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Course Overview: 
 

 

Course Type  Certificate Course 

 

Duration of the Course 

 

 4 Weeks 

Course Sponsorship  Self-financed 

Eligibility  Pass marks in Higher Secondary or equivalent 
examination. 

 
 Students passing out of vocational stream are also 

eligible for admission 

Admission Procedure  Based on merit followed by personal interview 

Training Curriculum  Listening Skills 

 Speaking Skills 

 Reading Skills 

 Writing Skills 

 Soft Skills 

Course Outcome  Develop communicative competency in English 

 Demonstrate conceptual understanding of English 

language structures through application in reading, 

writing, speaking and listening activities. 

 Train and prepare for employment 
in corporate, media, English language teaching and 

content writing sectors 

 

 Exposure to opportunities , challenges and roles in 
job market 



P a g e | 2 
 

 
 
 

 

SYLLABUS 
 

OVERALL COURSE STRUCTURE: 
 
 

Module Component Weightage Classes Required 
(1 Class= 1 Hour) 

I Basic English Grammar 10 5 Hours 

II Vocabulary 10 5 Hours 

III Communicative English 
(conversation/ speaking skills) 

30 10 Hours 

IV Applied English 20 05Hours 

V Personality Development (Soft Skills) 30 05 Hours 

 

DETAILED COURSE CONTENT: 

 
Module I: Basic English Grammar 

Objectives: 

 
a. To acquaint learner with the basic concepts of English Grammar 

b. To take remedial steps to correct the errors that enter the Learner’s Language system while 

learning English as a foreign language. 

c. To make aware of the peculiarities of English language 
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Topics:  
a) Parts of speech 

b) Articles 

c) Subject-Verb Agreement 

d) Types of sentences 

e) Tense 

f) Voice change 

g) Direct and Indirect Speech 
 

 

 

 

Module II: Vocabulary 

Objectives: 

 
a. To acquaint learners with the modern English Usage of words 

b. To enrich one’s stock of words and phrases 

 

 

Topics: 

 
a) Synonyms and antonyms 

b) Phrasal verbs 

c) One word Substitution 

d) Idioms and proverbs 
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Module III: Communicative English (conversation/ speaking skills) 

 

 
Objectives: 

a. To improve communicative competence of the students 

b. To enable the students to converse in their life situations 

c. To train the students to use English for the practical purposes 

 

 
Topics: 

A. Patterns 

 

 
1. Greetings 

2. Introducing 

3. Invitation 

4. Making request 

5. Expressing Gratitude 

6. Complimenting and Congratulating 

7. Expressing Sympathy 

8. Apologizing 

9. Asking for Information 

10. Seeking Permission 

11. Complaining and Expressing Regret 

 
B. Using English in Real Life Situation 

 
1. At the bank/Post Office/College 

2. At the Green Grocer 

3. At the temple 

4. At the college Canteen or Restaurant 
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5. At the Police Station 

6. At the Railway Station/Bus Station 

7. At the Medical shop 

8. At the library 

9. Booking a room in a hotel 

10. At the travel Agency 

11. Interviews 

12. Debates 

13. Group Discussions 

14. Presentations 

15. Drills and Role playing 

 

 
Module IV: Applied English 

Objectives: 

a. To enable the students to write English in a clear and concise manner 

b. To acquaint the students with various writing styles 

c. To train the students to use english for the practical purposes 

Topics: 

 
a) Letters and Applications 

b) CV 

c) Making notes 

d) Report writing/ Documenting 

e) Creative writing 

f) Book/ Film reviews 
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Module V: Personality Development (Soft Skills) 

 
 

Objectives: 

a. To enable the students to develop leadership and management skills 

b. To equip the students with requisite soft skills for corporate offices 

c. To train the students to adapt to  practical working conditions in offices and job markets. 

Topics: 

a) Leadership and team work management 

b) Adaptability 

c) Emotional Intelligence 

d) Problem Solving skills 

e) Time management and stress management 

 

 
 

Suggested Reading: 

a. English and Soft Skills-S.P Dhanavel, Orient Blackswan 

b. Soft Skills: Personality Development for Life Success-Prashant Sharma 

c. Personality Development and Soft Skills- Barun K. Mitra 
 

 

 

PARTICIPATED STUDENTS: 
 

