Training program on Communication Skills Soft skills & Ethical Values

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

Commissionerate of Collegiate Education

JKC Monitoring Cell

Soft Skills

S.No. Grammar
1 Soft Skalls - An Overview
2 Know Youself
3 SWOT Analysis
4 Goal Setting
3 Positive Attitude
6 Body Language
7 Interpersonal Skills
8 Time Management
9 Presentation Sklls
10 Just a Minute (JAM) Activities
11 Team Dvnamics
12 Group Discussion
13 Etiquetter of Telephone.e-mail and SMS
14 Interview Sklls
15 Preparation for Examinations

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

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




Training program on General awareness

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




NUSSD, TISS
JKC

English Communication

English Communication
Analytical Skills

Digital Literacy
Youth Leadership and People

—— Computer Skills T skills

— Financial Literacy

Legal Literacy

Introductionto

Entrepreneurship

\ 4

4

1 l J’ l \ 4
English e = T < Youth Leadership = R 7 Intro to
T T I Digital Literacy I Analytical Skills Ia" lpeonie SklllsTFmanﬂal L|teracyI Legal Literacy IEntrepreneurship

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.

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.

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 isimportant 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.
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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

Commissionerate of Collegiate Education

JKC Monitoring Cell

Soft Skills

S.No. Grammar
1 Soft Skalls - An Overview
2 Know Youself
3 SWOT Analysis
4 Goal Setting
3 Positive Attitude
6 Body Language
7 Interpersonal Skills
8 Time Management
9 Presentation Sklls
10 Just a Minute (JAM) Activities
11 Team Dvnamics
12 Group Discussion
13 Etiquetter of Telephone.e-mail and SMS
14 Interview Sklls
15 Preparation for Examinations

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

30 HRS











































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

22" 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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. EVENT ORGANIZED REPORT
, (2019-2020)

o5 ‘ VISAKHA GOVT.DEGREE & P.G.COLLEGE for WOMEN

Name of Department

JKC -WOMEN

Name of Event Organized

SKILL DEVELOPMENT TRAINING

Title of the Event

MAHINDRS PRIDE Skill Development Classes

Date of Event Organized

29t JULY-2019 to 06th AUG 2019

Name of the coordinator of the Event

Dr.P.Padma Priya, JKC Coordinator
Smt. Prasanthi

Class of the Participants

Final Year Students

No. of Participants 175
Miss HIMA BINDU
Name of the Expert with designation Miss SRAVYA
Miss GOUSIYA BEGUM

Contact number & Address of the Expert

APSSDC, VISAKHAPATNAM

Objective of the Event

Designed to help students identify the
knowledge and skills required for obtaining and
keeping employment.

Outcome of the Event

The programme enabled the individuals improve
their skillsets like interpersonal communication
skills, workplace responsibilities, teamwork
skills, safety issues and confidence building
measures.The program also focused on personal
management skills for the workplace and for
daily life.

Students actively participated in various
activities like chart preparation, events on
cross cultural exchanges and skits and GD etc.

~ 37 ~




\ VISAKHA GOVT. DEGREE & P.G. COLLEGE for WOMEN 4
EVENT ORGANIZED REPORT
(2019-2020)
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Creative Thinking online Training programme 05-05-2020

About this Course

In today’s ever-growing and changing world, being able to think creatively and innovatively
are essential skills. It can sometimes be challenging to step back and reflect in an environment
which is fast paced or when you are required to assimilate large amounts of information.
Making sense of or communicating new ideas in an innovative and engaging way, approaching
problems from fresh angles, and producing novel solutions are all traits which are highly sought
after by employers.

SYLLABUS

WEEK -1

Introduction to the Principles of Creativity

In the first week, we focus on the basic principles of creativity and highlight its importance in
tackling global challenges. Creativity is explored and applied at two different levels, lower and
higher-level creativity.

WEEK-2

Creativity Tools

Augment creativity using different methods of Brainstorming, a creativity approach that aids
the generation of ideas in solving a stated problem, focus on the application of brainstorming
tools in group activities.

WEEK-3

Thinking Styles

There are many thinking styles which can be helpful in creativity. focus on the principles as
well as application of a variety of thinking approaches that can be used at both at an individual
level and in a group, under various professional and personal situations, allowing to develop
competency and accelerate proficiency in the use of some different thinking styles.

WEEK -4

Morphological Analysis

The Principles of Morphological Analysis and learn how to apply it in various life
scenarios, from design to developing movie plot-lines, whilst developing a more

systematic approach to idea generation.



Leadership skills Training course 08-07-2020
Conducted by JKC

Course Abstract

The concept of leadership has been employed within different context and at different levels
of analysis e.g. self-leadership, small-group leadership, organizational leadership and national
leadership. The primary purpose of this course is to serve as a catalyst for the students of
leadership’s thinking and dialogue about leaders and the process of leadership

Course Objectives:

To provide a framework for the students to understand the importance of Leadership and team
effectiveness in organizations.

To develop an understanding of the interpersonal processes and group dynamics.

To provide a theoretical understanding of leadership practices in organizations.

To provide an understanding of factors influencing teamwork and team leadership.

To evaluate the role of leadership in the development of an institution.

Course Learning Outcomes

By the end of the course the student should be able to:

Explain how global leadership skills contribute to leadership effectiveness.

Understand the leader’s role in team-based organizations.

Explain the potential contribution of outdoor training to the development of team leadership.
Explain the basics of leadership during a crisis.

Explain how evidenced based leadership can contribute to contingency and situational
leadership.
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/ {€apacity Building Skills Enhancement Initiatives taken by the

Institution)

ACTIVITY REPORT
(2020-2021)

Title of the Vikas Foundation Collaborated to JKC TCS Training Programme
Activity Relived Batch

Date of Activity | 55 1 2021 to 15.03.2021 and 10.04.2021 to 24.04.2021.
Organized

Name of JKC WOMEN

Department

Chairman Dr.S.Shobha Rani

Co-ordinator

Dr.P.Padma Priya, Lect.in English

Resource . KUSWANTH TCS Trainer, Mumbai

Persons Details

No. of

Participants 80

(Student +Staff)
Started TCS training batch form 25.01.2021 to 15.03.2021 after Vth
Semester Examination it is resumed from 10.04.2021 to 24.04.2021.

P Course targeted on Communicate to Impress, Deliver Presentations with

rogrtamme Impact, Develop Soft Skills for the Workplace, write a Winning Resume

repor and Cover Letter, Gain Foundational Skills in IT. Course was conducted
both online and offline mode.

Objective of the

Activity To promote 21st century skills required for career progression

Outcome of the
Activity

Students were trained in communication skills, writing & presentation
skills, Analytical skills, Group discussions etc
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