DEPARTMENT OF COMMERCE (SELF FINANCING)

HENRY BAKER COLLEGE, MELUKAVU

CERTIFICATE PROGRAMME 2023- 24

Programme Code: HBC/COM- SF/CP02/2023-24
Title of the Programme: Professional English Communication
Name of the Faculty in Charge: Ms. Agnes Maria Yesudas

Instructional Hours: 30 Hrs

SYLLABUS
Objective

» To make the learner acquire knowledge of basic structures of English and basic vocabulary.

» To learn about body language and communicative adjustment in the workplace while dealing
with difficult people and situations.

» To develop professional writing skills.

» To focus on corporate communication skills, public speaking and presentation skills.

Outcome

» The fear of students about spoken English will be reduced through “learning by doing

technique.”

» The students will be able to meet the requirements of jobs and careers in International market.

A\

Students shall be able to employ active listening and responding skills.

» Students will be able to master professional writing and presentation skills.



Module 1

Basics of Communication- communication-an overview- barriers and gateways to
communication-essentials of non-verbal communication- Essentials of Grammar and

Vocabulary- parts of speech- using tenses- buildingadvanced vocabulary(6 Hrs)
Module 2

Professional Reading and Writing- Reading Skills- understanding short real world notices,
messages, and paragraphs- Listening- Understanding short conversations-Understanding
instructions- Understanding Indian and foreign news broadcasts-Essential Writing Skills-
essay writing- e-mail writing- letter- resume- cover letter- report- notice- brochure- paragraph

(9 Hrs)
Module 3

Public Speaking and Group Discussion Skills- dynamics of group discussion — intervention,
summarizing, voice modulation, body language, relevance, fluency and coherence- practice —
discussing general topics- general interaction and social language-sharing ideas and
perspectives-giving information and expressing opinions- sharing personal experiences-
agreeing and disagreeing- Presentation and Meeting Skills- features of effective presentations
and meetings- aids of presentations- tips for effective presentations and meetings- practice
sessions Interview Skills-concept and process,- pre-interview planning- opening strategies-
answering strategies- interview through tele and video-conferencing- practice sessions.(15

Hrs)

Suggested Readings:

1. English for Careers. Edited by Yanaseni Das and RomilaSaha, 1st ed., Chennai, India
Binding House, 2012.

2. Communication Skills in English|. Edited by Sasikumar V et al., Foundation Books.
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DEPARTMENT OF COMMERCE (SELF FINANCING)
HENRY BAKER COLLEGE, MELUKAVU

Certificate Programme 2023- 24

PROFESSIONAL ENGLISH COMMUNICATION

(HBC/COM- SF/CP02/2023-24)
Assessment Procedures:

To deliver the curriculum content, both theoretical concepts and practical sessions were

conducted.
For assessment, an online exam was conducted using Google Forms
Summary Report of the Programme:

The certificate programme ‘Professional English Communication,” offered by the Commerce
(Self-financing) department of Henry Baker College, Melukavu, is designed to enhance
students' proficiency in the English language, considering the future opportunities in the
professional world. The primary aim of this course is to reduce students' fear of using the
English language and to help them learn its basic rules. The curriculum spans 30 hours and is
carefully designed to cover grammatical rules, professional writing, and speaking skills.
Twenty-three students participated in this programme, which included both theoretical and
practical sessions crucial for future job opportunities. After completing the course content, an
online exam using Google Forms was conducted for evaluation purposes. The assessment
included two types of questions: one to check language proficiency and the other to assess

individual responses in an interview. Certificates are issued upon completion of the course.
Outcome:

On completion of the course, students gained a good vocabulary and grammatical skills,
which helped them to reduce their fear of using the English language. By training them in
writing and speaking skills for a professional and competitive world, they gained the

confidence to seize future job opportunities more effectively
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