














 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Orientating students over interview skill (Mock Interview) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Students watching the English movie for learning pronunciation (Film Screening) 
  





Rayat Shikshan Sanstha's 

C. D. JAIN COLLEGE OF COMMERCE, SHRIRAMPUR 
Dist – Ahilyanagar 

Academic Year : 2024-25 

Skill Based Short Term Course in  

Add on Course in Soft Skills 
 

Class: TYBBA (C.A.) 
 

 

Duration:30 hr. 
Objectives:1) To boost students confidence in communication. 2) To make students 

familiar with English pronunciations.3) To inculcate and instill among students the skills of 

writing, reading, and speaking.    
Curriculum: 

Unites 
No of 

Period 
Total No of Period 

A) Basics of English Language :  Theory Practical 

1)  English Alphabets and their pronunciation. 1 

2 2 

2)  Framing words: Word Formation Affixation, Compounding, 

Blending and Acronyms 
1 

3)  Word Families:  Word families based on  Nouns  

                          Word families based on Verbs 

                          Word families based on Adjectives 

2 

B)  Pronunciation:     

1) Basic sounds 

2) Letter and sounds  

3) Utterances and words. 

2 

4 2 
4) Sounds and sound groups 

5) Consonants and vowels 

6) Intonation  

2 

7) Pronunciation  1 

8) Word groups, stressed, unstressed 1 

Unites 
No of 

Period 
Total No of Period 

C) Grammar :   Theory Practical 

1) Parts of Speech 

2) Basic sentence patterns. 

3) Tenses 

2 

3 1 
1) Direct and Indirect speech. 

2) Active passive voice 

3) Common Mistakes in English  

2 

D) Developing Vocabulary.    

1) Synonyms Hyponyms Antonyms 2 

6 4 

2) Homonyms Homographs, Homophones. 2 

3) One word for many  1 

4) Parts of the body and connected words. 1 

5) Words in daily use- Ornaments, vegetables, 

Occupations. 
1 

6) Idioms and Phrases  2 

7) Proverbs 1 



E) 1)  Difference between British and American     

     English   

2) Current words 

3) words often confused  

2 1 1 

F) Conversation :    

a) Greeting /Manners 

1) Introducing oneself/ others / 

2) Thanking  

3) Apologizing  

1 

2 1 
4) Inviting  

5) Giving Compliments 

6) Showing Direction  

2 

7) Telephone Conversation  1 

G) Role Playing     

1) At the Bank 

2) At the Railway station  
2 

6 2 

3) Helping Classmates 

4) Making inquiry at the hospital/ Bus stand  
2 

5) Conversation at social places  

6) Casual Meetings  
2 

7) General Discussion at social places  

8) At the Bank/post office 
1 

9) Importance of English language in the Global era. 

10) Role of English language in personality development  
1 

Unites 
No of 

Period 
Total No of Period 

H) Interview Techniques  Theory Practical 

Mock Interviews 

Job interviews 
4 

5 3 

Group Discussion Speeches 4 

I) Writing skills – Creative writing , Essay 

writing,Letter writing ,Paragraph writing 
4 2 1 

J) Drilling / Practice and practical in Class-

room , classroom discussion. 
4 2 1 

K) Projects- Vocabulary Building Informal 

Letter writing formal letter writing parts 

of speech  
2 1 1 

Total Lectures = 50             Theory 30 Lect.          Practical 20 Lect. 

 Teaching Methodology:  

Lectures, audio /video Sessions, Group Discussion, Drilling and practical.           

 Evaluation: is based on written and oral performance of the students. 

 Reference Books:-  

1) Bansal& Harrison Spoken English for India. 

2) Greenbaum'Z Quirk University Grammar of English 

3) Shaikh B.M. Business Communication  

4) Tylor Grant Conversational Skill  
 

 Board of Studies:   

1) Principal Dr. S. A. Nimbalkar     -Chairman 

2) Dr. S. D. Ghangale        -Course Co-coordinator 

3) Prof. Kailas Dair         -Member 

4) Dr. Sunil Deokar           -Member (External Expert) 
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