S..NO NAME OF THE 
STUDENTS 

GROUP 

01 G.Naga sree B.COM-G 

2 T.Sandhya rani B.COM-G 

3 V.Veena kumari B.COM-CA 

4 M.Bala Kumari B.COM-CA 

5 H.Gowthami B.A.HEP 

6 H.Vijeta B.A.HEP 

7 B.Mounika B.A.HEP 

8 P.Sravani B.A.HEP 

9 S.Swathi B.A.HEP 

10 K. Rajeshwari BAHEP 

11 B.Samatha MZC 

12 G.Padma MZC 

13 K.Ramana MZC 

14 Y.Shivaani MZC 

15 B.Roja BZC 

16 M.Divya Sree BZC 

17    B.Navya MPCS 

18    V.Chiruna MPCS 

19 E.Bindu MPC 

20 S.Prameela MPC 
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    Organisers: 
     B.Shanthi 

     G.Sabhitha. 

 

S..no NAME OF THE 
STUDENTS 

GROUP GRADE 

01 G.Naga sree B.COM-G A 

2 T.Sandhya rani B.COM-G A 

3 V.Veena kumari B.COM-CA B 

4 M.Bala Kumari B.COM-CA A 

5 H.Gowthami B.A.HEP B 

6 H.Vijeta B.A.HEP A 

7 B.Mounika B.A.HEP B 

8 P.Sravani B.A.HEP A 

9 S.Swathi B.A.HEP B 

10 K. Rajeshwari B.AHEP A 

11 B.Samatha MZC A 

12 G.Padma MZC A 

13 K.Ramana MZC A 

14 Y.Shivaani MZC B 

15 B.Roja BZC A 

16 M.Divya Sree BZC A 

17    B.Navya MPCS B 

18    V.Chiruna MPCS A 

19 E.Bindu MPC A 

20 S.Prameela MPC A 
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DEPARTMENT OF ENGLISH 
 

 

Course Objectives: 

Certificate Course in Spoken English Proficiency 

1. To improve the speaking ability of the students. 
2. To enable the students to make use of Basic English sentence patterns and improve their 
understanding of the parts of speech. 
3. To improve the student’s clarity of pronunciation. 
4. To enhance the conversational skills of the students. 
5. To enhance the proficiency of students in spoken English so that they can bravely face the challenges 
of the highly competitive globalized world. 
6. To enable the students to meet the requirements of jobs and careers in international market. 
Syllabus 

 

 

Module Component Weightage Classes 

Required 

I Basic English Grammar 40 5 Hours 

II Conversation 30 10 Hours 

III Communicative English 

(conversation/ speaking 
skills) 

30 15 Hours 

 
 
 
 

 
Course Content: 
Module 1 Basic English grammar 
1. Basic Sentence Patterns 
2. Usage and Practice of Parts of Speech: Noun, Verb, Adjective and Adverb 
3. Usage and Practice of Grammar: Tenses, Modals, Voice and Narration 
4. Subject –Verb Agreement 
5. Picture Composition 
Module 2 

 

1. Basics of Conversation (self introduction, seeking the introduction of others, greetings, expressing 
likes and dislikes, etc). 
2. Situational Conversation (At a shopping mall, Hospital, Bank, Railway station, etc) 
3. Role plays (enactment of characters from any story, drama, etc) 

 
 

Module 3 



 

1. Basics of Correct Pronunciation 
2. Group Discussion 
3. Extempore Speech on a given topic. 

 
Course Outcomes: 
1. The fear of students about spoken English will be reduced through “learning by doing” technique. 
2. The students will be able to make use of English sentence patterns and their understanding of the 
parts of speech will be enhanced. 
3. The students will be able to speak correct and fluent English 
4. The students will be able to meet the requirements of jobs and careers in international market. 

 

Enrolled students: 
 

