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Shri Shivaji Science & Arts College

Shri Shivaji Education Society Amravati’s Ai; 2
Chikhli, Dist. Buldana- 443201 (MS).

Department of English

Certificate Course in English Communication

For Workplace and Business

DURATION OF THE COURSE : THREE MONTHS
Starts from: 07 October 2024 to 28™ Feb. 2025
Time : 11.00 am to 12.00
For Enrollment contact English Department
No. of seats available : 40 Only

Syllabus :

Unit I : Introduction to Communication

Unit II : Basic Grammar

Unit III : Conversation Practice at Workplace

Unit IV : Written Communication at Workplace and Business

Contact : Eligibility for Admission
9860873841 Undergraduate student of
any faculty

Organizing Committee

Dr. S. 1. Jukkalkar Ms. Nita Ubhe Mr. Sanket Rindhe
Course Convener & HOD Member Member




SYLLABUS

Particular
S

Hours

Unit | : Nature And Scope of Communication And Soft Skills:
(A) Nature And Scope of Communication (Theory)

a) Introduction to Communication

b) Different Types of Communication

c) Barriers in Communication

d) Effective Communication

10 Hours

(B) Soft Skill (Theory)

1) What is Soft Skill & Importance of Soft Skill ii) Know Thyself/Self
Discovery iii) Developing Positive Attitude iv) Forming Values

V) Improving Perceptionvi) Career Planning vii) Body Language
viii) Team Building & Team Work ix) Time Management

X) Stress Management

10 Hours

Unit Il : Basic Grammar

a) Tense Pattern

b) Main Verbs and Modal Auxiliaries
c) Types of Sentences

d) Yes-No and Wh-Questions

10 Hours

Unit Ill: Conversation Practice at Workplace

15 Hours

Unit IV: Written Communication at Workplace and Business
a) Report Writing

b) E-mail Writing

c) Business Correspondence

d) Resume Writing /Preparing CV

e) Notices, Agenda’s & Minutes f) Business Correspondence
g) Interview Skills

20 Hours

Unit V : A) Presentation & Group Discussion

15 Hours

B) Pronunciation (Assignment will be based on this topic)

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

10 Hours
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EVALUATION

Maximum Marks : 100 Min. to Pass : 50
Distribution of Marks

Theory/ Maximum Marks Total Minimum | Duration Total
Practical Marks Pass of theory Teaching
Marks & Workload
Practical for theory
Exam and
Practical
External Internal
Exam Marks Exam
Marks
Theory 30 (MCQ 10 40 20 2 Hrs 15 Hrs
Test) (Assignment)
Practical 50 Marks 10 Marks 60 30 5 Hrs 30 Hrs
Dialogue : 10 Use of
GD: 10 Language
Presentation: Lab to do
20 the exercises
of Practical
Total 100 50 90 Hrs
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List of Enrolled Students

