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DATE : -16 AUGUST 2023

3 T°'

SHRI. D.D. KAMDI,

PRINCIPAL
NAVPRATIBHA MAHAVIDHYALAYA,

NAGPUR
Subject:- Permission to start a certificate course in "Communication skill and personality

Development" for our  students.

Dear Sir,
With the reference to the subject mentioned above. I am writing to request you to grant

me permission to start a certificate course in "Communication skills and personality

developmené"‘iof our students from 25 August 2023. | would like to assure you, that all
@) ~ the preparz;t'i;)n regarding the Organization of this course. Such as syllabus, availability of
resource person. Duration evaluations, method etc has already been carefully, planned.
| am Sure this Course will prove to be extremely. Useful to our students. Therefore.
| humbly request you to consider this proposal and permit me to start this course as per the schedule.

| appreciate your time and Consideration and look forward to a positive response from

you soon.

Thanking you in anticipation

Officiating Princlpai
vpraWbha Mahavidyalaya
frchi Bazar, Nagpur-24

e
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YOGITA D. LAVHARE

ASST.PROF. OF ENGLISH

Navpratibha Mahavidyala

Referance: your letter

Subject: Permission to start Certificate course on “Communication Skills And Personality
Development”

DEAR MAM

B.A and B.Com first year students, the department of English has requested permission to start

a Certificate course on the topic of Communication skills and Personality Development. it is
rse with the view that students should be aware of how they can

appropriate to start a such a cou
s and Personality. Certificate Course 2023-24 permission to start in

develop their Communication Skill
this session is being given to the Department of English.

Principal

/

(DR. D.D.KAMDI)
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NAVPRATIBHA MAHAVIDYALAY, NAGPUR
CERTIFICATE COURSE IN COMMUNICATIQN SKILL AND PERSONALITY DEVELOPMENT
DEPARTMENT OF ENGLISH

NOTICE
DATE : 21/08/2023

All the students who have enrolled themselves in the certificate course on Communication Skills and
Personality Development are hereby informed that the inaugural function of the course will take place
on 25 August 2023 at 12:00 p.m. and the regular session will commence from 26 August 2023 as per

the time - table displayed on the notice board

YogitaR, kavhare.

6"——_——__'-"
HOD (English)
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NAVPRATIBHA MAHAVIDHYALAYA , NAGPUR
SESSION : - 2023-2024
CERTIFICATE COURSE FOR B.A AND B.COM STUDENTS
DEPARTMENT OF ENGLISH
CERTIFICATE SYLLABUS ON

“COMMUNICATION SKILLS AND PERSONALITY DEVELOPMENT”
TIME TABLE

TIME
12701

| DAYS

\ Friday , Tuesday , Thursday
l

I

|

Note:- If there will be any changes , students will be inform by department.

~
JEE
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Eligibility
B. A and B.COM first year students
ENROLLMENT

Maximum 80 Students

Duration of Teaching Hours
30 Days, every day 1 hour

Examination

Exam will be taken of 20 marks , there will be two parts of examination oral and written .
distribution will be as below

Sr. | Quality / Aggregrate Category Marks J
no.

1 Outstanding O Grade Above 70 % J\
2 First Class A Grade 60% to 70% J
3 Second Class B Grade 50% to 60 % J
4 Third Class D Grade 40% to 50% J
5 Fail F Grade Below 40 %

g
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NA
VPRATIBHA MAHAVIDHYALY, NAGPUR

Topic: - Communicati
tion Skills and pe ™
' rsonality De Sate
Note : Each question has equal Markz velopment
1. The fo
aul;,\r;w;st scale required for learning a language is
-Writingskill.' b Reading skill  » cont
b .Reading skill c. Speaking skill d. Listening skill
2. Itis a psycho-linguistic guessing game
a .Reading i
b. writing c. learning d. listening
3. The oldest form of communication is
a. Writing b
. Speech c. Reading d. Symbolic

4. The big step forward in communication is

a. Speakin i
p 8 b. Reading d. Nonae of these

c. Writing

Linked people together in an organisation to achieve a common purpose.

