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Department of English 

Shri Shivaji Education Society Amravati’s
Shri Shivaji Science & Arts College

Chikhli, Dist. Buldana- 443201(MS).

Certificate Course in Communication And  

Soft Skill Development 

DURATION OF THE COURSE : THREE MONTHS

Starts from:   10th August to 9th Nov. 2023                                

Time : 12.40  am to 1.40 pm

For Enrollment contact English Department 

Syllabus :
Unit I : Nature And Scope of Communication And Soft Skills

Unit II : Business Communication And Job Skills

Unit III : Basic Grammar

Unit IV : Vocabulary Development

Eligibility for Admission 

12th Pass from any faculty 

Contact : 

9860873841

Organizing Committee

Dr. M. T. Nikam Dr. V. U. Pochhi

Principal (Officiating) IQAC Coordinator

Dr. S. I. Jukkalkar Mr. Sachin Morey Mr. Abhijeet Wadalkar

Course Coordinator Member Member

Ms. Nita Ubhe Mrs. Archana Kharat

Member Member

 
 
 

 

 

 

 

 



 
                Certificate Course in Communication And Soft Skill Development (2023-24)  

Organised by Department of English  

 

Certificate Course in Communication And Soft Skill Development 2023-24                                                                    
Page 3 

 

 

 

                                                       

                SYLLABUS  

Sr. 

No. 

             Particulars Teaching Hours 

 

1)  

Unit I : Nature And Scope of Communication And Soft 

Skills: 

(A) Nature And Scope of Communication (Theory) 

i) What is Communication ii) Directions of 

Communication in Organization : Downward 

Communication, Upward Communication, 

Horizontal Communication, Grapevine Communication  

03   Hours  

(B) Soft Skill (Theory) 

i) What is Soft Skill & Importance of Soft Skill ii) Know 

Thyself/Self Discovery iii) Developing Positive Attitude    

iv) Forming Values 
v) Improving Perception vi) Career Planning                   

vii) Body Language 

viii) Team Building & Team Work   ix) Time Management 
x) Stress Management  

10   Hours  

Practical 

i) Art of Listening, Reading & Speaking ii) Art of Writing, 

iii) E-mail Writing iv) Preparing CV/Resume   

10   Hours  

2)  Unit II : Business Communication And Job Skills 

Practical 

i) Notices, Agenda’s & Minutes ii) Business 

Correspondence 

iii) Interview Skills iv) Presentations  v) Group Discussion  

10   Hours  

3)  Unit III : Applied Grammar (Practical) 

Tense Sequence, Types of Sentences 

10  Hours  

4)  

 
Unit IV : Vocabulary Development 

Parts of Speech, Suffix and Prefix, Synonyms, Antonyms, 

One Word Substitution, Use of Dictionary 

 02 Hours  

                                                             Total Teaching Hours  45  Hours  

 Pronunciation (Assignment will be based on this topic)  

(Note : If required the Hours of Theory and Practical will be 

extended) 
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              EVALUATION 
 

           Maximum Marks : 100  Min. to Pass :  50    

           Distribution of Marks 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Theory/ 

Practical 

        Maximum Marks  Total 

Marks  

Minimum 

Passing 

Marks 

Duration 

of theory 

& 

Practical 

Exam  

Total 

Teaching 

Workload 

for theory 

and 

Practical 

Exam  

  External 

Exam 

Marks  

Internal 

Exam 

Marks  

    

Theory 30 (MCQ 

Test)  

10 

(Assignme

nt)  

40 20 2 Hrs 15  Hrs 

Practical  50 Marks 

Dialogue : 

10  

   GD : 10  

Presentatio

n:20  

10 Marks 

Use of 

Language 

Lab to do 

the 

exercises 

of 

Practical  

60 30 5 Hrs 30 Hrs 

Total    100 50  45 Hrs 
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                                            List of Enrolled Students  
 

Sr. 

No. 

Name of the Student Class Mobile No Mail Id  

1) Gayatri Vishnu Patil   B. Sc. I (M)  7620036619  gp4605827@gmail.com 

2) Sakshi Sanjay Lokhande  B. Sc. I (M)  7499316438 sakshilokhande6479@gmail.com 

3) Mohammad Sarosh 

Abdul Salam 

B. Sc. I (M)  8788312924 sarosh0030@gmail.com 

4) Tanveer Nawrangi B. Sc. I (M)    

