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CRITERION 5 

STUDENT SUPPORT AND PROGRESSION 

 

2017-18 

5.1.3 Capacity building and skills enhancement initiatives taken by the 
institution include the following during 2017-18. 
1. Soft skills, 
2. Language and communication skills, 
3. Life skills (Yoga, physical fitness, health and hygiene), 
4. ICT/computing skills 
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CIRCULAR 
                                            
 

   29-04-2017 
 
All the JKC students are hereby informed to attend Training program on 
Communication Skills, Soft skills & Ethical Values, Training program on Technical 
Skills, Training program on Analytical Skills and Training program on General awareness 

for the academic year 2017-2018 to be scheduled from 01-05-2017. Timings of all 
courses will be displayed in timetable. 
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TIME TABLE 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

S.No Topic No. of Hours allotted 

1 Communication Skill 60 hrs 

2 Soft Skill 
30 hrs - Soft Skills 
10 hrs - Ethical Values 

3 Analytical Skill 60 hrs 

4 Computer Skill 60 hrs 

5 General Awareness 30 hrs 

Total 250 hrs 

(The duration of the training is 3 months/90 Days) 



 
Commissionerate of Collegiate Education

 J K C Monitoring Cell 
Curriculum  

 
 

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     



 Commissionerate of Collegiate Education     

 J K C Monitoring Cell     

 Curriculum     
      

 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 



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



Commissionerate of Collegiate Education
JKC Monitoring Cell

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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  TIME TABLE 
Time :3.00 PM to 4.00 PM 
 
 
 
DAY 

 
S.V.S.PRASAD 

 
CH.LAKSHMI 

 
PADMA PRIYA 

 
SANTHOSHI 

 
MONDAY 

 
- 

 
- 

Communication 
Skills 

Digital Literacy 

 
Tuesday 

 
- 

Financial 
Literacy 

 
- 

 
- 

 
Wednesday 

Youth Leadership  
- 

 
- 

 
- 

 
Thursday 

 
- 

 
- 

 
- 

Digital Literacy 

 
Friday 

 
- 

 
- 

Communication 
Skills 

 
- 

 
Saturday 

 
- 

Digital Literacy  
- 

 
- 

 
 
 
Objective: Enhancing Employability of Students to Ensure Significant, Measurable 
Increase in Employability of student 
 
A comprehensive skill development model has been developed that will have the 
elements of English Communication, Digital/ Computer Skills, Analytical Skills, 
Financial Literacy, Legal Literacy, Entrepreneurship, Leadership Development and 
soft skills and also, will add on a specialization in a specific domain skill to make the 
graduating youth employable. This programme will subsume Jawahar Knowledge 
Centre (JKC). 
 
 
 
 
 



 
 

 
 

The following courses are highly relevant for students to become employable. 

1. English Communication: Communication is the key differentiator in today's job 
market. Any "Good" job in India or elsewhere needs good communication skills 
preferably in a language widely spoken and understood worldwide and this 
language happens to be English. English Communication has become the language 
of the world. More importantly, the rise of Service industry in India has made it an 
imperative to prepare a workforce that is very well conversant in English. The 
English Communication Course will enable students to understand and respond to 
spoken language, learn how to speak fluently and use appropriate expressions, 
read and comprehend different kinds of texts for different purposes and write 
coherently and effectively in formal and informal contexts. 

2. Digital Literacy or Computer Skills: Nowadays, it is important for students to 
have basic knowledge about Computers and Information Technology (IT) because 
computers are used practically everywhere. It happens very often that employers 
hire people who are able to use PCs and may reject those who do not have at least 
basic computer skills. As a result, it is becoming more and more significant 
especially for students who study and work to develop their capability in using 
computer technologies. This course will provide the students with meaningful 
opportunities to interact with the digital medium and acquire skills that prove 
them employable. 

3. Analytical Skills: Student's ability to examine information or a situation in detail 
in order to identify key or important elements, their strengths and weaknesses 
and use these to compile a persuasive argument, make recommendations or 
solve a problem is highly valued by the employers. Therefore, it is important to 
develop analytical skills in students so that they could respond to day-to-day 
challenges at workplace or elsewhere. 



 
 

 
1. Youth Leadership and People Skills: Knowing that our youth are soon to enter 

the world of work, the two threads that weave the different topics together are 
firstly the notion of self and agency, upholding dignity of self and others; and 
secondly, embodying values for fairness and their action in future. Overall, the 
Youth Leadership and People Skills (YLPS) Course will take the student on a journey 
of self-discovery, awareness of one's own power and agency while simultaneously 
valuing diversity, becoming aware of what one does and the results that come 
forth, and to solve problems in an interdependent and systemic manner. 

