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w Development of competency/proficiency in English . 

w Practice on 

w  Oral/spoken communication skill & testing - voice and accent , voice        

w  clarity, voice modulation & intonation, word stress, etc. 

w Feedback & questioning technique : 

w Objectiveness in argument (Both one on one and in groups ) 

w Development Etiquette and manners 

w Study of different pictorial expression of non-verbal communication and 
its analysis 

 Concept of Effective Communication 
w Conviction, confidence & enthusiasm, Listening 

w Communication Process & Handling them 

w KISS (keep it short & sweet) in communication – Composing effective 
messages 

w Barriers to Communication – Int & Ext Barriers:- Intrisinic Motivation, 
Perception, Language,Fear,Power of speech etc. 

w Listening-It's Importance, Good & Bad Listening 

w Non-Verbal Communication-its Importance and Nuances 
       Facial Expression, Posture, Gesture, eye contact, Appearance ( Dress Code) 

Written Communication skill Practice for 

w Correction of errors 

w Making of sentences 

w Paragraph writing 

w Leave application & Simple letter writing 
Grammatical Use (Mind your language towards better English) 

w punctuation, 

w vowel, consonant, 

w Preposition + noun,, 

w uncountable and plural nouns, 

w verb patterns, 

w uses of tenses, 

w Meanings & opposites, 

Presentation skill practice 

w Preparing in presentation 

w Delivery of presentation 

w Plan your presentation/communication 

w Select proper channel/medium 

w Set ease your environment 

w Tell it right with 7 Cs 

w Encode/decode 

w Follow up your communication 

w Ensure action 
Concept of 4 step method for presentation 

w preparation & introduction, 

w presentation 

w Evaluation/feedback 

w summarization / conclusion 

w TOCSE Process for presentation. 

Self Management 

w Self Evaluation, 

w self discipline, 

w self criticism 

w Recognition of one's own limits and deficiencies , 

w Independency etc. 

w Thoughtful & Responsible 

w Self Awareness 
Self Management 

w Identifying one's strengths and weakness 

w Planning & Goal setting 

w Managing self – emotions, ego, pride. 

w Time Management Technique 

w Practice by gameplay and other learning methodology for achieving 
targets and getting of right first time 

w Time Management concept 

w Attendance, Discipline & Punctuality 

w Act in time on commitment 

w Quality/Productive time 

Team building / Coordinating skills 

w Team building practices through group exercises, team task /Role play. 

w Ability to – Mixing & accommodation 

w Ability to work together 

Concept of 

w Group, 

w Group Dynamics 

w Team building 

Motivation / Inspiration

w Ability to shape and direct working / process methods according to self 
defined criteria . 

w Motivate customers 

w Ability to think for oneself. 

w Apply oneself to a task independently with self motivation 

Motivation techniques 

w Motivation technique based on needs and field situation 

w Idealising 

Ethics & values Fairness: 

w To behave in an open, just, and just respectable way toward other people 

w Openness and respect for individual 

w Helpfulness 

w Honesty 

w Social responsibility 

w Inclusiveness / Belongingness, etc. 

Ethics & values 

w What are ethics and values 

Interpersonal Skill Development 

w Positive Relationship 

w Positive Attitudes 

w Empathise: Comprehend other opinions points of views, and face them 
with understanding 

w Mutuality 

w Trust 

w Emotional Bonding, 

w Handling Situations (Interview) 

Interpersonal Skill 

w Importance of inter-personal skill 

w Working under stress 

w Practice different methods of Stress relief / management 

w Yoga & Pranayam/ Music with Meditation 

w Ability to concentrate & consistency, etc 

Tress management 

w What is the stress and its causes 

Computer and Internet operational skills 

w Identification of Input/Out put devices, CPU, Display unit , keyboard , 
interconnecting cords, drives 

w Key boarding skills 

w Practice on computer using MS office XP

w Practice on sending & receiving e-mail. 

