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Legends: L - Lecture; T - Tutorial/Teacher Guided Student Activity; P – Practical;   C - Credit;  

*Teacher’s Assessment shall be based upon following components: Quiz/Assignment/ 

Project/Participation in Class, given that no component shall exceed more than 10 marks. 

 

.Course Educational Objectives (CEOs): The students will be able to: 

 

• Participation i n   seminars,  group  discussions,  paper  presentation  and general  

personal interactions at the professional level. 

• Have adequate mastery over communicative english, reading and writing skills, 

secondarily listening and speaking skills. 

 

Course Outcomes (COs): The students should be able to: 

 

• Improve their language skills, oral communication skills, group discussion skills, 

personal skills and confidence level. 

• express his /her ideas and thoughts in speech or writing, 

• Bridge the language gap vital to their success. 

• Communicate effectively. 

COURSE CONTENTS: 

UNIT I 

 

 

Communication: Objectives of Communication, Formal and Informal Channels of Communication, 

Advantages and Disadvantages, Extrapersonal communication, Interpersonal communication, 

Intrapersonal communication, Principles of communication. 
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UNIT II 

Developing Reading Skills: Reading Comprehension, Process, Active & Passive reading, Reading speed 

Strategies, Benefits of effective reading, SQ3R Reading technique. 

 

 

UNIT III 

Vocabulary Building: Using Dictionaries and Thesaurus, Synonyms, Antonyms, Homophones, 

One Word Substitution, Affixation: Prefixes & Suffixes, Derivation from root words, Jargon, 

Scientific Jargon, Word Formation. 
 

UNIT IV 

Developing Writing Skills: Planning, Drafting and Editing, Developing Logical Paragraphs, Report 

Writing: Importance of Report, Characteristics of Good Report, Types of Report, Various Structures of a 

Report. 

 

UNIT V 

Professional Skills: Negotiation Skills, Telephonic Skills, Interview Skills: Team building Skills and 

Time management  

 

Practical: 

• Listening 

• Linguistics and Phonetics 

• Telephonic Conversation 

• Mock Interviews 

• Group discussions 

• Extempore 

• Debate 

• Role Plays  

 

 

Suggested Readings   

•   Ashraf Rizvi.(2005).Effective Technical Communication. New Delhi:Tata Mc Graw Hill 

• Prasad, H. M.(2001) How to Prepare for Group Discussion and Interview. New Delhi: 

Tata McGraw-Hill.  

• Pease, Allan. (1998).Body Language. Delhi: Sudha Publications. 

• Morgan, Dana (1998).10 Minute Guide to Job Interviews. New York: Macmillan. 
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