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To
The Principal
KTS Govt. Degree College
Rayadurg
Ananthapuram Dist.

Kurnool
27.t2.2024

Sir

Sub: Dept of English-KTS-GDC, Rayadurg, Ananthapuram Dist-
Request for permission to commence certificate course - IVSem Students-Reg.

Ref: Department of English resolution dated: 2r "r2.2024

with reference to the above, it is submitted to your kind notice that theDepartment of English has resolved unanimously to commence a certificatecourse entitied "A Certificate Course in Communication Skiils and SoftSkills" for IV Semester students (30 students only) for the academic year
2024-2025.
In this regard, permission may be accorded to circulate among students totake enrolment from the interested students.

Thanking you sir,

Yours faithfully,

l
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KTS GOVT. DEGREE COLLEGE:: RAYADURG
ANANTHAPURAM DIST

Department of English
27.12.2024

0 For further details prease contact the undersigned

rr6 Govt

Copy to all In-charges
Copy to IQAC Coordinator
Copy to Notice Board
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CIRCULAR

The Department of English is introducing certificate courseentitled "A certificate course in communieation sktlls andso/t s'cillc' for the IV Semester students in the academic year2024-25.

Hence the students who are interested can register their namesin the Department of English positively.

Duration of the course: orue semester ( Jan to Aprtt 2o2s)No of Classes to be held: 30 Hours
Type Exam: Objectiue
certificate wilr be issued to the students who comprete theircourse.
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KTS GOVT. DEGREE COLLEGE:: RAyADURG

ANANTHAPURAM DIST

;)E IlAie'ilx4ilN"r *F LNG;,g$ &{

(A Certific*te C*urse in C*mna*alica€icliB Skills xmd [ir**lt $ki,Bis)
SYLLABUS FOR COMMUNTCATTON SKTLLS (2024-2s)

Unit-l: Communication: An Introduction
a) Definition, Nature and Scope of Communication
b) Importance and Purpose of Communication
c) Process of Communication
d) Types of Communication

Unit-2 : Non-Verbal Communication
a) Personal Appearance

b) Gestures

c) Postures

d) Facial Expression

e) Eye Contacts

0 Body Language(Kinesics)
g) Time language

h) Silence

i) Tips for Improving Non-Verbal Communication
Unit-3 : Effective Communication

a) Essentials of Effective Communication
b) CommunicationTechniques
c) Barriers to Communication

SYLLABUS FOR SOFT SKILLS

Unit 4 -Public Speaking
a. The power of Public Speaking

b. Developingconfidence
c. Planning

d. Preparation

e. Successful and effective delivery ofspeech
Unit - SGroup Discussion

a. What is group discussion?
b. Why are group discussions held?
c. Preparation for a group discussion
d. Skills for effective participation
e. Traits tested in a group discussion
f. Initiating a group discussion

-j-
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g. Non-verbal communication in group discussion
h. Types ofgroup discussions

Unit-6: Inten'iervs
a. Interviewing in the 21st century
b. Developing an Interview Strategy
c. Taking Care of the Details
d. Practicing for the Interview
e. During the Interview
f. Stress Interviews
g. Traditional Interviews Writing Skills
h. Basics of writing
i. Writing paragraphs
j. Writing research afticles
k. Report writing
l. Writing a CV

Reference Books:

1' Technical Communication , Principle and Practice by Meenakshi Raman & Sangeeta
Sharma, Oxford Universitypress
2' Basic communication Skills by P.KiranmaiDutt, Geetha Rajeevan, cambridge University
Press Books
3' Business Communication- concepts, cases &applications, Chaturvedi & chaturvedi,
Pearson

4. Business communication, Meenakshi Raman &prakash Singh, oxford
5. communication for Management, UrmilaRai and S M Rai" HpH
6. Business and Managerial Communication, Sengupta, pHI
7. Business Communication for Managers, p. Mehra, pearson
8. BCOM 2nd Edition, Lehman and Sinha, Cengage

9' Soft Skills K Alex, S Chand 10. Business Communication, Kalia and Agarwal, Wile
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KTS GOVT. DEGREE COLLEGE:: RAYADURG

ANANTHAPURAM DIST

DEPARTMENT OF ENGLISH

Objectives of the Certificate Course entitled uA certificate Course in
Communication SkiIIs and Soft SkiIIs"

To develop the communication skills and soft skills of the students and
enhance the ability of the students to participate in group discussions and
personal interviews

