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To

Kurnool
The Principal 27.12.2024
KTS Govt. Degree College
Rayadurg

Ananthapuram Dist.

Sir,
p Sub: Dept of English-KTS—GDC, Rayadurg, Ananthapuram Dist-
// Request for permission to commence Certificate Course — IV
A / : Sem Students-Reg.
\}N\) \ 3}/\ Ref: Department of English resolution dated: 21.12.2024
/

With reference to the above, it is submitted to your kind notice that the
Department of English has resolved unanimously to commence a certificate
course entitled “A Certificate Course in Communication Skills and Soft
Skills” for IV Semester students (30 students only) for the academic year
2024-2025.

In this regard, permission may be accorded to circulate among students to
take enrolment from the interested students.

Thanking you sir,

Yours faithfully,
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KTS GOVT. DEGREE COLLEGE:: RAYADURG

ANANTHAPURAM DIST

Department of English
27.12.2024
CIRCULAR

The Department of English is introducing certificate course
entitled “A Certificate Course in Communication Skills and
Soft Skills” for the IV Semester students in the academic year
2024-25.

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

Duration of the Course: One semester (Jan to April 2025)
No of Classes to be held: 30 Hours :
Type Exam: Objective

Certificate will be issued to the students who complete their
course.

QQ\JLF or further details please contact the undersigned

Copy to all In-charges
Copy to IQAC Coordinator
Copy to Notice Board
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KTS GOVT. DEGREE COLLEGE:: RAYADURG

ANANTHAPURAM DIST

DEPARTMENT OF ENGLISH
(A Certificate Course in Communication Skills and Soft Skills)
SYLLABUS FOR COMMUNICATION SKILLS (2024-25)

Unit-1: 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

f) Body Language(Kinesics)

g) Time language

h) Silence

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

a) Essentials of Effective Communication

b) Communication Techniques

c¢) Barriers to Communication

SYLLABUS FOR SOFT SKILLS

Unit 4 -Public Speaking

a. The power of Public Speaking

b. Developing confidence

c. Planning

d. Preparation

e. Successful and effective delivery of speech
Unit - 5Group Discussion

a. What is group discussion?
Why are group discussions held?
Preparation for a group discussion
Skills for effective participation
Traits tested in a group discussion
Initiating a group discussion
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g Non-verbal communication in group discussion
h. Types of group discussions
Unit-6: Interviews
a. Interviewing in the 21st century
Developing an Interview Strategy
Taking Care of the Details
Practicing for the Interview
During the Interview
Stress Interviews
Traditional Interviews Writing Skills
Basics of writing
Writing paragraphs
Writing research articles
Report writing
Writing a CV
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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




KTS GOVT. DEGREE COLLEGE:: RAYADURG

ANANTHAPURAM DIST

DEPARTMENT OF ENGLISH

Objectives of the Certificate Course entitled “A certificate Course in
Communication Skills and Soft Skills”

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
ATTENDANCE OF THE STUDENTS IN CERTIFICATE COURSE : 2024-25
(A COURSE IN COMMUNICATION SKILLS AND SOFT SKILLS)

. No |Hall Ticket No Name of the Student |Subject
1 | 23420120866002 |A RAMAMURTHI POL
5 | 23420120885028 |P BINDUSREE TEL
3 | 23420120892008 |K M HAREESH - |ECO
4 | 23420120892016 |M RAGHU ECO
5 | 23420120892024 |P TAHANAZ ECO
6 | 23420120905008 |C RISHITHA B Com CA
7 | 23420120905013 |GADIRA SWETHA B Com CA
8 | 23420120905028 |KAMBLE AKHIL B Com CA
9 | 23420120905030 [KAMURTHY BABY B Com CA
10 | 23420120905048 |N SREEKAR B Com CA
11 | 23420120905056 |P YASHASWINI B Com CA
12 | 23420120905060 |P KEERTHANA B Com CA
13 | 23420120905063 |SBM ADIL B Com CA
14 | 23420120905067 |T NIKHITHA B Com CA
15 | 23420120905070 VAGGA GANESH '~ B Com CA
16 | 23420120905073 |Y PRAVEEN KUMAR B Com CA
17 | 23420120906006 |B MANASA B Com Gen
18 | 23420120906028 |K G AKSHAYA B Com Gen
19 | 23420120906030 |KATIKA GAYATHRI B Com Gen
70 | 23420120906060 |R SNEHA BAI B Com Gen
21 | 23420120906062 |S DHANUSH B Com Gen
59 | 23420120918009 |{GOLLA VANITHA Bot
53 | 23420120919003 |BANGI ASMABANU |Mathes
04 | 23420120919004 |D HARI PRIYA Mathes
75 | 23420120919005 {D MYTHRI Mathes
56 | 23420120919010 |KUNA DEEPIKA - |Mathes
57 | 23420120919015 [VAGGA K TARA Mathes
28 | 23420120927002 |C SUNITHA Physics
29 | 23420120927014 |M BHAVANA Physics
30 | 23420120932012 |{GOLLA PALLAVI Micro
31 | 23420120932035 |[VAGGA GAGANA Micro
30 | 23420120932036 |V JAYARAMA Micro