 
2. Financial Literacy: Financial Literacy is the ability or understanding to make 

informed judgments about money or financial services that are suited to one's 
needs. Giving knowledge inputs on finance and financial products is the key to 
helping people make informed decisions. It is well established that there is a 
direct correlation between people who have low levels of literacy and financial 
difficulties they face. So, increasing literacy and numeracy is important in making 
people understand financial products / services. 

 
3. Legal Literacy: It is important to empower citizens through education. Legal 

literacy is a short course that is useful in developing a basic understanding of the 
Indian legal system and laws, as would apply to an ordinary person. It is extremely 
important in empowering the students with basic rights and enlisting their 
involvement in ensuring rule of law and good governance. 

 
4. Introduction to Entrepreneurship: This is an introductory module designed 

for all the students. This course provides an opportunity for the students to 
appreciate and understand the core of entrepreneurship. The topics covered 
include: understanding of the self, goal setting, working in team, and key process 
in entrepreneurship. The core process in entrepreneurship and an individual's 
journey to entrepreneurship/decision to become an entrepreneur is 
introduced by creating an environment of experiential learning through games, 
role plays and field works. Using contextual materials and proven methods, the 
students learn the core elements in entrepreneurship and how entrepreneurs 
think and act.



 
 

VISAKHA GOVT.DEGREE COLLEGE (Women), 
VISAKHAPATNAM-20. BATCH -2017-18 FOR TISS 

Sno Name of the Student Group Year 

1 D.Priyanka Rani B.COM III 

2 K.Sirisha B.COM III 

3 G.Demudamma B.COM III 

4 K.Lavanya B.COM III 

5 T.Vijaya Lakshmi B.COM III 

6 T.Nagalakshmi B.COM III 

7 N.Revathi B.COM III 

8 R.Bhavana B.COM III 

9 N.Pavani B.COM III 

10 P.Nandini B.COM III 

11 T.Sharmila B.COM III 

12 Y.Lakshmi B.COM III 

13 N.Ravali B.COM III 

14 M.Saranya B.COM III 

15 P.Sarla Kumari B.COM III 

16 N.Sandhya Devi B.COM III 

17 K.Nooka Ratnam B.COM III 

18 P.Anitha BA III 

19 S.Tulasi BA III 

20 S.Grace BA III 

21 B.Swapna BA III 

22 M.Yamini BA III 

23 K.Bharathi BA III 



 
 
 

 

 
 

24 A.Renuka BA III 

25 G.Gaythri BA III 

26 N.Naga Jaswanthi BA III 

27 N.Tulasi BA III 

28 E.Kanaka Mahalakshmi BA III 

29 K.Tabu BA III 

30 V.Ramya BA III 

31 P.Usha Rani BA III 

32 M.Jyothi BA III 

33 J.Jhansi Rani BA III 

34 D.Adilakshmi BA III 

35 T.HemaPriya BA III 

36 V.Rajamani BA III 

37 G.Dhanalakshmi BA III 

38 B.Jayalakshmi BA III 

39 K.KrishnaVeni BA III 

40 Sk.Basheera BA III 

41 M.Nagalakshmi BA III 
42 Ch.Satya Sai BA III 
43 M.Sai Lakshmi BA III 
44 G.Lakshmi Priya BA III 
45 V.Neelima BA III 
46 P.Priyanka BA III 
47 P.Lalitha Rani BA III 
48 D.Renuka BA III 
49 S.Rohini Aparna BA III 
50 Ch.Supriya BA III 
51 Y.Krishna Veni BA III 
52 N.Madhuri  BA III 
53 P.Haritha BA III 
54 E.Soujanya BA III 
55 Md Rabiya Begum BA III 
56 N .Lova Kumari BA III 
57 M .Mounika BA III 
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5.1.3 LANGUAGE LAB 2017-18 

 



 
 

The ever-increasing stress on the effective communication skills, computer knowledge and soft 
skills has strongly inspired the Commissionerate of Collegiate Education to provide effective 
coaching in these areas so as to train students in skills relevant to the needs of the job industry 
and continuously help them adapt to the competitive global business environment. Mere 
academic degree is not enough and every student should be capable of surviving in this 
competitive and extremely volatile job market. 
 
English software has been installed and students have been undergoing training in 
communication skills. The software installed in these labs is highly beneficial to the student 
community and its three packages namely English Lab, Aptitude Lab and Career Lab aptly and 
efficiently enable students to speak fluently, listen carefully and think logically. 
 

