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1) This syllabus has been developed for the student of Career Oriented Programme

of Spoken English.

2) The whaole syllabus has been divided in 10 2
unitls,

3) The whole course is having 20 eredits out of which B credits has been given to the
priject work/filed work /training.

4) In semester 11, project into external and
are 70 and internal are 30.

5) Vivo voice is also a part of the examination system

6) Due weight age would be given to the attendance.

semesters and each semester has 2

internal, In each semester external marks

~
;.‘QIMM
Siudent will be evaluated on the basic of a written examinalion and
Viva voice at the end of each semester and internal assessment would also be done
during the semesier. In the external examination, written examination would be
having 50 MCQs ( Multi-choice questions) of 30 marks having the duration ol cne
200 marks. The internal assessment will

hour. The project work/viv voice will be o :
be of 30 marks, out of which 15 marks will be of MCQs, 10 marks of project

work/viva voice amd 3 marks fior the presence/performance during the semesier.
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Semester — 1 [COP: Sp:nken Englizh]
Syllabus of Units Basic — 1 & 2

Objective:

To enable the student to pronounce correctly with proper stress and intonation, to
use the conversational structure appropeiately.

Unit =1 Introduction to Phonetics .

{a) Pronunciation : English sounds and words
{b) Stress
(g} Intonation

Unit — IT Conversational Structures:

Dialogue based study of structure pattems and grammatical topics

Basic Reading:
I. V. Sasikwmar : A Course in Listening and Speaking - [, Cambridge ,.
University press
2. G, Taylor: English Conversation Practice, Tata Mcpraa-Hill Publishing ‘
Company Lid,

J. Raymond Murphy: Essential English Grummer, Cambridge University Press

I B
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Semn::;tgr — 1 [COP: Spoken English)
Syll:yhus of Units Basic - 3 & 4

Objective:

To enable the students 1o communicate corract

. e ly and properly in Basic English
communication.

Unit — ITI Process of FfTective Communication and communicative fanctions:

{a) What is communication?

(b} Essential of effective communication

(c) Communicative function: Greeting and Introduction, request,
Permission, instruction and diréction, offering help ete.

Unit — I'V Training/Fieldwork/Project Work

On the basic of unit I-LI-IL, training of preparing project on the basic of the
ficld work would be given to the student. The student would he given small
communicative function based praject on daily use of English in socicty.

Basic Reading:

I V. Sasikumar : A Coursz in Listening and Speaking — I, Cambridpe
University press

2 G. Taylor: English Conversation Practice, Tata Mcgraa-Hill Publishing
Company Ltd.

3 Raymond Murphy: Essential English Grammer, Cambridge University Press,

4 [ Pietro Speaking. Oxford: Oxford University Press,
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semester — |
No | Course Code Name of Course Credits |
l | Basic—1 Introduction to Phonetics 03 |
2 | Basic—2 Conversational Structure 05 |
. = Totwl | 0 |
Semester — IT
No Course Code Name of Course | Credits |
1 Bas!c -3 Effective communication and Communication Function | 02
|2 | Basic~4 Training/Fieldwork/Project Wark 02 |
. . Total | 10
Grand Total | 20 i \
Girade will be given by below methad:
Cirading Poin
Grade Foint Description e of Marks Division'G rade
| 2 3 4
10 Outstanding M — 999, First 0
9 Excellent Bl — B0 First'A
g Very Good 0% — 79% FirstB =
7 Good 6l — 69% First'C -
& Fair 50 — 59% Second D |
3 Averape 40% — 49% PasxsE
4 Dropped Below 40%% F
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Semester — | Career Oriented Programme of Spoken English

Lo )

Subject Code | Title of the Course | Course | No.of Weightage for | Weightage For Total
Credits | Hours Internal Semester end | Marks |
per Examination Examipation
Semester
Basic— | Tntroduction 1o Phonetics 05 15 30 70 S
"Basic -2 Converational Structure 05 15 | T
j |
Semester — [ Career Oriented Programme of Spoken English
Subject Code | Title of the Coorse Course | No.of W_;ightl ge Weightage Total
Credits | Hours for Internal | For Semester | Marks
per Examination | end
Semester Examination
~ Dasic — 3 Effective Communication and 02 15 30 70 [ 00
{_:_mﬂmunia:li-r: F unclions
Dasic —4 Traming Ficldwork/ Projectwork iE 15
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1. MODUCTION OF COMMUNICATION SKILLS:

Communication basically means to convey facts, ideas. feeling and thoughts. It is in fact
the most important activity for social living.
Being able t0 communicate effectively is the most important of all life skills.

