

satisfaction.'

Experienced Answer:

‘You should consider my profile because | bring two years of hands-on experience in customer retention, where | consistently exceeded
quarterly satisfaction benchmarks by fifteen percent. | understand the exact pain points your team faces with client churn, and | have proven
systems to address them immediately without requiring extensive supervision.'

&Y SrgaTe: IR TaT9; 'SHTUSh! T3l SHfo Fgad H=1 a1feT Fifes | Siaprafen | S gfardt we, Toft oiR Taid & Saragie cardn 3R e
DI TR Y AR AT | BTl B IFIGARI & U FAT AFIdTE & Tebell &, Sl ST J31 3T ST € 98 & A fehd priRietl | 30 ios &
e & A9 sifens" fcfrhH iR B Aga Bt Srderial & Tgfer faman, RS a1fad giar & fos & sriid ofR Rwe § 1 & Faa o1s ot
Tt 16l ge BT H aRad H 3H19% W6 & 1Y T A6l § SR 3D ST B Gl H ANIGH 1 I1eal § 1 AT STaTe; '3Tadh! 3R Mesd
TR YT AR ST AfeT il & deemR g & &1 ITd o1 ATaeTRe SHd ATdl g, Sial A S @ed ol 15% I 31 uR fobar| & 3
TERST Pl I § SHDT SATADH! ST AT Hcl 8, 3R TR I 977 sarges AR & i aRkomy ¢ &1 R a1

SPEAK ALOUD (GUIDED REPETITION DRILL)

® "You should hire me because my skills directly match your role requirements."
e "l bring strong technical fundamentals combined with a proactive attitude."
e "l am highly coachable and eager to contribute from my very first week."

e "l am committed to helping your team achieve its quarterly targets."

PRACTICE EXERCISE: THE 3-PILLAR HIRING VALUE PITCH
Draft and speak aloud your answer containing these 3 pillars:

e Pillar 1 (The Competency match): 'First, my hands-on knowledge of [Core Skill] allows me to handle [Key Duty] with precision.'

e Pillar 2 (The Attitude differentiator): 'Second, | bring high energy, discipline, and a willingness to learn quickly from senior colleagues.’

e Pillar 3 (The Company loyalty): 'Finally, | am genuinely excited about your company's mission in [Domain] and want to build a long-term career
here.’

HINDI-TO-ENGLISH PRACTICE

& faR: & Ut Hoht A G T SR SRR ¥ ST HE
- Natural English: I will work with complete dedication and integrity in your company.
! Rule: 'Dedication and integrity' are high-impact professional vocabulary words for @ eﬁ?‘s‘q TaRT.



| ®. Similar Practice: ¥ U G &A1 I BHTH B -> | will work to the best of my abilities.

& faR: & 72 < 9gd oot e § oIk forddt oft mrela & e gwar g1
- Natural English: I learn new things very quickly and can adapt to any environment.
¥ Rule: Parallel structure: 'learn quickly and adapt easily'.

®: Similar Practice: T 7S I & 1Y T § A foeT A §I -> | blend easily with new teams.

@ Real-Life Challenge: Record a 75-second audio delivering your answer to ‘Why should we hire you?'. Speak with warmth,
conviction, and direct eye contact into the mirror or camera.

Self-Check: Reflection Prompt:
Did you mention both your skills and your positive attitude? Do you truly believe you would be an asset to the company? If you don't
o h . >
Did you explain why you specifically want THIS company? believe it yet, what proof do you need to remind yourself of:

Did you sound confident without sounding arrogant?

Discussing Weaknesses and Learning WEEK 3: INTERVIEW ENGLISH

@& Today's Goal: Handle the dreaded 'What is your greatest weakness?' question honestly, professionally, and constructively with
an active improvement plan.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3 EXAMPLE IN SENTENCE

Area for improvement JUR dT & (@ISR & forg I view public speaking as an active area for improvement.
[EEEERIC)

Overthink SALAHAT Y AP T Earlier, | used to overthink minor details before submitting tasks.

Step out of comfort zone FHHHE O Y TIER HeH T I am taking deliberate steps to step out of my comfort zone.

Remedy this DT U hRAT / 3@ LG To remedy this, | use a checklist and set strict timers.
HRAT

Work-in-progress o R AR®R YUYR HT DIH IA It is a work-in-progress, but | have made significant strides.
el

LEARN

Two responses will instantly fail you: (1) Saying 'l have no weaknesses' (makes you look arrogant and dishonest), and (2) Giving a fake
weakness like 'l work too hard and never sleep' (interviewers roll their eyes at this cliché). The professional way is to share a genuine, non-
fatal professional weakness and immediately explain the active, measurable steps you are taking to fix it.

EXAMPLES & MODEL CONVERSATION

Candidate: 'In the past, one area where | struggled was public speaking in front of large audiences. Whenever | had to present in college
seminars, | would feel nervous and speak too rapidly. Recognizing that clear communication is vital for my professional career, | took active
steps to address this. Over the past three months, | enrolled in a speaking workshop, joined a daily speaking practice routine, and volunteered

to give team presentations. While I still feel some initial nervousness, | now have reliable techniques to manage it, and my delivery has
become significantly calmer and more structured.'

3aTe: SHEAR: '3rclid §, Td &5 Tl g9l HioATs sidl 2, 98 U1 98 axb! & AT AIdui-d %0 § a1 | 5 Hf g8 Siast & SR

Er%?ﬁé‘rﬁa’cﬁ%ﬁ ) g2 TeRTEe Bt oY 3R H S A & ST @I 411 U8 U g S Wy SR TR BRI ¥ Ry ey 2, 7Y 38 guRA
fore afora wew It e dF 7eHT &, 7 ue T adbwiy o, SR Sia & enar & Y femn oiR &\ ISR & 3 forg mt s gTaiie
2 3nft oft F2 Tl gerTge Bl B, Afh ord TR U 3 WU &I davmiidh &, 3R TR} ST I T Rl BT XM SR Tafd 8l T g 1!

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "l believe in continuous self-improvement and learning from feedback."
e "An area | have been actively working on is public speaking."

* "To overcome this, | practice delivering short presentations every week."
e "This conscious effort has helped me become much more confident.”




PRACTICE EXERCISE: THE 3-STEP WEAKNESS MAKEOVER FORMULA
Choose one real weakness from the list below and speak your 3-step response aloud:

e Select: (A) Hesitation speaking in large groups, (B) Difficulty saying 'no' to extra tasks, or (C) Over-analyzing minor details before hitting submit.
e Step 1 (The Honest Acknowledgment): ‘An area of development for me has been [Chosen Weakness]..."

e Step 2 (The Realization): 'l noticed that this was causing [Minor Inconvenience]...'

e Step 3 (The Action Plan): 'To overcome this, | started [Concrete Daily Action], which has helped me make measurable progress.'

HINDI-TO-ENGLISH PRACTICE

& faR: & 3=t HHeIRET B gR B & T TR T R Tl
- Natural English: I am constantly making efforts to overcome my weaknesses.
¢ Rule: 'Constantly making efforts to overcome' is powerful professional English.

®: Similar Practice: ¥ 30= TTafaat @%ﬁ@m@ -> | learn from my mistakes.

R faaR: "Ugd & 9gd Yhd Hal UT, A 3a F GUR IR @I 1"
- Natural English: Earlier I was quite hesitant, but now I am improving.
¢ Rule: 'Earlier' contrasts the past habit with present progress.
®: Similar Practice:tl—sﬁﬂﬁgim T, Al Wﬁﬂ’ﬁ!\_ﬂgl -> Earlier | felt nervous, but now | am comfortable.

@ Real-Life Challenge: Record a 60-second audio answering: ‘What is one weakness you are currently working to improve?' Make sure
at least 40 seconds of your answer focus on your solution and progress.

Self-Check: Reflection Prompt:

Did you avoid fake clichés like 'l am too perfectionist'? Did you feel relieved that showing a genuine improvement plan is viewed

. . . . ositively by interviewers?
Did you spend more time on your improvement actions than the p b

weakness itself?

Did you sound mature and self-aware?

Explaining Projects and Past Achievements WEEK 3: INTERVIEW ENGLISH

@& Today's Goal: Master the globally acclaimed STAR framework (Situation, Task, Action, Result) to explain academic projects,
internships, or workplace achievements with clarity and authority.

USEFUL WORDS & PHRASES

WORD / PHRASE %’G‘T 3ref EXAMPLE IN SENTENCE
STAR Framework @ﬂ%{, H1, Hrdargt, aRoma Using the STAR framework prevents your project explanation from
il rambling.

Objective e / 5= The primary objective of our project was to reduce customer wait
times.

Spearheaded 3 dedh eﬁjﬁ fopar | spearheaded the database integration phase.

Implemented aﬂlm / foranfaa foran We implemented automated notifications using webhooks.

Measurable outcome T I gk The measurable outcome was a twenty percent increase in
operational speed.

LEARN

When asked 'Tell me about a project you worked on', most candidates ramble for 5 minutes explaining theoretical technical jargon, leaving
the interviewer bored. Global recruiters want structure. Use STAR: (S) Situation: What was the context? (T) Task: What was the specific
challenge or goal assigned to you? (A) Action: What specific steps and tools did YOU use? (R) Result: What was the final tangible outcome
or grade?

EXAMPLES & MODEL CONVERSATION

Interviewer: Tell me about a significant project you worked on.
Candidate:

[Situation]: During my final semester of college, our department lacked an automated system to manage lab equipment reservations.
[Task]: Our four-person team was tasked with building a web-based reservation portal within six weeks.
[Action]: As the lead developer, | designed the backend architecture using Node.js and MongoDB. When we noticed double-bookings




occurring during peak hours, | implemented a real-time slot locking mechanism using Redis. | also conducted daily standups to ensure all
teammates stayed synchronized.

[Result]: We delivered the platform four days ahead of the deadline. Our college IT department deployed it across three computer labs,
reducing equipment reservation conflicts by ninety-five percent.

&Y 3rgaTe: Seveger: gl it Heayul tisiae & IR & 9Ty for W 3o &1 a1 811 IFieaR: [Situation - fRUfA): i & W 3ifey I &
RM, TAR fAUNT & 07 SUBRON & 3REIU ) TERid B & o B1g Taaiierd Jumah et AR [Task - B TARY IR Wewid ¢ &I 38 I8 &
iR Ueb J9- TR RE0T YT S T SBTH T 7T UT| [Action - HRIATEY: TR STAWR & TU H, H Node.js 3R MongoDB T SUTNT FR%
IHUS e aaR fEome faran| S1d g0 3T fob o0 THg & Saa-gfeh T 81 el ©, A Tite-aiier T Hapt-on ar fvar| 7 78 +ff gy fovar fo
Tt Tt TAfad B | [Result - TRUTH): 857 T99 W1 ¥ R o Uga wewd feeiar o faar| guR sias & emsel faum = 39 fiF duger o9 o
Y foa, o) JUaHRON & Tahrd B 95% Hi HHT 33 |

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "The primary goal of our project was to solve a real-world problem."

e "My specific responsibility within the team was database design and testing."
e "To resolve this, | implemented an automated solution."

e "As a direct result of our efforts, system efficiency improved significantly."

PRACTICE EXERCISE: THE STAR MONOLOGUE BUILDER
Structure your best college or work project into 4 distinct spoken sections:

e S (Situation - 15s): 'In my final year / previous role, the problem we faced was..."
e T (Task - 15s): 'My responsibility was to ensure that...

e A (Action - 30s): 'To achieve this, | used [Tools/Methods] and took the following steps: first... second...'
e R (Result - 15s): 'In the end, our team delivered [Outcome], which received [Praise/Grade/Metric].'

HINDI-TO-ENGLISH PRACTICE

& faR: 87 39 viviae &1 SHUs Saaudc JuTe o1l
- Natural English: I handled the backend development for this project.

. Rule: Past simple 'handled' or 'spearheaded'. Avoid 'l was doing the backend development'.
®: Similar Practice: H- T&SITZT &1 B TJUTET ATI -> | handled the design work.

& famR: 9% uRumRaey, 39K 61 &1 Ugdl REHR e
- Natural English: As a result, our team won the first prize.

! Rule: 'As a result' is the standard transition to introduce the final outcome.
®. Similar Practice: magaéas‘ms‘l -> As a result, the process became much faster.

@ Real-Life Challenge: Record a 90-second audio explaining your top project using STAR. Notice how having 4 distinct stages
prevents you from repeating words or losing track of your story.

Self-Check: Reflection Prompt:
Did you clearly separate Situation, Task, Action, and Result? Did you feel the STAR framework gave you much greater storytelling
control?

Did you highlight YOUR personal contributions (I built’, 'l tested’)
rather than just 'we did'?

Did you mention a concrete ending result?

Mock HR Interview WEEK 3: INTERVIEW ENGLISH

@& Today's Goal: Conduct a complete, simulated 5-question mock HR interview, score your responses using the Interview Rubric,
and achieve Week 3 certification.

USEFUL WORDS & PHRASES

WORD / PHRASE Rt ard EXAMPLE IN SENTENCE

Simulated S %@ Efﬁﬂ 0 Y TR A simulated mock interview builds real boardroom confidence.
[ERIKE

Composure & / g fRRd Maintain composure even when facing an unexpected question.

Rubric HAip YT / fomm-fAd Score your answers objectively using the provided rubric.



WORD / PHRASE &t aref EXAMPLE IN SENTENCE

Executive presence IR IufRUfa 3R TuTT Clear speech and calm body language project executive presence.
Notice period BIERIE) S Y Ugd &I ANy My notice period is thirty days, but early release is negotiable.
qHqg
LEARN

Today is your Week 3 graduation milestone. You have trained all individual interview components: self-introduction, education, skills, 'why
hire you', weaknesses, and STAR projects. Today you will combine them into a full continuous mock interview. You will act as BOTH the
interviewer and the candidate. Read the interviewer question aloud in a firm, formal tone, pause for 2 seconds, and then deliver your
candidate answer with confidence.

EXAMPLES & MODEL CONVERSATION

Mock Interview Sequence:

1. HR: 'Good morning. Welcome to our office. Could you please introduce yourself?'
-> Candidate delivers 60s pitch (Day 15).

2. HR: 'What would you say is your most significant skill relevant to this role?"

-> Candidate uses SCE framework (Day 17).

3. HR: 'Tell me about a time you worked on a team project and overcame an obstacle.'
-> Candidate uses STAR method (Day 20).

4. HR: 'What is one area you are currently trying to improve?'

-> Candidate shares constructive development plan (Day 19).

5. HR: 'Why should we choose your profile over other candidates today?'

-> Candidate delivers 3-pillar hiring pitch (Day 18).

