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OBJECTIVES

# Improve communication skils

® Improve English vocabulary

® Team building

@ Develop leadership qualities

® Improve reading, writing and presentation skils

EXPECTED OUTCOMES

On successful completion of the course, students
will be able to:

@ Develop communication skills

@ Develop presentation skills

@ Become self-confident
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¢ It helps to improve reading skills and creativity,

¢ Enable students to express views and opinions confidently,

0 structured syllabus help students to clear competitive examination
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@ Discussion on current topics to improve their vocabulary

and creativity.

DURATION
¢ 30HOURS

RELEVANCE

@ Itis highly valued in the modern workplace.

@ It enhances public relations.

0 Module |
- Role plays
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- Speaking activities based on newspaper articles, reports, advertisements etc.

- Debates an_d group discussions.
0 Module 2

-Vocabulary building exercises (Quizzes, gap filling exercises, synonyms, reading

activities.
0 Module 3

- Making Powerpoint presentations - choosing topic, title creation, structure, content,

acknowledging sources, using images.

- Presentation etiquettes (voice modulation, eye contact, gestures etc.)

@ Module 4
- Formal letters, e-mails, notices, memos etc.

ADVANTAGES

@ Feedback offered for practical sessions like group discussions, debate

and power point presentations.
® Individual attention,
@ Improves team dynamics.
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16

S \ :
= il P
= Taa
y o5 R )
[ 1 \ L
) (g =4\
ey \.\u,a /‘\V.\\t\l
| | 21 /ﬁl%l\
iwu’lfll,ﬂidlﬂﬂvnflfﬁﬁﬂﬂfﬁﬂfﬁﬂﬁ*l;w«‘\ﬁvvrk/ LR S L
Eﬁﬂswtxxxkxxxxas‘mﬁﬁik‘pkﬁx,\AﬁAﬁkxﬂKﬁx.%
O <RI <[ =] %[ ~| <| & <] <| = 4| 4| 4] L] =] «f o« «| g «] ] «| ¢ «| « 4 K.J».K....kﬁ e
ANn AN B R B PP R AP R BN R PV B i T ;
= B PNERENENEN L NEEREEEREENE REERE EEENE PP
o] ISR I I I 9 Y s I I I S I IS I I R Y P2 N
TM%AxxxxxyxxyXXaxxaaxaxaaaaxmaaxax,.%l7
M LR R R RN RREE R NEEEE AE X X REEEEE P : &
SR o X | XS] X[ SIS XA XX AL XX AL o4 o A L A A K 5
A REE EEEER RN AR R R EER R N R R EEE NN T
S RS EREEE NN E R EEE N R N BN
S S XXX x| X o XXX A A A X ST KX STA ALK A A G A Xy o
o] X| X[ X > A X[ x| X] x| x| *| ¥| % X x| x| X] A X x| X %] ] %] X xlx  Ne
E%M/b%XXXXvAXXXXXJ(X%Ax&&ﬂ%XXXAXX&xXX M
= 5Bl [« [~ [ |7 Lo o P o e e [ =< | = = [ s m [ B = = =2 [ [ =[x -
T [P o= > ] A% & [ = [s<| o P o xR ] x| <] <] 2| | X < [F] <[~ [7 | <[ I« >4
m T [ = <X [o] = [ [ < [= [ 3] X o] A== 7 ] * [X]= [H%x P
NEN R R R R R R EE A R R R E RN EN N R EE oF
Pl o) <[ = % == = < X x| o] x| s==IZ == = T = H <X = <P =<
J‘WLXY.XQX.YYXY«AX)VAXXY 2l X M | =|se| =] | X|=| =| =[x y
lal)»QVp'AvA:\Avﬂa\IvﬁJrX.ﬁlnv«ao‘Jf NﬁlYﬂfﬁX{A.\X!*?K 3
S ol <RI =] X = < T S S <[Z]s [ ] 2| 4 o] s|=|=] | =|=] =] x]|=< P
< (o =[RS T[F = <] A <= > [ A<Z == | A<= =] <[ <] BEEPE S
[E[2[U]af A = Jo] o] o Jr]A =[] | 2]] || xls] 2] |x]=]z]| d|=]=]alx P
g Jalaf el [ A sl e s o] ][] [se [ sl s s [ <[ [ > [ = [ = I | s (=[] % 28
2 [S[ ] =] 2] T3 o | ] s o = [ =< [ | o] o] = [ > [ === [ [% S > [=] = &
2 [2[F] <] [ ]= [ o[> o] =] < < X &[> < | <[ == = [<|= = =< [T =<l e
| 5 0 O O
2[d]ed 4 sl S > ¥ o | ¥ o« K] 4] L] <) <] ¥ s x| o] of o W] ] x] <X
3 =] 4 A <[ %[ X <] <] ] L =] < < =] <A =X =XK<
wMfyxvhvr}X,}YXYYXXXXKX.AXV%VXI/XXXYXX " 29
& &b | o |22 = | <] T < [ B A o 2] XY < [ [ =] e < [ A=< =<[2E% (<[ <] = =™
& | F W] > s [ [ =] = | oo o] = X o X [ [ F 5 [ > s < [ [ [ << [s< |< [=<[=<| < 2o
@ | oto] <| | >| s [| M m| | <[] T X [T A <] <[ s ]s [=[=[=[=[>[=]<] < =
ohallaf > o[ <] o] o> [ || 5|3 [ ] = X" [X[X ==X XX <= < [=[>[=] % 2=
sl W | 3 [ K ] == = = [ o] <= =] o s A= =<K s 2 s =< e < [ [>] x =5
T eB[ o] =< | =] A< =< | A L] A A [ F] X< | T[> sc|c| T <[> X[ = =
Cle] 0] X | X > | < [ <P = [ =] | =] = = Y[ x [ [ XS == =<[c]"x  S<
Slole
c|l=| 3
2|8|2 : 2
b
= @
¢ | 123 d 11849 |5 % | (g wV
ER=ERPEREERE-AEN RSP RR R -
- S84 8 | MY 25| H 492 94 15 | 2
JTAE A 4 | J192 0 39944943 | ©
= = A o T = p% = o < JM‘\ - 2 AL _
. = < M 3] =1 d
xcLLTN.Nmm\m ?nwak o 3 22| = e B 5
2 S 1 14994913993 714 147 "] 4 S WOW
R EE R T e EE P )
5| 5 m.mo\wmaanpm\w.ﬂm.ﬂwﬂimfhmmnm\mmnnonum ERGE X
Pl 15 S5 T [ st = A <EE A3 YU
32 |zzlelask 2 lz|slel= sl 1S =S S =9 @€ €] 8w .| B