5) Pratiksha Ashok 

Sakhare  

B. Com. I   pratikshasakhre@gmail.com 

6) Pooja Ganesh 

Deshmane  

B. Com. I  9022304643 Pdeshmane192@gmail.com 

7) Pallavi Raju Bhutekar  B. Com. I  7758017156 pallavibhutekar@gmail.com 

8) Gayatri Uddhav Ingle  B. Com. I  8605321796 gayatriingle@gmail.com 

9) Sakshi Vilas Deshmukh  B. Com. I  8380010105 sakshideshmukh@gmail.com  

10) Nikita Ghanshyam 

Shinde  

B. Com. I  7218648349 ns7218648349@gmail.com  

11) Renuka Dilip Sirsat  B. Com. I  8767842270 renukasirsat122@gmail.com 

12) Divya Balaji Deshmane  B. Com. I  7887378067 divyadeshmane244@gmail.com 

13) Mayuri Madan Khente  B. Com. I  8378907832 mayurikhente@gmail.com 

14) Dipali Kisan Katkar  B. Com. I  9595416341 divyakatkar195@gmail.com 

15) Gajanan R. Pande  B. Com. I  9529311435 Gpande864@gmail.com 

16) Kunal D. Jadhao  B. Com. I    

17) Ashvini Vinayak Yevale  B. Sc. I (M) 7972037703 Ashiviniyeole329@gmail.com 

18) Vaishnavi Pandharinath 

Atole  

B. Sc. I (M) 8010215717 pandharinathatole@gmail.com 

19)  Komal Ashok Bhagat  B. Sc. I (M) 9529741668 Bhagatkomal683@gmail.com 

20) Urmila Vijay Kale  B. Sc. I (M) 7798017244 urmila161105@gmail.com 

21)  Sakshi Kantilal 

Hanwate  

B. Sc. I (M) 9529966093 hanwatesakshi3@gmail.com 

22)  Dipali Dilip Wagh  B. Com. II  9307194055 dipaliwagh301@gmail.com  

23) Kajal Ravindra Jaiswal  B. Com. II  7218347216 shubhamji20121996@gmail.com 

24)  Anuradha Atmaram 

Raut  

B. Com. II  8975029819 anuradharaut45@gmail.com  

25)  Vaishnavi Gulab 

Bhalerao  

B. Com. II  9156498681 bvaishnavi315@gmail.com 

26)  Pallavi Ramdas Ingle  B. Com. II  9021639166 pallavinglerajput@gmail.com 

27)  Sakshi Dilip Keskar  B. Com. II  7666879748 dilipkeskar870@gmail.com 

28) Vrushali Ramkrushna 

Theng  

B. Com. II  9699843562 thengvrushali@gmail.com 

29) Maya Gajanan Gore  B. Com. II  7038325068 mgore5340@gmail.com 

30) Vaishnavi Nandkishor 

Pawer  

B. Com. II  8669052010 vaishnavipawar426@gmail.com 

31)  Payal Navalsing Jadhao  B. Com. II  866987211 payaljadhao@gmail.com 
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32)  Divya Balaji Deshmane  B. Com. II    

33) Sakshi Panjabrao 

Parihar  

B. Com. II  8261887604 sakshiparihar@gmail.com 

34)  Vrushali Dnyaneshwer 

Hoge  

B. Com. I  9021310549 varushalihoge3397@gmail.com 

35)   Arti Subash Dhandale   B. Com. I  8010376217 artighadale@gmail.com 

36)  Samrin Parvin Sk 

Anwar  

B. A. I    

37)  Vaishnavi Somnath 

Bansode  

B. Com. II 7218867188 Vaishnavibansode248@gmail.co

m 

38)  Sakshi Vishnu Jadhao  B. Sc. I (B)  8766767408 sakshi290805@gmail.com 

39)  Kanchan Kishor Salve B. Com. I  7972959596 Kanchansalve719@gmail.com 
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EVALUATION OF ENROLLED STUDENTS 
 

   Distribution of Marks 

 