&Y srgaTe: [ S HH: 1. TISR: GUHTA | §HR HIATad H YT WA 3 | T 37T HUAT 30T URET & Ghd 82 -> SHIGAR 60 YHS BT
ORTY Id1 51 2. TISR: ' YHPT & U 3muehT Had Heaqul Id &1 57" -> ITHIGIR X 3R IETERUI & 1Y PRI Fardl 5| 3, TIAR: bt
Y Uioiae & SR H T4 o813 foreht a1e 1 UR {3 -> IufigaR STAR dob-iid &1 SUGNT HIdl 8| 4. TIR: ‘T I 91 & § ford 3y apft
JURA B HIAY B I 87" -> SHIGIR THIHD YR TS FaldT g1 5. TASMR: TH 31T 30 SHGaR] & GHTad b NHT3A Bl ol AT
TR -> IACAR 3-TH Tl Aol Jed TdTd WRd el 8|

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "l am fully prepared to represent my skills and experience with confidence."
e "[listen attentively to the interviewer's question before responding.”

e "l answer with structured clarity, relevant examples, and steady pace."

e "] maintain polite, professional body language throughout the discussion."

PRACTICE EXERCISE: THE 5-QUESTION CONTINUOUS MOCK INTERVIEW CHALLENGE

Record a single 5 to 6-minute continuous audio answering all 5 questions in sequence. Pause 3 seconds between questions as if the
interviewer is listening attentively.

e QI:'Introduce yourself and walk me through your background.' (60-75s)
e Q2:'What are your top technical and professional strengths?' (45-60s)

e Q3:'Describe a significant project or challenge from your past.' (60-75s)

e Q4:'What is an active area of improvement you are working on?' (45-60s)
e Q5:'Why should we hire you for this position?' (45-60s)

HINDI-TO-ENGLISH PRACTICE

&<t foaR: <9 /@R & AU 3iueT 9gd-9gd Y=arg|”
- Natural English: Thank you very much for this wonderful opportunity.
! Rule: Polite, warm interview closing expression.

®: Similar Practice: WW IIg &S 1%112 Ygdlq | -> Thank you for your valuable time.

& fmmR: g2 et U=t | J54 8IR e 3 H sgd 9= gt
- Natural English: I would be thrilled to join your company and contribute.

! Rule: 'Would be thrilled / delighted" expresses enthusiasm with professional polish.

®: Similar Practice: H’% ATADT S & Y HH B | E‘x’ﬁfﬁ“ﬁl -> | would love to work with your team.

@ Real-Life Challenge: Save today's recording as '‘Day21_Full_Mock_Interview.mp3'. Rate each of your 5 answers from 1 to 5 on: (A)
Directness, (B) Grammar, (C) Clarity, and (D) Confidence. Calculate your total score out of 25.

Self-Check: Reflection Prompt:



Did you answer all 5 questions in one continuous recording? How did your confidence during this full mock interview compare to the

Did you avoid panic pauses or stopping the audio? nervousness you felt on Day 17

Did you apply all frameworks learned across Week 3?

Talking to Colleagues WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Master everyday workplace interactions: morning greetings, watercooler small talk, introducing yourself to new
team members, and building professional rapport.

USEFUL WORDS & PHRASES

WORD / PHRASE Féiﬂ 3 EXAMPLE IN SENTENCE
Rapport QTS / Mt areda Building rapport with colleagues makes daily collaboration smooth.
Catch up RITATA ST / YR DHRAT Let's catch up over coffee during the afternoon break.
Onboarding HU H U HHAR & wiva Today is my first day of onboarding in the finance department.
T @1 uferan
Settle in T AR o 31T AT How are you settling into your new desk and team?
Have a good one 3T faq ]qH ® (&Fﬁﬂﬂm See you tomorrow, have a good one!
frare)
LEARN

Landing the job is only the first step; thriving in the workplace requires smooth everyday communication. In an office, you cannot remain
completely silent in a corner. Polite, warm small talk builds trust with teammates, managers, and cross-functional partners. Today you will
practice 3 essential colleague conversations: (1) The morning greeting, (2) Introducing yourself on your first day, and (3) Casual lunch or
watercooler conversations.

EXAMPLES & MODEL CONVERSATION

Dialogue 1: Meeting a Teammate on Day 1
Rohit: 'Hi there! | don't think we've formally met yet. | am Rohit, the new associate analyst on Neha's team.’
Karan: 'Hey Rohit! Welcome aboard. I'm Karan from the quality testing team. How is your first day going?'

Rohit: 'It's going great, thanks! Just finishing up my IT laptop setup and going through the initial documentation. Really excited to be here.'
Karan: 'Awesome. If you need any help finding anything around the office or cafeteria, feel free to ask me.'
Rohit: ‘That's very kind of you, Karan. Much appreciated!’

&Y argare: STl 1: Ugd 37 freh wewml I e Afga: —aw T3 e § 81 Siuenies w0 ¥ it de =16l a1 AT § e ot S #
THIRTE TTfeRe ' UL 3R Afgd! WITd | H 01 g, sifcre SR ¢ A1 3muepT ugen &7 a1 e 361 87 Afed: 9gd 3131 99 361 5, Y=udia!
S{OT AYCTT JT3Y GRT R TG § SR Gl & 6T g1 T6T 3MThR g SATed g1 BRI 'Tgd dfedl| 3R Hhd a1 HiheRal § $8 ged § Hag
TRT, N Sfreie g3 geI' Afed: U8 MU §gd HUI 8, HUN| dgd-agd Ydic!

SPEAK ALOUD (GUIDED REPETITION DRILL)

® "Good morning, everyone! Hope you all had a great weekend."
® "Hi, I'm new to the team. Nice to meet you!"

e "How is your project going this week?"

e "Thanks for your help, | really appreciate it."

PRACTICE EXERCISE: COLLEAGUE SMALL TALK ROLE-PLAY

Speak both sides of this short office hallway exchange aloud with natural warmth:

e You (Greeting): 'Good morning, Sunita! Did you have a good weekend?"
e Sunita (Response): 'Yes, quite relaxing, thanks! Went on a short trek. How about you?'
e You (Follow-up): 'l mostly stayed in, rested, and caught up on some reading. Ready for the week ahead!'

HINDI-TO-ENGLISH PRACTICE

& fmm: e fraas sgd st @

- Natural English: It was really nice meeting you. / Great to connect with you.



! Rule: Standard, warm phrase when meeting a new colleague or stakeholder.
®. Similar Practice: 3TUY T R dgd =31 &I -> It was great speaking with you.

&Y fammR: 3R Sua! Bis Heg ARy, @ g oo Jargu”
- Natural English: If you need any assistance, please let me know.
U Rule: 'Please let me know' is the gold standard for workplace helpfulness.

®: Similar Practice: 3R a«rru%ﬁéws‘r, ?‘ﬁﬂ'{ﬁ garg| -> If you have any questions, let me know.

@ Real-Life Challenge: Record a 60-second audio role-playing your introduction to your new team members on your first day at a
new company. Sound welcoming, humble, and enthusiastic.

Self-Check: Reflection Prompt:
Did you use warm phrases like 'Welcome aboard' or 'Nice to meet Do you feel more comfortable initiating a casual conversation with a
you'? colleague now?

Did you avoid stiff robotic silence?

Did you offer mutual help ('Feel free to ping me')?

Asking Questions at Work WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Learn how to ask for task instructions, confirm deadlines, clarify ambiguous requirements, and ask senior
colleagues for guidance respectfully.

USEFUL WORDS & PHRASES

WORD / PHRASE %’G& 3 EXAMPLE IN SENTENCE

Clarify ¥ HAT / T FHLATT Could you clarify the expected format for this client report?

Deadline 3ifas Tug At What is the hard deadline for submitting the revised numbers?

Deliverable FIR B 31 T prf / 3dlq The primary deliverable for this week is the presentation deck.

Quick question T BIel 91 gard Do you have two minutes for a quick question regarding the
invoice?

Guidance anfexHE | would really appreciate your guidance on how to structure this
query.

LEARN

Beginners at work are often terrified of asking questions because they fear looking incompetent. In reality, managers despise employees
who stay silent, guess the instructions, and make expensive mistakes! Good leaders LOVE proactive, structured questions. The secret is to
show that you have already thought about the problem before asking: 'l reviewed the draft, and | had a quick question regarding the
deadline.’

EXAMPLES & MODEL CONVERSATION

Employee to Manager:
'Hi Priya, do you have two minutes? | am currently working on the quarterly sales deck you assigned this morning. | have compiled the

regional numbers, but | wanted to clarify one point: should | include the raw customer feedback quotes in the main slides, or would you prefer
them placed in the appendix? Also, just to confirm, is the expected deadline by end-of-day Wednesday or Thursday noon?*

&l 3rgaTe: AR I AR &t Fraeid: FHR v, 7 Smuds U & e 87 § onft 39 ol fasst Ueie= R o™ $R g1 § o Su gag aidt
| 7 &t 3iihg Tebferd o forw 8, Afe & Uep fofg Ty =71 918 T 1 031 IR WSy | Ae! o wielt fewforat snfire o=t =nfe, ar sma
35 ORI (e § a1 ueig S W1 g, 9 g oA & forg, aan sifam s i §eaR =9 e § 91 TFAR SR adb?!

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Could you please confirm the priority order of these two tasks?"
* "l have a quick question regarding the client brief."
e "Just to make sure we are aligned, who should | send the final copy to?"

e "Would it be possible to get some guidance on this template?"




PRACTICE EXERCISE: THE 3-PART SMART QUESTION FRAMEWORK
Formulate and speak smart workplace questions using this 3-step format:

e Step 1 (Context): 'l am currently working on [Task Name]..."
e Step 2 (What you did): 'l have already completed [Part A], but | noticed [Uncertainty]...
e Step 3 (The Specific Ask): 'Could you please advise whether | should proceed with [Option 1] or [Option 2]?'

HINDI-TO-ENGLISH PRACTICE

& fR: 50 &m & R A Bt 3ifaw IR T g7
- Natural English: What is the deadline for completing this task?
! Rule: Direct and polite question using 'What is the deadline for...".
®: Similar Practice: 39 ﬁfﬁ?f P TH B B JHY T W%? -> What is the deadline for submitting this report?

&Y R »am 3 Uy 39 W = A & o @ e g
- Natural English: Do you have a few minutes to discuss this?

! Rule: Universal professional phrase: ‘Do you have a few minutes to...".
®: Similar Practice: FT 3T9% U HISSH & & ol THI 82 -> Do you have time to share some feedback?

@ Real-Life Challenge: Record a 60-second audio simulating a conversation where you approach your supervisor to ask for
clarification on an ambiguous client assignment.

Self-Check: Reflection Prompt:
Did you show that you already started or thought about the task? How does framing a question with context make you sound capable rather
. e . . than clueless?
Did you ask a specific, actionable question?

Did you maintain a respectful, professional tone?

Giving Updates About Your Work WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Deliver concise, structured daily standup and progress updates using the Completed - In Progress - Blockers
framework.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬂ 3 EXAMPLE IN SENTENCE
Standup e wew Mt/ Wesm In our morning standup, each team member gives a 2-minute
update.

In progress TR/ NI RFATAWIS  The audit report is currently in progress.

Blocker YT / BT A aTelt 3T I have no blockers, everything is moving smoothly.

On track TG W 3R Cﬁm ENEI We are well on track to deliver the release by Friday.

Dependency m fqumT o1 aafdd R Fakkar There is a minor dependency on the legal team for sign-off.
LEARN

In modern agile companies and corporate offices, you will give status updates almost every morning: 'What did you do yesterday? What will
you do today? Are there any blockers?'. Weak employees give vague stories ('l was doing some work on files'). High-performing
professionals use the crisp 3-point framework: (1) What is Completed, (2) What is In Progress today, and (3) Any Blockers or Dependencies.

EXAMPLES & MODEL CONVERSATION

Daily Standup Update:
‘Good morning team. Here is my quick update for today:
Yesterday, | completed the data cleansing for the Northern region and documented the reconciliation differences in our tracker.

Today, | am actively working on drafting the executive summary slides. | aim to share the first draft with Neha by 3:00 PM for review.
In terms of blockers, | currently have no technical blockers, but | am waiting on the final sign-off from the compliance team. Once that arrives,
we will be fully on track for Friday's deployment.'

& : A WSS SuST: GUHIA S| 3191 F g BT @R SIUST I5T &: Ha, HA ST & I o St Feftfoitt 1 o g1 foa oiR g &
THIY &b 3R &t (b 3T, & FiehT U T YR WS BT JTUC dUR B TR BTH B 6T 5| -1 06T e & fTw SueR 3:00 I91 9 A8T &
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SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Yesterday, | completed the initial draft of the proposal.”
e "Today, my primary focus will be client follow-ups."
e "Everything is on track, and | have no major blockers."

e "l will keep the team updated if any issue arises."

PRACTICE EXERCISE: THE 3-BOX STANDUP ROUTINE
Speak your real or simulated daily work update aloud using these 3 distinct boxes:

e Box 1 (Yesterday's Done): 'Yesterday, | successfully completed [Task 1] and [Task 2]..."
e Box 2 (Today's Focus): ‘Today, my main priority is to work on [Task 3] and finalize [Task 4] by [Time]...
e Box 3 (Blockers): ‘As for blockers, | am currently blocked on / smooth sailing with [Status]...

HINDI-TO-ENGLISH PRACTICE

& fR: 99 3o 91 & UR ¥HY W Id T 81"
- Natural English: Everything is moving on track according to schedule.

¥ Rule: 'On track' is the exact corporate equivalent for "HHI TR Gﬁ?tﬁm
®: Similar Practice: Tl 999 IR ENEE %‘I -> The project is on track.

& faR: "9 ST 1 & [ FA & A Suet Hedt anfeul”
- Natural English: I need your approval to finalize this task.

¥ Rule: Use ‘approval' or 'sign-off' in professional workplace contexts.
®. Similar Practice: 3 SoIC &1 TRt AT -> | need approval for the budget.

@ Real-Life Challenge: Record a 60-second audio delivering a daily standup update for your current studies, job hunt, or workplace
tasks using the Completed - In Progress - Blockers model.

Self-Check: Reflection Prompt:
Did you structure your update: Yesterday -> Today -> Blockers? Did you notice how this 3-box framework makes you sound organized and
senior?

Did you mention specific times or milestones?

Did you keep the entire update under 60 seconds?

Handling Phone Calls and Online Meetings WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Handle professional telephone calls and virtual Zoom/Teams/Google Meet calls smoothly, from opening
greetings to audio troubleshooting and professional sign-offs.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3 EXAMPLE IN SENTENCE
Am | audible? FT IR 3faT Ffﬂ% T E? Good morning team, am | clearly audible to everyone?
You're on mute SUDT HIgPH R ? Vikram, | believe you are on mute.
Screen sharing THH TR HIAT Please let me know once you can see my shared screen.
Break up / Glitch SHTATS BT / AhID! WIS Your voice is breaking up slightly; could you repeat that?
Wrap up T JHTeT R Let's wrap up today's call with our action items.

LEARN

Virtual meetings and phone calls add extra anxiety because you cannot read full body language, and audio lags happen constantly. Instead
of panicking or saying 'Hello? Hello? Kya aap sun rahe ho?', professional communicators use standardized audio checking and meeting
etiquette phrases. Today you will master the essential vocabulary for virtual conferences and business phone calls.

