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Communication Skills and Personality Building — 2021

SYLLABUS
1. Sounds of English
2. Word Accent
3. Intonation
4. Concord
5. Modal Auxiliaries
6. Tenses
7. Articles
8. Prepositions
9. Question Tags
10. Voice

11. Reported Speech

12. Degrees of Comparison
13. Error Correction

14. Punctuation

15. Spelling

16. Paragraph Writing

17. SWOT/ SWOC

18. Positive Attitude

19. Emotional Intelligence

20. Telephone Etiquette

21. Interpersonal Skills

22. One word substitutes

23. Skimming and Scanning
24. Reading Comprehension
25. Note Making/ Taking

26 Resume

27. Notice, Agenda and Minutes
28. Letter Writing

29. E- Correspondence

30. Greetings

31. Introductions

32. Requests

33. Asking and Giving Information
34. Agreeing and Disagreeing
35. Dialogue Building

36. Giving Instructions

37. Giving Directions

38. Debates

39. Descriptions

40. Role Plays
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Communication Skills and Personality Building 2020-2021

Question paper

1Q .Write an imaginary conversation between two friends who meet at a party after several years in
about five lines.

2Q. Match the following expressions with the corresponding professions: (5M)
| Neighbor 1.You should take this medicine twice daily

ll. Constable 2. How many are you expecting for the Party Sir

lll. Pharmacist 3. When are your Parents coming back

IV. Teacher 4. You are not allowed to park your scooter

V. Event Manager 5. Class, you did not show much improvement

3Q. Prepare 5 debate points for the topic, “Freedom of Speech in India". (5M)
4Q. Make a call to someone and leave a message because the person you called is not

available (5M)
5Q:
I. Why do you stare _ me.
(a) With (c) by
(b) at (d) from
II. He threw a stone her
(a) with (c) at
(b) by (d) on
[ll. Sunitha is girl in class
(a) smarter (c) the smartest
(b) smart (d) none of the
above

IV. By the time the doctor arrived, the
patient (die)
(). Will die (c). died
(b). had died (d). has died

V. | had known him a long time before
I ( meet) his family.
(a). met (c). had met
(b). will meet (d). have met



Summary Report
Communication Skills and Personality Building 2020-21

Department of English in collaboration with J.K.C conducted a certificate course titled
“‘Communication skills and Personality Building”. It was carried out from 16-12-2020 to
30-01-2021 in total 30days with the registration of 388 students from various disciplines.
The program is aimed to enhance their eloquence and etiquette and build their
personal skills as well. The program is befitted for their career building. Eventually the
objective has been achieved. They were able to synthesize and compile information for
oral presentation which is either for face to face or over phone. Similarly personality
building enabled them to demonstrate good team work. They were also sensitized to the
nuances of English sounds, word accent, intonation and rhythm. Overall it was useful
for their betterment.

Dr P. Padmapriya,

Course Coordinator



