1/ 4 Y Anjuman Khairul Islam’s

(), BOONA COLLEGE "=
g OF ARTS, SCIENCE & COMMERCE " ot

h.}}M_ + Affilrind to Savitrihal Phuis Pune University D Ko PUPNASCHIV 1T
Rt/ 4 + UGC - 2(T) & 72 (8] Statum + DET - FIST Funded Collge Q‘E
* Government of Mahasashirg and Savitribal Phule Pune University Recognized
 Minerity Coflege -
eulmqmlﬂqmm 91202845 4240 mwmm
Funa - 417007 (WS) india e BMIR wiw. poonsc olbege adu.in - :m

Professor Dr. Aftab Anwar Shaikh [Jest sezz8 21578
M Com, PRD [Busi. Adrmin } B dranwarshaikhiggmail.com

PRINCIPAL
ACTIVITY REPORT
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L Basic Detalls
Name of the Activity: Certificate Course m Personaliry Development

Date [ Faculty Department/Committee | Coordinator Name & Phone No.
& Seprember Commerce Department of English | Dr. Shirin Shakh
1o 30 84590068417
October
2023-24
Time Criterion Number |A) Activity for Nature: Academic/co-
& class/group curricular/social /
Venue B) Number of students extracurricular/

. | A . Environmental /other
10.50 am Criterion 1 &) FYB Com | Ca-curricular activity

600
Il Brief Information about the Activity

Topic/Subject Certificate course in Personality Dnﬂmtnt

Of the activity
Objectiveof  The objective of the certificate course in personality development were as follows:
conducting |- Commumication Skille Enhancement: Improve students’ verbal and wniten
the activit commumication, emphasizing clanry and effective expression.
2 Self-Confidence Bulding: Insull confidence for assertive articulation of thoughts,
3. Professional Enquette: Acquaint students with professional enquette for corporate
Methodology [The course emploved interactive workshops, role-plaving, and group activities, using
audio-visual ads to illustrate key concepts. Paricipants engaped in self-assessments,
peer feedback, and practical exercises 1o develop commumcation, confidence,
etiquette, leadesship, ime management, emotional intelligence, and goal-setting skills
Outcome |. Enhanced Communication and Self-Confidence: Studemts mmproved their
commumeation shalls and exhibited greater self-comfidence m presemtanons and
" :
2 Professional Enquette and Leadershup: Paricipants adopted professional conduct
and demonstrated leadership abilines m group activimes.
3. Effective Time Management and Goal-Oriented Approach: Students show
better ume management and developed a goal-oriented approach, actvely work:
towards personal and academic objectives.
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Poona College of Arts, Science & Commerce
Department of English
Report on Persomality Development Course
Academic vear 2023-24
Introduction:

The Personabiv Development Course for Fust Year Bachelor of Commerce (Y B.Com)
students at Poona College was conducted over 2 span of 30 lectures. The pnmary amm of the
course was to empower students with essential skills and annbwtes that contribute to holistic

personal and professional development The course covered a diverse mange of topacs,
focusing on enhancing commumcation skills, bwlding self-confidence. and fostenng a
positive mundset among students

Aims and Objectives:

1. Commumecation Skills Enhancement: The course ammed to improve students’ verbal and
written communication skills, emphasizing clanity, coherence, and effective expression.

2 Self-Confidence Bulding: An objective was 1o msull confidence m swudents, enabling
them to articulate thew thoughts, ideas. and opimons asserively.

3. Professional Etquette: To acquamnt students with professional etiquette and decorum,
ensurmyg they are well-prepared for corporate and social interactions.

4. Leadership and Teamwork: Te cultrvate leaderchip qualmies and promote teammwork
recogninng the importance of collaboration in achieving common goals.

5. Time Management: To impart effective time manasement techmques. enabling students to
priontize tasks and meet deadlines efficiently.

6. Emotional Intelligence: To develop emotional infellipence and mterpersonal skills,
fostering positive relatonshaps both watlun and cutside the academic environment

T Goal Setting Encouraging students to set realistic and achisvable goals, aligning their
asparations with a strategic plan for personal and professional prowth.