 
S.N0 NAME OF THE STUDENT GROUP 

01 A. SNEHA B COM [ G ] 

02 B. DEEPIKA B COM [ CA ] 

03 B. NAVYA BA [ HEP ] 

04 B. MAMATHA BA [ JEP ] 

05 B.GANGOTHRI BZC 

06 B.SANGEETHA MZC 

07 D.MOUNIKA B COM [ G ] 

08 E.SAMEELA MPCS 

09 E.MADHURI B COM [ CA ] 

10 G.SANGEETHA MZC 

11 J.VIJAYA MBZC 

12 K.PAVANI BA [ HEP ] 

13 K SOWMYA MPCS 

14 K KOWSAILYA BA [ JEP ] 

15 K KAVYA MPCS 

16 K SWATHI B COM [G ] 

17 M POOJITHA B COM [ CA ] 

18 M SRAVANI BA [ HEP ] 

19 P KAMALA BA [ JEP] 

20 P RANUSHA B COM [ G ] 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 



S/NO NAME OF THE 
STUDENT 

GROUP GRADE 

1 P THRIVENI BA [ HEP ] A 

2 P MANJU BA [ JEP ] B 

3 P KAVITHA MPCS A 

4 P SUSHMA MZC A 

5 S.PRAMEELA MBZC B 

6 S.SARASWATHI B COM [ G ] A 

7 S.SIRI MPCS A 

8 U.RADHIKA B COM [ CA ] A 

9 V.ASWINI BA [ HEP ] B 

10 Y.BHAVANI BA [ JEP ] B 
11 Y.SNEHA B COM [ CA ] A 

12 N.SWOJANYA B COM [ G ] A 

13 V.BHARGAVI BA [ HEP ] A 

14 N.ANITHA BA [ JEP ] A 

15 S.SINDHU MPCS A 

16 U.DIVYA B COM [ G ] A 

17 B.PUSHUPA B COM[ CA ] A 

18 M.SOWJANYA MZC A 

19 S.NADHINI MBZC B 

20 N.BHARGAVI MPCS A 
 
 
 
 

 

Department of English: 

R.Sangeeta 
B.Shanthi 
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COURSE OBJECTIVES  

A Resume objective is an eye -`catching statement of your career intent 

that’s placed on top of your Resume . 

The resume objective provides 2-3 sentences snapshot of your 

professional experience, skills, and achievements, and explains why they 

make you the right candidate for the job. 

A Resume Writing is helps the reader understand how your skill 

set from a previous field helps translate into the job you’re a applying 

for . 

 To seeking a position in life to utilize my skills and abilities and 

achieve professional growth while being resourceful, innovative 

and flexible . 

 

 

 

 

 

 

 

 

 

 



 

Course  Module : 

 

 

  

 

 

 

 

 

 

 

  

 

 

 

 

 

Module Component Weight age 

Classes 

Required 

 

I  Introduction to Resume 

Writing  

10 06 Hours  

II  What is the difference between 

CV and RESUME  

30  06 Hours  

III  Types of CV’S 20 06 Hours  

IV   How to create a 

RESUME   

20 06  Hours  

V Sample CV / RESUME  20 06 Hours  



 

 



 

 

 

 

 

 



List of Enrolled Students: 

S.no Name of the Student  Group 
01 A.Gowthami III B.COM G 

02 M.Geetha III B.COM G 
03 K.Kalyani III B.COM G 

04 P.Krishna priya III B.COM CA 

05 B.Akhila III B.COM CA 
06 L.Anjali III B.COM CA 

07 R.Chandrakala III MPCS 

08 k.sindhu III MPCS 
09 
 

k.Nagasri III BZC 

10 N.Nandini III BZC 
11 P.Nagalaxmi III MZC 

12 A.Durga Bhavani  III MZC 
13 L.Kavya IIIBA HEP 

14 M.Navya III BA JEP  

15 T.Sailaja III BA JEP 
16 V.Sirisha III BA HEP 

17 Y.Sailaja III BA HEP 

18 B.Srija III BA HEP 
19 E.Vennela III BA HEP 

20 M.Sruthi III BA HEP 
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Certificate course of English on Phonetic Transcription  

Program Overview: 

Phonetics is defined as "The branch of linguistics that deals with the sounds of speech and their 

production, combination, description, and representation by written symbols." Phonetics study is 

meant for the understanding of the technique in which syllables and words are pronounced in 

various languages all over the world. 

 A phonetics course for teachers helps a teacher to understand the root cause of the 

mispronunciation like probable misdirection of tongue and promptly and efficiently, correct it in 

a student, thereby, making the procedure faster and more efficient. 

A Teaching English phonetics course online is important for all teachers of foreign languages 

whether they are teaching young learners or adults. The teachers in this course learn the 

technique of developing the correct articulation of a foreign language after overcoming the 

mother tongue influence. This course is also useful for soft skill trainers and deaf and mute 

teachers. 

 
Course Duration 

Certificate in Teaching English Phonetics is an up to date course planned for teachers 

teaching English to all level students.  

The English phonetics course online is of 20 hours duration and the maximum duration of 

the course is one month.  

The certificate course offers sufficient flexibility to the candidates who can opt for this 

course from any part of the globe. The candidates only need to have basic computer skills 

and an internet connection. This phonetics course for teachers is the best option and proves to 



 

be beneficial for the EFL, ESL and pre and primary teachers because phonetics teaching skill 

is absolutely essential for English language teachers. 