-6 -




abajjon 82188 1IN0 S L M

SUNTvAYY
S~9ji0 saubag 109 S 1y ysbuzg mn, jusu L_mﬁgm
Jﬂw&ﬁv INJd pBietn-u—=
EQSSE ST m Eﬁwcwﬁm ow%soﬁ%ﬁ Jo E»m:wﬂm
/j\xa\s?
UO|UoISSNISIp uones|[sanbruyoa ],
uoIssnasip UOISSNISIp u
y nedronted dnoi3 unwwo)|  uone uon uoredIUNWWO)| YSISU Ul 18109
01 dnoie| dnoi3eur : oISSNoSI(]| 9s1999xXHg ! : : €
SAIDIYYD RIOJ U 01/ JruNWWOY) |LIIUNUIIO)) oA nfey ed g 11§
Suneniuy | pe3se) sjel], dnoin ;
il 105 s[yS [oneaedalg s1oLRg QA1) JO
SIBHIUQSSH
M M EQMM\/ 10BIUOD
wﬂﬂ_/wn% SMOIAIOIU][ OIAIOU]| SIAIOIU] sm com oFenSue| oAg| sermsen|uonesrunwwo))| YsISug ul I1oInjoa|
or ﬁwm o\w [euoniper] ur-s 3| araroyug ®>ow\ T Apog 2 dxg| 29 s1910] [eqIoA UON]| See(] BAO( g IS ¢
onenbnyg | uronoeld oy i [e1oe,{
yoaadg : 3
u Qouap UOIJBOIU | UOTIBIIU | WUO0)) | AInjeN
Jo &k unyeadg 3 u
oneyedard [ uayuo) nwwo) [nwwo)|  jo adoog oSreyouy
01 IATPR( | orqng |unyeads ONBITUNTUWOD I
: » 3ur : Jo Jo asodmg u euuRy| [IUNS V"I
Jo Jo arqng 0] UOIONPOIU]
Suruuesd [doreasq sadA], |ssao01g | 29 dw |onrugeqg
S109H ? Jomod =
01 01 6 8 L 9 S 14 € [4 I 191n}02
SOSSB[D ON’'S
90T 9s1n09 9jeallua) ul Aynse4 Aq paianog soido| ay} jo awepN

ALTADVA A9 A'TNdAHDS dSUYN0D ALVOIILLAAD I- Y2red ST-+70T
ysijsuy jo yusuaedaqg

RANAVAVYH

< HIOATIOO HHADHA LAOD SIM




\
9]
i

o1l & &1 &1 & & . d| d [ & J Juwoweos VAVHSMV D 3| 8209060Z10Z+E7

3ol d ]| 4| d[wV] 4] d d| d|9Y] d [wouwns VSYNVIN €| 9009060Z10Z€C

col d| d | 4| d] d] d 4[] & d |voweoa| avmns Nasavad 4] s20sos0z10zbee

o1 JIl d d JISI [ & d1 59 3| 4 |vowooa HSANVD VDOVA| 020S060210Z+ET

[o] 4 29| QY @ AR o1 d d |vowong VHLIHMIN L| 29050602102+€2

Ol d| & d] a] d] o] 4 d d |vowoo g TIAV WES| £90S0602102HET

sel Jd| wY| 4 dal Al 4] 4 d| d | 49 |vowoo g VNVHIIAT d| 0905060210247

el 4| JIS¥[] d] 41 d] d] & 4] 4 [vowensd INIMSVHSVA d| 980S060210T+ET

L0 4 a 0\ W[ 4] 4[] 4 aﬁ 4 |vowoog AVIATIS N| 8+050602T0ZHET

U d | d] d] d| 4] d] d] d] d ] 4 [vowooa| xava AHIINWV| osocos0ztozhEe

tol 4] 4 d| 4| 4] 4| d]32V] & d[vowmoosd TIHNY &TENV3I| 820S06021024€T | 8
3o A AW W] d] d] d] d] 3] d[voweoa| vHiams vaiavo| erososoziocree | 2

ot Al d| A d[ A d| a [ d| & & [vowoog] VHLIHSII O| 800S0602102+£Z | 9

ol 3 | av| d & d | W| uv m a | d 003 ZYNVHVL d| ¥20c680210TheT | S
\Mb mm d | IV & AT & d A@ J 004 NHOVA | 9102680z10zbsc | +
Lol d| v d] d] d] d] d] 4] 4] 4 003 HSHAAVH I 3| 8002680T10TET | €
ol A J] 4] dov] d] I d] T d TaL AFASNANIE d| 8205880T102vET | ©
Aol A d| WM 4] 41 d d d ] d T0d THLINWYINVY V| 20099802102b€7 | 1
:Mw& AV AT X //nwo. NN //@V Z\ XM s0sfqns| suopris o jo suren|  on 3esoLL ek

