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KILL BASED CERTIFICATE COURSE

T i CERTIFICATE IN COMMUNICATION SKILLS

* Tounderstan

* To undemlang Fr?? Munication and the various components of communication.
* Tounderstang various ways listening skills are used in communication.

* Tound reading skills and the techniques.

understand the process of writing

- \CAT Credit — 03 | Marks — 50 | Hours — 36

Definiti
Comnr'l"aL?t'!;\isc‘at'sml:>e and Importance of Communication, Types of Communication, Levels of
lon, Effective Listening, Communication Process, Barriers to Effective Communication,

Overcoming Communication Barriers.

INIT Il - LISTENING & WRITIN
Listening to understand the gist or main ideas of a topic, listening for the details, listening to respond

w:ith ipfonnation in regular conversation/discussion, Listening vs. Hearing, Benefits of Listening,
Listening Style, Why Listening is difficult, Stages of Listening, Methods of Writing, Organising your

writing, Writing Process, Writing a paragraph, Email, Letter.

UNIT lll - READING & SPEAKING "
Reading as an integrative process, Stages of Reading, SQ3R Technique, Comprehension Skills,
Importance of Presentation, Essentials for making a Presentation Work, Use of power point slides for

making a presentation, Extempore, Debate.
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