Course Strocture:

The course comprised 2 well-structured senies of 30 lectures, each addressing specific aspects
of personality development, The sessions were mteractrve, incorporating discusstons, role

plays, and pracucal exercises to reinforce theoretical concepts.
Outcomes:

1. Improved Communication Sklls: Students demonstrated enhanced commumcation skills,
with noticeable mmprovements tn articulation, vocabulary, and the ability to express deas
effecuvely.



2. Increased Self-Confidence: Participants exhubited greater self-confidence, as observed m
thewr class presentanons, group discussions, and interactions dunng the course

3. Adoption of Professional Enquene: Students showeased improved professional conduct,
understanding the importance of appropriate behavior in diverse settings.

4. Demonstrated Leadership Abalities: Several students displaved leadership qualities. takeng
charge 1n growp activities and showcasmng thewr abihity to puide and motivate others.

3. Effective Time Management: Participants demonstrated better tume management reflected
mn their ability to handle academuc responsibilities alongside the courze.

6. Enhanced Emotional Intellisence: Students exhibited mproved emotional miellipence,
fostering positive relanionships with peers and faculty members

7. Goal-onented Approach: Many students reported a shuft towards a2 more goal-onented
approach, actvely setting and working towards achieving personal and academic objectives

Concluzion:

The Personality Development Course for FYBCom students at Poona College proved 1o be a
valuable and transformative expenience. The course successfully met it objectives, equipping
students with essential hfe skolls that extend bevond the academic realm The owicomes
reflect the posmtive impact of the course on the personal and professional development of the
participants, aligmng with the college's commutment to nurfuning well-rounded indraduals
prepared for success m vanous spheres of life

Students atrending personaliny Students attendimg personality
Development session on development course 13 September 10213
12 September 2013

Snudeniy amending parsonality D, Skirin Shaikh condncring a vevelon of



development course On 18 September 2014 personality development course on 10 September
2023

Anjuman Khairul Islam’s

(i), POONA COLLEGE /=~

». ‘" OF ARTS, SCIENCE & COMMERCE ' ..

-",_}-'ru : Mmhml Pl Pune University [0 Ko F'LF‘F'HH-MJI!TI i 3

= UG - 301 & 4F (B) Stetin = DET - FIST Fanded Coallage " 3
1870 + Gavmrmmant & Waharauhtrs ond Savitrial Phule Puns Univenisy Recopnoed #N

Winouity Colimge ) - _ ™
0 Hidayansdian Rosd, Camg, w51 - JO- TS 4200 BN A G PO ONMOC G0 S
Puma - 411001 (MS) Ingea 2044 6310 wwn DOONECOBOQE £dU M P
Anjuman Khairul Islam’s
Poona College of Arts, Science & Commerce
Camp, Pune-411001
Notice
28 August 2023
Department of English

Certificate Course in Personahty Development

We are pleased to announce the commencement of a Personality Development Course
for all EX.B.COM students. Thiz course will enhance your overall persomality and
communication skills, preparing vou for future professional endeavors. Kindly note:
This course 15 compulsory for all FY.B.Com students. The following are the course
details.

Course Details:

Start Date: Sth September 2023

Elgibility: All EXY.B.COM Students (A, B, C. D)
Venoe: In their respective classrooms

Time: 11.00 PM to 1:00 PM

Students are encouraged to participate actively in this course to gain valuable skalls that
will aid in their personal and professional growth. For any further details, please
contact the course coordinator, Dr. Shirin Shaikh.

1

Dr. Shirin Shaikh Prof. Aftab Anwar
Course co-ordinator

Principal
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Syllabus

Course Title: Personality Development

Course Code: PD101

Duration: 30 Hours

Course Overview:

This course 15 designed to provide first-year B.com students with the essential skills and
knowledge for porsonal and professional development The focus 13 on kev aspects of
personality development, including self-awareness, commumicaiion, emotional intelligence,
leadership, and teamwork

Course Objectives:

To enhance self-awareness and self-esteem

To develop effective commumcanon shlls.

To foster emononal mielligence and recthence.

To cultivate leadership and teamwork abilines.

To promote ethical behavior and social responssbality.