(STTIMS A0S ANV STIIMS NOILLVIINAWMWOD NI ASYN0D V)
SC-¥2C0C - HSINOD HLVOIMLLIAD NI SINHANLS HHL 4O HONVANALLY
HSTTONH 40 LNHNILIVdHA

bUUoo Q. A ﬁ,xﬁ@w; v\ DANAVAVY HDHATIOD HHIODHAA " LAOD S

\




atvmm>«m

o

E%ocgm%mm TN

&c.hmag «bow WWWW

2681100

ystibu3

\

owpmswlﬂ QYYJO o.ﬂzwcwﬂw

00162000 S LA

jo yusunedad
by ul

T AT JIT A1 d 1 d] dT1 d 1T 9 OITN VINVAVAVL A] 9502€602102HEC | e
X d| 4 a 7] a |l 4 ¢k d I d ch OLIN| 7 YNVDVD VDDVA| S€02€6021024€T | 1€
oo Al W[ d] 4] AT 4 d1 dl a1 d OIN|  IAVTIVd VI10D| £102€602102vET | O
Al Al d] 4] d] d[d] 4794 d | sosfyd YNVAVHE | $1022602102v€T | 6C
ol Al A AW a1 6 d [ 41 4 d | somsdyd VHLINOS O 200.2602102vET | 8T
SO d[ 59| & d] d 41 4 d d | somen VAV.L 3 VODVA| S1061602102€C | LT
Jo | ST & dl d| &1 4% d ) ¢ | sowen VIIdAEA VNN | 01061602102+€Z | 97
W A AT A1 A7 ™ a1 4 & sowem INHLAWN Q| S0061602102v€7 | ST
Eol A J[ 41 o d1 41 4 J d | souyren VAR IMVH d| 00616021024€C | ¢
Lo dl W[ 4 dl d 4 a7 4 d SOUIBIN| NNVAVINSY IDNVE| £0061602102+E7 | €2
Wvo I dTd1 d[ ¢ NAIREEE. 09|  VHLINVA VT10D| 60081602102v67 | 22
col Al d] d d1l 4 adl d | | AV [ wouwog HSNNVHA S| 29090602102tz | 12
Co P m A d al S d adl 4 d | wowoog Ivd VHANS ¥d| 0909060210242 | 0T
ol Al 4lwd| A 4T 4] 4 d | %] J |[wouwoa | RHLVAVD VAILLVY| 0£09060c10cbee | 61




|
O
-y

Y

o] 4] & LTIV ST AT 3 OV 4] d [wouwoa VAVHSMV D M| 82090602102vez | 81
3O d] 3]V A (o P! d | a A d [wouwos VSVNVIA €| 90090602102t€T | L1
O1] d] - ¢ d] A ¢] 6| d] 4 d | d |vowooa| wvwns NTEAVAd &| £2050602102bET | OT
Lol 57 A d] 4 0] & 4| & &| d |vowoos HSANVD VODVA| 0L0S0602102+€T | ST
Lol d] 41 d| d| 4] d] & & W] 4 [vowmeosa VHLIHMIN L| £29050602102+€7 | +1
Lo| & & d| d| & & & 4199 d |vowoo g 1AV WAS| £90S0602102HET | €T
ot d | d] d| d] & & &] d] &] d |vowoos YNVHINEAT d| 090S0602102+€T | €1
Lol d| d| 4] d] 9] d| 4 | W] J]| W]vowos INIMSVHSVA d| 950S0602102v€z | 11
[o[SV| & d| d| d| d| 4 [ | J] %9|vowwsa JAVIHAAAS N| 85080602102HEC | OT
ol d] df & A & J|IH| Ad| d| d|vowooa| zava AHLINWV| ososos0ziozyee | 6
o1 0 df a|| &| d Qg | 4 d] d[voweos TV TTENV| 820506021024 | 8
e | G| 9V 4| 4 & dl 41 d d1 d |[vowoog| vHLAMS vaIavD| e10c060z10zvez | 2
O Y| d| & ] d| d| & & J| d [vowmeos VHLIHSTI O| 8005060210z+€T | 9
W d] a3V d] d]ov[w|ad | d | d 003 ZYNVHVL d| +2026802102+€C | S
L© I d 3 4 WY a A & YW d 00d AHOVI | 9102680z10zec | +
o dl &1 g1 9] d| & & &[5 [ 004 HSHANVH W M| 80026802102v€z | €
Lol d[Ya] AT d al a A &k mﬁ d TAL AHASNANIL d| 820S880210THET | €
T d1 41 dT dT d 1> [& | J1 4 [ 4 10d|  IHISNWYINVA V| 20099802102he | 1
:Mwe \Z.s\v A/\mv Lo \r&»\nfw/ BN A | AP A8 109[qng| JUSpMIS o3 Jo SweN|  ON I93OLL [[BH| ON °

N\

(STTIIS LJOS ANV STIIMS NOLLVOINAWMOD NI ASINO0D V)
GC-¥¢0¢C - HSANOD HALVOIMILLIHD NI SINHANLS HHL 40 HONVANHLLV
HSITONH A0 .LNHN.LIVdHA

