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CRITERION 5 

STUDENT SUPPORT AND PROGRESSION 

 

2018-19 

5.1.3 Capacity building and skills enhancement initiatives taken by the 
institution include the following during 2018-19 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 



Sl.No. Content
1.1 What is computer 
1.2 Features of computer 
1.3 Computer Generations 
1.4 Types of Computers 
1.5 Applications of Computers 
1.6 Input/Output Devices 
1.7 Computer's Memory 
1.8 Computer Software 
1.9 Windows 

a.  Windows desktop 
b.  Start Menu 
c.  Working with Windows 
d.  Using Paint 
e.  Using wordPad 

2.1.1  About MS-Office 
MS-Word

2.1.2  Word Basics 
2.1.3  Features of Word 
2.1.4  Starting with MS-Word 
2.1.5  Components of MS-Word 
2.1.6  File Menu 

a.  New 
b.  Save 
c.  Page Setup 
d.  Print preview 
e.  Selecting Text and Graphics 

2.1.7  Edit Menu 
a. Undo/ Redo 
b.  Copy and Paste 
c.  Find/ Replace 

2.1.8 Headers and Footers 
2.1.9 Insert Menu 
2.1.10 Format Menu 
2.1.11 Mail Merge 
2.1.12 Table Menu 

MS-Excel
2.2.1  Excel Basics 
2.2.2  Excel Components 
2.2.3  Entering Data 
2.2.4  Data Types 
2.2.5  Working with Cells 
2.2.6  File Menu 
2.2.7  Edit Menu 
2.2.8  Creating a Chart 
2.2.9  Functions and Formulae 
2.2.10  Data Menu 

Ms-Power Point
2.3.1  Powerpoint Basics 
2.3.2  Ready- Made slide layout scheme 
2.3.3  File Menu 

2.3.3.1  Creating a presentation 
a.  using auto content wizard 
b.  using a design template 
c.  using blank presentation 

2.3.4  Insert Menu 
2.3.5  Format Menu 
2.3.6  Slide Show 

Commissionerate of Collegiate Education
JKC Monitoring Cell

Unit I - Computer Fundamentals

Unit II- MS-Office
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MS-Access
2.4.1  Access Basics 
2.4.2  Components 
2.4.3  Data Types in MS-Access 
2.4.4  Database Creation 
2.4.5  Table Creation 
2.4.6  Forms 
2.4.7  Query 
2.4.8  Reports 

3.1  Introduction 
3.2  Internet 
3.3  How can I get connected at Home 
3.4  Web Site 
3.5  Web Browser 
3.6  Search Engine 
3.7  On-line Forms Rail Journey 
3.8  On-line Shopping using FlipKart 
3.9  Using Electronic Mail(Email) 
3.10  Social Media 
3.11  What is Skype? 
3.12  Google Drives 
3.13  What are Google Docs, Sheets and Slides 

4.1.  Scanners 
4.2  Printers 
4.3  Use Picture Manager 

Unit III -Internet Skills

Unit IV - Using Printer and Scanner

Unit V – Assignments

jkcmc.cce@gmail.com              apcce.gov.in



GENERAL STUDIES SYLLABUS FOR JKC 30 hrs 
 

IV. General Awareness on current affairs in 
 
Science & Technology,  

Sports,  

Culture,  

Personalities, 

Economics, 

Politics 

Any other subjects of importance 
Current affairs of national and international importance 

History of India and Indian National Movement 

Indian and World Geography 

Physical, Social, Economic Geography of India and the World. 

Indian Polity and Governance 

Constitution, Political System 

Panchayati Raj 

Public Policy 

Rights Issues, etc. 

Economic and Social Development 

Sustainable Development 

Poverty 

Inclusion 

Demographics 

Social Sector initiatives, etc. 