Communication Skills 

1. Self-Introduction 

2. Be’, ‘Do' and 'Have' Forms 

3. Modal Auxiliaries - I 

4. Modal Auxiliaries - II 

5. Question Tags 

6. Simple Present Tense 

7. Present Progressive Tense 

8. Present Perfect and Present Perfect 
Progressive Tense 

9. Simple Past: Questions and Negative 

10. Simple Past and Present Perfect Tense 

11. Simple Past and Past Progressive Tenses 

12. The Future Time 

13. Concord 

14. Conditional Clauses 

15. Voice 

16. Reported Speech 

17. Articles 

18. Adjectives 

19. Comparison of Adjectives 

20. Prepositions 



21. Use of Conjunctions in Simple, Compound 
and Complex Sentences 

Speaking Skills 

1. Vowel Sound 

2. Consonant Sounds 

3. Neutralization of Accent 

4. Change of Speech Patters 

Voice Based Efficiency 

1. Making polite Requests 

2. Asking for and giving permissions 

3. Offering, Accepting and Denying Help 

4. Asking for and Giving Directions 

5. Extending Invitations 

6. Expressing Sympathy 

7. Agreeing and disagreeing 

8. Making Complaints 

Reading Skills 

1. Synonyms 

2. Antonyms 

3. Idiomatic Expressions 

4. One Word Substitutes 

5. Reading Skills-I (Skimming and Scanning) 

6. Reading Skills-II 

7. Reading Skills-III 

8. Reading Skills-IV 

9. Reading Comprehension 

Writing Skills 

1. Paragraph Writing 

2. Essay Writing 



3. Note Making 

4. Precis Writing 

5. Resume Writing 

 
 

 
List of Students enrolled in English 
Language Lab 

 2017-18  
Sno Name of the Student  Year 
1 UPPILI RAJU I year 
2 BAYYAVARAPU RAMYASREE I year 
3 MEESALA LEELAVATHI I year 
4 NAKKA ASHLESHA I year 
5 ANAKAPALLI KARUNA KUMARI I year 
6 LAKHANAPURAM VANI I year 
7 UTA PADMA I year 
8 KILLO TULASI I year 
9 LOKKOI LAVANYA I year 
10 TENKA DHANALAKSHMI I year 
11 KANITHI SANTHI I year 
12 GARUGUBILLI SWATHI I year 
13 GALI SATYAVATHI I year 
14 CHINTADA SAI CHANDRAKALA I year 
15 MEESALA HEMALATHA I year 
16 PENKI ANUSHA I year 
17 NETHALA PRIYANKA I year 
18 ATLA RAJAMANI I year 
19 BIKKAVOLU JAYAGOWRI I year 
20 KONCHADA NEELAMMA I year 
21 NEMALA MOUNIKA I year 
22 NIMMAKAYALA SAI SIREESHA I year 
23 PAILA EKAVEERA I year 
24 BONILA CHANDRALEELA I year 
25 MADHUPADA HARITHA I year 
26 SHEIK SHAKEERA BEGUM I year 
27 KILLO MANIKYAM I year 
28 JARRA JANAKI I year 
29 SOMELI RENUKA I year 
30 SHEIK RAJUKUMARI I year 
31 SHAIK ANUSHA BEGUM I year 
32 KAKARA KAVITHA I year 
33 GUDA ANITHA I year 
34 APPIKONDA BINDU MADHAVI I year 
35 CHELLURI DURGA I year 
36 MATTA DIVYAKIRANI I year 
37 PIRIYA SHARMILA I year 
38 KOTU PUSHPA LATHA I year 
39 GUNTUPU JYOTHI I year 
40 GANDEPALLI NAVEENA I year 
41 PIRANBILLI SOWJANYA I year 



 

 

 

 

42 RATNALA PAVANI I year 
43 MERIGI VIJAYA LAKSHMI I year 

44 
EMANDI LALITHA SESHU 
KUMARI I year 

45 KONA ANITHA I year 
46 TAMADA RASI I year 
47 SELVARAJ SYAMALA I year 
48 DAGARI SIMHACHALM I year 
49 KOVVADA MOUNIKA I year 
50 SEERAPU ANUSHA I year 
51 PRAVALLIKA TALAGANA I year 
52 DUNGALA VARALAKSHMI I year 
53 SURISETTI RAMU I year 
54 POTNURU KEERTHI I year 
55 YANDAMURI RAMALAKSHMI  I year 
56 KILLI PAVANI I year 
57 UTTARAVILLI CHINNARI  I year 
58 CHEEMALA HYMAVATHI I year 
59 BEJJUPARAPU AMANI I year 
60 MULLA RAJESWARI I year 

 




















































































