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Add On Programme / Certificate Course in COMMUNICATION SKILLS Conducted 

by Department of English 

 

In order to provide more and more academic flexibility and career readiness in global 

perspective, Department of English introduced Add On Programme / Certificate Course in 

“Communication Skills” first of its kind in the even semester of 2021-2022. Developing 

competence in verbal, non-verbal and written communication as well as in presentation and 

interpersonal skills were the primary motto of the course. Keeping in mind the diversified 

demography of India’s developing economy and cosmopolitan culture, enrichment of cross-

cultural and digital communication was also put into the course. This 30 hour Course started 

on and from 15-March-2022 and ended on 13-May-2022. Total 45 candidates enrolled for the 

Course and finally 24 candidates completed the Course successfully. 

 
SYLLABUS 

Unit-1: Communication: An Introduction 

 Definition, Nature and Scope of Communication 

 Importance and Purpose of Communication 

 Process of Communication 

 Types of Communication 

Unit-2: Non-Verbal Communication 

 Gestures 

 Postures 

 Facial Expression 

 Eye Contacts 

 Body Language (Kinesics) 

 Silence 

 Tips for Improving Non-Verbal Communication 

 

Unit-3: Verbal Communication: Oral Aural-I (Listening Skills) 

 Purpose of Listening 

 Listening to Conversation (Formal and Informal) 

 Active Listening – an Effective Listening Skill 

 Benefits of Effective Listening 

 Barriers to Listening 
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Unit-4: Verbal Communication: Oral Aural-II 

[Oral Communication Skills-I (Communication in Context-I)] 

 Asking for and giving information 

 Offering and responding to offers 

 Requesting and responding to requests 

 Congratulating people on their success 

 Expressing condolences 

 Asking questions and responding politely 

 Apologizing and forgiving 

  

 

Unit-5: Verbal Communication: Oral Aural-III 

[Oral Communication Skills-II (Communication in Context-II)] 

 Giving instructions 

 Seeking and giving permission 

 Expressing opinions (likes and dislikes) 

 Agreeing and disagreeing 

 Demanding explanations 

 Asking for and giving advice and suggestions 

 Expressing sympathy 

Unit-6: Reading Skills 

 Purpose, Process, Methodologies 

 Skimming and Scanning 

 Levels of Reading 

 Reading Comprehension 

Unit-7: Effective Writing Skills 

 Main Forms of Written Communication 

 Paragraph Writing (Linkage and Cohesion) 

 Letter Writing (Formal and Informal) 

 Essay writing 

 Notices 



19-04-2024 

  X  

Dr. Amitava Dutta 

Principal 

 

 
 

Unit-8: Understanding and Applying Vocabulary 

 Words Often Confused – Pairs of words 

 One Word Substitutes 

 Synonyms and Antonyms 

 Word Formation: Prefixes, Bases and Suffixes (Derivational & Inflectional). 

Unit-9: Remedial English Grammar and Usage-I 

 Articles 

 Parts of Speech 

 Tenses 

 Modals 

Unit-10: Remedial English Grammar and Usage-II 

 Prepositions and words followed by prepositions 

 Concord (Agreement of the Verb with the Subject) 

 Error Analysis (Correction of Errors in a given sentence – errors in the use of words - errors of   

Indianisms - use of slang - errors in punctuation) 

Unit-11: Effective Communication 

 Essentials of Effective Communication 

 Communication Techniques 

Barriers to Communication 
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List of Students Enrolled for the Course 
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List of Candidates Appearing in the Final Evaluation 
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