To help the students develop communication skills and self confidence

To motivate the students to acquire employability skills

To introduce various interview techniques to the students

To motivate the students to becomes good public speakers

To develop leadership qualities in the students

To guide the students how to tackle interviews

To help the students to enhance their writing skills

To teach the students how to write a good CV

To introduce various articles in writing to the students
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KTS GOVT. DEGREE COLLEGE:: RAYADURG

DEPARTMENT OF ENGLISH

AT-IENDANCE OF THE STUDENTS IN CERTIFICATE COURSE :2024-25

A COURSE IN COMMUNICATION SKILLS AND So^flr

SubjectName of the StudentHall Ticket Noi. No

POLA RAMAMURTHI234201208660021

TELP BINDUSREE234201208850282
ECOK M HAREESH23420L20892008ao
ECOM RAGHU23420t208920t64
ECOP TAHANAZ234201208920245

B Com CAC RISHITHA234201209050086
B Com CA

234201209050137
B Com CAKAMBLE AKHIL2s420L209050288
B Com CAKAMURTHY BABY23420L209050309
B Com CAN SREEKAR2342012090504810
B Com CAP YASHASWINI2342012090505611
B Com CAP KEERTHANA23420120905060t2
B Com CASBM ADIL23420t2090506313
B Com CAT NIKHITHA23420t2090506714
B Com CAVAGGA GANESH2342012090507015
B Com CAY PRAVEEN KUMAR23420120905073l6
B Com GenB MANASA23420120906006
B Com GenK G AKSHAYA23420L2090602818
B Com GenKATIKA GAYATHRI23420L2090603019
B Com GenR SNEHA BAI2342012090606020
B Com GenS DHANUSH234201209060622l

BotGOLLA VANITHA234201209 1800922
MathesBANGI ASMABANU234201209 1900323
MathesD HARI PRIYA23420t2091900424
MathesD MYTHRI2342012091900525
MathesKUNA DEEPIKA234201209 190 1026
MathesVAGGA K TARA2342012091901527

C SUNITHA2342012092700228
SM BHAVANA2342012092701429

MicroGOLLA PALLAVI2342012093201230
MicroVAGGA GAGANA2342012093203531
MicroV JAYARAMA23420t2093203632
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KTS GOVT DEGREE COLLEGE:: RAYADURG
DEPARTMENT OF ENGLISH

Title of the Certificate Course: Communication Skiils and Soft Skills
Max. Marks: 50 April 2025: (2024-25) Time: 2.00 Hrs

Name of the Student: g

Hall Ticket No
Group/Class

Signature of the Examiner

Note: Choose the correct answer qnd write on this pdper onlg

1. The origin of the word communication is tl

I

tl

a) Communicate
c) Compute

2. What is a sentence?
a

b) Communicare
d) Computer

4

a) A group of ideas. b) A group of words that communicate a complete thought. 1- 1
c) A set of rules to write correctly. d) A set of words that is grammatically conect * ')

can be presented by face

a) Gestures b) BodY Language

c) Para Language d) ExPressions

5. Which of the following is NOT a communication barrier? t ]

a) Linguistic barrier b) Interpersonal barier
c) Financial barrier d) Organisational barrier

6. Which of the following is a positive facial expression? [ ]

a) Staring hard b) Wrinkled forehead

c) Looking somewhere else d) Nodding while listening

7. Sending a letter is which type of communication? [ ]

a) Listening b) Writing
c) Speaking d) Reading

8. The abilities to communicate properly are: I ]
a) read b) write

c) speak d) all ofthese

9. is not a communication barrier? t ]

a) Language b) Culture

c) Habits d) Physical

10. Which of these is a main element of non-verbal communication? t ]
a) Name of the listener b) The volume of the speaker

c) Age of the speaker d) Name of the speaker

1 1. Which of these must be avoided for effective communication? t ]
a) Sharing of activity b) Politeness

c) Ambiguity d) Listening
12. What is public speaking? t l

a) Writing for a live audience b) Delivering a speech to a live audience

c) Sending emails to a group of people d) Conducting online surveys

13. What are visual aids in public speaking? t l
a) The audience's facial expressions b) Props used by the speaker

c) Gestures made by the speaker d) Slides, charts, videos, or props used to

enhance the message

14. What is the purpose of using gestures in public speaking? t ]
a) To distract the audience b) To convey messages without speaking

c) To make the speaker feel more comfortable d) To keep the audience enterlained

^ )4"