ﬂw&n@df,ﬂu DANAVAVY --HOHATIOO HHIDHA "LAOD S.LM




SUNAvAVE

ik

eba|j0) 22iba A0 S L H

ysijbug Jjo euniedag

aBiayo) seibeq 009 SLH abieyn-uj
mwﬂm o8reyn-ug i
/ i

o[ W JT d a1 d | dl J TN 4 OIOIN VINVAVAVL A| 9€0T€602102HET | 2€
Lo ol d d d VA A a 7! a1 e OIOTIN VNVOVD VDOVA| se0ze60z102h€ | 19
98 dl d] dlay [ Al A ] 39 d OIOT IAVTIVd VT10D| 21028602102ve2 | 0%
L AL ST d d 4 a3V &1 I AT =onfua YNVAVHE | +10.2602102tE2 | 68
Pl Al W[ A 3] & d | d| W[ somkma _ VHLINNS O zo0.z60z100b6z | 8T
5o J[ V[ { Al A AT AT 4 Al ] sowen VAVL 3 VODVA| S1061602102+E | 42
VL A d] AT 41 AT &1 &1 4 Al 4] sowen VIIdHEA YNNM| 010616021024EC | 97
Lo 4] a1 A1 d] W %+ W & | ([ J] sowen RIHLAN Q| S006160210zb€T | ST
O YW AW W] 4] 4 d] 4 61 suwen VARId I4VH d| ¥0061602102vET | b
N dl d A d] g7 a4 4 ¢ | A | sowen| nnvavinsv onva| sooeteociozses | 2
Lo 41 d Al dT AW a1 4139 10d|  VHLINVA VTIOD| 60081602102bez | 22
O] AW AT A & da[ a & U | womoo g HSONVHA S| 2909060¢102t€ | 12
Lol d] TRV d1 a | &1 99 41 4 [wowna IVl VHEANS | 09090602102+€Z | 0%
70l d| d| 4] 99| 4 |V [ W[ J| [ womoe | MHLYAYD VSILUS 0€09060210TtET | 61




\LN—\

o 4 | o | 9 oﬂ_ a | d AT da]l d ] d |woweos VAVHSMV D 3| 8209060210z2+€z | 81
BT Al d] ] wv| Jd] | d] d |y |woweos VSYNVIN €| 90090602102+€T | LI
ol A | d[ 4 7 d| 4] 4] & d |vowoog| VWA NTIAVH A| €20S0602102+€T | 9T
3ol 4 a dl w| d AT 4] d d |vowoo g HSANVD VODVA| 04050602102b€T | ST
o0 4| d] a[W| 4 A1 S d] 4| d |vowoos VHLIHMIN \L| 29050602102+€T | 1
Lol d| ¢ Al AW d] d] d]| d| d |[vowoosd TIAV IWES| £90c060z10zvET | €1
el d] df df d d W d1] d Al d|vowoog VNVHLIEE d| 090€0602102+€T | €1
301 d d 1_» T T 4 ﬁr d A W vowoog INIMSVHSVA d| 9505060z102bee | T1
Lo] vY| d al d & WO d| 2V d| d [vowoos AVIATAS N| 84050602102H€T | OT
o[ A= d dl 41 d I d] d] d [voweoa| xava snianmv| ococosoctoeree | 6
LT A1 df@ ] d[N] d] d] 4| d ]| |vowmoog TIHMV ATENVY | 820S060210CHET | 8
X dl d| d| 41 d 1 d1 a3 | W[ d [vowmooa| vHLEMS vaIavo| c10s060z10zveT | 2
01 g d1 al & 4 d d 7 & d] d [vowoosa VHLIHSII O 8005060210242 | 9
LO dl d dl m_ VWA IN [ A d 00d ZVYNVHVL d| $2026802102beC | S

o1 d d d @ 4 %E a1 d d Q@ 004 NHOVA IN| 91026802102HET b

Lo d & 4w a] a3 4| 99| d 004 HSHAAAVH N | 80006802102+ET | €

Col A 4] 4[] 4| d| d] 4] 4] d AL AFISNANIE d| 8205880¢102veT | ©

go| Al d |9l d| & 4| %Y d] 4| d 10d THIANWNVINV V| 20099802102+€T | 1

Emwe A‘K/\/ w/m.? nkv/ o\ m% S\ | X n\/w.. o\ D/m: 1oolqng| Juopryg ou3 Jo SWEN|  ON 393OLL [TeH| ON -

N\ AN

alla-

(STIIMS LJ0S ANV STIIMS NOILVIINAWMOD NI AS¥N0D V)
SC-+20C * HSANOD HLVOIALLIHD NI SLNHANLS HHL 4O HONVUNHLLY
HSITONH A0 INHN.LIVdHA