Course Structure:

Total Draratvon: 30 hours

Topics:

Unat 1 Introduction to Personality Development
Urut 2 Personal grooming

Umt 3: Commumcation Skalls
Ut 4: Listenung Sklls

Urut 5 Presentation Skalls

Usut 6: Time Management Skills
Unit 7: Body Language

Unut §: Group Discussion

Unut 9 Imterview Skalls

Untt 10; Dinning Eniguettes
Umt 11: Public Speakang Skalls
Unet 12 Leadership Qualines

Course Outcomes:

By the end of this course, students will have a deeper understanding of thewr personality,
wnproved mterpersonal skills and a clear path for thewr personal and professional
development.
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Anjuman Khairul Islam’s
Poona College of Arts, Science & Commerce
Certificate Conrse in Personality Development

Question Paper

1. When an emplover asks “Tell me about yourself,” what land of mformation should you inchude?

Information completely different from what is on vour resume
Information related to the job

Information about vour personal life (ex yvour favourtte color)

Information about how much you want a different job than the one you are interviewing

for

2. Are you obligated to disclose vour disability during an wtervien?”

When should vou amive for your mtervien”*

Tad

At the ime 1t 15 scheduled for
©15-30 mumistes before the scheduled time

12-30 minutes after the scheduled time

4 What should vou focus on durmg the mterview™®

il The salary vou want

How much vacation tme you want

What vou can offer the company or orgamzation
¥ What the company or organization can offer vou

5. What should you do if you get nervous during an interview?*
~ Dascretely play with a small lobject, like a coin or paperclip
Stand up and walk around
- Leave immediately when vou start to feel narvous

Regulate vour breathing

6. Which article of clothing 15 considered part of "busmess professional” attwre?*



Trousers and Shurt
Tenms shoes

Jeans

sweat sht

7. What 1= one of the best ways to mprove your mterview skalls?
T Never practice until the day of the mterview

 TIgnore feedback from interviewer(s)

O Roleplay to rehearse

8. What should you always do after an mrerview?

un away

 ask about pay
 thank the interviswer call
them/several imes
10, Employers want employees who are flexible and wallmg to leam

—

True

| False

11 It is Okay to slouch i your chasr and cross vour armms dunng an mierview”
“True

False

12 Imterviews are used to find the most qualified and surtable candidate for ajob

 Troe

False

14_ Always use the bread plate to your left.
L Troe

False

13, 81t up strmght and keep yvour elbows off the table, especially when you are catmg

True

False

18z



12 In the Amencan style of dimng, o s proper to swiich the fork 1o your nght
hand to bring food mto vour mouth

-True
| Fale
20Tt 15 okay to blow your nose n 1o your naplkn as long as you do thes quietly *

Tre

False

21 Spoon the soup away from you and sip o from the side of the spoon.

e

False

22 In a formal place setting, the dessert spoon and fork are usually placed above vour plate

True

False

23 If vou meed to leave the table during vour meal what should vou do with vour naplm?

 Place it on vour char
Fold st agam and place ot on the left sude of yvour plate

2 Place it on the right side of your plate

24 Where do vou place vour napkin, once you've fimshed eatmg”
In the muddle of your plate
 Tothe right of vour plate

 Semu-folded. to the l=# of vour plate
23 It wcorrect to keep your mobile phone on the table.

True

False

26 If someone asks you for salt. What do you do?
:' A You pass just salt

L) B You pass salt and pepper
I C. You pass just pepper.

27 If you need to scoop food onto your fork, 15 1t acceptable to use vour fingers”

)25
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29 Which of these qualines are important m a group discussion?
|| a) Emotional stability
— b) Hesiility
) c) Ignorance
' d) Aggressivensss
30. In a group discussion, the discussion must be directed to ns logical conclusion
| true
| il

31. Which of these factors do not enhance hsteng skills?

| a) Aftention
) b} Clear percephion
c) Fakeness

32 Whuch of thase must be avorded in a group discussion”

) d) Speakmng with clanty
33. The outline of a presemtation 15 a
- List of major headings or topics to be covered in the presentation

~ List of technologies that wall be used to deliver the presentation

List of external sources used in the presentation
(- Lust of requirements and purpose of the presentation
34_ Proper eye comtact with the audience when delivering a presentation involves
. Looking above the andience’s heads

N Starmg ot cach audience member

5 Malang a sweeping glance of the audience from left to night in the front row of the room

245



L . Malang a sweeping glance of the audience from the lefi 1o the right and front o back of the

oo
35 To contrast text on a presentation shide for better viewmng, 1t 15 preferable to use:
' Dark text on light backeround
Light text on a dark background
Dark text on a dark background