I5.WhrchtypeolCommuilCatlonlscntciallorpubllcspeal'rngst-iccess..,|i]
a)One-waycommunication b)Tuo-rva1'communication

c)Verbalcommunicationonlyd)Nonverbalcommunicationonly
16. Which of these are vital for any organisation? t l

a) Debates b) GrouP discussions

c) Speeches d) Arguments

lT.Whichofthesequalitiesareimportantinagroupdiscussion?tl
a) Emotional stability b) Hostility

c) Ignorance d) Aggressiveness 
]

18. In a group discussion, one must communicate with t

a) HostilitY b) Ignorance

c) knowledge d) long sentences

lg.Whichofthesemustbeavoidedinagroupdiscussion?[]
a) Speaking facts b) Asking questions

"j 
Sp.uti"g futt d) Speaking with clarity

20. Which of these factors do not enhance listening skills? t l

a) Attention b) Clear PercePtion

c) Fakeness d) Frankness

21. Which of tlie follor.r,ing is a l<e.v skill in a group cliscussion? [ I

a) Intern-rpting others tr) Pnssive listening

.iNorrr*rba1 Jommunication d) lgnoring others' opinions

22. lna panel discussion, parlicipants: t ]

a) Engage in a structured debate b) Share their thoughts on a specific topic

c)Criticizeeachother'sviewpointsd)Presentopposingarguments
23. What is the primar-v ol"rjective-of abrainstorming s*ssiofl? l- i

a).1.o shorvcase ii.rii.,iclual knor.vledge b)'l'o argue and debate

c)'l'o generate creative icleas ancl solqtions d) To criticize others' opitriols

24. Lsymposiuml,,'fica11y'involves: t l
a) A single uf.uf.*, presenting a topic !) lJealeA 

clebates betrveen participants

c) participantu rf,uring persorial ariecclotes d) \ioting on the best solution

25. \vhich type oigroupii,,russiotr aints t* explore riiffbrent ,iervpoints ancl rea';h a

l
conseusus?

a) Brainstorming b) Debate 
t

c) S-vmposium cl) Group problem-solving

2(t. Allshbowl cliscussion involves: t I

a)Participantssittirrginacircleancldisct-tssingatopic
bj Participants cliscrissing a topic t'ithout an-Y structure

c) I'}arlicipants arguing n'ith each other

cI) participantr l,,,ir*nling their vis11'p*ints r'vithout listeni*g to others

2l . lna rounrJ-robin cliscussion, participants: I I

a) Debate a controversial topic b) Engage in one-on-one discussions

c) Share their opinions in a strucflrrecl manfler cl) Avoid exlrressing their vior'v;loints

28. What is the frrst ste;r iti tl grotlp cliscussit'rn? I I

a) Prese*li*g i,r(ll'iO,ul olinions b) I*terrLrpti*g others. tr: share ideas

c1 Listening-to otheLs'vie*points c1) Criticiz-ing the topic

28. What arc the t-l'pes of Interviltn" S]<ills? i I

a) Face to face b) Behaviour:al

c) Telephonic d) Ai1 ol these

29. The u'ord intervier'r'is derivecl frorn t I

a) Latin i-r) F'rench

c) German d) Englis'h

30. \&hat slror-r1d you {bcus on during the iirterliierv? l l

a.) The salan \-otl \vant

b) llol l-nrtch vacation time you r'vant'J

.j Wlru, \'oLl can oflt'er the oomptlny or orgauizalion?

cl) \\4rat i1r. .on purr.u o1 organization call off'er yor-rr lncgrect response?

31 . Llor,v many t-vpes oi i'tl"e n'iervs are: I I



(a) tivo b') l'our
(c) Three d) Five

32. Interrriews are cofivorsations r.vith flt1
a) tun b) PurPose
c) Iliendliness cl; infunnalitY

33. A job intervielv is a fonnal nreeting betrver:n a job seeker and an ernplo,ver. I I

a)'t"nre b) False

34. \Yhich ol'these is not a type of it*en,ierv? [ ]
a) Screening iutervier.v b) Stress intervier'v

c) Ir,{usic intervier,v d) Lunch interr.'ierv

35. I{or.v many styles are uscd in a screening intervier.v? i ]

a) Tr.vo h) Five
c) Three d) Four

36. Which of these intervie*,s is adapted for computer pl:ogralnlners? t l
a)'t'he stress inten'ier.v b)'l'he group intervielv
c) The screening intervier,r' d) The audition