EXAMPLES & MODEL CONVERSATION



Online Meeting Opening & Screen Share:

Host/Presenter: 'Good morning everyone! Thank you for joining promptly. Before we dive into the agenda, could someone please confirm if |
am clearly audible?'

Colleague: 'Yes Rahul, loud and clear.'

Host: 'Fantastic. | am now going to share my screen to present the campaign metrics. Please let me know once the slides are visible on your
end.'

Colleague: 'Yes, we can see your screen now.'
Host: 'Perfect. Let's begin with the executive overview.'

&Y argaTe: e 93 &1 YB3 3R [ ATR: BRe/IRadhd!: GUHTd Tt H1 T R Je & O 4-ga1e | ToisT [R= R I Ugd, FT DS
Y R Tl © fob 1 ALY 3HTaTo WY =0 | TS & W61 87 YehHT: ‘81 g, Nepa WY B BRe: ogd dfedn| 3 F SifimM & 3fihs Udd o1 &
forg SrU=t TpI TSN XA S QT § | HUAT Gl 914 OfF WG 3MUS! R (@M o @il I TgHHT: 8T, §H 31d U] ThiH 3@ Tahd & 1' TRE:
IV | A HIBR TR I YB3 HRA g1

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Hello, this is [Your Name] speaking from the operations desk."
e "Could you please confirm if you can see my screen?"

* "l apologize, my internet connection was momentarily unstable."”

"Thank you everyone for your time. Have a productive rest of the day!"

PRACTICE EXERCISE: VIRTUAL MEETING TROUBLE-SHOOTING DRILL
Practice speaking each of these 3 common remote meeting problem-solvers aloud:

e 1. Audio cutting out: 'Excuse me, Priya, your audio is cutting out slightly. Would you mind repeating the last sentence?'

e 2. Someone forgot to unmute: 'Hi Vikram, | think you might be speaking on mute. We can't hear you just yet.'

e 3. Confirming next steps at end of call: 'To summarize our action items before we wrap up, | will send the revised file by 4 PM, and Ajay will
follow up with the vendor. Thank you all!'

HINDI-TO-ENGLISH PRACTICE

&<t fmmR: o 3 A TP ST U R 7"

- Natural English: Are you able to see my screen? / Can you see my screen?

! Rule: Standard phrase used millions of times daily in global remote work.
®: Similar Practice: IT 3T T S{TaTol gaar W7 -> Are you able to hear me?

) faaR: "3Mua! SaTet He-de IR A E "
- Natural English: Your voice is breaking up.

U Rule: Say 'Your voice is breaking up', NOT 'Your voice is cutting'.
®: Similar Practice: dId hc "I'ap At -> The call got disconnected.

@ Real-Life Challenge: Record a 60-second audio role-playing a professional phone conversation where you receive a call from a
client, greet them, confirm their account details, and promise a resolution by 5 PM.

Self-Check: Reflection Prompt:
Did you use 'breaking up' instead of 'voice is cutting'? Do you feel more prepared to handle Zoom or Microsoft Teams meetings in
. . English?
Did you use 'Am | audible?' or 'Can you see my screen?' smoothly? ngeLs

Did you close the call with professional warmth?

Polite Requests and Professional Responses WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Master the art of diplomatic communication: making polite requests, pushing back gently, negotiating deadlines,
and saying 'no' respectfully.

USEFUL WORDS & PHRASES

WORD / PHRASE &t aref EXAMPLE IN SENTENCE

Would you mind... T 3TUDT DI IR gRIt Would you mind sending me the updated spreadsheet?



WORD / PHRASE &t aref EXAMPLE IN SENTENCE

Bandwidth B &y / THT B IuARIAT | currently do not have the bandwidth to take on an additional
project.
Prioritize B dl o AT Could you help me prioritize these two urgent requests?
Unfortunately gmﬁmam /TE & Y Unfortunately, | will not be able to attend the 4 PM meeting.
Alternative e As an alternative, can | deliver this by tomorrow morning?
LEARN

In a professional environment, being blunt ('l will not do this', ‘Give me the file') sounds rude and damages working relationships.
Conversely, saying 'yes' to everything leads to burnout and missed deadlines. Master diplomatic softeners: 'Would it be possible to...", 'l
would be happy to help, however...", and 'Could we look at an alternative?'. This makes you respected as both helpful and firm.

EXAMPLES & MODEL CONVERSATION

Saying 'No' / Negotiating a Deadline Diplomatically:
Manager: 'Hey Rohit, | need you to create a customer satisfaction analysis report by 5 PM today.'
Rohit: 'Hi Vikram. | would be glad to work on that analysis. However, | am currently finalizing the monthly tax filings which are due to the

government today by 4 PM. If | pivot to the customer report now, the tax deadline might be compromised. Would it be acceptable if | begin
the customer analysis first thing tomorrow morning and share it with you by noon? Or would you prefer that | pause the tax filing?'
Manager: 'Great point, Rohit. Finish the tax filing first. We can review the customer report tomorrow noon.'

&Y argare: fammar & = w1/ Tr W1 W SIdhd HRAT AoR: Nfed, T3 1S M 5 59 I ATed i fazeyor faid aifge ) Jfga: o
| U3t 3 fazaw R & R o Rt g1 | greiier, & g & Hiflyes o TISfel &l 3ifam = T @1 § S 316 X 4 91 dch TRBR I ST
AT 1 Tl T ot Ureeh RUIE R H1H IR= BT E, df S b1 THg a1 qHIfad 81 Yobel! & | 1 I8 $ieh @711 Afe H et Yoig I Uedl UeH
e Y= B 3R SUER ddH HTAD T1Y T Hee? T MY A7 o & T BT Aeh g2 TR ‘Igd 31T Jaid, Afed | ugd oo wrfenT g
IR | §H HA QUGR TGS RUIC B JHIET HR Thd g 1!

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Could you please share the updated files when you have a moment?"

e "l would appreciate your feedback on this draft."

e "l understand the urgency, but my current bandwidth is fully committed.”
* "May | suggest an alternative approach to save time?"

PRACTICE EXERCISE: THE RESPECTFUL PUSHBACK DRILL
Convert these 2 blunt, aggressive statements into polite, diplomatic professional responses:

e Blunt: 'l cannot do this work today.' -> Diplomatic: 'l would love to help, but I am currently committed to [Project]. Could | deliver this by
[Tomorrow Time]?'

e Blunt: 'Give me the password now.' -> Diplomatic: ‘Would you mind sharing the credentials at your earliest convenience so | can proceed with
the testing?'

HINDI-TO-ENGLISH PRACTICE

& faam: a1 o HuaT 491 98 BIsd SHA P Jhd 87"
- Natural English: Could you please email me that file? / Would you mind emailing me the file?

¢ Rule: 'Would you mind emailing...' requires verb+ing. 'Could you please email..." uses base verb.
®: Similar Practice: 1 31T AT Eﬁﬁ fa=ur I Thd 82 -> Could you please send me the details?

& R rguiraw, & oret g9 e & wnfera =€t &) ardmm
- Natural English: Unfortunately, I will not be able to attend the meeting today.

¢ Rule: 'Will not be able to" expresses polite inability for future commitments.
®: Similar Practice: gu‘rmavr, ﬁwmqﬁu@a OIS -> Unfortunately, | will not be able to reach on time.

@ Real-Life Challenge: Record a 60-second audio simulating a conversation where a colleague asks you to take on an extra task, and
you politely decline while proposing an alternative solution.

Self-Check: Reflection Prompt:
Did you use diplomatic language (‘Unfortunately’, ‘Would you mind, How much more empowered do you feel knowing how to set professional
'However')? boundaries politely in English?

Did you explain your constraint without sounding defensive?
Did you propose a win-win alternative?



Handling Mistakes and Difficult Situations WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Communicate professionally during workplace errors, delays, or misunderstandings using the Acknowledge -
Apologize - Fix formula.

USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3ref EXAMPLE IN SENTENCE
Oversight S o E‘sc e It was an oversight on my part, and | take full responsibility.
Rectify JURAT/ Bl HRAT I have already taken steps to rectify the calculation error.
Misunderstanding TAdHEH! I apologize for any misunderstanding caused by my previous email.
Unforeseen YT / TS T 3T Due to an unforeseen server crash, there is a minor delay.
Rest assured fAf3d X8 / R e Rest assured, | am closely monitoring the progress.

LEARN

Mistakes happen in every company. What destroys a career is not the mistake itself, but hiding it, blaming other people, or panicking. High-
integrity professionals handle errors using the 3-step AAA formula: (1) Acknowledge the issue immediately, (2) Apologize sincerely without
excessive drama, and (3) Action: Propose an immediate solution and timeline to rectify it.

EXAMPLES & MODEL CONVERSATION

Explaining an Error and Fix to a Manager:
'Hi Priya, | wanted to bring an important update to your attention regarding the client invoice. While auditing the numbers this morning, |

realized that | applied the standard discount rate instead of the negotiated ten percent partner rate. That was an oversight on my part, and |
sincerely apologize for the error. | have already generated the corrected invoice, verified the totals with accounts, and sent the revised version
to the client with an apology note. | have also added a pre-send verification checklist to my workflow to ensure this does not happen again.'

&Y srgaTe: ARoR &1 Al 3R ST AT FAMT: TH O, T aarse STa3y & SaY & DT e U Hg@qul 3MUST B 3R SATH T dT

TG 1| AT GaE B S! BT e B THY, T TEHRT g1 b A 10% UIER & & ol I Fe ax ArL R <t At | 78 T8 R 9 U
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SPEAK ALOUD (GUIDED REPETITION DRILL)

e "I sincerely apologize for the delay in sending this deliverable.”
e "It was an oversight on my part, and | take full ownership."
* "l have already rectified the issue and updated the master tracker."

e "Rest assured, we have implemented measures to prevent future occurrences."

PRACTICE EXERCISE: THE 3-STEP AAA (ACKNOWLEDGE - APOLOGIZE - ACTION) DRILL
Practice speaking through this 3-step script aloud for a delayed report:

e Step 1 (Acknowledge): 'l wanted to inform you that the quarterly report will be delayed by two hours due to a technical server reboot...
e Step 2 (Apologize): 'l apologize for any inconvenience this may cause to your schedule...'
e Step 3 (Action): 'l am actively monitoring the upload, and | will personally deliver the verified document to your inbox by 3 PM sharp.’

HINDI-TO-ENGLISH PRACTICE

& faR: o8 A R® A 58 & I N, 3R & 59 forg A1 argan g1
- Natural English: It was an oversight on my part, and I apologize for it.

¢ Rule: 'An oversight on my part' is the mature professional expression for R=ni gh'.
®: Similar Practice: I8 B Tt Al -> It was my mistake.

R e i wa ifog, #7 o &1 g™ o= fear g1
- Natural English: Rest assured, I have resolved the issue.
¢ Rule: 'Rest assured' creates instant trust and calmness in workplace communication.




I ®: Similar Practice:ﬁﬂcgﬁ?%, WWﬁWﬁ%I -> Rest assured, everything is under control.

@ Real-Life Challenge: Record a 60-second audio explaining a mistake you made (real or simulated) using the AAA method. Notice
how taking ownership builds more respect than making excuses.

Self-Check: Reflection Prompt:
Did you take ownership without blaming colleagues or luck? Did you feel that taking ownership in clear English actually makes you look
ional?
Did you use professional vocabulary like ‘oversight' and 'rectify'? stronger as a professional:

Did you provide a concrete preventive step for the future?

Complete Workplace Role-Play WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Perform 3 end-to-end workplace dialogue simulations combining colleague small talk, manager task check-ins,
and client-facing communication.

USEFUL WORDS & PHRASES

WORD / PHRASE %T:‘Pf 3 EXAMPLE IN SENTENCE
Role-play simulation H&Iﬁ—&fﬁ-ﬂﬁ ﬁgﬁm Role-play simulations train your reflexes for real corporate
discussions.
Executive presence FHRSRI THIG / TRAT Clear speech and calm composure build executive presence.
Stakeholder fRauR® / uRaemT ¥ NS We need to keep all external stakeholders updated on progress.
fe
Touch base TfEred Tl HRAT / U HRAT Let's touch base tomorrow morning before the client presentation.
Sign-off ANuies Wﬁf / II@ We just received final sign-off from the legal department.
LEARN

You are now in the final 3 days of your transformation. Today, you will integrate everything you learned across Week 4 into full role-plays. In
each scenario, you will speak both roles: Speaker A and Speaker B. Pay attention to the shift in tone: friendly and warm with peers,
structured and accountable with managers, and courteous and assuring with clients.

EXAMPLES & MODEL CONVERSATION

Scenario: Project Check-in with Senior Manager

Manager: 'Hey Amit, do you have a quick minute? | wanted to check how the client presentation for Friday is shaping up.'

Amit: 'Hi Neha, absolutely. We are well on track. The market research slides and competitor benchmarking are fully complete. Right now,
Pooja and | are refining the financial projections. We have scheduled an internal dry run tomorrow at 2 PM.

Manager: 'That sounds solid. Are there any bottlenecks you are running into?'

Amit: 'No major bottlenecks. We are just waiting for the final pricing sheet from finance, which Rajesh promised by 11 AM tomorrow. Once
that is integrated, we will share the complete deck with you for final sign-off."

Manager: 'Great job staying on top of this, Amit. Looking forward to reviewing it tomorrow.'

Amit: ‘'Thank you, Neha. We will keep you posted.'
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SPEAK ALOUD (GUIDED REPETITION DRILL)

e "Let's touch base briefly before the client meeting.”
e "Everything is proceeding according to our timeline."
e "We will share the updated draft for your sign-off by afternoon.”

e "Thank you for your valuable feedback, we will incorporate it immediately."




PRACTICE EXERCISE: THE 3-SCENARIO WORKPLACE SIMULATION MARATHON
Perform both speaking roles aloud for these 3 corporate situations:

e Scenario 1: Asking a colleague from another team for data needed urgently for a presentation.
e Scenario 2: Explaining to your manager why a software glitch caused a 1-day delay.
e Scenario 3: Answering a call from a client asking for a status update on their service request.

HINDI-TO-ENGLISH PRACTICE

&Y faamR: &9 o Yog 39 9w W us @R =9 B4
- Natural English: We will touch base on this topic tomorrow morning.

! Rule: "Touch base' is the universal professional phrase for e == FHer
®. Similar Practice: 89 GIUgR H &T1d B | -> We will touch base in the afternoon.

& framR: SR &l 18 euSe e, & sius! gfa wem|
- Natural English: I will keep you posted as soon as I receive an update.
! Rule: 'Keep you posted' is the natural professional idiom for @HW?@W
®: Similar Practice: & 3MUe! WIfd & Wﬁm(ﬁml -> | will keep you updated on progress.

@ Real-Life Challenge: Record a 90-second audio acting out Scenario 1 or Scenario 2 completely from start to finish. Focus on
speaking with natural pauses, realistic intonation, and steady pace.

