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COURSE  OBJECTIVES

 To  inculcate  effective  communica t ion  skills  with  appropria t e  body  
languag e .  

 To  produce  potent  leaders ,  produc tive  team  players  and  effective  
individuals  with  proper  professional  ethics.  

 To  enable  studen t s  to  make  successful  oral  presen t a t ions  using  relevant  
conten t .  

 To  train  studen t s  for  Group  discussions  and  job  Interviews  which  
improves  their  employability  skills.  

 To  make  the  studen t s  unders t a n d  the  importanc e  of  set ting  realistic  
goals  and  achieving  them  using  time  manage m e n t  techniques .

COURSE  OUTCOMES

At the  end  of  the  course ,  studen t s  will  be  able  to:
1 Compre he n d  the  core  enginee r ing  subject s  using  effective  verbal  and  

nonverbal  communica t ion  skills  and  presen t  spontaneously  on  the  
subjects .

2 Presen t  accura t e  and  relevant  informa tion  efficiently  on  the  given  topics,  
using  suitable  mate r ial  aids.

3 Participa te  in  group  discussions ,  presen t  analytical  percep t ion  on  various  
issues  with  confidence .

4 Unders t a n d  the  differen t  types  of  professional  interviews  and  presen t  
with  confidence  the  professional  interviews.

5 Work  effectively  in  teams,  emerge  as  responsible  leaders  and  able  to  set  
time  bound  goals.  

SYLLABUS

UNIT- I: Effec t ive  Com m u n i c a t i o n  Skill s    
9  Period s  CO1
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Theory-  Formal  and  inform al  expre s s i o n s  in  busin e s s  com m u n i c a t i o n ,  
Telep h o n e  etiqu e t t e ,  Just  a  minut e (JAM)  proce d u r e ,  Exte m p or e  – Tips
LAB:

1. Definition  of  Communica t ion,  Effective  Communica t ion  
2. Types  of  Communica t ion
3. Barrier s  To  Communica t ion
4. Non- verbal  Communica t ion- Posture s  and  gestu r e s
5. Listening  skills-  types,  analyzing  videos  and  news.
6. Feedback  Etiquet te
7. Role  Plays

Activit ie s -  Just  a  Minut e  (JAM)  pract ic e  of  differe n t  postur e s  and  
ges t ur e s  and  activity  on  givin g  feedb a c k  and  role  plays  liste n i n g  news  
and  readin g  News p a p e r s .

UNIT-  II:  Pres e n t a t i o n  Skil ls              9  
Period s  CO2

Theory:  Elocution,  analogies,  YES-NO  statem e n t s  (sticking  to  a  par ticula r  line
of  reasoning  (sticking  to  a  par ticula r  line  of  reasoning).  Parag ra p h  writing,   
supplying  a  suitable  beginning/ending/middle  sentenc e  to  make  the  
parag ra p h s .
LAB:

1. Conten t ,  outline  Structu r e  and   Packaging
2. Effective  presen ta t ion  stra tegies
3. Analysis  of  audience
4. Using  audio  –visual  aids
5. Presen t ing  with  confidence
6. Professional  grooming  and  Body  language .

Activit ie s .  -1.Grou p  pres e n t a t i o n  by  each  tea m-  Individ ua l  evalu at i o n ,
                    2.  Paragrap h  writin g  tasks .                                                         

UNIT-  III:  Group  Disc u s s i o n s                          9  
Period s  CO3

Theory:  Fact-  inference- judgmen t  (to  identify  statem e n t s  as  FIJ),  General  
essay  writing,  writing  issues  and  argum e n t s ,  story  writing.
LAB:

1. Introduc tion-  as  a  par t  of  selection  process- guidelines  for  GD
2. Types  of  GD
3. Nature  of  topics  of  G.D
4. Roles  to  be  played  by  participan t s   in  a  GD
5. Evaluat ion  process

Activit ie s–1 .Gro u p  disc u s s i o n s  and  Individu al  evalua t i o n
                 2.  Essay  writin g  ass ig n m e n t s .
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UNIT-  IV: Job-  Interview s  Skill s                                   9  
Period s  CO4

Theory:  Resu m e  writin g- types ,  stat e m e n t  of  purpos e’ ,  ‘letter s  of  
reco m m e n d a t i o n
LAB:

1. Differen t  types  of  interviews  (with  emphasis  on  personal  interview),  
Stress  manage m e n t

2. Self  Esteem
3. Goal- Setting-  set ting-  SMART  goals
4. Decision  making  for  a  given  situation
5. Freque n t ly  asked  ques tions  FAQ’s  – ( prepa ra t ion  for  an  interview)
6. E mail  etiquet t e- Email  format- dos  and  don’ts.

Activit ie s–1 .M o c k  interview s  evalu at i o n ,  
                  2.  Writin g  Resu m e ,  lett er s  ass i g n m e n t s .

UNIT  – V:  Team  Buildin g ,  Lead ers h i p  Skill s  and  Attitud e                     
9  Period s  CO5

Theory:  Informa t i o n  Transf er- (IELTS)  table s ,  bar  diagra m s ,  and  pie  
chart s )  Book  Review  Assig n m e n t s /C o n t e s t s

LAB:
1. Import anc e  of  team  work
2. Differen t  stages  of  team  formation
3. Good  team  vs.  effective  team,  Team  player  and  Team  leader
4. Decision  making  and  negotia t ing  skills  
5. Types  of  leaders hip
6. Import anc e  of  time- manage m e n t-  Prioritiza tion,  The  art  of  saying  ‘No’,
7. Identifying  Time  Waster s

Activit ie s  – 1.Grap h s  Interpre t a t i o n  evalua t i o n ,  Time-  Bou n d  and  tea m  
activit i e s  
                   2.  Debat e s  –Team s  partic ip a t i o n .
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