Sr. | Name of the Student Class Mobile No | Mail Id
No.
1) Srushti Raju Deshmukh B.SC-I 9881502401 | srushtideshmukh912@gmail.com
2) Samiksha Keshavrao B.SC-I 8329587347 | samikshadeshmukh584@gmail.com
Deshmukh
3) Sanika Ramesh Deshmukh B.SC-I 9067948814 | deshmukhsanika953@gmail.com
4) Samradnyi Valmik Ambhore B.SC-I 9226012984 | samuambhore44@gmail.com
5) Tanvi Nandakishor Mhaske B.SC-I 9075387725 | mhasketanvi67@gmail.com
6) Prajwal Sachin Shinde B.SC-I 7385001303 | m503967@gmail.com
7) Dipti Vinod Muley B.SC-I 8600452687 | diptimuley06@gmail.com
8) Shivani Dipak Naswale B.SC-I 9145361711 | shivaninaswale5@gmail.com
9) Vaishnavi Shrikisan Zagre B.SC-I vaishnavizagreO@gmail.com
10) | Ankita Ambadas Thutte B.SC-I 8767095460 | ankitathutte9@gmail.com
11) | Yash Himmatrao Gawai B.SC-I 9503313996 | yashgawail7082006@gmail.com
12) | Sunil Anil Dhone B.SC-I 7030096618 | sunildhone2010@gmail.com
13) | Saurabh P Wayse B.SC-I 9518540223 | saurabhwayse05@gmail.com
14) | Swapnil K Gawai B.SC-I 7499357648 | swapnilgawai7499@gmail.com
15) | Sonali N Dhakarke B.SC-I 8983510529 | dhakarkesonali@gmail.com
16) | Prachi Gajanan Yangad B.SC-I 8624061565 | prachiyangad@gmail.com
17) | Shivani Baliram Ingle B.SC-I 9322195190 | rajputgaurya@gmail.com
18) | Prajwal Sanjiv Girhe B.A-I 7058290439 | prajwalgirhe306@gmail.com
19) | Rohan S Dewhare B.A-I 9699862393 | rohandewhare3@gmail.com
20) | Gautam Mohanlal Sharma B.COM-I | 9503033255 | gautammohanlalsharmal322@gmail.com
21) | Kalyani Ganesh Solanki B.SC-I 9511220206 | gsk1458408@gmail.com
22) | Anushka Sanjay Band B.SC-I 9822972614 | anushkaband007@gmail.com
23) | Purva Sachin Padghan B.SC-I 7774043989 | purvapadgan007@gmail.com
24) | Pratiksha Vaman Sarode B.SC-I 8010970571 | pratikshasarode649@gmail.com
25) | Shraddha Sunil Akkar B.SC-I 7218933164 | shraddhashraddha@gmail.com
26) | Shree Shyam Surushe B.SC-I 9623784587 | shreesurushe6@gmail.com
27) | Sumedh Prakash Gawai B.SC-I 9146082573 | sumedhgawai497@gmail.com
28) | Yash Samadhan Jadhav B.SC-I 7796432076 | yashjadhav@gmail.com
29) | Kanchan Tulsiram Bhagat B.SC-I1 9370764322 | kanchanbhagat@gmail.com
30) | Sujata Ratansing More B.SC-I 8208949438 | moreratansingh4@gmail.com
31) | Harshal Sudhir Dhanlobhe B.SC-I 9011841895 | harshaldhanlobhe901184@gmail.co
m
32) | Ritesh Bharat Nade B.SC-I 7378708813 | riteshnade071@gmail.com
33) | Pratik Dnyaneshwar Parihar | B.SC-I 8083870712 | pariharpratik01@gmail.com
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34) | Om Jivan Thakre B.SC-I 9518765234 | omthakre443@gmail.com
35) | Parshvanath M Raut B.SC-I 9699115485 | parasraut85@gmail.com

36) | Vedant R Dalimkar B.SC-I 9322968669 | ramdalimkars@gmail.com
37) | Vijay R Ingle B.SC-I 8767434819 | vijayingle730@gmail.com
38) | Vaishnavi B Sawade B.SC-I 7720813206 | vaishnavisawde@gmail.com
39) | Tanuja Manoj Veer B.SC-I 9764590485 | tanujaveer@gmail.com

40) | Ashvini Vishnu Ingle B.SC-I 9011572463 | ashviniingle2006@gmail.com

Certificate Course in English Communication For Workplace and Business (2024-25)

Page 6



mailto:Omthakre443@gmail.com
mailto:Parasraut85@gmail.com
mailto:ramdalimkars@gmail.com
mailto:vaishnavisawde@gmail.com
mailto:tanujaveer@gmail.com

Certificate Course in English Communication For Workplace and Business (2024-25)
Organised by Department of English