Maximum Marks  Minimum Marks to Pass  

Theory  Practical  Theory  Practical  

40 60  20 30 

 
Sr. No.  Name of the Student  Marks Scored by the Student  Result  

Theory  Practical  

1.  Gayatri Vishnu Patil   30 55     Pass 

2.  Sakshi Sanjay Lokhande  32 55 Pass 

3.  Mohammad Sarosh Abdul 

Salam 
32 57 Pass 

4.  Tanveer Nawrangi 30 55 Pass 

5.  Pratiksha Ashok Sakhare  30 50 Pass 

6.  Pooja Ganesh Deshmane  32 60 Pass 

7.  Pallavi Raju Bhutekar  34 52 Pass 

8.  Gayatri Uddhav Ingle  32 55 Pass 

9.  Sakshi Vilas Deshmukh  30 58 Pass 

10.  Nikita Ghanshyam Shinde  30 45 Pass 

11.  Renuka Dilip Sirsat  34 50 Pass 

12.  Divya Balaji Deshmane  32 50 Pass 

13.  Mayuri Madan Khente  32 57 Pass 

14.  Dipali Kisan Katkar  32 55 Pass 

15.  Gajanan R. Pande  20 56 Pass 

16.  Kunal D. Jadhao  20 55 Pass 

17.  Ashvini Vinayak Yevale  22 58 Pass 

18.  Vaishnavi Pandharinath 

Atole  
24 55 Pass 

19.  Komal Ashok Bhagat  32 50 Pass 

20.  Urmila Vijay Kale  13 50 Pass 

21.  Sakshi Kantilal Hanwate  20 60 Pass 

22.  Dipali Dilip Wagh  32 55 Pass 

23.  Kajal Ravindra Jaiswal  34 60 Pass 

24.  Anuradha Atmaram Raut  32 55 Pass 

25.  Vaishnavi Gulab Bhalerao  32 56 Pass 

26.  Pallavi Ramdas Ingle  30 55 Pass 

27.  Sakshi Dilip Keskar  32 57 Pass 

28.  Vrushali Ramkrushna 

Theng  
30 57 Pass 

29.  Maya Gajanan Gore  28 58 Pass 

30.  Vaishnavi Nandkishor 32 53 Pass 
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Pawer  

31.  Payal Navalsing Jadhao  30 50 Pass 

32.  Divya Balaji Deshmane  20 45 Pass 

33.  Sakshi Panjabrao Parihar  32 60 Pass 

34.  Vrushali Dnyaneshwer 

Hoge  
32 55 Pass 

35.   Arti Subash Dhandale   32 50 Pass 

36.  Samrin Parvin Sk Anwar  34 55 Pass 

37.  Vaishnavi Somnath 

Bansode  
32 55 Pass 

38.  Sakshi Vishnu Jadhao  30 55 Pass 

39.  Kanchan Kishor Salve 26 56 Pass 
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                                                    Feedback Analysis   

 
Question-wise Analysis of the Feedback: 

Sr. No.  Question Response in Percent (%) 

1)  How would you rate your 

overall satisfaction with the 

Certificate Course?   

Very satisfied Satisfied  Neutral Dissatisfied 

80.6%  12.9% 2% 0.00%   

2)  Did the course content meet 

your expectations? 

Yes, exceeded 

expectations  

Yes, met 

expectations  

Neutral   

41.9 48.4 9.7%   

3)  How would you rate the 

effectiveness of the teachers 

in delivering the content? 

Highly 

effective  

Effective  Neutral  Ineffective  

64.5% 22.6% 9.7% 3.2%  

4)  Have you been able to apply 

the communication and soft 

skills you learned in real-life 

situations? 

Yes, 

consistently 

Yes, 

occasionally 

Neutral  No, rarely  

74.2% 19.4% 6.5% 0.00%  

5)  How satisfied were you with 

the support and resources 

provided during the course? 

Very satisfied  Satisfied  Neuter  Dissatisfied  

64.5%  29% 6.5% 0.00%  

6)  Would you recommend this 

course to others interested 

in improving their 

communication and soft 

skills?   

Definitely  Probably Neutral  Definitely 

no 

83.9% 9.7%  3.2% 3.2%  

7)  Suggestion students gave 

orally  

 No of PCs should be extended, more practice is needed,    

the course is very useful, I like to attend it.  

Remark: The students commented that course will be useful in their personal 

and professional life. The department will keep on improving the overall 

quality of the course.   
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                                                       Feedback Analysis  
https://docs.google.com/forms/d/1pbiTcRJ56IoIPyrsdmN4yUY26oK6MF8mJ1hyvdqv

mH8/edit#responses 
 

 
 

 
 
 

 
 
 
 
 
 

https://docs.google.com/forms/d/1pbiTcRJ56IoIPyrsdmN4yUY26oK6MF8mJ1hyvdqvmH8/edit#responses
https://docs.google.com/forms/d/1pbiTcRJ56IoIPyrsdmN4yUY26oK6MF8mJ1hyvdqvmH8/edit#responses
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Action Taken Report 

 
1) It is decided to organize the 45 Hours Certificate Course on “Communication 

And Soft Sill Development” from 10th August to 9th Nov. 2023.  

2) The brochure was prepared and posted on the Whats App Groups of all the 

classes. Students were informed to enroll for the course by visiting the 

Department.   

3) The scheduled time of the course was 12.40 pm to 1.40 pm  daily.  

5) The topics of the course were allotted to Dr. Jukkalkar Syed Imtiaz, Course 

Coordinator, Mr. Sachin More, Mr. Abhijeet Wadalkar, Ms. Nita Ubhe and Mrs. 

Archana Kharat.  

8) It was decided to conduct all the lectures and the performance based practical 

in the Language Lab of the Department.   

9) During the coursework, evaluation was done time to time. 

10) Out of Twenty-Six enrolled students, three students were unable to attend 

the Course. Twenty-Three students completed the Course successfully.  

10) Feedback was taken and analysed for future improvement.  

11) Students were given certificate at the end of the Course.   
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Sample of Question Paper (Theory Exam) 
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                                          Sample of Assignment  
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                                                            Attendance Sheets  
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Samples of Certificates Awarded to Students 
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Glimpses of Activities   
 

 
                  Students listening to lessons from Language Learning Software 

 
 

 
Students listening to lessons from Language Learning Software 
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                                 Students engrossed in reading study material.  

 

 

 
            Certificates distributed to the students who successfully completed the Course  

 