37. In w,hich of these. rnore thatt one candiclale is intervieweci? t ]
a)'fhe behar,ioural intervie'uv b) The stress intervier.r'

c)'l'he group intervierv cl)'l'he auclition

38. Which of these inte,rvier,vs is tnken fbr a candiclate irll'arva-v? I l
a) Lunch iulervierv b) Telephone
c) Stress intervierv d) Group intervier,r'

39. Which of these is tlre grcatest tneans of conve,ving infalmation'l i l
a) Writing b) Words
c) Signs d) Pictures

40. There is a barier tr-i cornilunication lvhen r,r,ords are nttclecl in a 

-- 

sense. I I

a) negative b) lrositive
c)potite dlgood

41. Which ol these is tot an element of non- verbal commuuicatiou? | l
a) Personal appealance b) Posture

c) Hye contact d) Nanre ofthe speaker

42. Which of these is uot tI t,vpe of interview qtlestion? I ]
a) Open b) Closed

c) Probing cl) )Vlusical

43. Whicli of these is an open cluestion'? I I
a) What are the advantages of a mixed econclmy? b) wtre, i{id you coniplcle 1.'our

graduation? c) Do you trarorv clata processing?

d) What was -your maior subject in college? | l

44.lna . each member speaks on a pre-lrlanneci sr"rbject.

a) serninar b) conJerence

c) panel discussiot d) s-vmposium

45. ln which of these peopie rvith siarilar interests contribute r,vith their knovr.,ledge'/ | ]
b) conferencca) scminar

c) symposium d) conveution
46. Which of these must be avoided in a rneeting? t ]

a) Patience b) Tact
c) Leadership d) Criticism

47. Which o{'these is the external sounrls present inthe channels of communicatiol? | I
a) Noise b) Semanlic problems
c) Cultural barriers d) Over con:municatitn

48. are problems arising fi'om exlrression.
a) Cultural ban'iers b) Sernantic;:roblems
c) Wrong assur:rptions d) Selecting perreption

4r). Which of these can be used to overcotre stage ftar'7 I I

a) A speech nlust [:e prepared ra..ith care. b) A speeclt must be r.urtimecl.

c) Facts need not be checkecl. d) Tltere shoulil be no paLISe.

50. Any grollp rnust advance strength through I l
a) clebate ? b) unit-v

c) speech I 5 ' cl) dyadic ccmrnunication

il
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KTS GOVT. DEGREE COLLEGE:: RAYADURG

DEPARTMENT OF ENGLISH

ATTENDANCEoFTHESTUDENTSINCERTIFICATEcoURSEI2o24-25

(A COURSE lN COMM uNlcATloN SKILLS AND SOFT SKILLS)

Outcomes of the Certificate Course in

UN SK' A ,D t_s

On completion of the course' student will be able to-

oEffectively iommunicate through verbal/oral communication and improve

the listening skills

oActivelyparticipateingroupdiscussion/meetings/interviewsandprepare
& d.eliver Presentations '

.Become more effective individual through goal/target setting' self motivation

and practicing creative thinking'

oFunction effectively in multi-disciplinary and heterogeneous teams through

the knowledge of team work, Inter-personal relationships' conflict

management and' leadership quality'

EffectiveComml].nicationleadstoseveralpositiveoutcomes,
includ'ingimprovedrelationships,enhancedproductivity,better
conflict resolution, and increased employee engagement. It also fosters

trust, builds stronger teams, and facilitates more effective decision-

making.

Interviewskillsprovideaplatformtohightightrelevantskills,
experiences,andqualifications,demonstratinghowthecandidate
aligns with the job requirements'

candidates can effectiveiy address tlehavioral questions' providing

specific examples that illustrate their abilities and work ethic'

Developinginterviewskillsisavaluableassetforpersonaland
professional development, enhancing communication, presentation'

and orrerall job search effectiveness'

Practice and feedback from mock interviews provide opportunities for

growth and imProvement'

a

a

a

a

a

a Group discussions encourage collaboration and teamwork bY

promoting respect for different vtewpo

shared responsibility for the outcome'
ints and fostering a sense of

Groupdiscussionsarevaluablefordevelopingarangeofskills,
including leadership, persuasion, conflict resolution, and interpersonala

communication.
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a

a

a

Public speaking develops leadership qualities like the ability to inspire,
influence, and motivate others.