Self-Check: Reflection Prompt:

Did you role-play both parts with natural flow? Did you notice how natural these workplace dialogues feel after 28 days of

. . . speaking aloud?
Did you use corporate expressions like 'touch base', 'on track’, and P g

'sign-off'?

Did your voice sound confident, professional, and composed?

Two-Minute Speaking Challenge WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@& Today's Goal: Speak continuously for a full 2 minutes (120 seconds) on an unplanned topic using only 3 bullet keywords,
proving genuine spontaneous conversational fluency.

USEFUL WORDS & PHRASES

WORD / PHRASE F&Epf 3ref EXAMPLE IN SENTENCE

Spontaneity Heoldl / dARdl Spontaneity means expressing ideas without reciting memorized
lines.

Structure e/ W@{H $H Having a mental structure keeps you from getting lost during long
talks.

Elaborate IR & g Use real-life stories to elaborate on each bullet point.

Signpost feRnfd=re Treg (O First, In Signposting words help your listener follow your train of thought.

addition, To conclude)
Unwavering &/ for T ST Maintain unwavering focus until the timer completes two minutes.
LEARN

Today is your ultimate fluency acid test! Many learners can recite a memorized 30-second introduction, but freeze when asked to speak at
length. Speaking for 2 continuous minutes without a script is the benchmark of an independent English speaker. Do not write full sentences.
Write only 3 single-word keywords on a notepad. Use signpost words: 'To begin with...", ‘"Moving to my next point..., and 'Finally, to
summarize...".

EXAMPLES & MODEL CONVERSATION

Sample 2-Minute Speech Framework on: 'The Importance of Continuous Learning in the Modern Workplace'

[Keyword 1: Technology Changes - 40s]:

'‘Good day everyone. Today | would like to speak about why continuous learning is vital for long-term career success. To begin with,
technology and business environments are evolving at an unprecedented speed. Tools that were popular five years ago are now obsolete. If
professionals do not upgrade their knowledge, they risk falling behind. For instance, in data management, learning modern cloud tools has




become non-negotiable.’

[Keyword 2: Personal Growth - 40s]:

'Moving to my second point, continuous learning keeps our minds agile and curious. Over this past month, as | dedicated thirty minutes every
day to speaking English, | realized that regular practice transforms fear into confidence. When we challenge ourselves to learn new skills, we
develop resilience, problem-solving capabilities, and self-belief.'

[Keyword 3: Career Advancement - 40s]:

'Finally, in terms of career advancement, organizations actively seek professionals who are coachable and proactive. Companies don't just hire
for what you know today; they hire for your potential to adapt tomorrow. In conclusion, learning is not a one-time college degree—it is a
lifelong commitment that unlocks personal and professional fulfillment. Thank you.'
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BT SIRGH I3Td B ' [Blds 2: TG [qbIT - 40 Yhs]: 30 TR foig BI 3R Fgd g¢, FRaR a1 s9R AT o) Weifan SR Ry 99 3@ ]
g fid 7SR, SR € 59 Ao o e Srioft Ser o forw it fore, T3t vedma gan i it enarg S3 &l sTefay # sea cdr g 1! [@lds
3: HRER B I - 40 Y] *ofd H, HRAR T I & T H, TTa T URIGR] $I TATRI Hd & off R a1 SR Wfohd g | uf-ai Fad 39 a1 &
for Frgaa et ol fas 3T oot o1 S & 3 S 31U ga i &aT 3 forg fgad vt § 1 F1epy & dR W, YT Hadl U IR &1 dlaiol 3t
TEl 8—T8 U SiaHR Pl Uldagdl 81 Y=g

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "l am ready to speak continuously for two full minutes.”
e "] will use bullet points and signposts to organize my thoughts."
e "If | pause, | will breathe calmly, self-repair, and keep speaking."

e "l believe in my ability to express complex ideas clearly in English."

PRACTICE EXERCISE: THE 2-MINUTE CONTINUOUS SPEAKING CHALLENGE

Choose ONE topic from the list below. Write down only 3 keywords on a notepad. Set your phone timer for 2:00 minutes. Press record and
speak until the alarm rings:

e Topic A: 'Why honesty and work ethic matter more than natural talent in any profession.’
e Topic B: '"How my 30-day English speaking journey changed my self-confidence and daily mindset.'
e Topic C: 'The person who has inspired me the most in life and the lessons | learned from them."'

HINDI-TO-ENGLISH PRACTICE

& faR: Frepd & IR W, FAReR 3nam & gohadr &t srct ont 81
- Natural English: In conclusion, continuous practice is the true key to success.

¢ Rule: 'In conclusion' or "To sum up' are formal signpost markers to signal the end of a speech.
®. Similar Practice: 3id ¥, 7 30 Tt BT Y=gaTe H3A1 ATgdl g1 -> In conclusion, | would like to thank all of you.

R faam: "R fig 3 8k 9 §T, I8 & 7T 31a¥R UaH PRl 51"
- Natural English: Moving on to the second point, this provides us with new opportunities.
! Rule: 'Moving on to..." is the gold standard transition between speech topics.

®: Similar Practice: 3Tal fawg &1 GhTEIE?fEQ -> Moving on to the next topic...

@ Real-Life Challenge: Save today's audio as 'Day29_Two_Minute_Marathon.mp3'. Did you speak for the full 120 seconds? Celebrate
this monumental accomplishment—speaking 2 minutes continuously in English without a script puts you in the top 10% of practical
language learners!

Self-Check: Reflection Prompt:

Did you speak for the full 2 minutes without stopping the recording? How did it feel to realize you just spoke for 2 full minutes in English without

ing?
Did you use signposts (‘To begin with', 'Moving to my next point’, 'In freezing:

conclusion')?

Did you rely only on 3 keywords rather than reading written
sentences?

Final Speaking Assessment & Graduation WEEK 4: WORKPLACE COMMUNICATION & FLUENCY PRACTICE

@ Today's Goal: Re-record your Day 1 baseline introduction, complete the final comprehensive 6-dimension self-assessment,
compare both audio files, and establish your Next-30-Days maintenance roadmap.



USEFUL WORDS & PHRASES

WORD / PHRASE %ﬁ 3ref EXAMPLE IN SENTENCE
Transformation HlhcY / U;Uf gfad Your 30-day journey represents a measurable personal
transformation.

Vocal stamina EISECIRIFREIES] 3R g Your vocal stamina and breath control have expanded significantly.
Self-reliance SR You now possess the tools for independent speaking self-reliance.
Maintenance plan AR §U T B BRAST A 15-minute daily maintenance plan prevents fluency erosion.
Graduation H’WTW UIIhH RT HAT Today is your official speaking workbook graduation day!

LEARN

Congratulations on reaching Day 30! You have done what 95% of language learners fail to do: you showed up every single day, opened
your mouth, and spoke aloud. You mastered foundation grammar, eliminated word-by-word mental translation, built structured HR
interview answers using STAR, and handled real workplace dialogues. Today, you will record your grand finale: the same self-introduction
you recorded on Day 1, followed by a final self-assessment and future growth plan.

EXAMPLES & MODEL CONVERSATION

Day 30 Final Showcase Presentation:
‘Good day everyone. My name is [Your Full Name]. Over the past thirty days, | have committed to transforming my English speaking
confidence through daily deliberate practice. Today, | am proud to present myself as a well-rounded [Your Professional Title / Graduate in

Stream]. My key technical skills include [Top 2 Skills], and | take pride in my disciplined work ethic, active adaptability, and structured
communication. When handling projects or collaborating with teams, | focus on clear expectations and timely execution. | am fully prepared
and enthusiastic to contribute my skills to a growth-oriented organization. Thank you for listening to my journey.'

&Y argare: fa 30 &1 sifom ey wRgfaaor: Tl & g fam | 21 A [3mueeT ) 7| e O fomt & 837 2w enarg & mrenm ¥ e sl
A & AATIYNT BT TeeH b o1T e &) JAI [T § | TS, G GG 1 Th Tgg@l [3MH! URaR YfAHTANEe] & U § Td B W Id 51 W
TG dob-1p! Bieral 7 (i 2 i M €, 3R ot (Ut SRR SR, Jiehd SpaiiddT 3R WP TaR W 74 g | Toidey o SHTe a1
A & 1Y TEINT B THY, B WY 30ensf SR THY TR HTH U1 B TR & died ddl § | H T [THR=Ia T § 3u S &1 ANTEH o
¥ fore ot e R SR ITed § | AR Am 1 g & for y=garg 1!

SPEAK ALOUD (GUIDED REPETITION DRILL)

e "] have completed thirty consecutive days of speaking practice."
e "] have conquered my fear of speaking English in public.”
e "My speech is clear, structured, professional, and confident."

e "This is not the end of my journey; it is the beginning of my career success!"

PRACTICE EXERCISE: THE DAY 1 VS. DAY 30 DIRECT AUDIO COMPARISON
Follow these 4 graduation steps:

e Step 1: Deliver your final 90-second showcase introduction into your phone recorder. Save as 'Day30_Final_Showcase.mp3".
e Step 2: Play 'Day1_Baseline_Audio.mp3'. Listen to your pauses, volume, and hesitation.

e Step 3: Immediately play 'Day30_Final_Showcase.mp3'. Notice the dramatic shift in pacing, authority, and clarity.

e Step 4: Complete the Final 6-Dimension Scorecard in Section 11.

HINDI-TO-ENGLISH PRACTICE

& fmm: &9 9 30-eadig gd & Ywadgds 1 a ferar g1
- Natural English: I have successfully completed this 3@-day challenge.

U Rule: Present perfect 'have successfully completed' celebrates a lasting milestone.
®: Similar Practice: H7 307 S P S W AT U@ IR A &1 -> | have conquered my fear of speaking.

R . & 3 3l wiera &t om o GURAT SR G
- Natural English: I will continue to refine and improve my English skills.

! Rule: 'Refine and improve' signals lifelong professional development.
®: Similar Practice:ﬁ%'?ﬁ?wm?ﬁ@ﬂl -> | will learn new knowledge every day.

@ Real-Life Challenge: Write down your 'Next-30-Days Speaking Maintenance Routine' in your journal: committing 15 minutes every
morning to speaking one topic aloud and recording a voice note.



Self-Check:

() Did you record your final Day 30 showcase audio?

[[) Did you listen to Day 1 and Day 30 recordings side-by-side?
[[) Did you calculate your final graduation score in Section 11?
] Did you write your next 30-day continuation routine?

Reflection Prompt:
Looking back at the past 30 days, what is the most important belief about
yourself that has permanently changed?



Section 5: Interview English Phrase Bank

12 Purposed Categories of Executive Interview Expressions

Never recite robotic, memorized answers word-for-word. Instead, build your responses using these flexible, high-impact professional phrase
modules. Each phrase includes the exact Hindi meaning, strategic usage context, and an illustrative example.

1. Greeting the Interviewer

"Good morning/afternoon, sir/ma‘am. It is a pleasure to meet you."”
TRt aref: guuTa /Y auey, WR/AW | MY fide 9gd E=i g3

When to use: The very first moment you enter the room or connect on the video call.

- Example: "Good morning, sir. Thank you for inviting me to today's interview. It is a pleasure to meet you."

"Thank you for taking the time to speak with me today."
&1 aref: amor gzt w1 A & oW gHg Mere /g gare |

When to use: Expressing professional appreciation at the start of the interview.

- Example: "Good afternoon, ma'am. Thank you for taking the time to speak with me today regarding the Business Analyst position."

2. Introducing Yourself

"l would describe myself as a dedicated professional with a strong foundation in..."
&t ard: T ge ) e gAftd IR & U A afvfd s e, § Hoed udhs B

When to use: Opening your self-introduction to set a confident, mature tone.

- Example: "l would describe myself as a dedicated professional with a strong foundation in database architecture and backend development.

"Over the course of my academic journey / previous career, | have focused heavily on..."
&1 aref: A8 Qeifore T / wd HRER & SRE, 77 T TU . R &oF Hisd fHar g

When to use: Transitioning smoothly into your skills and project achievements.

- Example: "Over the course of my academic journey, | have focused heavily on corporate finance and financial modeling."

3. Describing Qualifications & Education

"l graduated with a Bachelor's degree in [Discipline] from [University] in [Year]."
&t are: T (fasyfaramer) ¥ @) & (fawa & wrde o feoht ot o1

When to use: Stating your degree clearly and grammatically correctly.

= Example: "l graduated with a Bachelor's degree in Information Technology from Pune University in 2024."

"Beyond my formal degree, | have actively earned industry certifications in..."
& arek: ot situaives f&3ht & srarman, #9... & ST-Agar Ura yHmores 4 g1k fbe 81

When to use: Highlighting online certifications, bootcamps, or specialized courses.

- Example: "Beyond my formal degree, | have actively earned industry certifications in Google Analytics and Advanced Excel.”

4. Explaining Skills and Projects

"My core technical competencies include [Tool 1], [Tool 2], and [Tool 3]."
&t aref: 78 Ry oot qerareit B (€ 11, (€ 2 3R (€ 3] WA B

When to use: Summarizing your hard technical skills concisely.

- Example: "My core technical competencies include Python, SQL, and PowerBlI visualization."

"In my recent capstone project, | was responsible for designing and testing...”
&Y aref: erom gifern T Uiviae §, H.. 1 fEog 3R 3% o9 & for oier |

When to use: Focusing on your individual accountability within a team project.

- Example: "In my recent capstone project, | was responsible for designing and testing the payment gateway integration."



5. Asking for a Question to be Repeated

"Pardon me, sir/ma‘am, could you please repeat the question? The audio broke up slightly.”
121 31k AT ISR, TR/Aw, T 37T FUAT U G-I Whd 67 AT AT e 718 R

When to use: When you miss a word or there is audio noise in virtual interviews.

= Example: "Pardon me, ma‘am, could you please repeat the last part of the question?”

"Could you please rephrase that question so | can address it more accurately?”
121 3ref: o 31U FHuTT 3 Uy BT gIR Neal H U b § 1 A 31fe Tl I IR ¢ T?

When to use: When the interviewer asks a convoluted or confusing question.

= Example: "Could you please rephrase that question so | can address the specific angle you are interested in?"

6. Requesting a Moment to Think

"That is an insightful question. May | take a brief moment to structure my thoughts?"
&Y ared: wrg wgd faawulia vy 1 o & S faaml &) afRyd = & ol 58 Ydhs &1 90y o Gl g7

When to use: Buying 5 to 10 seconds of calm thinking time instead of blabbering in panic.

= Example: "That is an insightful question. May | take just a moment to structure my thoughts before responding?"

"Let me reflect on a specific example that best illustrates that scenario.”
&Y oref: 7 v T ARy Iererur R faeaR #-a i of 39 FRUFY ) Tad Igar & & 9Hgmar 81|

When to use: When searching your mental memory bank for a STAR behavioral story.

= Example: "Let me reflect on a specific example from my college internship that best illustrates that scenario."