$23SP\ D DANAVAVYI -HDHATIOO HHIDHA " LAOD S.LA




\em—t

8Boijon 92168QIN0D S L M
ysbu3g o Emegg_ma

adrey)n-u \W 9110

\ab

Al 41 FT FT VPV I 41 4 dld. 1T & OIOTI VINVIVAV A| 9€08€60CT02vEC | o€
3o ) 41T 69 d d a | YWl o 6 OIOTIN VNVDVD VDOVA| S£02E£602102HEC | 1€
Lol AVl & S S d | 4 OIN|  IAVTIVd VTIOD| 2102602102457 | 0%
Lo & { 0 @ 4 d! d | W J SRSt VNVAVHE W| $10.2602102+€C | 6C
So| AISY| AT 4] ] d] 4 J | WY ]| soshud VHLINOS | 200.2602102452 | 8¢
Lol A1 d 1™ ¢ & d dl d1 d d | sowren VAVL 3 VDOVA| ST061602102+E7 | LT
<IN c| 4] &l A ] T 4] d] sowen VIIdEAA YNNY| 01061602102hEC | 9T
Lol ol ¥ & oW AT d ﬁ d soUyIeIN IMHLAN d| S0061602102v€Z | ST
o] W[ o al 4 d | Od a d| d d | somen VAIRId I4VH d| +0061602102HEC | 4T
01| ( a: d a1 d1 4 ( m d d SOUIBIN| NNVEVINSY [ONVE| £0061602102+€Z | €
Lo a1 W[ &1 a| { A W 108  VHLINVA VTIOD| 60081602102+ET | T
A1 d] 4 | & | " d dal d q__ d | vep woo & HSNNVHA S| £9090602102v€z | 1C
Lol 1 d1 & 67N § [ > 41 dT9Y [=owoa Ivel VHANS | 09090602102+EC | 0T
ol g o¥ dl & 9v ¢ | W] d| d] d|wowoa| MHLVAVO VAILLVY| 0£090602102662 | 61




KTS GOVT DEGREE COLLEGE:: RAYADURG
DEPARTMENT OF ENGLISH

Title of the Certificate Course: Communication Skills and Soft Skills

Max. Marks: 50 April 2025: (2024-25) Time: 2.00 Hrs
Name of the Student: &

Hall Ticket No: Signature of the Examiner
Group/Class

Note: Choose the correct answer and write on this paper only

1. The origin of the word communication is [ ]
a) Communicate b) Communicare
¢) Compute d) Computer
2. What is a sentence? [ ]
3.

a) A group of ideas.  b) A group of words that communicate a complete thought. \]
¢) A set of rules to write correctly. d) A set of words that is grammatically correct =~

4. 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? [ ]
a) Linguistic barrier b) Interpersonal barrier
¢) Financial barrier d) Organisational barrier
6. Which of the following is a positive facial expression? [ ]
a) Staring hard b) Wrinkled forehead
¢) Looking somewhere else d) Nodding while listening
7. Sending a letter is which type of communication? [ ]
a) Listening b) Writing
¢) Speaking d) Reading
8. The abilities to communicate properly are: [ ]
a) read b) write
¢) speak d) all of these
9. e is not a communication barrier? [ ]
a) Language b) Culture
c¢) Habits d) Physical
10. Which of these is a main element of non-verbal communication? [ ]
a) Name of the listener b) The volume of the speaker
¢) Age of the speaker d) Name of the speaker
11.  Which of these must be avoided for effective communication? [ ]
a) Sharing of activity b) Politeness
¢) Ambiguity d) Listening
12. What is public speaking? [ ]
a) Writing for a live audience b) Delivering a speech to a live audience
¢) Sending emails to a group of people d) Conducting online surveys
13.  What are visual aids in public speaking? [ ]

a) The audience’s facial expressions b) Props used by the speaker

¢) 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? [ ]
a) To distract the audience b) To convey messages without speaking
¢) To make the speaker feel more comfortable d) To keep the audience entertained

/-}17-’ .



15. Which type of communication is crucial for public speaking success?| ]
a) One-way communication b) Two-way communication
¢) Verbal communication only d) Nonverbal communication only
16. Which of these are vital for any organisation? [ ]
a) Debates b) Group discussions
c) Speeches d) Arguments
17. Which of these qualities are important in a group discussion? [ ]
a) Emotional stability b) Hostility
¢) Ignorance d) Aggressiveness
18. In a group discussion, one must communicate with [ ]
a) Hostility b) Ignorance
¢) knowledge d) long sentences
19. Which of these must be avoided in-a group discussion? [ ]
a) Speaking facts b) Asking questions
¢) Speaking fast d) Speaking with clarity
70. Which of these factors do not enhance listening skills? [ ]
a) Attention - b) Clear perception
c) Fakeness d) Frankness
71. Which of the following is a key skill in a group discussion? [ 1
a) Interrupting others b) Passive listening
¢) Nonverbal communication d) Ignoring others' opinions
22. In a panel discussion, participants: [ ]
a) Engage in a structured debate b) Share their thoughts on a specific topic
¢) Criticize each other's viewpoints d) Present opposing arguments
23. What is the primary objective of a brainstorming session? [ ]
a) To showcase individual knowledge b) To argue and debate
¢) To generate creative ideas and solutions d) To criticize others' opinions
24. A symposium typically involves: - [ ]
a) A single speaker presenting a topic b) Heated debates between participants
¢) Participants sharing personal anecdotes  d) V oting on the best solution
25. Which type of group discussion aims to explore different viewpoints and reach a
consensus? ‘ [ ]
a) Brainstorming , b) Debate
¢) Symposium d) Group problem-solving
26. A fishbow! discussion involves: [ ]
a) Participants sitting in a circle and discussing a topic
b) Participants discussing a topic without any structure
¢) Participants arguing with each other
d) Participants presenting their viewpoints without listening to others
27. In a round-robin discussion, participants: [ ]
a) Debate a controversial topic b) Engage in one-on-one discussions
¢) Share their opinions in a structured manner d) Avoid expressing their viewpoints
78. What is the first step in a group discussion? [ ]
a) Presenting individual opinions b) Interrupting others to share ideas
¢) Listening to others' viewpoints d) Criticizing the topic
28. What are the types of Interview Skills? [ ]
a) Face to face b) Behavioural
¢) Telephonic d) All of these
29. The word interview is derived from ' [ ]
a) Latin b) French
¢) German d) English
30. What should you focus on during the interview? [ ]

