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A Meeting of the Committee consisting by the following
;embars was held on Dt. | 7|2042 At 03.00pm to prepare the syllabus of
dd on courses by En 3\ (sh Department to be started in the College. The

ollowing membars were present in this meeting.

The attached syllabus of 30 hrs add on course on Experties

[raining Course Inf\'l“{r;’“ is approved by this committee after intensive

Jiscussion.
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Department of English
Add-on Course
on

Communication Skills

Unit-1: Communication: An Introduction

* Definition, Nature and Scope of Communication
* Importance and Purpose of Communication

* Process of Communication e Types of Communication
Unit-2: Non-Verbal Communication

* Personal Appearance

T Gestures

J Postures

C Facial Expression

T Eye Contacts

O Body Language(Kinesics)

O Time language

C Silence

C Tips for Improving Non-Verbal Communication
Unit-3: Effective Communication

* Essentials of Effective Communication

¢ Communication Techniques e Barriers to Communication

Unit-4: Communication Network in an Organization-I

* Personal Communication

Operational Communication %D
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¢ External Operational Communication
Unit-5: Communication Network in an Organization-II
« Horizontal(Lateral) Communication
o Vertical(Downward) Communication
o Vertical(Upward) Communication

Unit-6: Communication in English

o Age of Globalization and the Need for Communicating in English

« English as the First or Second language

o Uses of English in academic and non-academic situations in India
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Report of Add on Course

(2022-2023)

Course Name: Communication Skills

Department: English

Communication involves conveying and receiving information through a range of
verbal and non-verbal means. When you deliver a presentation at work, brainstorm with your
co-workers, address a problem with your boss, or confirm details with a client about their
project, you use communication skills. They're an essential part of developing positive
professional relationships. While it might seem like communication is mostly talking and
listening, there’s more to it than that. Everything from your facial expression to your tone of
voice feeds into communication. In this article, we'll go over what communication skills at

work look like and discuss ways you can improve your skills to become a more effective

communicator.
Prof. D.R. Mehta explained definition, nature and scope of communication to the

students. The students were interested in knowing more and more about writing process and
conventions. Dr.Mayur Solanki talked about importance and purpose of communication,
facial expression and time management. Prof. Rahul Patel talked about communication

techniques. Prof. Palak Vyas explained communication network in an organization. On the

)

whole, the course was conducted with Great Spirit and enthusiasm.
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This is to certifv that

has successfully completed the Certificate Course on " Communication Skills"
organized by the Department of English at college campus, Modasa, held from

11-07-2022 to 27-07-2022. We wish her/him all the luck for her/his future.
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Degartment of Erglish Dr. Dipzak H Joshi
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