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Certificate Course in Effective Communication in 
English  

 
� Course Objectives: 
1. To make learners familiar with the sub-skills of writing 
2. To enhance learners writing skills 
3. To train learners in the use of specific formats of the written discourse 
4. To enable the students to develop oral and spoken skills in English 
5. To help the students to enter the job market with confidence and the ability 

to work effectively. 
6. To encourage the active involvement of the students in oral communication 

process. 
 
� Course Outcomes: 

  After successful completion of this course, the students will be able to:  
1) Get acquainted with the basic concepts of reading, writing, speaking and 

listening 
2) Improve the skills of reading, writing, speaking and listening. 
3) Gain awareness of certain grammatical structures. 
4) Manage daily interactions such as greetings, introductions, shopping and 

traveling and so on. 
5) Apply to universities and communicate on campus and in their student life. 
6) Communicate effectively at the College Campus and Job work place 

 
� Course Evaluation Pattern: 

All students’ performance will be evaluated through  
 
1) Attendance    : 10 Marks 
2) Assignments    : 10 Marks 
3) Unit Test     : 10 Marks 
4) Oral Communication Skill Test : 20 Marks 
5) Written Test    : 50 Marks  
                                                 ------------------------ 
                                                         100 Marks 
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Detailed Syllabus   
 
Units Prescribed: 

 
Sr. No Unit No Title of the Topic 

1 Unit-1 Important Aspects of Effective Communication in 
English 

2 Unit-2 English for Written Communication 

3 Unit-3 English for Oral Communication 

4 Unit-4 Personality Development 

5 Unit-5 Techniques of Body Language 

6 Unit-6 Effective Body Language 

7 Unit-7 Major Linguistic Concepts 

8 Unit-8 Major Grammatical Concepts 

9 Unit-9 Soft Skills for Effective Communication 

10 Unit-10 Global Role of English Language 

 
 
 
 

Course Proposed for  : UG students 

Course Duration   : Two Month  

Division of teaching hours : (Total 30 Periods) 

             Per Unit-03 Periods (10 x 03 = 30 periods) 
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Reference Books for further study  
 

1. Crystal, David. English as a Global Language: Cambridge University  
    Press.1997. 
 
2. Deal, Amanda & Melissa Rareshide. Written Communication Manual:  
    Winston – Salem State University. 2013. 
 
3. Hiremath, Saroj. Life Skills and Personality Development: Success  
    Publications. 2016. 
 
4. Pease, Allan & Barbara. The Definite Book of Body Language: Pease  
    International.2004. 
 
5. Oxford Guide to English Grammar: Oxford University Press.2002. 
 
6. Santhi, Jeya. Advanced Skills for Communication in English: Book I: New  
    Century Book House.2015. 
 

 
 

� Board of the studies in English   
 
1. Asst. Prof. R. S. Banasode (Chairman) 

Raje Ramrao Mahavidyalaya, Jath,  

2.  Asst. Prof. T. U. Sannake (Member & Course Coordinator) 

Raje Ramrao Mahavidyalaya, Jath,  

3. Asst. Prof. (Dr.)  S. M. Joshi (Member) 

Vivekanand College (Autonomous), Kolhapur,  

4. Asst. Prof. R. B. Koli (Member) 

Shikshanmaharshi Dr. Bapuji Salunkhe College, Karad. 
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Schedule of Lectures  
 
 

Certificate Course in 
“Effective Communication in English” 

 
Schedule of Lectures 

Dear Students, 

 The schedule of lectures of Certificate Course in “Effective Communication in English” 
is in the following: 

Total Hours of Lectures: 30 hours 

Time Table 

Date Time/Hours Name of the Teacher Title of the Topics 

1,&2  
September 
2022 

11.00am to 12.00pm Asst Prof R S Banasode Important Aspects of 
Effective Communication 
in English 

5& 6 
September 
2022 

11.00am to 12.00pm Asst Prof T U Sannake English for Written 
Communication 

7 & 9 
September 
2022 

11.00am to 12.00pm Asst Prof V N Yamgar English for Oral 
Communication 

12& 13 
September 
2022 

11.00am to 12.00pm Asst Prof O D Kudalkar Personality Development 

15&16 
September 
2022 

11.00am to 12.00pm Asst Prof P B Thorbole Techniques of Body 
Language 

19&20 
September 
2022 

11.00am to 12.00pm Asst Prof R S Banasode Effective Body Language 

22&23 
September 
2022 

11.00am to 12.00pm Asst Prof T U Sannake English for Written 
Communication 
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27&29 
September 
2022 

11.00am to 12.00pm Asst Prof V N Yamgar Major Linguistic 
Concepts 

30 September 
&3October 
2022 

11.00am to 12.00pm Asst Prof O D Kudalkar Major Grammatical 
Concepts 

4 &6 October 
2022 

11.00am to 12.00pm Asst Prof P B Thorbole Soft Skills for Effective 
Communication 

7 &10 October 
2022 

11.00am to 12.00pm Asst Prof R S Banasode Soft Skills for Effective 
Communication 

11 &13 
October 2022 

11.00am to 12.00pm Asst Prof T U Sannake Global Role of English 
Language 

14 &17 
October 2022 

11.00am to 12.00pm Asst Prof V N Yamgar Major Linguistic 
Concepts 

18 & 20 
October 2022 

11.00am to 12.00pm Asst Prof O D Kudalkar Major Grammatical 
Concepts 

21 & 28 
October 2022 

11.00am to 12.00pm Asst Prof P B Thorbole Soft Skills for Effective 
Communication 
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Course Registration & Enrolment Record  
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Record of Lectures Conducted by Teachers 
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Lecture Attendance Record 
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Certificate Course All Exam Notice  
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Home Assignment Question Paper 
 