7. Explaining Something You Do Not Know Honestly

"I have not had the opportunity to work directly with that tool yet, but | am familiar with its core concepts."
&Y aref: gt onft 9 S ¢ WR WY T IR BT AR el 7 7, Al H 390 ga Rigial & uRkfad g1

When to use: Acknowledging a tool gap without sounding ignorant or apologetic.

= Example: "I have not had the opportunity to work directly with AWS yet, but | am well-versed with Azure fundamentals.”

"While | do not know the exact answer offhand, my approach to finding out would be..."
&Y aref: graTes 02 Ra TH IR 61 U, A BT U T ST ART IRIBT T8 BhTI...

When to use: Demonstrating practical problem-solving logic when facing an unfamiliar query.

= Example: "While | do not know the exact command offhand, my approach would be to inspect the error log and consult documentation."

8. Discussing Career Goals

"In the short term, my priority is to master this role and consistently deliver high quality.”
&Y aredf: oo g §, O vryfirerar 59 uftreT B g 8191 3R AR S 0TdT U AT 8|

When to use: Showing grounded, practical focus on immediate job execution.

= Example: "In the short term, my priority is to master this role and exceed team performance benchmarks."

"Over the next three to five years, | aim to expand into technical leadership responsibilities."
&1 3ref: arTa <7 9 ufa auf &, TR1 TeT it Ag@ B RTReTRa & YUTeET B

When to use: Outlining structured, realistic professional ambition.

= Example: "Over the next three to five years, | aim to deepen my domain expertise and mentor junior developers."

9. Answering Salary & Compensation Questions

"As a fresher, my primary priority is joining a company with strong learning opportunities. | am open to standard company
benchmarks."”

&Y ared: Uw TR & U H, B TRer UufiesdT WRae & Jgasie SawR) e Ul I GS1 § | H U & A Udhel & o R

When to use: For freshers wanting to remain flexible without undervaluing themselves.

= Example: "My primary focus is learning and contributing. | am comfortable with whatever package is standard for entry-level trainees at your
firm."

"Based on my research and current experience level, | am targeting a compensation range between [X] and [Y] CTC."

&Y aref: TR 2y 3R A 3HT TR & SMUR W, § [X] 3R [v] WA & s & IqH1 BT 987 39 8T &



When to use: For experienced professionals providing a realistic market bracket.

= Example: "Based on my two years of client operations experience, | am targeting a compensation package in the range of 5 to 6 LPA."

10. Asking the Interviewer Thoughtful Questions

"What does success look like for someone in this position during their first ninety days?"
&t ard: 39 Ug WR 3 arel Afekd & forw gt 90 fal & woberan & a1 A B2

When to use: Demonstrating high motivation and focus on delivering early impact.

= Example: "Could you share what measurable outcomes would define success in this role during the first three months?"

"How does the team usually handle collaboration and knowledge sharing?"
TR aref: 1 SHAR TR SOt TEART SR T WIS H B HY THTAN 72

When to use: Showing that you care deeply about team culture and professional growth.

= Example: "Could you tell me a little about how the engineering team approaches peer reviews and knowledge sharing?"

11. Thanking the Interviewer

"Thank you very much for your time and for sharing such valuable insights about the team."
&Y aref: 3o T SR A & IR T 3T HeudH STHGR] T18 R & (o4 9gd-9gd H=Iarg |

When to use: Expressing genuine gratitude right as the interview wraps up.

= Example: "Thank you very much for your time and guidance today. Learning about your upcoming projects was truly inspiring."

"I really enjoyed our conversation and appreciate the opportunity to learn more about this role.”
&Y ardk: gt gORt ST Tgd WRiT 3N SR 39 YAHT B IR H S1fdS T & SfawR F o F SRt §|

When to use: Leaving a warm, positive, professional lasting impression.

= Example: "| really enjoyed our discussion today and appreciate the opportunity to interview with your team."

12. Closing the Interview Professionally

"May | ask what the next steps are in your hiring process?”
121 3ref: o o g W § o snuest fgfo wftean & o & wRor @ 87

When to use: Inquiring about timelines and follow-up rounds politely.

= Example: "Thank you, sir. May | ask what the expected timeline is for the next steps in the selection process?"

"I remain very excited about this role, and | look forward to hearing from you. Have a great day ahead!"
&Y aref: T 39 YffrepT & forg Iga SRA §, MR iUt Ufafshan &1 Udier w1 3uesT faT I 3!

When to use: The final parting sentence as you exit or disconnect.

= Example: "| remain very excited about this opportunity. Thank you again, and have a wonderful day ahead!"



Section 6: Self-Introduction Builder

The Universal 6-Block Architecture & 5 Multi-Duration Personas

Never memorize a script written by someone else. When you recite an artificial script, any small slip-up causes complete brain freeze. Instead, use

our Universal 6-Block Architecture. Learn how to tailor your introduction for 30 seconds, 60 seconds, and 90 seconds across 5 authentic career

personas.

I The 6-Block Architecture

BLOCK COMPONENT
1 The Professional Greeting
2 Name & Current Status
3 Education & Foundation
4 Skills & Practical Evidence
5 Career Goal & Company

Alignment

6 Polite Handover

CORE PURPOSE

Set an energetic, courteous, confident
tone.

State who you are and where you are

based right now.

Highlight highest degree and primary
coursework or specialization.

Prove your capability with tools,
projects, or achievements.

Explain why this specific job and
company are your next step.

Signal smoothly that you are ready for
the interviewer's questions.

I 5 Real-World Personas & Duration Scripts

Persona 1: The College Fresher (Zero Work Experience)

Profile: Recent graduate with high energy, solid academic projects, and eagerness to learn.

® 30-Second Elevator Pitch:

STANDARD STARTER FORMULA

Good morning / afternoon, [Sir/Ma‘'am /
Panel]. Thank you for this opportunity.

My name is [Full Name], and I am a
[Recent Graduate / Title] originally
from [City].

I completed my [Degree] from
[College/University], where I focused
heavily on [Domain/Subjects].

My core competencies include [Skill 1]
and [Skill 2]. For my major project /
recent role, I [Concrete
Action/Result].

I am actively seeking to join [Company
Name] because your focus on
[Domain/Values] matches my ambition to
[Career Goal].

I am excited to discuss how my skills
can contribute to your team. Thank you.

Good morning! My name is Sneha Sharma, and I recently graduated with a B.Com degree from Delhi University. I have strong

4 D

& 60-Second Standard HR Screening:

Good morning, sir. Thank you for this opportunity. My name is Sneha Sharma, and I recently graduated with a Bachelor of

4 G

@ 90-Second Comprehensive Panel Presentation:

Good morning, panel. Thank you for inviting me to interview today. My name is Sneha Sharma, and I recently completed my

Persona 2: The Tech Graduate / IT Fresher

Profile: Engineering graduate with coding skills, github repositories, and capstone project.

® 30-Second Elevator Pitch:

Good morning. My name is Rohan Verma, a Computer Science graduate from AKTU, Lucknow. I specialize in Java backend devel

4 G

@ 60-Second Standard HR Screening:



Good morning, ma'am. Thank you for this opportunity. My name is Rohan Verma, and I recently completed my B.Tech in Compu

4 G >

® 90-Second Comprehensive Panel Presentation:

Good morning, everyone. Thank you for having me today. My name is Rohan Verma, and I am a Computer Science graduate from

Persona 3: The Experienced Professional (2-4 Years)

Profile: Candidate with verifiable domain experience seeking career progression.

® 30-Second Elevator Pitch:

Good afternoon. My name is Vikram Rao. I bring over three years of experience in B2B inside sales and lead generation wi

4 CEE— >
® 60-Second Standard HR Screening:

Good afternoon, panel. My name is Vikram Rao, and I have spent the last three years specializing in B2B enterprise sales

4 G >

@ 90-Second Comprehensive Panel Presentation:

Good afternoon, members of the panel. Thank you for having me. My name is Vikram Rao. Over the past three and a half yea

4 GEED >

Persona 4: The Career Switcher / Non-Traditional Background

Profile: Professional pivoting from non-technical/traditional background to a modern digital role.

® 30-Second Elevator Pitch:

Good morning. My name is Ananya Sen. After working two years in retail store operations, I discovered my passion for dat

4 D >
& 60-Second Standard HR Screening:

Good morning, sir. Thank you for speaking with me today. My name is Ananya Sen. I bring two years of ground-level experi

4 G >

® 90-Second Comprehensive Panel Presentation:

Good morning, ma'am. Thank you for considering my application. My name is Ananya Sen. My career began in hospitality and

Persona 5: Candidate Returning After a Career Gap

Profile: Professional re-entering the workforce after family care, medical recovery, or personal gap.

@ 30-Second Elevator Pitch:

Good morning. My name is Pooja Nair. After taking a planned eighteen-month career pause to handle family eldercare respo

4 G >
® 60-Second Standard HR Screening:

Good morning, sir/ma‘am. Thank you for this opportunity. My name is Pooja Nair. I bring three years of experience as an

4 GENNNNND >

& 90-Second Comprehensive Panel Presentation:

Good morning, everyone. Thank you for inviting me to interview today. My name is Pooja Nair, and I am an HR professional

| Fill-in-the-Blanks Printable Worksheet

Use this exact printable template to draft your personalized self-introduction. Write in your genuine details, verify that the sentences sound
natural, and practice reading aloud:



[GREETING]: Good [morning / afternoon], [sir / ma'am / panel]. Thank you for this opportunity.

[NAME & LOCATION]: My name is , and I am originally from [City/State
[EDUCATION / BACKGROUND]: I completed my [Degree / Qualification] in from

[PRACTICAL PROOF / PROJECTS]: My core technical and professional skills include and

[TARGET GOAL & ALIGNMENT]: What excites me about [Company Name] is your work in . I am eager to

[HANDOVER]: I am looking forward to our discussion today. Thank you.
X _J >



Section 7: Common Workplace Conversations

12 Two-Person Real Corporate Dialogues with Role-Plays & Variations

Workplace English is rarely formal Victorian speeches; it consists of clear, polite, collaborative daily exchanges. Here are 12 real-world workplace
situations with natural dialogues, useful vocabulary breakdowns, role-play drills, and variations to adapt across different levels of formality.

1. Meeting a Colleague for the First Time Tone: Friendly / Professional
Speakers: Aman (New Joiner) & Sunita (Senior Analyst)

Aman: "Hi there! Good morning. | don't think we've formally met yet. I'm Aman, the new junior developer on Vikram's team."

Sunita: "Hey Aman! Welcome to the company. I'm Sunita, senior QA analyst. How are you settling in on your first week?"

Aman: "It's been great so far, thank you! Everyone has been very welcoming. I'm just getting familiar with the codebase and internal
tools."

Sunita: "That's wonderful. If you ever have questions about our testing environments or where to get the best coffee around here, feel
free to drop by my desk."

Aman: "That is very kind of you, Sunita. | really appreciate it!"

4" 1 don't think we've formally met yet /' How are you settling in? /* Feel free to drop by my desk

[ Variation / Alternative: More formal version: ‘Good morning Ms. Sunita. Allow me to introduce myself; | am Aman from the software division.'

2. Asking a Manager for Instructions Tone: Respectful / Direct
Speakers: Pooja (Associate) & Rajesh (Operations Manager)

Pooja: "Hi Rajesh, do you have two minutes? | wanted to clarify a couple of points regarding the client onboarding audit."

Rajesh: "Sure Pooja, shoot. What's on your mind?"

Pooja: "I've reviewed the checklists from last quarter. Should | focus strictly on high-value corporate accounts, or do you want me to
include retail accounts as well?"

Rajesh: "Let's prioritize corporate accounts first because the quarterly audit committee meets next Tuesday. Once that is done, we can
look at retail."

Pooja: "Understood. | will have the corporate summary ready for your review by Friday afternoon."

Rajesh: "Sounds like a solid plan. Thanks, Pooja."
/% Do you have two minutes? Should | focus strictly on... /4% Understood. | will have it ready by...

[ Variation / Alternative: Quick Slack/Teams version: 'Hi Rajesh, quick clarification needed on the audit scope: prioritizing corporate or retail first?'

3. Asking a Colleague for Help Tone: Collaborative / Respectful of Time
Speakers: Karan (Junior Associate) & Deepak (Peer Associate)
Karan: "Hey Deepak, | hope I'm not interrupting. Do you have five minutes to help me troubleshoot an Excel formula?"
Deepak: "Hey Karan, I'm just wrapping up an email. Give me two minutes and I'll walk over to your screen. What seems to be the issue?"
Karan: "I'm trying to cross-reference customer IDs using XLOOKUP, but | keep getting an '#N/A" error on several rows."
Deepak: "Ah, that usually happens when the data formatting has trailing spaces. Let's run a TRIM function on that column and check."

Karan: "That fixed it immediately! Thanks a ton Deepak, you just saved me hours of manual checking."
4% 1 hope I'm not interrupting /4 Do you have five minutes to... #* You just saved me hours

[ Variation / Alternative: When asking across departments: 'Hi Deepak, would you have some bandwidth this afternoon to guide me on XLOOKUP?

4. Explaining a Delay Tone: Accountable / Solution-Focused
Speakers: Ritu (Project Lead) & Kavita (Department Head)

Ritu: "Good afternoon Kavita. | wanted to give you a quick advance update on the quarterly compliance report.”

Kavita: "Hi Ritu. Is everything on track for the 3 PM submission?"

Ritu: "Unfortunately, we experienced a minor delay because the regional server went offline during our final export. The IT team has
restored access, but we need two additional hours to verify the data integrity. We will deliver the final verified report by 5 PM sharp."



Kavita: "Thank you for letting me know in advance rather than waiting until 3 PM. Proceed with the verification and keep me posted."

Ritu: "Rest assured, we will have it in your inbox by 5 PM. Thank you for your understanding.”
4% Advance update  * Unfortunately, we experienced a minor delay ~ ,* Thank you for your understanding

Variation / Alternative: Short email update: 'Dear Kavita, due to a brief server reboot, the report submission is shifted to 5 PM today to allow
thorough quality verification.'

5. Giving a Project Update Tone: Crisp / Executive
Speakers: Sameer (Developer) & Anjali (Scrum Master)

Sameer: "Hi Anjali. Here is our status update for the payment gateway sprint."

Anjali: "Great Sameer, how are the API integrations looking?"

Sameer: "The sandbox testing for credit cards and UPI is one hundred percent complete. All unit tests passed without critical errors. We
are currently integrating the net banking module, which is about seventy percent done."

Anjali: "Are there any blockers preventing deployment by Friday?"
Sameer: "No blockers on our side. We just need the security clearance certificate from the audit team tomorrow."

Anjali: "l will follow up with the audit team today to expedite that. Great progress!"
/ Status update  ° Sandbox testing is complete  /° Expedite that

[ Variation / Alternative: Written bulletin style: ‘Sprint Update: Gateway APIls 85% complete. Blocker: Security certificate pending.’

