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' Colleges Selected for Short-Term Course on
Communication Skills in English Language
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Financial Assistance to Colleges:

Fach College will be given a grant of Rs.] 5 Lskhs per annum 10 make payment 23
per 1he detasds groen beloer

| SLNO. ltem Per batch of 03 For Annum
Months duratien (04
{ balches)
L Paymentic  Ws SO0/ per chass » 25 classes for 03 50000/~ .
: Teachers months duration= 12,500/ : -
2 Comveyancelo  Rs 200 # 25 = B 5000/- 20,000/
Teachors
i Paymond Lo Ry, 3000 £/ 36,000/
Cogedimalor -
l-. Faymwinl to Lab Ry, 1500- 12 18000, - "
Assitant 2
g Payment to Lab  Rs. 1000 12 12000/
i Altendant B r
& Stationary 7900/
1. Coatinpency e ) 000y -
: T TOTAL 1,50,000/-

At the pnel of each year, repont 06 the programmes, name of the students with
shear roll i, class and evidence i support of receipt of the certificates and
wliligation certlicates, duly madited and countersigned by the Principzlf Ragistrar
and photographs of some importan| events ke cortificate distributon must be
sulamitted 1o e HE Department
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‘n? .d'l"‘ Government of Odisha
i Department of Higher Education
| LT
No.:__ & 45g JHE.  Dated: /7 fo3f2015
VIN-HE -CO0D-PG-0009/ 2015

Dr. Ajay Kurnar Mayak, QA5
Jaint Seeretary to Goversmeni

The Principals
{List Enclesed)

Sub:  Guideline for "Shert term Course in Communication $kilks [n Englsh Language”

W3 g, Sir,
|ﬂmi'|¢irtrlﬂrnlnﬂlmh}aumdlhu.llm directed to imform that the
operationsl guidelines for shart term course in co==unication skills in English language™ s
encloted herewith for your kind refesence. This pusdelise muit be strictly sdhered Lo Funds
amounling to Rs 1.50 lakh to each approved college have Been released. Therelore, you are
/ requested Lo Start this course in your imstitution ulikring the Language Laborstory 35 soon o

porsible.
After the successiul completion of each batch, the Princisals concerned arg directed to
inform the undersigned,
&
Tulq,rllhl‘ullr

Joint Secratary 1o T
memons - EY5F e, vare: 17 032016, 13
Copy forwarded to Director, Higher Education/al Regional Direciory of
Education/District Level Consultants for information. They are requested to monitor the
fungtining of Langusge Laboratories snd slso the implemeniation of this course.
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Guidelines

For

“Short-term course on
Communication Skills in English Language

for College Students”

Department of Higher Education
Government of Odisha

“thack ~



Usage of English Language in an Era of Globalisation

Globalisation has increasec .he usage of English Language in our day-to-day
life. Every country in the world promotes *he use of English for hath intra- national
and international communication. Englith is spoken by more than 1.5 billion
people across the world. It is the official language in one third of the countries of
the world, including the USA and the Commomwealth Mations. Cross-border
business and diplomatic communscition are conducted mostly in Enghish. It has
occupsed the contre-stage as a dominant lanpuage in intermet and socal media,
the worki of information and eatertainment, linguage and literature, soence and
technology, research and development at the international level

International Labowr Qrganizaton (ILCH has prischeled that by 2020, India will
have 116 million workers in the age bracket of 20 1o 24 years. The average age n
India by the year 2020 will be 29 years. In a scenario like this, India needs o train
its youth in employable skills, HASSCOM has found that only 25% of the graduates
i India are employable, mainly due 1o the lack of proper communication skills.
Our youth hawve the right knowledge but lack the communication skills. With the
rapid inflow of MNCs inlo the country, the demand for English has increased
mua nifiold

Busingss traniactions in me~t of the prvate sector and public sector
undertakings are carned out in Coglish. 1 is the medwm of mstruction in (e
wience and commerce sleeams in the  cosmsEnbiomal colleges, in all the
professional and technical courses and i all the streams i the universitiss
English is the main language of communication in the tourism sectar which is one
of the thrust areas of Government of Odisha. English is the language for research
and development in the universities and instilutions of higher leaming.

