Report on certificate courses in English Communication Skills and Human
Resource Development and Soft Skills

(2020-21)

The English Department of R.S. Mundle Dharampeth Arts and Commerce College, Nagpur
offers two certificate courses to the students of BBA, BCCA and BCOM. The course was
conducted online. Ms. Lavina Keswani, professor in-charge, was responsible for the
completion of course. Nearly 470 students from all the departments participated in the
course. As the course was online, it was conducted on Zoom. Students were shown various
YouTube videos, PPTs, and charts prepared by the professor. For assessing the students,
they were also asked some oral questions also they had to solve quizzes for grammar and
some personality tests which were provided to them.
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CERTIFICATE COURSE IN

HUMAN RESOURCE DEVELOPMENT AND SOFT SKILLS.
2021 - 22

SYLLABUS

This course helps to acquire knowledge and experience in understanding the behavioural pattern in each
and every situation in life. It also helps in learning and understanding managerial skills in the work place.
The following topics will be covered.

1)Human research management definition and function.

2)Brief history of human research management in India and its utility in the modern world.
3)Nature of human research management such as recruitment, selection training and development of
recruits.

4)Scope of human resource management.

5)Understand the value and importance of HR in any organisation.

6)Analysing the ways and means of hiring the candidates.

7)Objectives of HR management department.

8)Selection procedure in big organization.

9)what is the basis of recruitment.

10)Psychological test.

11)Personality test.

12)Manners in talking.

13) Effective Speaking.

14)Dressing styles to be adopted in interview.

15)Behavioural etiquettes in interview room.

16)How to conduct oneself in interview room.

17)Handling different types of interview questions.

18)Job Application.

19)CV. Writing.

20)Norms of E.mail.writing.

21)Do’s and don’ts in written communication.

22)Leadership Qualities.

23)Leadership Motivation.

24) Decorum to be followed in organisations.

25)To maintain the quality of work.

26)Maintaining a harmonious employee/employer relationship.

27)To encourage for betterment of the company.



28)To design systems for maximum impact.
29)Aiming for betterment of the company.
30) Revision
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SYLLABUS
Non verbal

. Non-verbal communication introduction and improvement

. Reading comprehension, letter writing, application writing, headlines

. Note making, drafts, memo writing, report writing.

. Grammar: sentences, parts of sentence, parts of speech, nouns, pronouns

. Adjectives, adverbs, prepositions, conjunctions, interjections

. Essay writing, short story writing, paragraph writing, tiny tales, haikus

. Content writing, digital marketing

. Kinesics, haptics, facial expressions, paralinguists and proxims

. Body language, videos on non-verbal communication, interview

10.Voice change, tenses, direct and indirect

11.Conducting Seminars, difference between seminar, webinar, symposium

12. appearance, artifacts and formal dressing, improvement in body language
13.business correspondents, quotation and purchase order, adjustment and claim letters.
14. English pronunciation and phonemes

15. summaries of both verbal and nonverbal, barriers in effective communication
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Verbal Communication

1. communication, types of communication verbal communication

2. communication via travelling, reservation in hotels, airport, bus and station
communications

3. Introduction, self-introduction, introducing others, grave vine communication, videos and
exercises.

4. Everyday conversation, telephonic conversation, videos regarding everyday activities and
conversations

5. Difference between British and American English, pronunciation difference, vocabulary
difference, culture difference

6. video and teleconferencing, how to use digital platforms like zoom,google meet etc,videos
regarding all these and scheduling meetings.

7. Netiquette, etiquette, hospitable practices including pdfs

8. Public speaking, videos on ted X and toast masters, tips on confidence and how to build it.
9. Reading poetry or prose, videos on them and facing formal

Situations and group discussion

10. ICT, word document, pdfs, preparing presentation, seminar, webinar.



11. Overcoming anxiety during presentation, performance pressure, importance of

meditation.
12. Professional rules, behaviours videos, exercises of how to develop personality and

improve behaviour
13. Ego, Id, superego difference between them how to differentiate between why they are

important how to handle videos.
14. Listen, read, speak, writing four important skills, how to improve them, including all the

best speeches.
15. Importance of reading, important books, genres of writing, newspaper reading, language

and pedagogy
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HRD and Soft skills 2020-21

Assessment

1. Enact a play.

2. Prepare a presentation on a topic of your choice and present it in front of the class.
3. Write any two of the following -

a. Dialogue between a waiter and customer.

b. Dialogue between employee and employer. ( Applying for leave)

c. Dialogue between two friends ( post-examination discussion)

d. Dialogue between two scholars with different point of view.

Assessment

The class is very hands on and students are given not only a platform to speak but also personal
attention is given to each and every student. The assessment is carried out in the basis of their
performance in the class activities and remedial actions to help them are taken then and there.
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