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 (40) Practical (60)
1. Srushti Raju Deshmukh 30 40
2. Samiksha Keshavrao 26 40
Deshmukh
Sanika Ramesh Deshmukh 40 50
Samradnyi Valmik 40 50
Ambhore
5 Tanvi Nandakishor Mhaske 38 40
6. Prajwal Sachin Shinde 32 40
7. Dipti Vinod Muley 40 50
8 Shivani Dipak Naswale 32 40
0. Vaishnavi Shrikisan Zagre 40 50
10. Ankita Ambadas Thutte 36 40
11. Yash Himmatrao Gawai 32 40
12. Sunil Anil Dhone 38 40
13. Saurabh P Wayse 38 40
14. Swapnil K Gawali 30 40
15. Sonali N Dhakarke 38 40
16. Prachi Gajanan Yangad 40 50
17. Shivani Baliram Ingle 38 50
18. Prajwal Sanjiv Girhe 20 30
19. Rohan S Dewhare 26 30
20. Gautam Mohanlal Sharma 40 50
21. Kalyani Ganesh Solanki 20 30
22. Anushka Sanjay Band 28 30
23, Purva Sachin Padghan 38 40
24. Pratiksha Vaman Sarode 38 40
25. Shraddha Sunil Akkar 38 40
26. Shree Shyam Surushe 28 30
27. Sumedh Prakash Gawai 28 30
28. Yash Samadhan Jadhav 26 30
20, Kanchan Tulsiram Bhagat 28 30
30. Sujata Ratansing More 26 30
31. Harshal Sudhir Dhanlobhe 30 30
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32. Ritesh Bharat Nade 30 30
33. Pratik Dnyaneshwar 26 30
Parihar
34, Om Jivan Thakre 26 30
35. Parshvanath M Raut 26 30
36. Vedant R Dalimkar 30 30
37. Vijay R Ingle 26 30
38. Vaishnavi B Sawade 30 30
39. Tanuja Manoj Veer 28 30
40. Ashvini Vishnu Ingle 30 30

Page 8
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Action Taken Report

1) It is decided to organize the 90 Hours Certificate Course in English
Communication For workplace and Business. The duration of the course was Three
Months from 7" Oct. 2024 to 28" Feb. 2025.

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 11.00 am to 12.00 daily excluding
holidays and examination period.

5) The topics of the course were allotted to Dr. Jukkalkar Syed Imtiaz, Course
Coordinator, Ms. Nita Ubhe and Mr. Sanket Rindhe.

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) Forty students completed the course successfully.

11) Students were given certificate at the end of the Course.

Certificate Course in English Communication For Workplace and Business (2024-25)
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Sample of Question Paper (Theory Exam)

® Nome + Shushl Qotu, Deghmubi

Shri Shivaji Science & Arts College, Chikhli Dist. Buldana (MS) -
Unit Test X _,29-—
Certificate Course in English Communication For Workplace and Busiress 20

Maximum Mnrl(s: 30 Min to Pass : IS

Sclect the appropriate option. ( 20 Marks)

1) W!ly is listening an important part of communication?

a) IPhelps us speak faster 1t allows us to understand the message clearly c) It helps us interrupt
,D‘) /olhcrs when they talk d) It makes conversations longer

2) What is the correct past tense of "eat"?

, a) caten ‘{! ate _c)eating  d)epls
0~

3) What is a compound sentence?
a) A sentence with one independentclause  b) A sentence with two independent clauses joined by

® a conjunction \eYA sentence with a dependent and independent clause
? )3 71!)3\ sentence with many commas

4) I nced to the word in the dictionary.
({/)éook up b)giveup c)needtolook d)mustread
:7/ e '/

5) What is one of the best ways to learn new words?

a) Watching TV without subtitles \b)Reading books, newspapers, and articles
c) Ignoring new words - d).Memorizing a dictionary without understanding

6) Why is active listening important?
\df[t helps in better understanding and communication  b) It helps in ignoring the speaker
0’)/2) It makes speaking unnecessary  d) It helps in avoiding eye contact

7) Which sentence has correct subject-verb agreement?
) a) The cat are sleeping. ~f The cat is sleeping. c) The cats is sleeping.
& d) The cats was sleeping.

8) What is the most important factor in effective speaking? -

a) Speaking very fast v5 Speaking clearly and confidently
DQc)’Using long and difficult words ~ d) Avoiding cye contact

9) What does “show, don’t tell” mean in creative writing?
a) Telling the reader everything directly  b) Describing actions, emotions, and senses instead of
,L'ﬂz galing facts  ¢) Using only dialoguc inastory  d) Writing short sentences
3 /

10) 1. What is Emotional Intelligence (EQ)?

a) The ability o solve math problems () The ability to understand and manage emotions
6 r)) The abilily to remember facts d) The ability to run fast

11) How many sounds are there in English?