Howewver, the English syllabus in the conventional colleges and universities are
mostly traditional and descriptive and not communicative. Students passing out
from the colleges with high percentage of marks are very bad communicators in
English and are lrss employalile.
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The Need for a Communicative Syllabus for the College Golng Students

Students in our collepes and universities need to empawer themselves in
commisnicative skills in ngish to nieel the communicative necds in their
everyday lives. The syllabus ar baoth the higher secondary and graduation levek
can be modified accordingly. Tiwe thrust on reading and writing skills needs to
b_-e shifted o aural-oral communication shills so that they are able to read and
understand the texts on thair own, use the words and grammatical structures
in appropriale situations 1o #xpress thew thoughts and ideas

COURSE- 1 ASPECTS OF COMMUNICATION

1 Unit-1: Communication: An Introduction { 01 Class)
¢ Defiration. Nature and Scope of Communication
* Importance and Purpose of Communicatian
= Process of Communication
« Typesof Communication
n Unit-2: Non-Verbal Communication (02 Classes) ~
« Personal Appearance
* Gestures
* Postures
* Facial Expression
* Eye Contacts
* Body Language
* Silence
* Tips for Improving Non-Verpal Communication Skills
Y Unit-3: Effective Communication [01 Class) ¢
«  Essentudls of Effective Communcation
#  Communication Technigues f
Unit-4: Communication Network in an Organization-1{01 Class)
* Personal Communication
» Internal Operational Commaunication
# External Operational Communicition

s
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¢ Unit-5: Communication Network in an Elrganiz:'*fnn-llfﬂl_l‘.llss]

= Horizontal[Lateral) Communication
* VerticallDownward) Communication
* VerticallUpward] Communication

7 -

3 Unit-6: Communication in English(01 Class) o

* Age of Globalization and the Need for Communicating in English

* English as the First or Second linguage
*  Uses of English in academic and non-academic situations m India

COURSE -2 VERBAL COMMUNICATIONS

¥ Unit-7: Listening Skills-1j01 Classg)
* Purpose of Listenng
* Listening to Conversation (Formal and Informal)
* Active Listening- an Effective Listeming Skill
= Benefits of Effective Listening
*  Listening Lo Announicenmernis. {ravilurany basg stations/ airport fsports
announcement/ commentaries ote 1
§  Unit-B: Listening Skills-11 01 Clazz) yt
Jl"’ * Academic Listening IListening 1o Lo lures)
*  Listening to Talks and Presentations
*  Note Taking Tips
Moy Unit-2: Ovral Communication Skills [Fpeahing 5kil'l|i]~ﬁ'ﬂ?..€h!sﬂj
* Importanee of Spoken Enplich
* Status of Spoken English In lneia
* International Phanetic Alphabel(IPA) Symbals
* Spelling and Pronunciation

'5...-!
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a Unit-10: Oral Communication Skills. (Communication in Context-1) [02 Classes)

#

Asking for and giving information

Offering and responding to affers

Requesting and responding Lo requests
Congratulating people on their sucoess
Expressing condolences

Asking questions and responding politely
Apelogizing and forgiving Fl

4™ Unit-11: Oral Communication Skills-ill [Communication in Context-1] (02

Classes)

-

Giving instructions

Seeking and giving permistson

Expressing ogunions{likes and dislikes)
Apgreemg and disagresing

Demanding caplanations

Asking for and giving advice and suggestions
Expresting sympathy

B¢ Unit-12: Reading Skills(01 Class)

L

Purpose, Process, Methoclalopies
Skimmang and Scanning

Levels of Reading

Reading Comprehensicn
Academic Reading Tips



COURSE-3: WRITTEN COMMUNICATION
v Unit-13: Effective Writing Skills-1[01 Class)

» Elements of Effective Writing (Wha is writing?
* The Sentence, Phrases and Clauses
* Types of Sentences

[y” Unit-14; Effective Writing Skills-1{01 Class )

* Main Forms of Written Communication
= Paragraph Wnbing [Linkage and Cohesion)

Letter Werting{formal and imfanmal)
*  Essay weriting
*  Notitos
Ly Unit-15: Effective Wiriting Skills- 101 Class)
*  Summarising
*  Procis Weiting

*  Mole-making
Umit-16: Undarstanding and Applying Vocabulary [01 Class)

Words Often Confused-Pairs of wirds
One Word Substitutes

®  Synomyms and Antonyims

*  Ward Fermation: Prefices, Bases and Suffixes (Dervational & Inflactional)
COURSE-a: COMMUNICATION AS A SKILL FOR CAREER BUILDING