Communication 1S simply the act of transferring information from one place to another.

How well this information can be transmitted and received is a measure of how good our

commmicalion skills are.

Developing your communication skills can help all aspects of your life. from vour

profcssimal life to social gatherings and everything in between. The ability to
communicate information accurately, clearly and as intended, is a vital life skill and

something that should not be overlooked. It's never too late to work on your

communication skills and by doing so improve your quality of life.
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Definition of communication skills

The ability to convey information to another effectively and
officiently. Business managers with good verbal, non verbal and written communication
ckills help facilitate the sharing of information between people within a compa fi
its commercial benefit. i
Communication is': more than speaking or writing. To be effective. communication
requires the creation of a common understanding of ideas, desires and observations
among people. C ommunication is a two-way exchange that involves both a presenter and
an audience. Communication includes written and non-verbal behaviors as well as
speaking, and has as its goal to affect the knowledge or behavior of another.

The importance of English language

Importance of tenses

Simple present tense
VERB+ Sles in third person

Examples:

You speak English
Do you speak English?
You do not speak English

Present continuous tense:
Am/is/are+ present participle
Examples:

You are watching tv
Are you waiching tv?
You are not watching tv

Present perfect tense
Has/have+ past participle
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Fxamples:

You have seen that movie many times.
Have you seen that movie many times?
You have not seen that movie many times.

Present perfect continuous:

Has/have+been+present participle -

Examples:

You have been waiting here for two hours.
Have you been waiting here for two hours?
You have not been waiting here for two hours.

Past perfect tense:

~ Had+ past participle

YV VYV

vVY

Examples:

You had studied English before you moved to New York.
Had you studied English before you moved to New York?
You had not studied English before you moved to New York.

e : - . P E_ RS .
LAdL PEIACLE CUMIMULULD svaew s

Had been + present participle

Examples:

You had been waiting there for two hours.
Had you been waiting there for more than two hours?
You had not been waiting for more than two hours.

Simple future tense:

Will+ verb
Examples:

You will help him later.
Will you help him later?
You will not help him later. -

FORM Be Going To'

V K INSTITUTE OF IT & MAN
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[am/is/are + going to + verb)

Examples:

You are going to meet Jane tonight.
Are you going to meet Jane tonight?
You are not going to meet Jane tonight.

YV V Y

Future Continuous

FORM Future Continuous with "Will"

[will be + present participle]
Examples:

You will be waiting for her when her plane arrives tonight.
Will you be waiting for her when her plane arrives tonight?
You will not be waiting for her when her plane arrives tonight.

Y V VWV

FORM Future Continuous with "Be Goine To "

[am/is/are + going to be + present participle]
Fxamples:

You are going to be waiting for her when her plane arrives tonight.
Are you going to be waiting for her when her plane arrives tonight?
You are not going to be waiting for her when her plane arrives tonight.

i
v VY V!-‘

" Future Perfect
FORM Future Perfect with " Will"
[will have + past participle]
Examples:
> You will have perfected your English by the time you come back from the U.S.
> Will you have perfected your English by the time you come back from the U.S.?
» You will not have perfected your English by the time you come back from the U.S.

FORM Future Perfect with "'Be Going To"

[am/is/are + going to have + past participle]
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Examples:

You are going to have perfected your English by the time you come back from the
U.S.

Are you going to have perfected your English by the time you come back from the
us.?

You are not going to have perfected your English by the time you come back from the
U.S

Future Perfect Continuous

FORM Future Perfect Continuous with "will"

[will have been + present participle]
Examiples:

You will have been waiting for more than two hours when her plane finally arrives.
Will you have been waiting for more than two hours when her plane finally arrives?
You will not have been waiting for more than two hours when her plane finally

arrives.

FORM Future Perfect Continuous with ""Be Going To"

[am/is/are + going to have been + present participle]
Examples: -

You are going to have been waiting for more than two hours when her plane finally

arrives.
Are you going to have been waiting for more than two hours when her plane finally

arrives?
You are not going to have been waiting for more than two hours when her plane

finally arrives.
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Passive and Active Voices

Verbs are also said to be either active
ot passive (The new policy Was @ approved by
active voice, the subject and verb relationship i
a do-cr and the verb moves the sentenc
¢ is neither a do-er or a be-er, but js acte

sentenc
amed (The new policy was approved).

comething unn
can pick out @ passive voice construction from 1

tion. There is nothing inherent
vou can say the same thing in the active mode.

