CERTIFICATE COURSE
DEPARTMENT OF ENGILISH

Unit-1: Oral Communication SKills (Speaking Skills)-1

» Importance of Spoken English

> Status of Spoken English in India

> International Phonetic Alphabet(IPA) Symbols
» Spelling and Pronunciation

SYLLABUS: COMMUNICATION SKILLS/SPOKEN ENGLISH

Unit-2: Oral Communication Skills-II( 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
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Unit-3: Oral Communication Skills-III (Communication in Context-IT)

» 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 — 4 Telephone Skills
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Basics of Telephone communication

How to handle calls- telephone manners

Leaving a message

Greeting and Leave Taking over phone(etiquette)

Unit- 5 Presentation Skills

» Preparing a PowerPoint Pregentation

>

Greeting and introducing

> Presenting a Paper
»  Group Discussions

>

Preparing for and Facing a Job Interview

A
Chairperson
Boati (" Studies (UG & PG)
Department of English
<)3smania University
cRABAD-500 007.
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Vidyanagar, Hyderabad - 500 044. Telangana.
Accredited by NAAC with B Grade

DEPARTMENT OF ENGLISH

CERTIFICATE OF PARTICIPATION

This is to certify that Ms./ MR ... cjii-:--» 1B iic ezl -r-eseeossreacssooonsssnnsnnassonenenen
of BA/B.Sc./B.Com............ \B& ..o cvingraneieidBe-... I/II/III year has participated
conducted by the Department of English,
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Vivekananda Government Degree College, Vidyanagar, Hyderabad from / on

Principal

Incharge Coordinator

Dept. of English
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