™  Unit-17: Preparing for a Career(01 Class)

o Identifying job openings

L
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* Applying for a job
* Preparing Cover leliers
p N
¢ Frepanng a Cv/Resume and Ellective Profiling
ap Unit-18: Presentation Skills|02 Classes)
* Preparing a PowerPaint Presentation
* Greeting and introducing
* Presenting a Paper
* Group Discussions
* Preparing for and Facing a Job Interview

I": Unit-19: Business Communication (01 Class)

* Preparing Agenda and Minutes for Meetings
*\Writing MNolices and Memos
* Draftng an E-mail, Press Release
* Correspondence with Govl jAuthosities, Office Orders, Enguiries and
Replies)
4 Unit-20: Telephone Skills (01 Clas.j

Basics of Telephone communication

How to hamdie calls- lelephone manners

*  Leaving a mEssape

Greeting and Leave Taking over phone|etigueite)

L

implementation Sirategy:

The Language and Commanscation laboratories established in Gowernment
and Aided Colleges were launched on pilol basis. Teachers in Schools, Colleges
and Unmersities with proficiency in the subject will be engaged in curriculiam
delivery. Extra remuneration @ Rs, 500/ per cliss of one hour duration will be



paid. The In-charge teacher of the Liborstory will act as the Coordinator of the
programme, Part-time Lab Assistant and Attendant will be engaged to assisl the
Coordinator. Principal will select a dedicated teacher as the Co-ordinator,
Selection of Co-Ordinatar must nol be based on seniority, but on efficiency and
commitment. When oulside persons, other than the in-house teachers, are
engaged for the purpose, thewr Curriculum Vitae must be approved by the
Principal, Co-Ordinator of this programme, Academic Bursar/OIC, Academic
Matters and at least ane member of the English Department. A panel of names
must be prepared. In extra-ordinary case, Profossors of eminence can be invited

o lake classes, where no CV is recjusred. The Co-Ordinator s to give a certificate
to that effect.

Duration of the Programme:

Duration of the programme will be thiee months Classes will be conducted
during off hours and on Sundays and haolidays. There will be 25 classes to cover
the course. Each unit will be covered in a class of ane hour duration. There will be
four Luatches in an academic year. The Co-ardinator with the assistance of Lab.
Assnlant and Lab Attendant will 1ake care of language laboratory throughout the

vear. Separale Stock register, AI.I:E'IId-EIME__H_IfﬁIEIEF. Progress Register and Cash

Bookisubsidiary] are to be maintained. Lab Asst will assist the Co-Ordinatar
maintaming all these Registars

-..// Attendance:

T0% attendance will be made mandatory

Certification:

Colleges are authorized 1o ssue a “Certilicate ol Participation” 1o students
enrolied in the Programme on Commaunicalion Skills in Emglish.



1.3.2 Number of value-added courses for imparting transferable and life skills offered during last five years (10)
1.3.3 Average Percentage of students enrolled in the courses under 1.3.2 above (10)

Year -1 (2016-17)

Name of the value , No. of times , Number of Number of Students
added courses (with 30 |Course Code (if Year of ) Duration of )
) offered during students enrolled completing the
or more contact any) offering h course i th i th
hours)offered the same year in the year course in the year

Short Term Course on
Communication SKkills 3 Months Per

13-07-2016 72 72
in English Language 3 Each Batch
for College Students

Year 2 (2017-18)

Name of the value No. of times buration of |NUMber of Number of Students
added courses (with 30 0 /oo Code (if|Year of offerinoffered during uration o students enrolled |completing the
or more contact course . .
hours)offered the same year in the year course in the year
NIL NA NA NA NA NA NA
Year 3 (2018-19)
Name of the value No. of times buration of |NUmber of Number of Students
added courses (with 30 0 /oo Code (if|Year of offerinoffered during uration o students enrolled |completing the
or more contact course . .
hours)offered the same year in the year course in the year
NIL NA NA NA NA NA NA




Year 4 (2019-20)

Name of the value

] No. of times ) Number of Number of Students
added courses (with ) ) . Duration of )
Course Code (if|Year of offerinfoffered during students enrolled |completing the
30 or more contact the same year course in the year course in the year
hours)offered y y ¥
NIL NA NA NA NA NA NA
Year 5 (2020-21)
Name of the value
] No. of times . Number of Number of Students
added courses (with ] ) . Duration of )
Course Code (if|Year of offerinjoffered during students enrolled |completing the
30 or more contact the same year course in the year course in the year
hours)offered 4 4 Y
NIL NA NA NA NA NA NA