a) The salary you want

b) How much vacation time you want?

¢) What you can offer the company or organization?

d) What the company or organization can offer your Incorrect response?

31. How many types of interviews are: [



32. Interviews are conversations with

(a) 1'wo

(c) Three

a) fun

¢) friendliness

b) Four
d) Five

d) informality

33. A job interview is a formal meeting between a job seeker and an

a) True

b) False

34. Which of these is not a type of interview?

a) Screening interview

¢) Music interview
35. How many styles are used in a screening interview?.

40.

41.

43,

44,

45.

46.

47.

48.

49,

a) Two
c) Three

a) The stress interview
¢) The screening interview

a) The behavioural interview
¢) The group interview

a) Lunch interview
¢) Stress interview

a) Writing
¢) Signs

There is a barrier to communication when words are uttered in a

a) negative
¢) polite

Which of these is not an element of non- verbal communication?

a) Personal appearance

¢) Eye contact

a) Open
¢) Probing

Which of these is an open question?

b) Stress interview
d) Lunch interview

b) Five
d) Four

. Which of these interviews is adapted for computer programmers?

b) The group interview
d) The audition

. In which of these, more than one candidate is interviewed?

b) The stress interview
d) The audition

. Which of these interviews is taken for a candidate far away?

b) Telephone
d) Group interview

. Which of these is the greatest means of conveying information?

b) Words
d) Pictures

b) positive
d) good

b) Posture
d) Name of the speaker

. Which of these is not a type of interview question?

b) Closed
d) Musical

[

|

[

{_

employer. |

]

_sense.|

]

a) What are the advantages of a mixed economy? b) When did you complete your

graduation?

¢) Do you know data processing?

d) What was your major subject in college?

Ina
a) seminar
¢) panel discussion

__, each member speaks on a pre-planned subject.

b) conference
d) symposium

|

]

]

In which of these people with similar interests contribute with their knowledge? [ |

a) seminar
¢) symposium

b) conference
d) convention

Which of these must be avoided in a meeting?

a) Patience
¢) Leadership

b) Tact
d) Criticism

Which of these is the external sounds present in the channels of communication? [ |

a) Noise
¢) Cultural barriers

a) Cultural barriers

¢) Wrong assumptions
Which of these can be used to overcome stage fear?

a) A speech must be prepared with care.

¢) Facts need not be checked.

a) debate
¢) speech

- 15 -

b) Semantic problems
d) Over communication

are problems arising from expression.

b) Semantic problems
d) Selecting perception

l'

I

b) A speech must be untimed.

d) There should be no pause.

. Any group must advance strength through

b) unity
d) dyadic communication

[

]
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English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06/0( /ZOZ{to

l7/05/2_025 inl\; Semester.
/ m U 7)/

& ‘7,\ |
Signat@t o; th\z In-Charge Signatute of the Principal

. — InCharge™~~ . PRINCIPAL
epartment Of English KT8 Gout. DEgreg Be oe"
K TS Govt.Degree College E,fﬂ’,ﬁg_ﬁ’mﬂfamu IDist

(% Scanned with OKEN Scanner



KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)
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Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist.,, from 06/0/ /2 a8 to
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B'CDTW' (3€nof BA/B.Sc/B.Com with Hall Ticket Numbexﬁf_‘!ZN.ZD?Oéwé has completed

Certificate Course in “Communication Skills and Soft Skills” conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06/ o/ /-Zﬂi.r to

(7/55/Z025 inT‘}’ Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr K . &AKSHAYA studying I/II/IIl Year with Major subject

B-CETU'GMof BA/B.Sc/B.Com with Hall Ticket Numbel3420120 906028 has completed

Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from Cé ZD[/&DZ.S to

’—”DSf 2024 in I_,V—’_ Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr K G‘AYATHR’ studying I/I[/Ill Year with Major subject

8-(;5 )-(3¢N of BA/B.Sc/B.Com with Hall Ticket Numberld3420 /20966030 has completed

Certificate Course in “Communication Skills and Soft Skills” conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist.,, from cé lOI/ZOZS' to
-

,7/05/2.025' in \/  Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr Q 5NEH’A 5-4 Z _studying I/I[/IIl Year with Major subject
B-Com’ &Gen of BA/B.Sc/B.Com with Hall Ticket Numberzg(tZOle?OéO@ has completed

Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06/0/ [Zals— to

TS
1210521045 in \V_ Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr 9. DHANUSH  studying 1/11/1II Year with Major subject

R.Com- Gienof BA/B.Sc/B.Com with Hall Ticket Numbend3i20120966062. has completed

Certificate Course in “Communication Skills and Soft Skills” conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 05/6’ jZPZ_r to
(‘\
(7[/03/202 in |V Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr G’I VBN’THA studying I/1I/IIl Year with Major subject

Botany of BA/B.Sc/B.Com with Hall Ticket Number<3£20/209/800F has completed

Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06/01/2&'! to

’7_/03}2025’ in—’ﬁzz Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr B.AsmA BANU studying 1/11/111 Year with Major subject

N|athermadics of BA/B.Sc/B.Com with Hall Ticket Numberd3420/207)9£03 has completed

Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from QE{OZ!J&Z§ to

,7_/05/.?_02 S in ‘l/\j’ Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr D HAR’ PRIVA studying I/I1I/1I Year with Major subject
M&CH'\.LW\A.{T'CS of BA/B.Sc/B.Com with Hall Ticket Numberozgllzqu’ ?00,4 has completed

Certificate Course in “Communication Skills and Soft Skills” conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06[0/[20.25 to

( 7/05/10.2{ in 1__-'_/.._ Semester.
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KTS GOVERNMENT DEGREE COLLEGE: R4 < APTRG

ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr J< . DE E PIKA  studying I/1I/1Il Year with Major subject

MML of BA/B.Sc/B.Com with Hall Ticket Numbe@l&QZOQQﬂ[ﬁOlO has completed

«Communication Skills and Soft Skills’ conducted by the Department of

Rayadurg, Ananthapuram Dist., from Oélal [ZbZS to

Certificate Course in

English, KTS Govt. Degree College,

,
/ 22 in IV Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr /- K TARA _ studying 1/1I/1I Year with Major subject
M@MZ_ of BA/B.Sc/B.Com with Hall Ticket NumberRﬁQOQO 9/ 9¢1$ has completed

Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06/0/ /2025' to
e
/Zgoa 202 in _V _ Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)
DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr C. SUN’ THA studying 1/11/11 Year with Major subject

PMJ}S of BA/B.Sc/B.Com with Hall Ticket Number-ig[(za/‘za?e 7062 has completed
conducted by the Department of

Certificate Course in “Communication Skills and_Soft Skills”

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from (261Q[ Zléés to

’7/05/1025 inw _ Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr h/, 8HAVANA studying I/II/IIl Year with Major subject

E&?&QQS of BA/B.Sc/B.Com with Hall Ticket Numberl&Q”’EﬂZjZDlse has completed

Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06/0//2025 to

7
/7[05!’;025 in 1% Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

This is to certify that Ms/Mr (S]. EALL{A Vi studying I/II/1Il Year with Major subject
MiOthfOlog%/ of BA/B.Sc/B.Com with Hall Ticket Number.ZZQlD/ZDﬁ@[Z has completed

Certificate Course in “Communication Skills and Soft Skills’ conducted by the Department of

English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist.,, from 06/01/2025— to
/’
/7/05/2025— in \V Semester.
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KTS GOVERNMENT DEGREE COLLEGE: RAYADURG
ANANTHAPURAM DIST

(Affiliated to Sri Krishnadevaraya University, Anantapur, A.P.)

DEPARTMENT OF ENGLISH

CERTIFICATE

—
This is to certify that Ms/Mr \'/ JAYA RAMA studying I/11/1Il Year with Major subject

MICA’OAEO[D(?‘(’}’ of BA/B.Sc/B.Com with Hall Ticket Number,,?gg20g0 72 2034 has completed

Certificate Course in “Communication Skills and Soft Skills conducted by the Department of
English, KTS Govt. Degree College, Rayadurg, Ananthapuram Dist., from 06[“{2025 to

17/03/2015 in Q Semester.
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KTS GOVT. DEGREE COLLEGE:: RAYADURG
DEPARTMENT OF ENGLISH
ATTENDANCE OF THE STUDENTS IN CERTIFICATE COURSE : 2024-25

(A COURSE IN COMMUNICATION SKILLS AND SOFT SKILLS)

Outcomes of the Certificate Course in

COMMUNICATION SKILLS AND SOFT SKILLS

On completion of the course, student will be able to—

eEffectively communicate through verbal/oral communication and improve
the listening skills

eActively participate in group discussion / meetings / interviews and prepare
& deliver presentations .

eBecome more effective individual through goal/target setting, self motivation
and practicing creative thinking.

eFunction effectively in multi-disciplinary and heterogeneous teams through
the knowledge of team work, Inter-personal relationships, conflict
management and leadership quality.

o Effective communication leads to several positive outcomes,
including improved relationships, enhanced productivity, better
conflict resolution, and increased employee engagement. It also fosters
trust, builds stronger teams, and facilitates more effective decision-
making.

. Interview skills provide a platform to highlight relevant skills,
experiences, and qualifications, demonstrating how the candidate
aligns with the job requirements.