6. Asking About a Deadline Tone: Proactive / Prioritization
Speakers: Naveen (Executive) & Siddharth (Team Leader)
Naveen: "Hi Siddharth, do you have a quick moment? | wanted to check the expected deadline for the market competitor slides."
Siddharth: "Hey Naveen. Ideally, I'd like to see an initial draft before our Thursday client call.”
Naveen: "Understood. If | share a rough draft by Wednesday noon, will that give you enough time to provide feedback?"
Siddharth: "Wednesday noon would be perfect. That gives us the afternoon to make any adjustments.”

Naveen: "Excellent. | will block time on Wednesday morning to finalize the charts."
/# Expected deadline  /* Rough draft . Provide feedback

[ Variation / Alternative: When managing competing tasks: ‘Between the client slides and vendor audit, which deadline takes priority?"

7. Requesting Leave or a Schedule Adjustment Tone: Formal / Advance Notice
Speakers: Meera (Analyst) & Harish (Manager)

Meera: "Good morning Harish. Do you have a few minutes to discuss my leave schedule for next week?"

Harish: "Sure Meera, come on in. What dates are you looking at?"

Meera: "l would like to request two days of annual leave next Thursday and Friday, the 24th and 25th, for a personal family event. | have
already checked our sprint schedule, and my current deliverables will be submitted by Wednesday evening. In addition, Rahul has kindly
agreed to cover any urgent incoming requests while | am away."

Harish: "You've planned this out responsibly, Meera. Please submit the formal request on the HR portal, and | will approve it right away."

Meera: "Thank you so much, Harish. | will submit it now."
/4 Request annual leave . Deliverables will be submitted #* Agreed to cover for me

Variation / Alternative: Emergency leave call: 'Hi Harish, | apologize for the short notice, but due to a sudden family emergency, | will need to take
leave today.'

8. Participating in an Online Meeting Tone: Virtual Etiquette / Clear
Speakers: Moderator & Vivek (Participant)
Moderator: "We're seeing a slight drop in user signups over weekends. Does anyone have thoughts on what might be causing this?"
Vivek: "Hi, Vivek here. May | jump in with a quick observation?"
Moderator: "Go ahead Vivek, the floor is yours."

Vivek: "Thank you. When reviewing our weekend analytics, | noticed that the mobile OTP service experienced intermittent timeouts on
Sunday evenings. If users can't verify their phone numbers, they drop off immediately. | suggest we review our SMS gateway logs."

Moderator: "That's a very sharp insight, Vivek. Could you collaborate with dev-ops today to investigate that?"



Vivek: "Certainly. | will set up a sync call with them right after this meeting."
47 May | jJump in with a quick observation? #* The floor is yours /4 Intermittent timeouts

[ Variation / Alternative: Raising virtual hand: 'I've raised my hand on Teams—happy to share some data on this whenever appropriate.’

9. Asking Someone to Repeat Information Tone: Diplomatic / Courteous
Speakers: Alok (Client Partner) & John (Overseas Client)
John: "We definitely need to revamp the downstream middleware pipeline before the Q3 release schedule.”

Alok: "l apologize, John, the audio dipped for a second. Would you mind repeating that last requirement? | want to make sure | note it
accurately.”

John: "No problem, Alok. | was saying we need to redesign our downstream middleware pipeline before our Q3 rollout.”
Alok: "Thank you for clarifying, John. Just to make sure we're aligned: does this apply to both mobile and web endpoints?”
John: "Primarily web endpoints for now."

Alok: "Understood. Got it noted down."
/* The audio dipped for a second /4% Would you mind repeating... A4 Just to make sure we're aligned

[ Variation / Alternative: In-person conference room: 'Pardon me, could you repeat the figure you mentioned for regional sales?'

10. Handling a Misunderstanding Politely Tone: Constructive / De-escalating
Speakers: Divya (Designer) & Tarun (Marketing Lead)
Tarun: "Divya, | was expecting the final banner creatives yesterday. We're running behind on the campaign schedule."

Divya: "Hi Tarun. | understand your concern, and | apologize for any confusion. Based on our email thread from Tuesday, | believed we
were waiting for the updated copy text before finalizing the graphics. Let me pull up the draft right now."

Tarun: "Ah, you're right, my apologies. The copy was delayed on my end. Have you had a chance to review the copy | sent this morning?"
Divya: "Yes, | have it right here. Since the copy is ready, | can have all five banner formats exported and shared with you by 2 PM today."

Tarun: "That would be fantastic Divya, thank you for turning this around so quickly."

/4% | understand your concern /#* Apologize for any confusion Turning this around quickly

[ Variation / Alternative: De-escalating with client: 'l see where the disconnect happened. Let's align on the revised checklist right away.'

11. Speaking to a Customer Professionally Tone: Courteous / Reassuring
Speakers: Customer & Gaurav (Support Specialist)
Customer: "| placed an order three days ago, and my tracking number still says 'Processing'. This is unacceptable!"

Gaurav: "Good afternoon. | completely understand your frustration, and | truly appreciate your patience. May | have your order ID so | can
investigate the exact status immediately?"

Customer: "Yes, it is ORD-9821."

Gaurav: "Thank you. Looking into our dispatch system, the item was packed this morning and is scheduled for courier pickup at 4 PM
today. You will receive an active tracking SMS by 6 PM. | am personally monitoring this order to ensure there are no further delays."

Customer: "Alright, thank you for checking so quickly and explaining clearly.”

Gaurav: "You are most welcome. Is there anything else | can assist you with today?"

/4 1 completely understand your frustration ~ #* May | have your order ID... /" Personally monitoring this

( Variation / Alternative: B2B client check-in: ‘Thank you for flagging this concern; our enterprise support team is on it.'

12. Confirming a Task Has Been Completed Tone: Crisp / Professional Closing
Speakers: Neha (Coordinator) & Manish (Department Head)

Neha: "Hi Manish, just a quick update to confirm that the vendor contract audit has been successfully completed."

Manish: "Excellent news, Neha. Have the reconciled agreements been uploaded to the portal?”

Neha: "Yes, all thirty-five vendor contracts have been verified, signed, and cataloged in the shared legal folder. | have also sent a
confirmation summary email to the finance team."

Manish: "Superb work, Neha. That closes out our quarterly compliance checklist ahead of schedule."

Neha: "Thank you Manish, glad we could get it wrapped up early."



/% Just a quick update to confirm /* Cataloged in the shared folder /" Closes out our checklist

[ Variation / Alternative: Slack confirmation: 'All vendor contracts verified & uploaded. Summary sent to Finance. Task completed!'



Section 8: Hindi-to-English Speaking Practice

64 Progressive Practice Sentences Across 8 Domains

Here is your dedicated master collection of 64 progressive Hindi-to-English practice sentences. Each item presents: (1) The Hindi thought, (2) The
natural, grammatically sound English sentence, (3) The underlying grammar or word-choice principle, and (4) A follow-up sentence for your
independent speaking drill.

Category 1: Everyday Sentences & Expressions (ﬁﬂ'ﬂ?‘f ¥ CIER))
1. & faR: 02 39 R & 2T Wem &1 w5y e

- Natural English: Please give me some time to think about this.
{ Rule: Polite imperative: 'Please give me some time to.... Avoid literal 'Time give to think'.

| 3 Practice:ﬁ@[%ﬁ@ﬁ%f@m Qﬂ%‘HZI'FPCI dIfSTQ1 -> Please give me some time to make a decision.
2. f&Y fammR: - amu g i< &R 1 it R Wbl 82"

- Natural English: Could you please call me back in a little while?
¥ Rule: Use 'Could you please call me back...". 'In a little while' translates A R A
®. Practice: T mg@wﬁmﬁamm%v -> Could you please call me back in an hour?

3. &) fammR: »aire W wgd gera 81"

- Natural English: The weather is very pleasant today.
! Rule: Weather takes 'pleasant’ or 'lovely'. Avoid 'weather is very nice today' as only option.
®. Practice: GHGIWEEHB_S%I -> It is very cold outside today.

4. &8 faR: g2 WeH ugan & oime ger @
- Natural English: It will take me half an hour to reach the station.
¥ Rule: Time duration takes 'It will take [person] [time] to [verb]'.
| 3 Practice:ﬂ'ﬁmug[aﬂefﬁaﬂ%ﬂﬂﬁl -> It will take me two hours to complete the work.

5. fE faR: o7 3y Fun AT o IR THd 87"
- Natural English: Would you mind closing the door, please?

{ Rule: '"Would you mind' is followed by verb+ing ('closing").
®. Practice: HT Gﬂqm@@?ﬁ@ﬁﬂﬁ%? -> Would you mind opening the window, please?

6. f&d} foaR: "B ok I R 3 USH"

- Natural English: I happened to notice it by chance.
¥ Rule: 'Happened to notice' is far more natural than literal ‘My eye fell on it'.
®. Practice: BRI ToR TIRT0H R 3@AMS U1 -> | happened to notice the advertisement.

7. &) faErR: a7 73, 99 3o die & s

- Natural English: Don't worry, everything will turn out fine.

7 Rule: 'Turn out fine' is a warm, natural conversational idiom for W?ﬂ?ﬁ\_ﬂw
®. Practice: IEGIK:G] ﬁ, BH IHI WX UEVHGTQ'PH -> Don't worry, we will reach on time.

8. fE& fEmR: g2 ¢fthep 1 avte A R & T "
- Natural English: I got delayed because of heavy traffic.
¥ Rule: Use 'l got delayed because of..." or 'l was stuck in traffic'.

| 3 Practice:ﬂ'@ SRS aﬂam‘s'%é?ﬁﬂél -> | got delayed because of the rain.

Category 2: Questions and Answers (HdTdl 3R SIdTd)
1. 5 faR: o0 Fwreia # SR W o1 $d 82

- Natural English: What do you usually do on weekends?
! Rule: Helping verb 'do' comes before subject 'you": 'What do you do...".
®. Practice: 34 M BT STAAR R T B 82 -> What do you usually do in the evening?

2. &Y foaR: U8 T B3 &1 Tad 3T dRih] DI a1 87"

- Natural English: Which is the best way to accomplish this task?

¥ Rule: 'Accomplish' or 'complete’ elevates everyday speech over repetitive 'do’".

‘:. Practice: 39Sl WG &1 Ta 33T ARIBT B 18?2 -> Which is the best way to learn English?
3. & R 7 a1mu g3 91 9ad § b e Al WA wel 87"

- Natural English: Could you please tell me where the nearest metro station is?
¥ Rule: Indirect question order: 'where the nearest station is' (NOT 'where is the nearest’).
®. Practice: T 3T EGIR:CE] % f& Hﬁﬁv_ﬂﬁ}f% -> Could you please tell me where the office is?

4. &8 AR “amua! g et Gent B foram T e



- Natural English: How long did it take you to find this job?
? Rule: Past question uses 'How long did it take you...".

®. Practice: 3TUD! Tg UIolae T HR T fora1 S @2 -> How long did it take you to complete this project?
5. 3t faam: a smu! et SR o 1 e o7

- Natural English: Do you need anything else?
! Rule: Standard service and workplace question.
®: Practice: HIT 3T foreft Hee ot SRevd 87 -> Do you need any assistance?

6. &} far: <9 faway W smues! 1 ¥ B2
- Natural English: What is your perspective on this matter?
¥ Rule: 'Perspective' is formal and thoughtful.
®. Practice: TH UXKId TR S{TIH T I 87 -> What is your opinion on this proposal?

7. & fOR: "0 U IR & F9 10 IR TP 87"
- Natural English: When would be a good time for us to discuss this?
! Rule: Polite scheduling phrasing: 'When would be a good time...".
[ 3 Practice.'@ﬁﬁﬂm?@ﬂﬁ%? -> When would be a good time to hold the meeting?

8. fE&Y fammR: o & Tl oo w1 g2

- Natural English: Do you mind if I sit here? / May I take a seat here?
¥ Rule: 'Do you mind if..." or 'May I..." express polite courtesy.

| 3 Practice.'wffqga:fﬁmﬁ"? -> May | borrow this pen?

Category 3: Talking About Daily Routines (aﬁﬁ? ﬁqﬂ'ﬂf)

1. fEd faR: & Qg Ioa vad ugd Ue e ot dar g1

- Natural English: The first thing I do after waking up is drink a glass of water.
¥ Rule: Smooth habit phrasing: ‘The first thing | do after waking up is...".

| 3 Practice:ﬁwmqﬁaﬂmtﬁmffl -> The first thing | do after waking up is have tea.

2. E& R B o W 9 ¥ e geg 8:30 a9 R Y PAwaar g1
- Natural English: I leave home at 8:30 AM to commute to work.
! Rule: 'Leave home' with clock time. Avoid 'l start from house'.

| 3 Practice:ﬁ9a@f$\faﬁl$mﬁwgl -> | leave for college at 9 AM.
3. &) faamR: & SueR &1 W1 S0 3= YA & Wiy WiaT g 1"

- Natural English: I always have lunch together with my teammates.
! Rule: Use 'have lunch' instead of 'eat lunch'. ;
| 3 Practice.'ﬁ%ﬁ?ﬂwaﬂmw%qugl -> | always have dinner with my family.

4. EH AR I & te 62 & R als W g1

- Natural English: In the evening, I go for an hour-long walk.
! Rule: Compound adjective 'an hour-long walk' sounds very natural.

| 3 Practice:ﬁaé'ff Gﬂa'ﬂéagiﬂgl -> In the morning, | go for a half-hour jog.

5. &) faamR: 99 9 ugd # oo o1l fa & 1l &t gl ST g 1

- Natural English: Before going to sleep, I create a checklist of my tasks for tomorrow.
! Rule: 'Before going to sleep' uses preposition + gerund (-ing).

| 3 Practice:@efﬁqﬁaﬁmmﬁl -> Before going to sleep, | read a book.

6. &) famm: & g B Ui 71 sarm wRar g1
- Natural English: I exercise five days a week.
¥ Rule: 'Five days a week' is the clean frequency formula.
| 3 Practice:ﬁé’qﬁﬁ_rﬁqfaqmmgl -> | attend classes three days a week.

7. B AR Aa & 1 o9 dB A gl
- Natural English: I usually go to bed by 11:00 PM.
{ Rule: 'By 11:00 PM' means at or before 11 PM.
| 3 Practice: # 7 E@[WWWW@WE\SI -> | finish work by 7:00 PM.

8. &) faR: "TwaTeid W g9 &R I 91 1Nig g1

- Natural English: On weekends, I enjoy sleeping in.
¥ Rule: 'Sleeping in' is the exact English idiom for CHGEICI
| 3 Practice:?ﬁaﬁﬁ@&{mmuﬁa%l -> On Sundays, | like relaxing.

Category 4: Past Experiences & Achievements (3rda ¥ 3JHa)

1. f&d faw: 57 e 78 ve Aeayu! uden o &t

- Natural English: I cleared an important examination last month.
! Rule: Past simple 'cleared’ with time marker 'last month'.



[ 3 Pmctice:ﬁﬁfﬁ@ﬁgﬁwwml -> | cleared the interview last week.
2. f&d faaR: 599 39 ieiae & 99 T ¥ ugd g1 & femm

- Natural English: We completed that project ahead of the deadline.
¥ Rule: 'Ahead of the deadline' is the professional equivalent for AT T Ug
| 3 Pmcricesgﬁa&uwﬁq’sﬁgﬁaﬁo‘w -> We achieved the target ahead of schedule.