" Light text on a light background

36 . commumcation includes tone of voice, body language, facial expressions eic

) A) non verbal
(B) verbal
L) (C) letter

A=} (D)) notice
37 When giving a presentation in front of an audience vou should do all of the following except for:

| Speak loud and clear

Provide handouts of needed

Dress professionally

Look at your screen and not the audence

38 It 1s a good wdea to read to yvour audience when presenting.
1 True

Falg=

39. When presenting, your body language should be:
nervous and angry
confident and relaxed

annoved

shy

40, When presenting, it 15 unporiant to articulate and use a loud, clear voice

True
False
41 Whach of thess 15 an example of open, positive body language?

Indwect eve contact

2335



 Folded arms
 Enthusiastic hand gestures
- Keepmyg facial expressions neutral

42 While giving your presentation, how mught vou improve the way vou are speaking?
By varyving vour pitch and volume to emphasise certain parts of the speech

- By tallang quickly so people feel pumped

- Usmg jargon

 Duecting vour voice primanly at those siting near the front
43, Whichiof the Ballowiniz is NOTa lesderbip quality:

 They encourage Strategic Thinking, innovation and action

~ They focus on developing others

~ They focus on blaming others

 Thev are ethical and civic-munded
44. Listening i different from hearing:

True
~ False
45 More Conscious efforts are required m wihich slalls
— fsseniig
— i
46, Time management 15 defined as using your nme productively and efficiently.
True
~ False
48. Readinz funny emails or checkmg Facebook 15 important task

True
~ False
49 Pnority Mamrix 15 useful for ime management.
~ True
~ Fale
50. Soft skalle are refated to life skalls, mierpersonal skills and soctal shalls.

True

~ False

2435



Anjuman Khairul [slam’s

Poona College of Aris, Science & Commerce

FY.B.COM

Certificate Course in “Personality Development™

2023-24
Result Analysis
Grade | No of Students

Fail . 4
Pass 24

Second 2
Thiahet s : %
Furst 126
Dstinction . 315
Total 491

Dr. Shirin Shaikh
Course co-ordinator
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ACTIVITY REPORT
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L BasicDetails
Name of the Activity:
 Date ! F;n]ty Eepm‘lmantfﬂnmmittﬂ Coordinator Name & Phone No. |
25 January Commerce Department of English Dr. Shinn Shaikh
to 20 March B450006847
204 |
Time ' Criterion Number |A) Activity for Nature: Academic/co-
& class/group curricular/social/
Venue B} Number of students extracurricular/
, Environmental/other
1030 am Criterion [ A) FYBCom 443 Co-curricular activity
600
M. Brief Information about the Activity
I

Topic/Subject | Busimess English Course
| Of the activity
| Objective of The prumary objectrves of the Business English course were to:

conducting the 1. Improve participants" oral and written communication skills in business.
activity :‘ Develop proficiency in composing effective business documents, such as emails,
letters and reports.

-3 Equip pmﬂnfpmls with skills and confidence for delivenng compeiline business
presentabions.

4 Expand business-related vocabulary and understanding of industry-specific
termunology |

The Buosiness English course employed a blended leammg approach, r:umlunmg

inferactive workshops, real-world case studies, and hands-on practice seszions

Participants engaged in mﬂahmat[w activities, mle-ph\'ing_ and feedback sessions to

Methodology

eeyyeiripraml N il

Outcome Emrim'lz “will zain enhanced communication abilities, pmﬂl:um business writing
ahﬂs,mdmnﬂdmumdﬂnmn.gpﬂuﬂm They will also develop a broader
lusiness vocabulary and better understand industry-specific temminology |

- LNotice® 2 Report = 3.Attendance®
1. Letter 5. Certificate 6.GeoTagged Photos




AKI's
Poona College of Arts, Science & Commerce
Camp- Pune- 411001
Department of Enghsh
Report on Business English Course
(2023-24)

This report provides an overview and assessment of the Business Enplish course that
commenced on January 25, 2024 The course amned 1o enhance pamcipants’ proficisncy in
busimess commumcation, wriing, and presentation skalls. It spanned over 30 hours, with a
comprehensive comculum designed to address the specihic needs of professionals m our
OTEAMIZATION.

