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Course outcomes:

* CO-1 Read and understand texts in English

CO-2 Enrich and use vocabulary effectively

* CO-3 Understand and Develop Communicative Competenc

* CO-4 Use body language in different situations

* CO-5 Acquaint with digital platforms and technology

» CO-6 Write letter, notice, agenda, minutes and blog

Semester — |
Vertical Ability Enhancement Course
Course Code AEC-101
Course Title English : Professional
Communication Skills
Credit 2
Total Hours 30 hours
_ Allotted
Unit .
Topic Lectures
No.
(L)
Basic Language Skills:
A) Grammar
1. | 1. Sentence Structures/Patterns 10
2. Subject - Verb agreement
3. Tenses
B)Vocabulary :
1. Synonyms and Antonyms
2. 10

2. Homonyms

3. One-word substitutes




Unit
No.

Topic

Allotted

Lectures

(L)

4. |dioms

5. Suffixes and prefixes

6. Collocations.

C) Speaking for Different Purpose:

a) Meeting and Greeting People

o & 0 DN PE

Introducing your Self

Introducing People to One another
Apologies and Responses
Agreeing and Disagreeing

General Speaking Strategies

b) Group Discussion, Interview and Interviewing Skils

1. Initiating a Group Discussion

2. Continuing a Group Discussion
3. Concluding Group Discussion
4.
5
6

Preparing for an Interview

. Facing an Interview

. Interviewing Techniques

c) Presentation Skills

Kinds of Presentation
Structuring Content

Visual Aids

The Language of Presentations

Making a Presentation

10




Semester — ||

Vertical AEC

Course Code AEC-102

Course Title

Skills

English : Professional Communication

Credit 2

Total Hours 30 hours

Unit
No.

Topic

Allotted
Lectures

(L)

Forms of Writing:

1.Letter Writing

2.Writing Resume

3.Report Writing

4.Notice/ Agenda and Minutes
5.Email

6. Blog Writing

10

Soft Skills

a) Introduction to Soft Skills

1. Definitions and Nature

2. Soft Skill vs Hard Skill

3. Importance of Soft Skill

4. Types of Soft Skill

b) Soft Skills in Career Prospects

1. Role of Soft Skills in Professional Success
2. Time and Stress Management

3. Decision Making and Moral values
4. Leadership Skills and Team Building
5. Negotiation Skills and Etiquettes

10

Business Communication:

1. Nature and Importance of Business Communication
2. Process of Communication

3. Types of Communication

4. Channels of Communication

5. Digital Communication

10
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