3. f&dY faamR: "roana o 0 SitedR &) gagH o 1R g3l
- Natural English: Initially, I had difficulty understanding the software.
¢ Rule: 'Initially, I had difficulty..." expresses initial struggles without shame.

®: Practice: ?Q?Gﬂﬁf[ﬂ'@f mﬁﬁﬁﬁ%ﬁﬁﬁl -> Initially, | had difficulty speaking English.
4. f& fammR: "IN Flas & WheR A g3 9gd Uk fean

- Natural English: My college professor greatly inspired me.
¥ Rule: Adverb ‘greatly’ modifies past verb ‘inspired".

| 3 Practice: TR AR 3 TR1 ANTeR fpar| -> My manager guided me well.
5. &) faamR: &9 oot el Se-iRiu & SR 9gd AagIRG HIe W [

- Natural English: I learned several practical skills during my previous internship.

! Rule: V2 'learned" with preposition 'during my previous internship'.

| 3 Practice: B9 a - %aﬂ?%ﬂw%ﬁ@ﬂ -> | learned a great deal during my training.
6. fE foaR: 50 T iR 39 Hfe FHw &1 Iy Fabran|”

- Natural English: All of us worked together to solve that challenging problem.
¥ Rule: '"Worked together to solve' emphasizes teamwork and problem-solving.
®. Practice: 9 AR A R fBaT1 -> We worked together to achieve the target.

7. & faR: &7 wiaer & are-fyare ufadifirar & vug REsR S|
- Natural English: I won first prize in the college debate competition.
! Rule: Past simple 'won' with proper preposition 'in the competition'.

| 3 Pmctice:ﬁe{ﬁ%ﬂmﬁmﬂwml -> | won an award in the coding contest.
8. f&d} fammR: 39 1o @ 99 U 9gd 981 99& fHan

- Natural English: That mistake taught me an invaluable lesson.
¥ Rule: 'Invaluable' means priceless / deeply meaningful.
®. Practice: 31 e«mwfrgs‘{agawﬁ@m -> This failure taught me a great deal.

Category 5: Future Plans & Goals (ufa= Hﬁﬁm

1. &S faR: & 3pTet &g WElAl ¥ U 3 URnfET H1eT TWReH & o1 a1 eT g 1"
- Natural English: I plan to learn a new programming language within the next six months.
{ Rule: 'Plan to [verb] within [time]" expresses structured intention.

| 3 Pmctice:ﬁwaﬁﬁ@?aﬂﬁﬁmwwﬁl -> | plan to start a new course.
2. R faarR: H o SRR 7 oM ¢ & g ! At &I

- Natural English: I will work diligently to advance in my career.
¥ Rule: 'Work diligently" is a high-caliber professional upgrade for 'work hard'".

‘:« Practice: & a&u‘rﬁtmwﬁ%ﬁmﬁm FHEI| -> | will work diligently to meet the targets.
3. &Y faR: OR1 @16 SATeY AT b < Thex B YfRrehT SuTeT 81"

- Natural English: My goal is to take on a team leadership role by next year.
! Rule: 'Take on a role' is standard corporate vocabulary.
| 3 Practice: BRT A& Vioide AoR ST 81 -> My goal is to become a project manager.

4. &) faaR: "9 3 g <9 o 39 fowg w it e

- Natural English: We will hold a meeting on this topic tomorrow at 10:00 AM.
¥ Rule: Use 'hold a meeting' or 'conduct a meeting'.

| 3 Practice:f:’ﬂamﬂﬂfﬁﬁl -> We will have a discussion tomorrow.

5. &) famm: & oot TTafaat &1 e I s

- Natural English: I will make sure not to repeat those mistakes.
{ Rule: 'Make sure not to..." shows conscious responsibility.

®: Practice: H T W 3 &1 WT@“’}'ITI -> | will make sure to arrive on time.

6. &) famm: & Sieg € s faxga Rard $aa w1
- Natural English: I will email you the detailed report shortly.
¥ Rule: 'Shortly' means very soon in professional English.

®. Practice: T 3TUH! BTSd Seg & ﬂT’j:rﬂl -> | will send you the file shortly.
7. &) faR: s W AR & S0 o T BIR AT FA MR I

- Natural English: We are going to launch the new feature by the end of this month.
! Rule: 'Going to' for planned upcoming milestones.
9. Practice:%ﬂéﬁﬂﬁ‘c’?ﬁﬂmw@%l -> We are going to launch the website.



8. fE&dY fammR: & 3o AP HIA BT 3R JgR TG "

- Natural English: I will further refine my communication skills.
¥ Rule: 'Refine' implies polishing an already developing skill.

®: Practice: T 3T A1 &HdT 1 RIS -> | will refine my technical abilities.

Category 6: Asking for Help & Assistance (HGg H"I"‘HT)

1. R faR: o1 o0 FU1 39 TS HY TP IR W IHhd 57"

- Natural English: Could you please take a quick look at this document?

{ Rule: 'Take a quick look' is polite and does not sound burdensome.

®: Practice: HT &wﬁ%ﬁqﬁmwwm%v -> Could you please take a look at my resume?

2. f&d} faaR: "g3 39 AiteamR &1 AT 30 = § S{IUadt Aeg anfgul”
- Natural English: I need your assistance in setting up this software.
! Rule: 'Assistance in setting up' (in + verb+ing).
| 3 Practice:@ SPIIC T H Heg AMMeUl -> | need your assistance in creating the account.

3. R Rra: o, 31 0 e wftban T 9, < Skt St o -

- Natural English: I would be very grateful if you could walk me through this process.
! Rule: 'Walk me through' is the standard corporate phrase for explaining step-by-step.

®. Practice: TG ma@ﬁmmﬁa‘rmm| -> | would be grateful if you could explain the guidelines.

4. &8 faaR: 3 o9 42 91 9 § b 39 w1 1 H¥ WA 8
- Natural English: Could you please guide me on how to fill out this form?
¥ Rule: 'Guide me on how to..." is polite and professional.
®. Practice: T WWW%%@%WHQ? -> Could you guide me on how to submit this?

5. fES fR: e 1t 3muep) wHg e, o o0 48 Wiesd ¢ Tobd 87

- Natural English: Whenever you have a moment, could you share some feedback with me?
{ Rule: '"Whenever you have a moment' respects the listener's busy schedule.

®. Practice: S 3! 997 i, g@aﬁaﬁ| -> Whenever you have a moment, please give me a call.

6. &) faa: "4 ug wie wwem ¥ IS} gftwa s g g1
- Natural English: I am having a bit of trouble understanding this code snippet.
¥ Rule: 'Having a bit of trouble' sounds calm and objective.

| 3 Practice.'@ﬁﬁfﬂmﬁﬁ R BIRET 81 -> 1 am having trouble understanding the formula.
7. &) far: =1 3y A SF 1R T Bt Re GHTA b B2

- Natural English: Would you be able to cover my shift tomorrow?
! Rule: 'Cover my shift' is the exact workplace terminology.
®. Practice: T 370 TR T 31cS PR gD 87 -> Would you be able to attend my meeting?

8. f§dl foar: "amuet @Rd #eg & fog sgd-sgd y=gac

- Natural English: Thank you so much for your prompt assistance.
¥ Rule: 'Prompt assistance' is the premium professional term for @Rd Heg.
®. Practice: 3TU% @R SIATS & 7T 4=ATG | -> Thank you for your prompt reply.

Category 7: Interview-Related Sentences (32?3‘{\%7 ﬁl"’{ qrH)

1. & famm: & it el arfadt & Wee 35k 971 &t SRR SRaTg 1"
- Natural English: I strive to learn from my past shortcomings and continuously improve.
{ Rule: 'Shortcomings' is an elegant professional synonym for weaknesses or mistakes.

| 3 Pmctice:ﬁﬁ@%@?ﬁ@eﬁfﬁmmgl -> | strive to learn from feedback.
2. & faaR: & v Tt Uit o} qermer & § et & U HIvrd IR 9 1"

- Natural English: I am looking for an organization where I can expand my skill set.
7 Rule: 'Expand my skill set' demonstrates growth mindset.
| 3 Practice: & i@ &% Wﬁﬁmﬁf{l -> | am looking for learning opportunities.

3. &) faamR: ™R U 39 Yfiye & fore sraxaes Aeigd gfardt aue g1

- Natural English: I possess a solid conceptual foundation required for this role.
{ Rule: 'Possess a solid foundation' sounds far more capable than 'l know basics'.

®. Practice: TR UNY 3aTH ddH-idh! Il -> | possess the necessary technical skills.

4. E& AR H Au & IRt & W1y AR agd 3res1 H19 SR g1

- Natural English: I collaborate very effectively in cross-functional team environments.
¥ Rule: 'Collaborate effectively' upgrades common ‘work good in team'.

| 3 Practice:ﬁﬂTW%ﬂWﬁWWng -> | collaborate well with colleagues.

5. f&<) foam: & gaw 3o gwg A &1 g fhar g1

- Natural English: I have consistently respected project deadlines throughout my tenure.



¥ Rule: Present perfect 'have consistently respected’ proves long-term dependability.

| 3 Practice.'ﬁﬁﬁmwﬁﬁw@%l -> | have consistently maintained quality.
6. fEd faR: &1 7 39 Uy R f99R o7 & RO 378 Ibs @ Iobar g7

- Natural English: May I take a few seconds to structure my response to this question?
! Rule: Polite pause request: 'structure my response'.
| 3 Practice: TN H 4 S @?I%TWW?IW_&? -> May | take a moment to think?

7. &) faar: o3 Ul SR A 42 HruRe Gpfd &1 9veH | feg o1 "

- Natural English: My previous internship helped me adapt to corporate work culture.
! Rule: 'Helped me adapt to..." shows smooth socialization.

®. Practice: UoIde fﬂ{é’? Aad R@mn| -> The project taught me effective teamwork.
8. &l foaR: & 59 4fieT & oo 9d9 UexH &7 & e ¢ft R AR g 1"

- Natural English: I am fully committed to delivering my absolute best in this role.
{ Rule: 'Fully committed to delivering...' conveys sincere drive.

| 3 Practice:ﬁaﬂa?ﬁ?ﬂjfa%%m%ﬁmmgl -> | am committed to achieving team goals.

Category 8: Workplace & Client Conversations (3T iR FATSC qIadia)

1. &S faR: "o 59 <00 & 1Y 3109 B 1S BIsd B 3 1"

- Natural English: Please find the attached document for your review.
¥ Rule: Universal corporate correspondence formula: 'Please find attached...".

| 3 Pract‘ice:?ﬂmﬁ'th—cF 3T G| -> Please find the report attached.

2. &) faR: "59 39 AW 3 Jeg ¥ Jeg gasm )R $1H R IE gl

- Natural English: We are actively working to resolve this matter as soon as possible.
! Rule: 'Actively working to resolve' reassures stressed managers and clients.
| 3 Practice:%ﬁ@THﬁMWWWW?%%l -> We are working to fix the bug.

3. &S faR: 2 39 Uoiae & 3! fasisiar &) srazadar grft

- Natural English: I will be needing your domain expertise on this upcoming project.
7 Rule: 'Domain expertise' acknowledges senior colleagues' value respectfully.

| 3 Practice:@ SUSDT TATE BT X BN -> | will need your valuable advice.
4. &8 faR: *Fua 42 39 o1 &1 Wi ¥ 31aTd R B 1

- Natural English: Please keep me updated on the progress of this task.
! Rule: 'Keep me updated / posted' is standard managerial English.

| 3 Practice:m@@ﬁﬁ ST BRI IR | -> Please keep me informed of the situation.

5. &) faaR: & ore I 5 991 W UBA T8 HTH W IR GITTI"

- Natural English: I will have this task wrapped up before 5:00 PM today.
¥ Rule: Future perfect idiom: ‘have this wrapped up before [time]'".
| 3 Practice: § & GIUER WUE’WQRTW@?TTI -> | will wrap this up by tomorrow noon.

6. &) faeR: "g0 waige & 1Y U Bial-3g HifeT ag &

- Natural English: We will schedule a follow-up meeting with the client.
! Rule: Use 'schedule a meeting' rather than 'fix a meeting'.
[ 3 Practice:%ﬁﬁﬁﬁﬂ"q?ﬁij | -> We will schedule a call tomorrow.

7. & fER: s e A P R I E 1

- Natural English: I am thoroughly satisfied with this proposal.
¥ Rule: Adverb 'thoroughly' strengthens 'satisfied'.

| 3 Practice:ﬁmﬁwmgﬁggl -> | am thoroughly satisfied with the work.

8. &l fa: afe smue! Bis SR WSiaRY 1fe, o Sferer® Hud a1
= Natural English: Should you require any further clarification, please feel free to reach out.
{ Rule: Formal conditional 'Should you require..." is the hallmark of polished corporate communication.

®. Practice: TG 3D Dl TG AMRT al YD B -> If you need any assistance, feel free to contact me.



Section 9: Confidence-Building Speaking Drills

10 Solo Drills to Overcome Hesitation and Train Cadence

Confidence is not an inborn personality trait; it is a neurological reflex built through low-stakes repetition. If you wait until a high-stakes job
interview or board meeting to speak, anxiety will naturally overpower you. Practice these 10 targeted solo drills in your room to train your brain to

stay calm, focused, and fluent under pressure.

Drill 1: The 60-Second Non-Stop Talk Drill (¢ 60-9hs
A1-%r fga)

Purpose: Break the habit of stopping mid-sentence and train
continuous speech momentum.

How to execute: Pick an everyday topic (e.g., ‘My Favorite Festival’,
‘Why Tea is Popular in India’, 'My Morning Routine'). Set a timer for
exactly 60 seconds. Start speaking immediately. You are forbidden
from stopping or saying ‘'umm’. If you run out of ideas, describe the
object in front of you or say 'What | mean to say is...", but keep
vocalizing until the alarm sounds.

Why it works: Forces your subconscious mind to bypass perfectionist
filters and prioritize speech flow over self-criticism.

Drill 3: The Short Experience Summary Drill (UCHT BT 3-
qIR ARIE)

Purpose: Master conciseness and executive summary skills.

How to execute: Think of an event that happened today or yesterday

(e.g., a trip to the supermarket, an online webinar, a chat with a friend).

Summarize the entire experience in strictly 3 high-impact sentences:
Sentence 1: The Context. Sentence 2: The Action. Sentence 3: The
Outcome or Reflection.

Why it works: Eliminates rambling and prepares you for crisp corporate
status updates.

Drill 5: The 3-Keyword Framework Drill (3 3&3’2{'@[ q
YRTYATE Se)

Purpose: Break psychological dependence on reading full scripts.

How to execute: Instead of writing an entire speech, write only 3
single words on a notepad: e.g., for career goals: 'Analytics’,
'Certification’, 'Leadership'. Deliver a 90-second speech using each
word as a mental anchor for 30 seconds of spontaneous speech.