Course Overview:

Tetle: Business English Course

Commencement Date: January 25, 2024

Duration:30 hours

Co-ordmator Dr Shinn Shailch

Roomno 45, 46 47. 48,

Objectives:

The primary objectrves of the Busmess Englich course were as follows:

1. Enhance Commumcation Skills: Improve participants’ oral and wniften communicabon
zkills 1n & busmess context.

2 Busmess Writing Proficiency: Develop participants’ ability to compose effectrve emails,
reports, and other business documents

3. Presentanion Skills: Equip parhcipants with the skalls and confidence to deliver compelling
busmess presentations,

4 Vocabulary and Termunology: Expand pamicipants’ business-related vocabulary and
enhance theyr understanding of industry-specific terminology.

Curriculum Highlights:
The courss covered a wide range of topics, mcludng

1. Effectrve Communication Strategies. Emphasized the importance of clarity, conciseness,
and coherence m business communscation

2 Busmess Writng Techmgues: Provided guidance on structuning and formatting
professional documents, such as emails, letters, and reports.



3. Presentation Development: Taught participants how to create engaging and informative
busmess presentations, wcludmg visual mds and effective delivery techmgues.

4. Busmess Vocabulary Buldmg Introduced participants to common busmess terms and
expressions relevant to ouwr industry,

Conclusion:

The Business English course that commenced on Jamuary 25, 2024, has proven to be valuable
in enhancing the commmnscation skills of our students. Partseipants have ganed practical
usights and tools that wall contnbute to more effective and mmpactfil commumecation
practical work-life situations

— e R

o —

Mam, .Milanl

Students attending the Business English Session on 6 February 2624



Studemiy aftending a session of Business English on 6 February 1024
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Notice
15 January 2024
Department of English

Certificate Course in Business English

We are excited to announce the commencement of a Business English Course for all
FEYBCOM students. This course aims fo mprove vour business commumcation skills,
essential for vour academse and professional success Kindly note: This course 15 compulsory
for all FYB Com students. The following are the courss details.

Start Date: 15 January 2024

Eligibility: All EY.B.COM Siudents (A, B, C, D)
Venue: In their respective classrooms

Time: 11.00 PM to 1:00 PM

All the students are mstructad to enroll and take advantage of this opportumty to enhance
thetr business commumcanon proficiency. For further details contact the course coordmator,
Dr. Shinn Shaikh

T

Dr. Shirin Shaikch Prof. Aftab Anwar
Course co-ordinator Principal



Anpuman Kharul Islam’™s
Poona College of Arts, Science & Commerce
Camp. Pune-411001
Certificate Course in Business English
Academic year 2023-24
Syllabus

Course Title: Business English
Course Code: BE101
Duration: 30 Hours

Course Overview:

This course 15 designed to enhance the Busmess Enghsh proficiency of first-vear B. Com
students. It focuses on improving commumeation skills m a busmess context, nchuding
writing, speakng readmg and hotenmng as well as developing an understanding of business
vocabulary and etiquette.

Course Objectives:

To mmprove business wrming shkalls.

To enhance verbal and non-verbal commumcation skalls.

To develop effecuve preseniznon skills.

To understand and use business vocabulary accurately:

To familiarize students with busness ehguette and professional commumicanon
Topics:

1. Introduction to Bus:iness English

2. Importance of Business Engligh i the professional world

. Business Vocabulary: Common business terms and phrases
4. Ema:] Writing

Lid

5. Business Letters

6. Report Wrting

7. Meetung Communication. Agenda and minutes writing
2. Presentation Skalls

9 Public Speakmg

10. Telephone Etiquette

11. Listeung Skills

12. Business Etiquettes

By the end of this course, students will have improved thew Business English skalls, enabling
them to commumicate more effectrvely m professional settmnge and enhanemg thew career
prospects m the business world.
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Anjuman Khairul Islam’s

Poona College of Arts, Science & Commerce

Class: F.Y. B.Com

Certificate Course: Business English
Academic year 2023-24

TEST

Marks: 20

A formal greeting with which a Business letter begms 15 called
a) Reference

b) Subject

¢} Salotation

d) mam body

The of a Busmess letter 1 called a layout
a) Body

b) Contemnt

c) Subject

d} Format

- In bleck letter you do not a paragraph.

a) Indent
b) Punctuation
c) Margm

. The conclusion or ending paragraph should bring the communication to a polite and

closing
a) Busmess-like
b} Subtle
¢} Rude
d) Personal

Which of the followmg 15 NOT a key aspect of effective presentation skills?
a) Clarty m communication

b) Use of visual asds.

