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Objectives for Communication skills : 

1) Enhance verbal communication 
2) Improve Non - verbal Communication 

Department of English 
Certificate Course on 
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2018 -2019 

3) Strengthen written Communication 
4) Develop listening skills 
S) Handle difficult conversations 

Course Syllabus 

UNIT.I. 

6) Utilize technology for communication 

Introduction to Communication: 

a) Definition and importance of communication 

UNIT. II. 

b) Elements of communication process 

c) Types of Communication: Verbal, Non - verbal, written and Visual 

Professional Communication: 

a) Business Communication : Essentials and best practices 

UNIT. III. 

b) Communicating in meetings and conferences 

c) Presentation and public speaking in professionl 

Communication for Leadership: 

a) Communication styles of effective leaders 
b) Motivating and inspiring through communication 
c) Crisis communication and management 



UNIT .IV. 

1 

2 

3 

Communication and Technologv: 

SI. No 

4 

a) Impact of technology on communication 
b) Effective use of digital communication tools 

c) Challenges and solutions in virtual communication 

COURSE SCHEDULE 

COMMUNICATION SKILLS 

(30 hours) 

Introduction to Communication 

Head, Dept. of English, 
Andhra Christian Colege. 

TOPIC 

Professional Communication 
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Communication for Leadership 

Communication and Technology 

HOURS 
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