Why it works: This is how top executives, TED speakers, and CEOs present
without memorizing scripts.

Drill 7: The Self-Tape Review Drill (a1 30¥ difgar
it aetam

Purpose: Develop objective self-awareness and eliminate nervous
ticks.

How to execute: Record a 60-second video of yourself answering an
interview question on your phone. Play it back with a notepad. Note 2
positives (e.g., ‘good smile', ‘clear voice’) and 1 constructive
adjustment (e.g., 'looked away too often’).

Why it works: Cures speaking anxiety by demystifying how you actually
appear to interviewers.

Drill 2: The Everyday Object Description Drill Gl %ﬁaﬁ
BT 90-Tbs faawom

Purpose: Train rapid vocabulary recall and descriptive powers
without preparation.

How to execute: Look around your room and choose a random
physical item: a wristwatch, a coffee mug, your laptop, a ceiling fan, or
a notebook. Speak for 90 seconds answering: (1) What is it made of?
(2) When did you acquire it? (3) How does it help your daily
productivity? (4) What would happen if you lost it?

Why it works: Develops the skill of expanding simple thoughts into rich,
detailed English descriptions.

Drill 4: The Surprise Question Reflex Drill (3T Tj\% g
AT BT SdTd)

Purpose: Conquer the terror of unexpected interview questions.

How to execute: Write 10 random questions on slips of paper (e.g., 'If
you had one million rupees, what would you build?', 'Do you prefer
cities or villages?', "What is your favorite book?"). Pick one blindly. You
have 3 seconds to take a breath and begin answering for 45 seconds.

Why it works: Teaches you that you don't need a written script to give an
intelligent answer in English.

Drill 6: The Shadowing & Sentence Rhythm Drill
(IS T 3R 3T FT SWTH)

Purpose: Eliminate monotone robotic delivery and develop
natural English cadence.

How to execute: Take any model sentence from Section 7. Read it
aloud while clapping your hands or tapping your desk on the ‘content
words' (nouns, verbs, adjectives). Notice where commas fall and pause
for a deliberate half-second breath. Repeat 5 times.

Why it works: English is a 'stress-timed' language. Tapping reinforces
rhythmic pacing and prevents rushing.

Drill 8: The Solo Chair Mock Interview Drill (3/%d ® it
Purpose: Simulate boardroom pressure completely on your own.
How to execute: Place two chairs facing each other in your room. Sit
in Chair A as the formal HR interviewer. Ask the question aloud: 'Why
are you interested in our firm?". Stand up, move to Chair B as the

candidate, maintain formal posture, and deliver your answer. Move
back to Chair A for the next question.

Why it works: Physical movement and perspective shifting activate
dynamic cognitive readiness.



Drill 9: The Word-Loss Recovery Drill (37§ Y&+ U Gg &I
d¥d HHT)

Purpose: Train instant recovery reflexes when your mind goes
blank.

How to execute: Practice this script aloud whenever you forget a

word: '‘What | mean to say is...", 'In other words...", or 'To put it simply...".

Deliberately speak on a topic and pretend you forgot the word
‘expensive'. Instead of freezing, smoothly say: 'lt requires a very high
financial investment.'

Why it works: Proves that forgetting a word is never a failure—it's an
opportunity to use a synonym.

Drill 10: The Active Conversational Ping-Pong Drill (4Tl
% 91 Widl-37 IS

Purpose: Transform one-sided interrogations into vibrant two-way
conversations.

How to execute: Whenever you answer a question, immediately
attach a friendly conversational bridge: '...and how has your experience
been with that?' or "..what are your thoughts on this matter?". Practice
5 question-response-bridge loops aloud.

Why it works: Turns awkward pauses into engaging collaborative
connections.



Section 10: Common Mistakes and Self-Correction

8 Classic Indian Learner Pitfalls, Root Causes, and Instant Fixes

Making mistakes is a normal, healthy part of language acquisition. However, repeatedly making the same basic structural errors destroys
professional credibility during job interviews. Here are the 8 most common errors made by Indian English speakers, why they happen, and how to
self-correct them on the spot.

1. Confusing Present and Past Verb Forms (¢l &1 91d § A BT m

(4 Corrected / Natural:
Yesterday | went to the bank and the manager told me to wait.

Root Cause: In Hindi, tense is often marked by auxiliary endings (XgT T, 7T ¥T), whereas English transforms the main verb itself (go -> went, tell ->
told).

Self-Correction Rule: Whenever your sentence begins with 'Yesterday', 'Last year', 'In college’, or 'Previously', force your vocal cords to use V2 past
forms: went, spoke, joined, delivered, completed.

I ®. Instant Drill: Speak aloud: 'Yesterday | completed my task and sent the report.'

2. Misusing Continuous Tense for Static States (‘Having' Trap)

X Incorrect: [4 Corrected / Natural:
m g 2 t t | have two years of experience. / | have a brother.

Root Cause: Literal translation of Hindi "BR U &I T &1 &Iﬁﬂ-ﬁ["ﬁﬁw%/% Verbs of permanent possession (have, own, belong) do NOT take -ing.

Self-Correction Rule: Use 'have' for possession, skills, experience, and family members. Only use 'having' for dynamic actions like eating (‘having
lunch') or spending time (‘having a great day').

I ®:. Instant Drill: Speak aloud: 'l have three core skills. | have an engineering degree. | have strong attention to detail.’

3. Inverted Question Word Order (HaTd Y& d IHY 99 &1 fiw Bl

X Incorrect: 1 Corrected / Natural:
bt e R ROy e-gotngRWhy-you-didn What is your name? / Where are you going? / Why did you not
come? come?

Root Cause: Hindi question structures place the question word in the middle or end without changing verb position (WWW%?). In English, the
helping verb MUST jump in front of the subject.

Self-Correction Rule: In every question, place the helping verb (is, are, do, did, can, will) immediately after the question word: WH-Word + Helping
Verb + Subject.

I ®. Instant Drill: Speak aloud: 'Where do you work?' 'When did you graduate?' 'How can | assist you?'

4. Direct Hindi Translation of Common Idioms (GI\_:fW 3{dTq SiTen)

X Incorrect: [ Corrected / Natural:
Spenrthetight—/Close-the-fan—7-Whatgoesof yourfather? /Heis Turn on the light. / Turn off the fan. / How does it affect you? /
eatingmy-heac: He is really bothering me.

Root Cause: Translating words rather than concepts. Electrical appliances are ‘turned on / off' or 'switched on / off', never 'opened' or ‘closed'.
Self-Correction Rule: Memorize English verbs by context rather than dictionary translation. Electronics = switch on/off. Doors/books = open/close.

I @ Instant Drill: Speak aloud: 'Please switch on the fan and turn off the projector.’

5. Overusing Nervous Filler Words (Hd<dld, You know, Basically, Like)

(4 Corrected / Natural:
| am actively preparing for software engineering interviews.

Root Cause: Your mouth speaks before your brain has assembled the sentence, creating panic filler noises to avoid silence.

Self-Correction Rule: Embrace the Silent 2-Second Pause. Silence sounds thoughtful and authoritative; continuous 'umm / basically / you know'
sounds insecure. Close your mouth, take a breath, and speak only when ready.



I ®: Instant Drill: Speak aloud: '[Pause 2s] My primary focus is backend web development.'

6. Speaking at 200 Words Per Minute (daRTgc ifag?r CEIREIGED)

X Incorrect: (4 Corrected / Natural:
peaking-serapiaty-that-w tdtesyttabte watowee-ane Speaking at a calm, measured pace of 120-140 words per minute
thetisterercannottnderstancd: with clear pauses.

Root Cause: The subconscious belief that ‘fast speaking equals fluency'. In truth, fast speaking signals nervous panic.

Self-Correction Rule: Lower your speaking speed by 25%. Deliberately enunciate the end consonants of words (e.g., ‘projec-T', 'manage-D'). Great
leaders speak calmly and deliberately.

I ®. Instant Drill: Speak aloud slowly: ‘I take pride in delivering accurate, well-tested solutions.'

7. Giving 1-Word Answers or Endless Rambles (3Ifd-Tfére a1 S=vd | @1 9Ia19)

X Incorrect: (4 Corrected / Natural:
terviewer: y oW *Candidate—Yes: nchctate Candidate: 'Yes, | am comfortable with SQL. In my college
speaksforbminttesabout-the-history-of-databasesy: project, | wrote queries for database joins and indexing to

retrieve customer records efficiently.

Root Cause: Lack of a structured answering framework.
Self-Correction Rule: Always apply the 1 Answer + 2 Details Rule (or STAR for projects). Aim for 45 to 75 seconds for most interview questions.

I ®. Instant Drill: Speak aloud: 'Yes, | enjoy collaborating in teams because sharing diverse perspectives helps us identify solutions faster.’

8. Freezing Completely After a Small Grammar Mistake (Tadt 11 UR 3P &)

X Incorrect: (4 Corrected / Natural:
t - t - - Candidate: 'Yesterday | go—I mean went—to the client meeting
sttent-ancHooks-down-for-t0-seconds: and presented our proposal.’

Root Cause: Unrealistic perfectionism. Believing that one wrong word ruins the entire interview.

Self-Correction Rule: Use Smooth Self-Repair: Acknowledge with 'l mean [correct word]' and keep driving forward. Interviewers evaluate your
composure, not perfection.

I ®: Instant Drill: Speak aloud: 'He don't—I mean he doesn't—have the updated document yet.'



Section 11: Progress Tracker and Final Assessment

Rubrics, 30-Day Logs, and Your Lifelong Speaking Maintenance Plan

What gets measured gets improved. Use this comprehensive tracking section to verify your 30-day journey, evaluate your final speaking
performance against our 5-level rubric, and follow your lifelong maintenance plan.

I The 6-Dimension English Speaking Mastery Rubric

Rate each dimension from 1 (Needs Significant Work) to 5 (Mastered / Confident). Calculate your final graduation score out of 30.

SPEAKING DIMENSION

1. Message Clarity & Structure

2. Sentence Formation &
Grammar Control

3. Relevant Workplace
Vocabulary

4. Question Answering Reflex
& Fluency

5. Pronunciation Intelligibility
& Pacing

6. Composure & Resilience
After Mistakes

Score Interpretation

1 - NEEDS WORK

Confused, unstructured, listener
struggles to understand main
point.

Frequent tense errors, missing
helping verbs, literal Hindi
translations.

Very limited words; relies heavily
on basic generic terms or Hindi
words.

Pauses longer than 5 seconds;
severe mental translation
blockages.

Rushes nervously or mumbles;

swallowing ending consonants.

Panics, freezes, or stays silent
after making an error.

6 - 14 Points: Developing Speaker

- Review Weeks 1 & 2. Continue daily 20-minute read-aloud

practice.

23 - 30 Points: Mastery / Executive Ready

- Excellent command, structured delivery, and high professional

presence!

I Your 30-Day Completion Tracker Log

DAY # TOPIC
Day 1 Your Starting Point
Day 2 Introducing Yourself

Day 3

Talking About Your Daily Routine

MINS

3 - COMPETENT

Main idea is understandable but
wanders or repeats points.

Basic sentences are correct;
occasional past tense slips
quickly repaired.

Adequate vocabulary for
everyday and basic professional
scenarios.

Answers with minor pauses;
handles common questions
smoothly.

Understandable neutral
pronunciation; generally steady
pace.

Notices mistakes and continues
with minor hesitation.

5 - MASTERED

Crystal clear, logical flow, uses
frameworks like STAR or 1
Answer + 2 Details.

Solid command of
present/past/future tenses,
smooth connectors (so, because,
although).

Rich professional terms
(deliverable, timeline,
collaborate, rectify, align).

Fast spontaneous recall, smooth
transitions, answers within 2-3
seconds.

Clear enunciation, measured 130
WPM speed, natural pauses and
breathing.

Effortless self-repair ('l mean..."),
maintains warm smile and
confident posture.

15 - 22 Points: Competent Functional Speaker

- Ready for everyday office communication and standard entry-level

job interviews.

AUDIO SAVED

KEY WIN / IMPROVEMENT



DAY #

Day 4

Day 5
Day 6
Day 7
Day 8
Day 9
Day 10
Day 11
Day 12
Day 13
Day 14
Day 15
Day 16
Day 17
Day 18
Day 19
Day 20
Day 21
Day 22
Day 23
Day 24
Day 25
Day 26
Day 27
Day 28
Day 29

Day 30

I Your Next-30-Days Speaking Maintenance Roadmap

TOPIC

Talking About Family, Education, and
Background

Talking About Skills and Interests

Asking and Answering Everyday Questions
Week 1 Speaking Review

Useful English Sentence Patterns
Hindi-to-English Daily Conversation
Talking About the Past

Talking About Future Plans

Expressing Opinions and Preferences
Asking for Clarification

Week 2 Speaking Review

Your Professional Self-Introduction

Talking About Education and Experience
Explaining Skills and Strengths

Answering “Why Should We Hire You?"
Discussing Weaknesses and Learning
Explaining Projects and Past Achievements
Mock HR Interview

Talking to Colleagues

Asking Questions at Work

Giving Updates About Your Work
Handling Phone Calls and Online Meetings
Polite Requests and Professional Responses
Handling Mistakes and Difficult Situations
Complete Workplace Role-Play
Two-Minute Speaking Challenge

Final Speaking Assessment & Graduation

MINS AUDIO SAVED KEY WIN / IMPROVEMENT
(1Y [IN
(1Y [IN
(1Y [ IN
(1Y [IN
(1Y [ IN
[ 1Y [ IN
(1Y [ IN
[ 1Y [ IN
(1Y [ IN
[ 1Y [ IN
(1Y [ IN
[ 1Y [ IN
(1Y [ IN
(1Y [ IN
[ 1Y [IN
(1Y [ IN
[ 1Y [IN
(1Y [ IN
[ 1Y [IN
(1Y [ IN
[ 1Y [IN
(1Y [ IN
[ 1Y [IN
(1Y [ IN
[ 1Y [IN
(1Y [ IN
[ 1Y [IN

Lifelong Philosophy: Language is a living muscle. If you stop speaking entirely after Day 30, your fluency will slowly decay. You do not
need hours of study—you only need a non-negotiable 15-minute daily habit.

TIME WINDOW ACTION
Minute 1 -5 Read Aloud
Minute 6 - 10 Record Daily Monologue

EXECUTION INSTRUCTIONS

Read one English business news article, tech blog, or book chapter
ALOUD at normal volume.

Pick one question or summarize your workday for 60 seconds into
your phone voice recorder.



TIME WINDOW ACTION EXECUTION INSTRUCTIONS

Minute 11 - 15 Review & Polish Listen once, check for clear enunciation, and write down 2 new
vocabulary words.

I Weekly Compounding Habits

e # Conduct a 10-minute mock conversation with a friend or colleague every Saturday.
e s Watch one English business documentary or interview and shadow 3 complex sentences.

e s Speak in English during at least one everyday situation (ordering, customer service, or office standup).



