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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:   9th Feb. 2023    Time : 3.00 pm to 4.00 pm

For Enrollment contact English Department 

No. of seats available : 20 Only     

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. Omraj S. Deshmukh Dr. V. U. Pochhi

Principal IQAC Coordinator

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

Course Coordinator Member Member
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SKILL DEVELOPMENT COURSE UNDER NSQF 

COMMUNICATION AND SOFT SKILL DEVELOPMENT (2022-23)  

CONDUCTED BY DEPARTMENT OF ENGLISH 

                                                       

                                                       SYLLABUS    

 

Particulars  Hours  

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 

 

(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    

 

Practical  

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

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

 

Unit II : Business Communication And Job Skills 

Practical 

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

iii) Interview Skills     iv) Presentations     v) Group Discussion  

 

Unit III : Applied Grammar (Practical)  

 Tense Sequence, Types of Sentences 

 

Unit IV : Vocabulary Development  

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

Substitution, Use of Dictionary  

 

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

extended)  

 

 

03 Hours  

 

 

 

 

 

 

10 Hours  

 

 

 

 

 

 

10 Hours  

 

 

 

 

10 Hours  

 

 

10 Hours  

 

 

 

02  Hours  
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SKILL DEVELOPMENT COURSE UNDER NSQF 

COMMUNICATION AND SOFT SKILL DEVELOPMENT (2022-23)   

 

EVALUATION 

Maximum Marks : 100  Min. to Pass :  50    

Distribution of Marks 

 

Theory/ 

Practical 

                 Maximum Marks  Total 

Mark

s  

Minimum 

Pass 

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 

(Assignment)  

40 20 2 Hrs 15  Hrs 

Practical  50 Marks 

Dialogue : 10  

   GD : 10  

Presentation: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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SKILL DEVELOPMENT COURSE UNDER NSQF 

COMMUNICATION AND SOFT SKILL DEVELOPMENT (2022-23)   

 

EVALUATION ENROLLED STUDENTS 

Sr. 

No.  

Name of the Student  Marks Scored by the 

Student  

Minimum Marks to 

Pass  

Result  

Theory  Practical  Theory  Practical   

1.  Ku. Anuradha Ashok 

Kulkarni  

40 55 20 30 Pass 

2.  Ku. Sejal Mahesh Chavan  40 55 20 30 Pass 

3.  Ku. Prachi Vasudeo Lambe   36 45 20 30 Pass 

4.  Ku. Gita Rangnath Gatade  00 00 20 30 Fail  

5.  Miss Priti Sanjay Gupta  36 40 20 30 Pass 

6.  Shubhangi Lakshman 

Khadke  

38 45 20 30 Pass 

7.  Ku. Pranita Rajendra Gujar  38 45 20 30 Pass 

8.  Ku. Payal Vinod Ingle  38 40 20 30 Pass 

9.  Pranita Dattatray Kalekar  38 40 20 30 Pass 

10.  Arpita Dilip Shinde  38 40 20 30 Pass 

11.  Ku. Priya Sanjay Jadhao  32 40 20 30 Pass 

12.  Ku. Snehal Rajendra 

Ghewande  
38 45 20 30 Pass 

13.  Ku. Sakshi Vilas Rasal  38 45 20 30 Pass 

14.  Arti Dinkar Gawai  34 45 20 30 Pass 

15.  Manisha Samadhan Parihar  26 40 20 30 Pass 

16.  Rutuja Vitthal Pawar  36 40 20 30 Pass 

17.  Ku. Jyoti Vilas Misal  34 40 20 30 Pass 

18.  Ku. Sapna Dattatray Gawai  36 40 20 30 Pass 

19.  Ku. Pallavi Ramdas Ingle  28 40 20 30 Pass 

20.  Kajal Ravindra Jaiswal  20 45 20 30 Pass 

21.  Vaishnavi Samadhan 

Bansode  

26 45 20 30 Pass 

22.  Dipali Dilip Wagh  36 45 20 30 Pass 

23.  Vaishnavi Nandkishor 

Pawar 

00 00 20 30 Fail 

24.  Shaikh Ayan Shaikh Raju  00 00 20 30 Fail 

25.  Vaishali Ramkrishna Theng  26 45 20 30 Pass 

26.  Maya Gajanan Gore  25 45 20 30 Pass 

 

 

 

 



5 
 

 

Certificate Course in Communication And Soft Skill Development (2022-23) 

Feedback Analysis 
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Interpretation of Feedback    

III) Question-wise Analysis of the Feedback: 

Sr. 