will have more pizzazz as a result, since passive
d avoid actval work.

m

more active construc

their pajamas an

l‘ Active
[..._ - - e '—-—*——'“’_”'.—-——‘—-—-_ -
Simple Once a week, Tom cleans the
Present | house.
r___,___‘____.__,_._rﬁ__i_. e
~ Present Right now, Sarah is writing |
Continuous the letter. '
g ]_ — — e e
Simple Past repaired the car. |
— g T) g _rf
st The salesman Was helping
; the customer when the thief |
Continuous ; '
came into the store.
e
Present Many tourists have visited |
. Perfect that castle.
Present Recently, John has been
Perfect l‘ doing the work. '
PR SRS
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(The executive committee approved the ne
the executive committee) in
S straightforward: the su
e along. In the passive voice, t
d upon by some other

w policy)
voice. In the
bject is a be-er O
he subject of the
agent or by

Computerized grammar checkers

\les away and ask you 10 revise it to a
]y wrong with the passive voice. but if
do so (see exceptions below). Your text
verb constructions tend to lie about in

Passive

Once a week, the house
cleaned by Tom.

e it

Right -now, the teuc > beang
written by Sarah.

e e = =

The car was repaired by Sam.

The customer Was being

MANAGEM\‘M "%

helped by the salesman when

the thief came nto the store.

That castle has
many tourists.

been visited by ’

e ——

Recently, the work has been

being done by John.
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Continuous

George had repaired many
cars before he received his
mechanic's license.

Past Perfect

e ___.___T_ :

; Chef Jones had been
'~ preparing the

| -
|

restaurant’s |

VK INSTITUTE OF IT & MANAGEMEN

Many cars had been repaired
. by George before he received

I

his mechanic's license.

_-L__.._ =

| The restaurant's  fantastic

dinners had been being

L o i e et e o U R e T A AT

W
Eagt' Pifc ~ fantastic dinners for two | prepared by Chef Jones for
o | years before he moved to ' two years before he moved to
| Paris. Paris.
! ?
Simple Future |  Someone will finish the = The work will be finished by
will | work by 5:00 PM. 5.00 PM,
Y% S N VPR
| Simple Future | Sally is going to make a : A beautiful dinner is going to
be going to beautiful dinner tonight. I be made by Sally tonight.
;mmf; | At 8:00 M tomgny Joim AL 300 ThL tninhy shimidichen
C(');;tmm will be washing the dishes. % will be being washed by John.
wi
e | _
Future At 8:00 PM tonight, John is l At 8:00 PM tomghl the dishes
Continnous |  going to be washing the ! are going to be being washed
be goingto |  dishes. | by John.
P Ly ]
Gl = - - g Eia
Future Perfect They wil haveb cfompletﬂe]d -The project will have been
will the y puoject S © completed before the deadline.
deadline.
|: They are going to have The project is going to have
4 .Pﬂfm completed the project before been completed before the i
be going &0 the deadline. deadline. |
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Future Perfect
Continuous
will

Future Perfect

Ij

|
|
|

The famous artist will have

been painting the mural for |
over six months by the time
itis finished. |

The famous artist is going to
have been painting the '
mural for over six months by

My mother would always

1 knew John would finish thhe

I thought Sally was going to |
make a beautiful dinner |

Continuous

be going 1o the time it i finished.

Used to Jerry used to pay the bills.
. ~ ol .lr .

Would

Always make the pies.

Future in the

i work by 5:00 PM.

Would

Future in the |

Past

Was Going to tonight.

The mural will have been’
being painted by the famous
artist for over six months by
the time it is finished.

The mural is going to have
been being painted by the
famous artist for over
months by the
finished.

time it 1s

The bills used to be paid by
Jerry.

The pies would always be
made by my mother.

SiX

I knew the work would be !

a4

f1inisned vy 5.00 & ivi.

[ thought a beautiful dinner
was going to be made by
Sally tonight.
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pe rsonali - development

hat i Personality?
Fverybody's heard the term personality, and most of us can describe our own or our
friend's personality. What most don't know, however, is that personality is one of the most

w

i 7ed and most researched aspects of psychology?

5o what is pﬂ-somlity‘? To understand this concept, you first need to understand the

difference between a trait and a state. A trait is a relatively permanent individual
characteristic. For example, most of know people who are outgoing, friendly, confident, or

shy. When we describe these people, we use these traits to better understand their

personality’; to better understand who they are. A state, on the other hand, is a temporary
change in one's personality. Examples of states might be angry, depressed, fearful, or
anxious. We typically use states to describe a person's reaction to something.