¢) Readng drectly from shdes

d) Engaging with the andience

It 15 a good wdea to read to your audience when presenting,
True
False



7. What will be the complimentary close m formal letters.
a) Yours lovingly
b) Yours smcerely
c) Yours affectionately

8. Subject hine 15 compulsory mn personal‘mformal letter
True
False

O Ina formal letter, there are 2 addresses Sender address &recerver address
True
Falze

10. Which report 15 also called the official report
a) newspaper report
b) experiment report
¢) formal report

11. The FY1 Stands for :
a) For your Information
b) First vear mformation
¢} For your mstitution

12. The full form of CV 15 :
a) cumculom vision
b} cumeohim Vitas
c) cweular vision

13. CC m emal stands for :
4) Xerox copy
b) carbon copy
¢) true copy

14. What would vou sav m the opening part of a formal letter?
a Ask how good the weather is in the recipient's city.

b. Talk about how good the weather 1= m vour city.
¢. Inform the recypent why you are writing the letter
d. Ask the recipient if he is hale and hearty.

15. In order to have the desired effect on the recipient what should a formal letter be?
a In the proper format.
b. To the point and relevant
¢. Grammatically corract.
d. All the above
16. A ballpark fioure means -
a) an accurate figure



b} A rough estimate
c) aname ofa pen

17. The phrase kick off means
a) something
b) end something
c) reject something

18 The phrass 'call o a day ' means
a) start the day's work
b) to fimsh work and go home
¢) to go for a pienic

19 Downizing a company’ means
a) firing a lot of employees
b) appomnting new employees
¢) shifting the company to a bipger place

20. The phrase ‘to outsource a task " means to pay another company or person to do a task.

a True
b. False



Anjuman Khairul Islam’s

Poona College of Arts, Science and Commerce

Certificate Course in: Business English

2023-24
Result Analysis
Grade | No of students
Distinction | 406
First | 17
Second | 9
Pass 6
== 12| =
Total | 443

Dr. Shirin Shaikh

Course co-ordinator
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PRINCIPAL
ACTIVITY REPORT
(2023 -2024)

L Basic Details

Name of the Activity: Certificate course in Communication Skill Batch |

Date | Faculty Department/Committee | Coordinator Name & Phone No.
25 June to 30 [For all Poona College Department of Business | Dr. Shirin Shaikh
October 2023 students. | Communicatics | e
Time Criterion Number |A) Activity for | Nature: Academic/co-
5 class/group mmmlar;snml;
Vemas B} Number of students extracurricular/
L | Environmental /other
S 00 am to Critenion | Co-curricular activity
4.00 pm
. Brief Information about the Activity

Topic/Subject Cemficate course in Commumcation Skills

Of the activity

Objective of l. Commumcation Skills: Improve verbal and wniten commumecanon. focusing on

conducting the pronunciation, fluency, grammar, and clanty.

activity 2. Imterpersonal and Presentation Abilmes: Develop effective interpersonal skills,
> impactful presentation techniques, and non-verbal communication

Methodology  The course was conducted in a language lahoratory, utilizing advanced language
software 10 facilitate interactive and immersive leaming expeniences Participants
engaged 1 vanous exercises and simulations designed to enhance therm
-::rmmmmquqn skills through practical application and real-time feadback

B ——————— ammamicaa e e s e o i

Outcome lEmden‘si:iﬂnmsumequ:nwﬂ\Hhﬂ and written commumication skills. nch
enhanced promuncation. fluency, grammar. and clanty. Addimonally, they
lstmngﬂ wierpersonal and presentation amlines, effectively using both verbal
non-verbal communication technsques.