Computer & Internet working principle 

w Block diagram of computer 

w Net working and internet concept 

Telecommunication Skills 

w Tele- Etiquette 

w Receiving calls 

w Transferring calls 

w Taking Message/Voice mails 

w Making outgoing calls 

w Receiving Fax 

w Operation practice of EBPAX console indifferent mode of dialing . 

w Electronic Communication concept

w  Working principle of Mini Exchange and its feature and facilities 
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Self Introduction: 

w Filling up a Personal information sheet, Greetings & Wishes 
w Communicating and sharing personal information Using pronouns and 

greeting 

Our Environment & People 

w Identify Pets & Animals, Role play for different professions, 

w Talking about environment and seasons 

w Talking about different professions

Daily Activities: 

w Listing out daily activities and arrange them with time 

w Talking about Actions , routine work , habits and daily activities 

My Family: 

w Listing out family members. Relations and duties 

w Naming relations 

My Friends and Classmates: 

w Matching pictures with description. 

w Describing people around based on nature and appearance. 

Getting a Job / Interview for Admission in School: 

w Identifying various types of advertisement. 

w Reading 

w Advertisement and write an application. 

w Preparing for an interview 

w Responding to questions 

English at different place : 

w Making effective communication with offices and get accustomed with 
their work system Communicating in various situations and making 
inquires at different places like post office, bank, airport, Hospitals etc. 

w Filling up of Bank Pay in Slip, Ration Card Application Forms, and Passport 
Forms etc. 

English in media watching / listening to clips for information 

w Listening to Radio/ TV news, watching visual training movies (cartoons 
etc.) 

w Listen and write respond 

Language : Comprehension and composition 

w Fill in the blanks 

w Use of similar (sounding) words 

w Different meanings of same word (synonyms) 

w Essay writing 

w Dictation 

Becoming a professional 

w Group discussion 

w Lesson from successful / greatest figures' life 

w Explaining aim in life 

w Importance of Time Management 

w Responsibility toward a better future 

w Training Games 

w Role Play 

Each section mentioned in the syllabus contains: 

w Vocabulary 

w Listening 

w Pronunciation 

w Speaking 

w Language 

w Communication 

Methodology: 

w Above practices may be imparted by using:-

w Work book 

w Audio Visual Aids 

w Group talk 

w Class room lessons 

w  Role play 

w Educational games 

Practical 

w Written Communication skill 

w Practice for Both printed and on line written work, resume preparation, 
business reports and letter 

w Grammatical Use (Mind your language towards better English) - 

w prefix, 

w suffix, 

w compound adjectives , 

w Phrasal verbs – formation, grammar and style, 

w terminology uses and expression, 

w synonyms and antonyms, 

Self Management 

w Application of various SWOT ANALYSIS TECHNIQUE for 
identification/improvement of one's strength by overcoming weakness 

SWOT Analysis 

Interviewing 

w Listening and doubt clarifying 

w Concentration on performances objectively and subjectively 

w Agreeing in objectiveness 

w Not imposing one's idea 

w Not to be destructives 

w Interview and its types 

w Industries expectation 

w Preparation for the interview 

w Stages of an interview 

w Post interview 

w Interview evaluation parameters 

w Do's and Don't do's in an interview 

Cross occupational competency 

Development of Organizing and 

w implementation of exercises/task 

w Systematic approach 

w Accuracy 

w Efficient work 

w Carefulness 

w Planning & Organizing 

w Development of Communication & Cooperation 

w Suitable behaviour towards customers 

Cross occupational competency 

Development of Organizing and 

w implementation of exercises/task 

w Systematic approach 

w Accuracy 

w Efficient work 

w Carefulness 

w Planning & Organizing 

w Development of Communication & Cooperation 

w Suitable behaviour towards customers 

w Influence in skill 

w Creativity in presentation & projection 

w Multi cultural skills 

w Development of mental technique 

w Risk taking skill 

w Managing challenges 

w Ability to draw analogies 

w Thinking ahead 

w Ability to transfer 

w Creativity 

w Development of independency & responsibility 

w Ability to make judgment 

w Reliability 

w Holding an opinion 

w Awareness of quality 

Organizing and implementation of exercises 

Communication & Cooperation 

Learning methods and mental technique 

Independency & responsibility 
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