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When we learn a language, there are four skills that we need 

for complete communication. We usually learn to listen first, 

then to speak, then to read, and finally to write. These are 

called the four "language skills": 

Skill #1: Listening 

Skill #2: Speaking 

Skill #3: Reading                             

Skill #4: Writing 

 The four language skills are related to each other in two 

ways: 

 the direction of communication (in or out) 

 the method of communication (spoken or written) 

 Input is sometimes called "reception" and output is 

sometimes called "production".  

 

 



 

 

INTRODUCTION• 

      Every English course you will ever take is really about 

how to communicate effectively. Communication is a multi-

step process that requires at least two people who have 

something to “say” to each other. In order to be successful, 

each communication requires  

(1) someone to send the message;  

(2) the message itself;  

(3) someone to receive it.  

      When people want to exchange ideas, they have only 

three ways to do it: 

 

 

 



 

 

      All communication is incomplete until someone has 

received and correctly understood the sender’s ideas. Would 

you accomplish anything if you wrote a complaint letter and 

never mailed it, or talked into a disconnected telephone? 

      English courses focus most on building writing and 

reading skills. The two other ways of communicating are also 

important, yet they are seldom taught.  

 LISTENING SKILLS 

      Every successful communication requires a sender and 

a receiver. When a message is spoken, it is received by 

listening. In other words, listening is the other half of 

speaking; the two activities belong together. 

      Infants listen from the moment, they are born. They listen 

to the world around them and then begin to experiment with 

speech by imitating what they hear. By age two, they are 

quite good at both speaking and listening. Throughout the 

rest of their lives, they will continue to use listening as a way 

of gathering information. 

      English has two words that describe this “receiving” 

activity: hearing and listening. Hearing and listening are quite 

different. Hearing happens every time sound waves strike 



 

 

your ear drum and nerves transmit the vibrations to the 

brain. It is an automatic thing that you can’t really control. 

Invisible sound waves enter the ear canal and make the ear 

drum vibrate. These vibrations then make the tiny bones in 

your ear vibrate too. The nerves in your ear send signals to 

your brain. You can’t stop hearing something, but you can, 

and often do, stop listening. Listening happens after hearing 

and refers to the decoding of sound waves in your brain into 

meaningful words and messages. You can learn to control 

and improve your listening. 

 SPEAKING SKILLS 

      Human beings use their voices from the moment they 

are born to communicate with the world around them. Babies 

cry to tell their parents they are hungry, cold, or frightened, 

and they make happy noises when they are content. No 

matter how vocal babies are however, they cannot tell the 

care giver exactly what they want.  

      At about 12 months of age, toddlers begin to develop 

spoken language skills that make their needs and moods 

clearer. Slowly they begin to speak by imitating the language 

they hear around them every day. By age five, they usually 

speak in clear, mostly correct grammatical sentences. After 



 

 

that, they continue to build their vocabulary and learn how to 

use words to (1) share information or (2) persuade those 

around them. What could be more persuasive than a 

sixteen-year-old asking for the car keys on the day after 

he/she gets a driver’s license? Children (and adults) talk to 

each other all the time: they make plans together, exchange 

ideas, discuss friends, rehash sports events, and resolve 

disputes. 

  



 

 

 



 

 
 



 
 

 



 
 

 



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
  



 
  



 
  



 
 

 



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
 

 



 
  



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
 

 



 
  



 
  



 
 

 



 
  



 
 

 



 
  



 
 

 



 
 

 



 
 

 



 
  



 
 

 



 
  



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
  



 
  



 
  



 
 

 



 
 

 



 
 

 



 
  



 
 

 



 
  



 
 

 



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
  



 
 

 



 
 

 



 
  



 
 

 



 
 

 



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
  



 
  



 
  



 
  



 
  



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
  



 
  



 
 

 



 
  



 
  



 
  



 
 

 



 
 

 



 
  



 
  



 
 

 



 
  



 
 

 



 
 

 



 
  



 
  



 
  



 
 

 



 
  



 
  



 
  



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
  



 
 

 



 
 

 



 
  



 
  



 
  



 
  



 
 

 

 



 
 

 



 
 

 



 
 

 



 
  



 
  



 
 

 



 
 

 



 
 

 



 
  



 
  



 
  



 
 

 



 

 

 



 
  



 
  



 
 

 



 
  



 
 

 



 

  



 
 

 



 
 



 

 

 


