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Nameofthe
Faculty
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No.ofhours 30hours

CourseObjectives
 Tomakethelearnersawareaboutthequalities

necessaryattheworkplace.

 Tofamiliarizethestudentswiththevocabulary

relatedtopersonal/social/professionalqualities.

 Tolearnandpracticestructuresaroundadvertising

andrespondingtoadvertisements.

 Tofamiliarizethestudentswiththenewinterview

formatslikethetelephoneinterviewand

videoconferencing

 Tomakethelearnersabletoexpressthemselvesin

Englishwithgreaterfluency,accuracyand

confidence.

CourseDescription
This course entitled Professional English has been

designedforstudentstodeveloptheirEnglishlanguage

skillsrequiredattheworkplace.Thecourseisprimarily

concernedwiththefirst-timejobseekers.Theskillsthat

thefirst-timejobseekerwouldrequirehavebeenclearly

speltouthere.Through structured learning activities

studentswillgainskillstoachievetheirdream career.The

practicalsessions included in the syllabus would also

equipthelearnerswithnecessaryverbalandnon-verbal

communicationskills.



ExpectedOutcome
 Exploringthejobmarket:Thiscertificatecoursewill

equipthestudentswithbasicskillsrequiredto

explorethejobmarketsuchasprofilingoneselffor

thejob,respondingtodifferentkindsofjob

advertisementsandpreparingforthejob.

 Preparingforjobinterviews:Bylearningthiscourse

thelearnerswillgetproficientinusingnon-verbal

communication(bodylanguage),portfoliomaking,

writinganimpressiveCVandfacinginterviews

confidently.

 Skillsfortheworkplace:Attheendofthecourse,

thelearnerswillgetconfidentenoughtoparticipate

indiscussions,makingpresentations,writing

businesslettersandemails.

Syllabus
Module1(5hours)

 Profilingoneselfforthejob

 Vocabulary- personal, social, and professional

qualities

 Readingcomprehension-creativejobhunting

Module2(5hours)

 Howtowriteletterstofindoutaboutthejobmarket.

 Grammar-Non-finites(namesofskills,intentions,

kindofjob)

 Writing-respondingtoanadvertisement

Module3(5hours)

 Bodylanguage and the ArtofListening through

one’seyes



ClassDetails

 Portfoliomaking-differencebetweenaportfolioand

aresume

 Importanceofhavingaportfolio

 Stepsofpreparingaportfolio

Module4(5hours)

 WritingCurriculum Vitae(CV)-whatisaCV

 StepsofpreparingCV

 WritingyourownCV

Module5(10hours)

 Practical-listening,speaking,reading & writing

sessions

 Groupdiscussion

 Interviewtraining

 TotalNo.ofClasshours:30

 No.ofContacthours:20

 No.ofPracticalhours:10

 Mode:offline

Assessment
Details

 Testpapers-2(10+10=20Marks)

 Assignments-2(5+5=10Marks)

 FinalTest-1(50Marks)

 Viva-1(20Marks)

 Total=100Marks

 Requiredattendance:Minimum 60%

 RequiredGPAforCertificatecoursecompletion:60

%Marks