1. Notice 2 Reportd 3 AttendanceZ

4 Lativr 5. Certificate 6. Photos




Anjuman Khairul Islam’s
Poona College of Arts, Science & Commerce
Report on Communication Skills Course at Poona College Language Laboratory
Academic year 2023-24 Sem |

Introduction

The Communication Skills Course held at Pocna College's Language Laboratory was a
comprehensive program designed 1o enhance the verbal and wnitten communicanon abilines
of paricipants. The course, spanning 60 hours, aimed to equip students with the necessary
skills to commumicate effectively m diverse personal and professional sethngs The courze
commenced on 25 June 2023,

Amms and Objectives:
1. Verbal Proficiency: The pnimary goal was to improve participants’ verbal commumcation
skills, focusing on pronumcation, mionaton, and fluency

2 Wnotten Commumcanon: To enhance the partcipants' wniten commumcation skills,
mcludmg prammar, vocabulary, and the ambity to compose clear and concise messages.

3. Imterpersonal Commumecation: Developing effective interpersonal commumication skills,
fostering the abality to engage in meamngful conversations and discussions.

4. Presentanion Skalls: To mmpar techmiques for delivenmg impactful presentations, including
strscturmg content, using visual mds, and managing nervousness.

5. Listensng Skills: Emphacizing the unportance of active Listerng the course aimed to
enhance participants" ability to comprehend and respond appropnately.

6. Non-Verbal Commumcaton: Explorme the nuances of non-verbal commumication, such as
body language and facial expressions, 1o convey messages effectively

Course Structure:

The 60-hour course was structured to cover each aspect of commumcation in a systematic
and progressive manner. [t incorporated a blend of theoretical concepts, practical exercises,
group discussions, and mteractive actrvities, leveraging the resources avalable in the
Language Laberatory.

Outcomes:

1. Enhanced Verbal Proficiency: Parncipants demonstrated improved promenciation. fluency,
and overall confidence mn verbal communication.

2. Improved Wimtten Communication: Notable enhancements were observed m participants'
wiitten commumcation skills, with a focus on grammar, vocabulary, and clanity,

3. Effective Interpersonal Commumication: Students displaved an increased ability to engage
in meaningful conversations, sxpressing ideas and opinions coheremly.



4. Confident Presentanon Skllss Many participants exhubited increased confidence m
delivenng presentations, effectively structurmg content and engaging thewr audence

.:' H‘L"lEI]'t‘ﬂfd E..'IIS"I:IHTIE ml]lﬁ- Tht' COurse E:UI]‘T]EL[[EI.'- L8] 'III]']I';T'. I'_'i.:l ACITVE llli.lt‘]'.l'l.!lg 55‘;.]“5_
fostening betier understanding and responsivensss 1n commumeation.

6. Awareness of Non-Verbal Cues: Participants pained an understandmg of the sigmificance of
non-verbal cues, yhilizing body language and facial expressions to enhance commumeation

Conclusion:

The Communication Sklls Course conducted at Poona College's Language Laboratory was a
resounding success m achievme 1ts ams and objectives. Participants not only acquired
fundamental commumcation skills but also demonstrated a heightened level of confidence m
applying these shills in real-life sitmmations The outcomss of the course reflect s
effectrvensss 1 prepanng students for effective communication m academic, professional
and social contexts, contributing to their overall personal and protessional development

Students arending the Communication Skills Course in the language Lab on 20 July 2023
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Notice
10 June 2023

7 Unlock Your Potential with Our Communication Skills Course! g7
1] Start Date: 25 June 2023

Location: In the Language Lab

[E Last date for Registration: 24 June 2023

#% Don't miss out on this chance to enhance vour communication skills and boost vour
confidence with hands-on learning in the lab!

B Register NOW and secure your spot!
For more details, contact Dr. Shirin Shaikh (84599965847 )

Act fast and join us for an incredible learning experience!

i
Dr. Shirin Shaikh Prof. Aftab Anwar Shaikh
Course Co-ordinator Principal



AKIS Poona College of Arts, Science & Commerce
Camp

Department of English

Syllabus and Overview of Certificate Course in Communication Skills
(Multi-Media Course)

Title of the Course: Certificate Course in Communication Skills

Duration of the Course: 60 Hours

Credits: 4

Venue: Language Laboratory

Langunage Software used: Multimedia English learning Software Program:

Issues nolis

Level of the Course: Beginner to Advanced levels: Detailed 4 Level Program:
Beginner, Lower Intermediate. High Intermediate, and Advanced Level.
Overview of the Certificate Course in Communication Skills:

The whole language program is based on video dialogues and interviews with
a comprehensive set of Listening. Reading. Writing, Vocabulary, Spelling.
Grammar, and Pronunciation activities. British Variety of English 1s taught in
this course.