Methodology 

The course incorporates the science of speech sounds, their production by means of lips, 

tongue, palate, and vocal chords position, their acoustic qualities, their combination into 

syllables and other sound groups, and finally quantity, stress and intonation. It helps the 

teachers to learn the technique of developing the correct pronunciation of a foreign language 

after overcoming the mother tongue influence. Phonetics is the branch of linguistics which 

deals with the sounds of language and their production, combination, explanation, and 

symbolic representation. Certificate in Teaching English Grammar Course is an added 

benefit for teachers teaching English language. 

 

COURSE  SYLLABUS : 

 
 

 

Module Component Weightage 

I  PHONETICS INTRODUCTION  20 

II  VOWEL SOUNDS                  30 

III  CONSONANT SOUNDS  30 

IV PHONETIC TRANSCRIPTION  20 

 



 

 

LIST OF ENROLLED STUDENTS:  

S.no Name of the student Group 
01 B.MADHUSRI IBAHEP 

02 B.ARAVINDA IBAHEP 

03 I.KAVYA IBAHEP 

04 G.THRIVENI IBA JEP 

05 Y.PRIYANKA IBA JEP 

06 M.SUSHEELA IBA JEP 

07 K.HEMA HARSHITA I B.COM G 

08 P.SNAHALATHA I B.COM G 

09 V.SAHITHISRI I B.COM G 

10 M.NEHA IB.COM CA 

11  K.DIVYA IB.COM CA 

12 U.BUJJI IB.COM CA 

13 U.RAJESHWARI IB.COM CA 

14 K.NANDINI IB.COM CA 

15 B.SREELATHA IMPCS 

16 B.SAMEERA IMPCS 

17 P.AKSHAYA IMPCS 

18 I.ASHWINI IMPCS 

19 L.PRIYA IBZC 

20 M.SRAVANTHI IBZC 

21 T.KALYANI IBZC 

22 D.RAJESHWARI IBZC 

23 E.SAMATHA IBZC 

24 B.MAMATHA I MZC 

25 Y.ANITHA I MZC 

 

 

 

 

 



 

 

WORK SHEETS ON PHONETICS 

Exercise 1 
Make a phonemic (broad) HCE transcription of the following words. Note that the answer button is 
sitting right there in easy reach, but the value in this exercise lies in doing it yourself first – that’s how 
learning happens. So grab a pen and paper and make your own transcriptions, and then come back 
to crosscheck your work against the answers provided here. 

1     far fɐ: 

2     meat mi:t 

3     get get 

4     pole pəʉl 

5     want wɔnt 

6     find fɑend 

7     rough rɐf 

8     chirp tʃɜp 

9     sound sæɔnd 

10     bash bæʃ 

11     sheep ʃip 

12     hip hɪp 

13     sun sɐn 



14    laugh lɐ:f 

15     chips tʃɪps 

16    smoke sməʉk 

17     them ðem 

18     zinc zɪŋk 

19     flout flæɔt 

20     when >wen 

21     tax tæks 

22     aches æɪks 

23     boil boɪl 

24     tune tʃʉːn 

25     bomb bɔm 
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Course Overview: 
 

 

Course Type 

 

 Certificate Course 

 

Duration of the Course 

 

 4 Weeks 

Course Sponsorship  Self-financed 

Eligibility  Pass marks in Higher Secondary or equivalent 
examination. 

 
 Students passing out of vocational stream are also 

eligible for admission 

Admission Procedure  Based on merit followed by personal interview 

Training Curriculum  Listening Skills 

 Speaking Skills 

 Reading Skills 

 Writing Skills 

 Soft Skills 

Course Outcome  Develop communicative competency in English 

 Demonstrate conceptual understanding of English 

language structures through application in reading, 

writing, speaking and listening activities. 

 Train and prepare for employment 
in corporate, media, English language teaching and 

content writing sectors 

 

 Exposure to opportunities , challenges and roles in 
job market 
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SYLLABUS 
 

OVERALL COURSE STRUCTURE: 
 
 

Module Component Weightage Classes Required 
(1 Class= 1 Hour) 

I Basic English Grammar 10 5 Hours 

II Vocabulary 10 5 Hours 

III Communicative English 
(conversation/ speaking skills) 

30 15 Hours 

IV Applied English 20 10 Hours 

V Personality Development (Soft Skills) 30 15 Hours 

 

DETAILED COURSE CONTENT: 

 
Module I: Basic English Grammar 

Objectives: 

 
a. To acquaint learner with the basic concepts of English Grammar 

b. To take remedial steps to correct the errors that enter the Learner’s Language system while 

learning English as a foreign language. 