Oz byds VG671 )28

(83 CamScanner
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12) Seleet the correct transcription of the word woman.
~ ) Avomen/ b) Avaemen/ ¢)fwoman/  d)  /women/
13) The sentence Are you coming to the party? is a

ur)'?cs-No lype question b) statement ) imperative sentence d) negative sentence
() e

14) a great way to exchange idens, explore different
. L
perspectives, and work collaboratively to address a specific topic or issue.
m/a) Personal Interview b) CV writing  ¢) Job Application VﬂfG roup Discussion

15) SWOT Analysis is
a) A method to improve computer soflware.
va A planning technique to identify strengths, weaknesses, opportunitics, and threats
D% A way to measure employee salaries  D. A technique used only in marketing research

(%1 CamScanner
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Sample of Assignment

Shri Shivaji Education Society’s

Shri Shivaji Science & Arts College
Chikhli Dist. Buldana

Accredited bv NAAC B++ Grade (CGPA -3.00)

BT

CERTIFICATE COURSE IN ENGLISH COMMUNICATION FOR
WORKPLACE AND BUSINESS

: Assignment- ; \ D Qf\/
Academic Session : 2024-25 40

~ Submitted By
Name of the Student: Dt Vol Mubp s

Class:_ B.sT

, -
Course Coordinator

Date : 2-‘?[ O),f?.b'}%’

LI LI LTI EBIT LTI PEFILITITELL P
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Samples of Certificates Awarded to Students

Shri Shivaji Education Society Amravati's
Shri Shivaji Science &Arts College &
Chikhli, Dist- Buldhana '

This is Certify that Mr./Miss .. P&aéwL Sarhiu... SW&
of BB s has Participated in the fo[linvmg
activities conducted by Department of English in the Academic Session 2024-25..

\pwuL Yoo @* éL_
Principal IQAC Coordinator Head of the Dept. Codrdinator

-~

Shri Shivaji Education Society, Amravati's
Shri Shivaji Science &Arts College 3
Chikhli, Dist- Buldhana

This is Certify that Mr./Miss Samfmdmgb Valmik.. Ambhose.
of ... B:SeT. e .. has ®Participated in tﬁe_ﬂ;[fawzrzg
activities conducted 6y Department of English in the Academic Session 20244-2.S

Yo o % %
Principal IQAC Coordinator Head of the Dept. Cobrdinator
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Shri Shivaji Education Society Amravati's

Shri Shivaji Science & Arts College
Chikhli, Dist- Buldhana

Q@
Vi ¢

This is Certify that Mr./Miss Janwi. Nancakiches, Mhacke, .
of...B-Se.X it e RS Participated in the following

activities conducted by Department of English in the Academic Session 2024-25 .

E/_(&;.#mmgggsmmwmmm
We a <

_ Yogun Youuv r&
Principal IQAC Coordinator Head of the Dept. Coordinator

Shri Shivaji Education Society Amravati's

Shri Shivaji Science &Arts College
Chikhli, Dist- Buldhana

&

This is Certify that Mr/Miss DAREL. Minod. M ug/
of...B.Se.3 otnnnns RS Participated in the following

activities conducted by Department of English in the Academic Session 2024-2.5

e Aicats : : mmunteeei o u
[ =% place and Rusiness

[]

(]

Wogo  _ Ysguw .4@ j&
Principal IQAC Coordinator Head of the Dept. Cobrdinator
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Glimpses of Activities

DMS
Latitude 20.350729 20°212"N
Longitude 76.264242 76°15'51"E

2025-03-24(Mon) 03:01(PM)

| 4
Students participation in Group Discussion
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Decimal DMS

Latitude  20.350738 =20°21°'2" N

- Longitude  76.264238 76°1551"E

2025-03-24(Mon) 03:02(PM)
Student explaining poster on Body Language
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