S 4
a. Communication b. Common goal c. Objective

d. Purpose

6. Common kinds of narrative skills are__
a. How to do something

c.Bothaandb

b. How something work
d. Arrange the information properly

'You ' is used for addressing and ___.
d. None of these

7. In English the same '
b. Elders , equally c. Elders, Olders

a. Youngers , elders

d__.
c. Information experience

8. We require several skill for acquiring __an
information

a. knowledge , wisdom b. Knowledge,
d. BothAandC

9.The writing style are determined by the __ matter . |
b. Object ¢. Subject d. Feild

a Topic

onsists of )
c. Audio and video

10. Bibliography can € .
a. Books b. Journal and periodicals

d. All of the above

‘4-—-":-.““
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- T PERSUNAL GROOMING

Understanding Personality

Definition and Meaning of Personality

Types of Personality

Components of Personality

Determinants of Personality

/::::Sl:gegtszfnp:;::"a"tv Grooming Self Dress for success

Hair care & styles for formal look

Art of accessorizing

Oral Hygiene

UNIT 1INTERVIEW PREPARATION AND GROUP DISCUSSION
Meaning and Types of Interview | Face to Face, Telephonic, Video]
Interview procedure | Opening, Listening. Closure)

reparation for Interview

Resume Writing

Link India Etiquette

Meaning and methods of Group Discussion Procedure of Group
Discussion

Groups Discussion stimulation

Group discussion communication

Unit 2

BODY LANGUAGE AND BEHAVIOUR

Individual and group behavior

Developing Self-Awareness and body language

- Business Enquete & Body language

Body Language in the Pot Corona Era Virtual Meeting Esiopette

social Media Empatte

UNIT 3
ART OF GOOD COMMUNICATION

Communication Process .
Verbal and Non-verbal communication D7C's of effective communication
Barriers to comutunication
Paralinguistics Peach Tone
Vocabulary
Word stress
UNIT 4
Types of communication
Assertive Aggressive
Passive Aggressive Listening Skills
Questioning Skills Art of Small Talk

08

H =1
TN officiating Pnn‘:‘:\"‘*
,ffiﬁﬁﬁfli“f’:ﬂ/\ Navpradbha Maha\( -.~.
5‘ / "\\"Z{_’ \\ M'H'CN Bazar, Nagpu a
ja f <)
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- Business Enquete & Body language

UNITI

PERSONALITY AND PERSONAL GROOMING

Understanding Personality

Definition and Meaning of Personalit
Types of Personality Y
Components of Personality
Determinants of Personality

Hair care & styles for formal look

Art of accessorizing

Oral Hygiene

UNIT‘ 1 INTERVIEW PREPARATION AND GROUP DISCUSSION
Mean!ng and Types of Interview | Face to Face, Telephonic, Video)
Interview procedure | Opening, Listening. Closure) ’
reparation for Interview

Resume Writing

Link India Etiquette

Meaning and methods of Group Discussion Procedure of Group
Discussion

Groups Discussion stimulation

Group discussion communication

Unit 2

BODY LANGUAGE AND BEHAVIOUR

Individual and group behavior

Developing Self-Awareness and body language

Body Language in the Pot Corona Era Virtual Meeting Esiopette

social Media Empatte

UNIT 3
ART OF GOOD COMMUNICATION

Communication Process .
Verbal and Non-verbal communication D7C's of effective communication

Barriers to comutunication
Paralinguistics Peach Tone
Vocabulary
Word stress

UNIT 4
Types of communication
Assertive Aggressive
Passive Aggressive Listening Skills
Questioning Skills Art of Small Talk

officiating P\‘\nckn‘m |
abha Mahavidh e

Navpra ipeat
Mircht Bazar, Nagpw
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PERSONALITY DEVELOPMENT"
Sponsored by
NAVPRATIBHA MAHAVIDHYALAY, NAGPUR
DEPARTMENT OF ENGLISH
CERTIFICATE
MR.IMjés < 45 ey..JZ.,.--m@- QUOGUL s _
of _ p\mnH.m\nu\k@&\ |||||| has actively participated in the certificate

Course in "Communication Skills and Personality Development” organized by
Department of English for the Academic year |b.0 2%2-24 __. He/she
secured _ u»mnnl grade.

(e . _

Prof. Yogita Lavhare DR. D.D.Kamdi L :
HoD, EN . Principai
NGLISH PRINCIPAL Navprawpha n%mu R

o Mirch Bazpr, Nagp
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