 
“Dissemination of Education for Knowledge, Science and Culture” 

                                                                - Shikshanmaharshi Dr. Bapuji Salunkhe 
Shri Swami Vivekananda Shikshan Sanstha’s, 

   RAJE RAMRAO MAHAVIDYALAYA, JATH 
              

DEPARTMENT OF ENGLISH  
Certificate Course in “Effective Communication in English” 

Academic Year- 2022-23 
Day: Thursday              Date: 06/10/2022               Time: 11.00am to 12.00pm                Marks: 10                                             

 
Home Assignment of Certificate Course in “Effective Communication in English” 

Q.1. Body Language refers to _____ 
a) Verbal signals that we use to communicate. 
b) Verbal and nonverbal signals that we use to communicate. 
c) Verbal and semiotic signals that we use to communicate 
d) Nonverbal signals that we use to communicate. 

2. In body language, we use ______ 
a) Facial expressions b) facial makeup. 
c) Facial kit   d) facial steps 

3. Use of physical behaviour, mannerism, and expressions means _____ 
a) Message   b) verbal communication 
c) Body language  d) body building 

4. ______ percent of all communication is body language. 
a) 50   b) 51 
c) 53   d) 55 

5. ______ percent of communication is in the use of words. 
a) 5   b) 6 
c) 7   d) 8 

6. Face is the index of ______ 
a) Life  b) mind 
c) Body  d) beauty 

7. In communication, congested space makes any ______ 
a) Happy  b) joyous 
c) Comfortable d) uncomfortable 

8. ______ is an especially important type of body language. 
a) Eye coloring b) Eye works 
c) Eye layouts d) Eye contact 

9.______ helps to improve body language. 
a) Writing  b) Smile 
c) Anger  d) Affection 

10. For effective body language, one must avoid _____ 
a) Fidget  b) Cooperation 
c) Soft skills  d) hard skills 

 
************ 
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Home Assignment Attendance Record 
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Home Assignment Answer Sheet Model 
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Unit Test Question Paper  
 

 
“Dissemination of Education for Knowledge, Science and Culture” 

                                                                - Shikshanmaharshi Dr. Bapuji Salunkhe 

Shri Swami Vivekananda Shikshan Sanstha’s, 

   RAJE RAMRAO MAHAVIDYALAYA, JATH  

              
DEPARTMENT OF ENGLISH  

Certificate Course in “Effective Communication in English” 
Academic Year- 2022-23 

Day: Monday              Date: 17/10/2022               Time: 11.00am to 12.00pm                 Marks: 10                                                  

 
Unit Test of Certificate Course in “Effective Communication in English” 

Unit 1: Important Aspects of Effective Communication Skills 
1. Communication means _____ 
a) Process of transferring irrelevant ideas, knowledge from one person to another person 
b) Process of cashless transfer to our own bank account 
c) Process of transferring ideas, knowledge from one person to another person 
d) Process of transferring unnecessary ideas, knowledge from one person to another person 
2. Effective communication skill is a part of _____ 
a) Practice skills. 
b) Life skills. 
c) Exercise skills. 
d) Scientific skills. 
3. The communication cycle ends with _____ 
a) Message 
b) Encoding 
c) Decoding 
d) Feedback 
4. LSRW means _____ 
a) Laughing, Swimming, Running, Walking 
b) Listening, Speaking, Reading, Walking 
c) Listening, Speaking, Running, Writing 
d) Listening, Speaking, Reading, Writing 
5. Conciseness in Communication means _____ 
a) Communicating complete information in a bulky way 
b) Communicating complete information in a few way 
c) Communicating complete information in a fast way 
d) Communicating complete information in a smart way 
 
6. Posture is an important part of _____ 
a) Body action 
b) Body language 
c) Body building 
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d) None of the above 
7. ______ is one of the keys of effective communication. 
a) Digression 
b) Everything of something 
c) Brooding 
d) Confidence 
8. In effective communication, open-mindedness means _____ 
a) Readiness to disagree with the views of other speaker 
b) Readiness to hate the views of other speaker 
c) Readiness to ignore the views of other speaker 
d) Readiness to agree with the views of other speaker 
9. Time Management is a _______ 
a) Life skill 
b) Soft skill 
c) People skill 
d) Hard skill 
10. Creative thinking is a ______ 
a) Life skill 
b) Soft skill 
c) People skill 
d) Hard skill 
 
 

************ 
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Unit Test Attendance Record   
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Unit Test Answer Sheet Model 
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Main Exam Question Paper 
 

 
 

“Dissemination of Education for Knowledge, Science and Culture” 
                                                                - Shikshanmaharshi Dr. Bapuji Salunkhe 

Shri Swami Vivekananda Shikshan Sanstha’s, 

   RAJE RAMRAO MAHAVIDYALAYA, JATH  

              
DEPARTMENT OF ENGLISH  

Certificate Course in “Effective Communication in English” 
Academic Year- 2022-23 

Day: Tuesday              Date: 01/11/2022               Time: 11.00am to 1.00pm                 Marks: 50                                                  

 
 

Main (Final) Exam of Certificate Course in “Effective Communication in 
English” 

 
1. What are the important aspects of effective communication? 

2. Write a short note on 'English for Written Communication'. 

3. Elucidate the term "Personality Development". 

4. What are the main techniques of 'Body Language'? 

5. Write a short note on 'Importance of Effective Communication'. 

 

 

 
************ 
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Main Exam Attendance Record 
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Main Exam Answer Sheet Model  
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Student Oral Presentation Test Snapshots 
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Final Result Sheet of Certificate Course 
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Outcomes of the Certificate Course 

 




























