No.  

Question Response in Percent (%) 

1)  How do you rate the 

relevance of the topic taught 

and demonstrated in the 

course?  

Most Relevant  Relevant Satisfactory Not 

Satisfactory 

       74.2 25.8 0.00% 0.00% 

2)  How do you find the content 

of the units. 

Excellent  Very Good  Good Not 

Satisfactory 

61.3 25.8 8.00 0.00% 

3)  How do you rate the quality 

of the delivery of the units   

Extremely 

Effective  

Very 

Effective  

Slightly 

Effective   

-- 

48.4 45.2 6.5 _ 

4)  The information delivered in 

the sessions as I expected.  

Agree  Disagree  Strongly Disagree   

90.3 3.2 6.5  

5)  How relevant and helpful do 

you think it would be for 

your life?  

Very 

relevant 

and 

useful  

Relevant 

& 

Useful  

Useful Neither 

useful nor 

relevant  

67.7 25.8 3.2  3.2 

6)  Suggestions 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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SKILL DEVELOPMENT COURSE UNDER NSQF 
COMMUNICATION AND SOFT SKILL DEVELOPMENT (2022-23)   

 

Action Taken Report   

1) It is decided to organize the 45 Hours (Three Months) Certificate Course on 

“Communication And Soft Sill Development” from 9th Feb.  to 12 of April 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 3.00 pm to 4.00 pm daily.  

4) It is decided with the consent of the IQAC Coordinator and Principal Sir to invite Shri 

A. T. Sable, the retired English Teacher from the Department to engage certain lectures.  

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

Coordinator, Mr. Sachin More and Mr. Abhijeet Wadalkar.  

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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Certificate Course in Communication And Soft Skill Development (2022-23) 

Attendance Sheets   
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COMMUNICATION AND SOFT SKILL DEVELOPMENT (2022-23)   

           GLIMPSES OF THE ACTIVITIES        

 

Students Participation in Conversation   
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Students Participation in Dialogue  
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Students practicing English language exercises by using language learning software in the language laboratory. 
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Sample of Certificates awarded to Students  

 

Shri Shivaji Science & Arts College, Chikhli

CERTIFICATE

Ms. Anuradha Ashok Kulkarni, student of Shri Shivaji Science & Arts College,

Chikhli affiliated to Sant Gadge Baba Amravati University, Amravati has

successfully completed the Certificate Course in Communication And Soft Skill

Development approved by NSQF (National Skill Qualification Framework) in the

Session 2022-23.

Course Coordinator                             Nodal Officer                              Principal

 

Shri Shivaji Science & Arts College, Chikhli

CERTIFICATE

Ms. Sejal Mahesh Chavan, student of Shri Shivaji Science & Arts College,

Chikhli affiliated to Sant Gadge Baba Amravati University, Amravati has

successfully completed the Certificate Course in Communication And Soft Skill

Development approved by NSQF (National Skill Qualification Framework) in the

Session 2022-23.

Course Coordinator                             Nodal Officer                              Principal
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Shri Shivaji Science & Arts College, Chikhli

CERTIFICATE

Ms. Prachi Vasudeo Lambe, student of Shri Shivaji Science & Arts College,

Chikhli affiliated to Sant Gadge Baba Amravati University, Amravati has

successfully completed the Certificate Course in Communication And Soft Skill

Development approved by NSQF (National Skill Qualification Framework) in the

Session 2022-23.

Course Coordinator                             Nodal Officer                              Principal

Shri Shivaji Science & Arts College, Chikhli

CERTIFICATE

Ms. Priti Sanjay Gupta, student of Shri Shivaji Science & Arts College, Chikhli

affiliated to Sant Gadge Baba Amravati University, Amravati has successfully

completed the Certificate Course in Communication And Soft Skill Development

approved by NSQF (National Skill Qualification Framework) in the Session

2022-23.

Course Coordinator                             Nodal Officer                              Principal

 