c. To make aware of the peculiarities of English language 
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Topics: 
a) Parts of speech 

b) Articles 

c) Subject-Verb Agreement 

d) Types of sentences 

e) Tense 

f) Voice change 

g) Direct and Indirect Speech 

 

 
 

Module II: Vocabulary 

Objectives: 

 
a. To acquaint learners with the modern English Usage of words 

b. To enrich one’s stock of words and phrases 

 

 

Topics: 

 
a) Synonyms and antonyms 

b) Phrasal verbs 

c) One word Substitution 

d) Idioms and proverbs 
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Module III: Communicative English (conversation/ speaking skills) 

 
 
Objectives: 

a. To improve communicative competence of the students 

b. To enable the students to converse in their life situations 

c. To train the students to use English for the practical purposes 

 

 
Topics: 

A. Patterns 

 

 
1. Greetings 

2. Introducing 

3. Invitation 

4. Making request 

5. Expressing Gratitude 

6. Complimenting and Congratulating 

7. Expressing Sympathy 

8. Apologizing 

9. Asking for Information 

10. Seeking Permission 

11. Complaining and Expressing Regret 

 
B. Using English in Real Life Situation 

 
1. At the bank/Post Office/College 

2. At the Green Grocer 

3. At the temple 

4. At the college Canteen or Restaurant 
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5. At the Police Station 

6. At the Railway Station/Bus Station 

7. At the Medical shop 

8. At the library 

9. Booking a room in a hotel 

10. At the travel Agency 

11. Interviews 

12. Debates 

13. Group Discussions 

14. Presentations 

15. Drills and Role playing 

 
 

Module IV: Applied English 

Objectives: 

a. To enable the students to write English in a clear and concise manner 

b. To acquaint the students with various writing styles 

c. To train the students to use english for the practical purposes 

Topics: 

 
a) Letters and Applications 

b) CV 

c) Making notes 

d) Report writing/ Documenting 

e) Creative writing 

f) Book/ Film reviews 
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Module V: Personality Development (Soft Skills) 

 

Objectives: 

a. To enable the students to develop leadership and management skills 

b. To equip the students with requisite soft skills for corporate offices 

c. To train the students to adapt to practical working conditions in offices and job markets. 

Topics: 

a) Leadership and team work management 

b) Adaptability 

c) Emotional Intelligence 

d) Problem Solving skills 

e) Time management and stress management 

 

 

Suggested Reading: 

a. English and Soft Skills-S.P Dhanavel, Orient Blackswan 

b. Soft Skills: Personality Development for Life Success-Prashant Sharma 

c. Personality Development and Soft Skills- Barun K. Mitra 

 

 

 

 

S..no NAME OF THE 
STUDENTS 

GROUP 

01 Deepika BA HEP 

2 Sangeeta BA HEP 

3 Likhitha BA JEP 

4 Sruthi BA JEP 

5 Swathi bhavani BA JEP 

6 Y.naga laxmi MPCS 

7 T.Priyanka MPCS 

8 Ch.Ramya B.COM -G 

9 Sandhya B.COM-G 

10 Prameela rani B.COM CA 

11 Kalyani B.COM CA 

12 Swathi B.ZC 

13 Kavya B.ZC 

14 Sravya M.ZC 

15 Akhila M.ZC 

16 v.kalyani  B.COM G 

17 Spandana MZC 

18 Naga bhavani BZC 

19 Kavya  MZC 

20 madhuri BA H.EP 
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S..no NAME OF THE 
STUDENTS 

GROUP GRADE 

01 Deepika BA HEP A 

2 Sangeeta BA HEP A 

3 Likhitha BA JEP B 

4 Sruthi BA JEP A 

5 Swathi bhavani BA JEP B 

6 Y.naga laxmi MPCS A 

7 T.Priyanka MPCS B 

8 Ch.Ramya B.COM -G A 

9 Sandhya B.COM-G B 

10 Prameela rani B.COM CA A 

11 Kalyani B.COM CA A 

12 Swathi B.ZC A 

13 Kavya B.ZC A 

14 Sravya M.ZC B 

15 Akhila M.ZC A 

16 v.kalyani  B.COM G A 

17 Spandana MZC B 

18 Naga bhavani BZC A 

19 Kavya  MZC A 

20 madhuri BA H.EP A 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



P a g e | 8 
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BY:DEPARTMENT OF ENGLISH 

R.SANGEETA 

B.SHANTHI 

D.RUPA RANI 
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