Preparing and delivering a speech requires speakers to analyze
information, formulate arguments, and think critically.

Overall, this certificate course is a kelr ingredient for success in both
personal and professional life. By improving students communication
skills, we can build stronger relationships, foster more productive
environments, and create a more positive and fulfiiling experience for
ourselves and others.
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KTS GOVERNMENT DEGREE COLLEGE .: RAYADURG
(Affiliated to sri Krishnadevaraya University - Anantapuramu)

Accredited with B+ Grade by NAAG

DEPARTMENT OF ENGLISH
A COURSE IN COMMUNICATION SKILLS AND SOFT SKILLS

(On Curriculum, Course, Teaching-Learning and Evat uation)

RegisterNo: LZ YZOtLCI q050+0
Programme Name:' B.Cum taAl

S

5-Excel lent, 4-Very Good,3-Good,2-Fa i 4 L-poor

rge P

Department Of En
K T B Go'vt-Degrea

sh

S.No Parameter 5 4 3 2 1,

1 Course content

2 Coverage of Syllabus in classroom (
3 Coverage of modern / advanced topics

4
How do you rate of relevance of units in syllabus
relevant to the course?

5
How do you rate the sequence of units in
syllabus relevant to the cours e? /

6 Rate the size of syllabus in terms of load of
the student V

v
Scope for skill development / employability /
entrepreneurship in the course offered

8
How do you rate the courses that you have learnt
in relation to your life a ication tt

9 Availability of Textbooks / study material

10 Usefulness of test and assignments v
Total Score Lfr IL ?

1e$,il
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KTS GoVERNMENT DEGREE CoLLEGE :: RAYADURG
(Affiliated to Sri Krishnadevaraya University - Anantapuramu)' 

Accredited with B+ Grade bY NAAC

DEPARTMENT OF ENGLISH

A COURSE IN COMMUNICATION SKILLS AND SOFT SKILLS

(on curricul u m, cou rse, Teachi ng-Lea rni ng a nd Eval u ation)

RegisterNo: Q 3LrA0)Q09,9 010
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Course content1

Coverage of Syllabus in classroom2

3 Coverage of modern / advanced topics

How do you rate of relevance of units in syllabus

relevant to the course?4

5
How do you rate the sequence of units in

labus relevant to the course?

Rate the size of syllabus in terms of load of

the student
6

7
Scope for skill development / employability /
entrepreneurshi in the course offered

How do you rate the courses that you have learnt

in relation to your life on8

Availability of Textbooks / study material9

10 Usefulness of test and assignments
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KTS GOVERNMENT DEGREE COLLEGE :: RAYADURG
(Affiliated to Sri Krishnadevaraya University - An-antapuramu)' 
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1 Course content

2 Coverage of Syllabus in classroom

3 Coverage of modern / advanced toPics L/

4
How do you rate of relevance of units in syllabus

relevant to the course? \-l

5
How do you rate the sequence of units in

labus relevant to the course?

6 Rate the size of syllabus in terms of load of

the student
\-/

7
Scope for skill development / employability /
entre reneurship in the course offered

8
How do you rate the courses that you have learnt

in relation to life application \."

9 Availability of Textbooks / study material 1r/
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2 Coverage of Syllabus in classroom t/

3 Coverage of modern / advanced topics

4
How do you rate of relevance of units in syllabus
relevant to the course?

5
How do you rate the sequence of units in

labus relevant to the course?

6 Rate the size of syllabus in terms of load of
the student \-/
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L Course content

2 Coverage of Syllabus in classroom

3 Coverage of modern / advanced topics

4
How do you rate of relevance of units in syllabus

relevant to the course?

5
How do you rate the sequence of units in

labus relevant to the course?

6 Rate the size of syllabus in terms of load of
the student

7
Scope for skill development / employability /

neurship in the course offered

How do you rate the courses that you have learnt

in relation to ur life application

9 Availability of Textbooks / study material
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Written Exam conducted
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GLIMPSE OF CERTIFICATE COURSE

Certificate distribution by Hon'ble MLA, Sri Kalava Srinivasulu

*.,4, 1.3;tt6*''Eltt

- 56-

T

a



GLIMPSE OF CERTIFICATE COURSE

I

I

I

I

fi

tt

$5X.*

^51 *

n

l: j,

fl&:.

I

I

6r



Departrnent English
K T S Gwt.Degree Gollege

* 5q-


