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Certificate Course : Soft Skills
Course Duration 15 Days (15.02.2021 to 04.03.2022)

Minute of the meeting
All the members of the department of English assembled in the
department on 10.02.2021 and resolve to start a certificate course
titled “Soft Skills” in English. The Duration of the course is fixe as 15
days from 15.02.2021 to 04.03.2021. it is also decided to take
permission to start the course from the Principal.

1. A. Bhaskar Reddy HOD
2. Bheemraj K B Course Coordinator

3. G. Govindappa. Member
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SRI CHITTTEM NARSIREDDY MEMORIAL GOVT.DEGREE COLLEGE
NARAYANPET,NARAYANPET DIST.

DEPARTMENT OF ENGLISH

CIRCULAR
01.02 .2021

All the students are here by informed that the Department of
English is going to commence a certificate course in soft skills on15-02-
2021 in the afternoon session l.e from 4pm to 5pm. Duration of the
course is 15 days only.

For further details contact Sri A.Bhaskar Reddy,Lecturer in English

Head of the Dapgrtment. " @ngL
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SRI CHITTEM NARSIREDDY MEMORIAL GOVT. DEGREE COLLEGE,
NARAYANPET

Dept. Of ENGLISH
SYLLABUS

CERTIFICATE IN SOFT SKILLS

e Motivation and Goal setting

¢ Self confidence

J

o Non- verbal communication
“* Eye contact
% Clothing

» Gesture

» Posture

< Distance

o Word language

 Interpersonal skills
<+ Communication
% Non verbal communication
< Negotiation

% Decision making

¢ Time management




% Set goals
<+ Keep ato do list

** Manage your distraction

< Remember to relax

o Leadership

* Communication
+ Self confidence
< Honesty
% Fairness

¢ Positivity

e Stress management

*

< Exercising |
< Connecting with loud once

% Relaxing

<+ Meditation

< Avoid un healthy habits

|
|
< Find help - ' ‘

« Etiquette and Grooming

< Be punctual

Greet colleagues with a smile

7
0.0

+
o

» Keep your work space neat and tidy

% Don't invade your colleagues office space without permission

+
*




Do not spe
peak loudly or disturb others when answering phone

calls

Be honest and fair when trying to resolve issues.

Listen to other and try to help them with their problems.
Do not try to avoid responsibilities or shirk duties.
Respect other people’s feélings

Do not damage office property.

Pay special attention to personal hygiene and cleanliness.

Dress in clothes that fit you well and reflect your age and
personality. In a workmg environment, you must take care to
dress professionally.

Dress neatly, in clothes that are clean.and ironed.

If you wish to use perform or aftershave, use one sparingly so

that you do not overwhelm those around you.

Try to maintain a good posture by setting straight and walking

confidently.
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SRI CHITTEM NARSIREDDY MEMORjAL GOVT. DEGREE COLEGE,
NARAYANPET, NARAYANPET DIST-5089210

Dept. Of English

Certificate Course in Communication Skills

A Certificate course on the topic “Communication Skills” was
conducted for all the students in order to make them to communicate

in English Language. It was Proposed to conduct for the period of 3

months. Specific syllabus was designed to improve their skills in
communication in Syllabus.

Specific time table was set to students for their convenience in
order to spend their time in class
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