. Candidates can effectively address behavioral questions, providing
specific examples that dlustrate their abilities and work ethic.

« Developing interview skills is a valuable asset for personal and
professional development, enhancing communication, presentation,
and overall job search effectiveness.

« Practice and feedback from mock interviews provide opportunities for
growth and improvement.

« Group discussions encourage collaboration and teamwork by
promoting respect for different viewpoints and fostering a sensc of
shared responsibility for the outcome.

« QGroup discussions are valuable for developing a range of skills,
including leadership, persuasion, conflict resolution, and interpersonal

communication.
i z,g -



» 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 key 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 fulfilling experience for
ourselves and others.
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RegisterNo: )2 Y2 Ol 20 9050% 0
Programme Name:‘ B‘Cﬁm I:(LAJ

DEPARTMENT OF ENGLISH
A COURSE IN COMMUNICATION SKILLS AND SOFT SKILLS

(On Curriculum, Course, Teaching-Learning and Evaluation)

5-Excellent, 4-Very Good,3-Good,2-Fair,1-Poor

KTS GOVERNMENT DEGREE COLLEGE :: RAYADURG

(Affiliated to Sri Krishnadevaraya University — Anantapuramu)
Accredited with B+ Grade by NAAC

S.No | Parameter 5 4 3

1 Course content \/

2 Coverage of Syllabus in classroom v

3 Coverage of modern / advanced topics T4

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

. How do you rate the sequence of units in \/
syllabus relevant to the course?

6 Rate the size of syllabus in terms of load of \/ b(
the student

7 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 application

9 Availability of Textbooks / study material \/

10 Usefulness of test and assignments v

Total Score 370 § 0 9
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K T S Govt.Degree Colled®

—HO—




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 Curriculum, Course, Teaching-Learning and Evaluation)

Register No: 93430)R09)9010
Programme Name: Ma*rhcma*n‘ C«ﬁ

5-Excellent, 4-Very Good,3-Good,2-Fair,1-Poor

S.No | Parameter 5 4 3 2 1
1 Course content el
2 Coverage of Syllabus in classroom P
3 Coverage of modern / advanced topics v~
4 How do you rate of relevance of units in syllabus v
relevant to the course?
How do you rate the sequence of units in v/
5 R
syllabus relevant to the course? : ‘
6 Rate the size of syllabus in terms of load of v
the student
5 Scope for skill development / employability / i
entrepreneurship in the course offered ;
How do you rate the courses that you have learnt /
8 . : . o o
in relation to your life application
9 Availability of Textbooks / study material /
10 Usefulness of test and assignments
Total Score 40 S)Q 2 - —




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 Curriculum, Course, Teaching-Learning and Evaluation)

Register No: 2.3 ‘L]QLO\ L3210
Programme Name: TV 1~ 73 _

5-Excellent, 4-Very Good,3-Good,2—Faibl—Poor .

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? 4
c How do you rate the sequence of -units in
syllabus relevant to the course? \/
6 Rate the size of syllabus in terms of load of o
the student
Scope for skill development / employability / . \/
7 g . '
entrepreneurship in the course offered
8 How do you rate the courses that you have learnt
in relation to your life application et
9 Availability of Textbooks / study material
10 Usefulness of test and assignments
Total Score \ 6
,’/\v\ f ’\‘\
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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 Curriculum, Course, Teaching-Learning and Evaluation)

RegisterNo:  D.TLp201209050) X
Programme Name: 12 . ¢ pey KCA)

5-Excellent, 4-Very Good,3-Good,2-Fair,1-Poor

S:No | Parameter 5 4 3 2 1
1 Course content q/
2 Coverage of Syllabus in classroom v
3 Coverage of modern / advanced topics e
4 How do you rate of relevance of units in syllabus
relevant to the course?
How do you rate the sequence of units in _\/
5
syllabus relevant to the course?
6 Rate the size of syllabus in terms of load of L
the student
4 Scope for skill development / employability / o
entrepreneurship in the course offered
3 How do you rate the courses that you have learnt ) \/
in relation to your life application
9 Availability of Textbooks / study material it
10 Usefulness of test and assignments v
Total Score 1(\)
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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 Curriculum, Course, Teaching-Learning and Evaluation)

Register No: 9340120914015
Programme Name: fathematicd

5-Excellent, 4-Very Good,3-Good,2-Fair,1-Poor

S.No | Parameter 5 4 3 2 1
1 Course content N

2 Coverage of Syllabus in classroom Pl

3 Coverage of modern / advanced topics N

4 How do you rate of relevance of units in syllabus e

relevant to the course?

How do you rate the sequence of units in et

5
syllabus relevant to the course?

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

7 Scope for skill development / employability / /
entrepreneurship in the course offered '
How do you rate the courses that you have learnt

8 . : ; e el
in relation to your life application

9 Availability of Textbooks / study material \/

10 Usefulness of test and assignments Ol

Total Score Q0 J0 6
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Written Exam conducted




GLIMPSE OF CERTIFICATE COURSE

Certificate distribution by Hon’ble MLA, Sri Kalava Srinivasulu
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