Signatureg{the lecturer incharge



SAINTGITS {JF’}

COLLEGE OF APPLIED SCIENCES . _
_ SAINTGITS

LEARN GROWY EXCIL

SAINTGITS COLLEGE OF APPLIED SCIENCES PATHAMUTTOM,
KOTTAYAM
DEPARTMENT OF COMPUTER APPLICATIONS

SOFT SKILLS
SYLLABUS

MODULE I: Speeches & Presentation

Speeches - Characteristics of a good speed, How to make speech effective

Presentation - Planning, preparation, organising, rehearing & Delivery. How to make

Presentation, The various presentation tools along with guidelines of effective presentation,

Boredom factors of presentation and How to overcome them, Interactive Presentation and

Presentation as a part of job Interview.

MODULE lI: Brief business messages

Crafting messages for electronic media, choosing media for brief messages- email, instant

messaging, text messaging, blogs, and wikis. creating effective email messages, instant

messages, text messages, business blogs. |

MODULE Ill: Employment messages and Job interviews

Resume Writing skills, Guide lines for good Resume, Writing application letters and other

employment messages, application follow-ups, understanding the interviewing process,
~ common types of interviews, preparing for a job interview, stages of every interview-warm-

up, question answer session and close. Follow-up after an interview.

MODULE IV: Group Discussion

GD Leadership, GD protocol, Guidelines for GD participants, debate and extempore.

MODULE VY

Audio video recording and Dialogue session on current tc;pi S

environment-politics. ~