General issues on Environmental Ecology, Bio-diversity and Climate Change – that 
do not require subject specialisation 
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Restructuring the Curriculum of JKC as per the present day needs and Trends  

 
Curriculum frame-250 Hrs 

 

SNO SKILL 
No. of 
Hours 

allotted 
Trainer 

1 

Communication 
Skills  
 

60 Hrs 
GEM                               
(Guest English 
Mentor 

2 Soft Skills   30 Hrs GEM / FTM                               

3 Ethical Values 10 Hrs GEM / FTM                               

4 Analytical Skills 60 Hrs FTM (Full Time 
Mentor) 

5 Technical Skills 60 Hrs FTM (Full Time 
Mentor) 

6 
General Awareness 
 

30 Hrs FTM (Full Time 
Mentor) 

 
Total 

 

 
250   Hrs training     
        Package 
 

 
  



COMMUNICATION SKILL-60 Hrs

 

 
SECTION-1     

 A. GRAMMAR   15 HRS 
       

  SELF-INTRODUCTION     
   TENSES     
   CONCORD     

 SECTION-1     

 B. READING & WRITING     
       

  PASSAGES FOR COMPREHENSION     

 SECTION-2     

 A. GRAMMAR   15 HRS 
       

  PREPOSITIONS     
  ADJECTIVES & ARTICLES     
  AUXILIARY VERBS     
  CONDITIONALS     

 SECTION-2     

 B. VOCABULARY & COMPREHENSION     
        

   SYNONYMS     
   ANTONYMS     

 SECTION-3     

 A. GRAMMAR   15 HRS 
        

   VOICE     
   SPEECH     
   DEGREES     
   LINKERS     
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 SECTION-3     

 B. WRITING SKILLS     
      

 NOTE – MAKING     
 PRECIS WRITING     
 PARAGRAPH WRITING     
 ESSAY WRITING     

 SECTION-4     

 A. PRONUNCIATION & COMMUNICATION SKILLS   15 HRS 
      

 

 

A COURSE IN LISTENING & SPEAKING SKILLS – BOOK 1 WITH CDS 
(PRESCRIBED BY APSCHE - BOOK WITH CDS) 

 
 
 

SECTION-4  

B. NEUTRALISATION OF ACCENT 
 

ACCENT WITH MINIMUM MTI  
VOICE BASED EFFICIENCY  

TELEPHONE SKILLS – ETIQUETTE  
SELF-INTRODUCTION  

INTRODUCING OTHERS  
SEEKING PERMISSION  

AGREEING & DISAGREEING  
MAKING COMPLAINTS  
MAKING REQUESTS 

 

A COURSE IN LISTENING & SPEAKING SKILLS – BOOK -2 WITH CDS 
(PRESCRIBED BY APSCHE - BOOK WITH CDS) 

 

*A TOTAL OF SIXTY HOURS INCLUDING FORMATIVE AND SUMMATIVE 
ASSESSMENT 

  



SOFT SKILLS -30 Hrs     

   30 HRS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  



Ethical Values-10 Hrs 
 
 

1. Introduction to Value Education 

2. Harmony in the Human Being 

3. Harmony in the Family and Society and Harmony in the Nature 

4. Social Ethics 

5. Professional Ethics 













































































Scanned by CamScanner



Scanned by CamScanner



Scanned by CamScanner



Scanned by CamScanner



VISAKHA GOVT.DEGREE & P.G. COLLEGE for WOMEN
EVENT ORGANIZED REPORT

(2018-2019)

Name of Department Dept. of English & JKC-Women

Name of Event Organized Workshop on Personality Development

Title of the Event Grooming and Personality Development

Date of Event Organized 22nd DEC 2018

Name of the coordinator of the Event Smt. P.Padma Priya

Class of the Participants Second and final Year Students

No. of Participants 93

Name of the Expert with designation
Mr. PILLAY
Head of Training
AIA SINGAPORE AVIATIONS

Objective of the Event

1. To enable the students in Projecting the
Right First Impression

2. To Polish the student manners to behave
appropriately in social and professional
circles.

Outcome of the Event

The program was attended by final year
students and second year science students. Mr.
Pillay from Singapore enlightened the students
on the importance of grooming in creating first
hand impressions and the role grooming plays
in the interviews and in corporate sectors. He
advised the students to possess polished
manners and behaviour. Empowered the
students in handling difficult situations with
grace, style, and professionalism.
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