Key Features of the Certificate Course in Communication Skills:

# User-friendly Graphic User Interface.
* A program designed for learners from Beginner to Advanced Levels
# Involves active learmng
# Teaches and tests Reading, Wniting, Speaking, and listeing skills
# Exercises can be printed out as workshests
Conient:

# The program has 32 video clips of conversations presenting an opinion
or information.
» Based on eight new issues of high interest to learners. (Sport.

Wilderness, Fame Media, Technology, Languages, Immigration,



b A A .

>

Education)

Covers four language levels from Beginner to Advanced.

All skills like listening, speaking. reading, and writing are covered.
Various aspects of language like vocabulary, grammar, pronunciation,
All language leaming activities are based on the content of the video
chip.

Exercises can be printed out as worksheets.

Key activities for Learner’s:

-
-
»
»
-

"l"

b LA . A

Listening comprehension
Fill the gap

Spelling

Dictation

Grammar

Vocabulary
Pronunciation (words, sentences)
Punctuation

Expressing opinions
Summary writing

Essay writing

Key Features and Activities for Learners:

-

b . A A . L A .

Listening comprehension & Gap fill Exercises.
Spelling. Dictation, Grammar and Vocabulary.
Pronunciation (words & sentences).
Punctuation. Expressing opinions.

Summary writing and Essay Writing.
Exercises on Common Everyday Situations.
Exercises on Conversations and Dialogues,

Communication and Interviews.

All activities are interactive with spoken and visual feedback.
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Iss 'ﬁ in
English

Name:

Date: 31-10-2023

Level 1 Grammar Technology
Simple present tense Worksheet

Write the present tense form of the verb in the gap in the sentence

1. to phone Gina her sister every week.

2. o use Sarah Gina's computer every weekend,

3. to visit Sarah Gina every weekend.

4. 1o talk Sarah 1o her friends every night

5. 1o have Angela and Tony a wonderful holiday every year.
6. toread Sarah her emails every day.

7. to eat Gina and Sarah fruit for breakfas! every weekend
8. to write Sarah emails to her friends every night

9. to dnnk Gina a cup of coffee every evening.

10. togo Sarah to Gina's house every weekend.

Copynght 2008 Protes Textwan Pry Lid W DrUe STECTW TR GO



Issuesin  Level 1 Grammar Sports
E _;h Simple past tense Worksheet

Name:
Data: 21-03-2023

Write the past tonse form of the verb in the gap in the sentence

1. togo Mark to school yesterday.

2. lo use Mark his computer every day last week,

3. o swim Steven last week.

4. to work He on his computer yesterday evening.

5. lo play Steven and his friends football last Friday,

6. tofix He his computer last night

T. toexercise  Steven last Wednesday.

8. to drink Steven milk yesterday.

8. to walch Mark and Sharon the tennis on TV last Saturday.
10, tospeak  Steven to the football coach last weekend.

Copynght 2008 Protes Textwan Pry Lid W DrUe STECTW TR GO



Issuesin  level1 Grammar Fame
English Present Continuous tense Worksheet

Name:
Data: 21-03-2023

Write the present continuous form of the verb in the gap in the sentence
1. 1o visit Many people Elvis Presley's house,

2. 1o speak Chris and Judy are in a café.

They _ aboutElis.
3. to sing He  some of Elvis Presley's songs.
4. to walch Sam __ aprogram about Elvis on TV.
5. tospend She  alol of money on CDs today.
6. towear He _ expensive clothes,
7. to buy Ellie is in a bookshop.
She a book about Elvis Presley.
8. tolisten Lynne __ __ to some of Elvis Presiey’s songs.

9. to dance Chris is at a party.
She

— —

10 toread  Mara______abook about ENis Presley.

Copynght 2008 Protes Textwan Pry Lid W DrUe STECTW TR GO



Anjuman Khairul Islam®s
Poona College of Arts, Science & Commerce
Language Laboratory
Communication Skills Course Batch I
JULY-October: 2023-24

Result Analysis

Grade Number of Students

Distinction 35

First 33

Second 13

Total 83

Dr. Shirin Shaikh
Courze co-ordmnator