To make matters more confusing, a trait can also be a state, and visa versa. The man who has
the personality trait of outgoing might be shy at first around new people. The woman who is
typically confident, might exhibit fear or self-doubt when presented with a new stimulus.

The key to understanding the difference is to think about how the person typically is (trait)

and how the person has temporarily changed (state) in response to something. As we
progress through personality theory and development, we will focus primarily of traits; the

characteristics of a person that makes him or her unique.

Personality Development Model

Develapment -
of our positive |
penonality

J
FlLmination of
our pegative -
personafiey

;I;./

($( %73
; ‘:rg- S \" B g
s 1 VKINSTITUTE OF IT AND MANAGEMENT i
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Definition

- R
‘v : L is the develo i
personality development is th pment of the organized pattern o '
itudes that makes a person distinctive. Personfllity development ncgurs by trfeb(?: a:;!ors 0
ot of“mwmem, chare?cter. and environment. Usually when we talk abs :ng
aomeone’s personality, we are talking about what makes that person »

’ : : different from ot
people, pechaps even unique. This aspect of personality is called individual differe(:l:::

Personality is what makes a person a unique person, and it is recogni

; . b izabl

birth. A child's personality has several components: temperament, envirot%:\ent z:g P
character. Temperament is the set of genetically determined traits that determine the child's
approach to the world and how the child learns about the world. There are no genes that

specify personality traits, but some genes do control the development of the nerv
which in turn controls behavior. nervous system,

A su_;bnd component of person_ality comes from adaptive patterns related to a child's
specific environment. Most psychologists agree that these two factors—temperament and

environment—influence the t-ievelopment of a person's personality the most. Temperament
with its dependence on genetic factors, is sometimes referred to as "nature,”" while the
environmental factors are called "nurture."

While there is still controversy as to which factor ranks higher in affecting personality
development, all experts agree that high-quality parenting plays a critical role in the
development of a child's personality. When parents understand how their child responds to
certain situations, they can anticipate issues that might be problematic for their child. They
can prepare the child for the situation or.in.some cases they may avoid a potentially difficult
situation altogether. Parents who know how to adapt their parenting approach to the particular

temperament of their child can best provide guidance and ensure the successful development
of their child's personality.

Finally, the third component of personality is character—the set of emotional,
cognitive, and behavioral patterns learned from experience that determines how a person
thinks, feels, and behaves. A person's character continues to evolve throughout life, although
much depends on inbom traits and early experiences. Character is also dependent on a
person's moral developmeat.

How to Identify Your Strengths and Weaknesses

Knowing where you come in strong and where you need assistance can help you
stabilize your personal life and nurture your professional interactions. Self-knowledge is a
powerful tool that too many people disregard because it's difficult or inconvenient. If you

want to be able to identify your strengths and weaknesses, whether for a job or for person
reasons, read on for tips and tricks.

Weaknesses are human. There wouldn't be any point in asking the question if all you gave
the interviewer was some canned response about how awesome you are. The interviewer isn't
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. ey're looking for a real dis!cussion of things you can work on,a signpost
Jooking for ;2?:1 ;:uficlf. Real weaknesses might include: G
of insight &

Being t00
tinating
Being too talkative

strengths and weaknesses generally refer to a person’s character.
Often a strength can be a weakness, and vice versa, a weakness can be a

" In Chinese philosophy. yin and yang (e.g., dark and light) are described as
complementary opposites within a greater whole.
For examp

le, here are some strengths and weaknesses by personality type.

SN e T s WA
. S ISV e

m TExcludes feelings from dc_;:isi;)_ns B

(A(};l{ﬂ[;‘l ; [1 Thorough "Goes too far; perfectionist
t i - — : T RS - =
EDisciplined E'Too rigid or demanding of self/others
e \[ndependcnt 1‘Has trouble operating with others | 7 :
' Driver 1Decisive ]Eo;es _not .takq firne to gons:nie—romer p“ersi)cct-iv_es“}
(Get it Donc) — : — e
. ! Determivted | Domineering; 100 focused on doing it "my way"
;Suppbrlive %Tends to conform to wishes of others
?G.eti:tl’::g) !Patient i!No time boundaries; things do not get done )
‘ ‘ Diplomatic Not assertive or directive
! e R ,

I‘.lGood commuhicalor ;Talks too much

' Expressive. iEnthusiastic | Comes on too strong
(Getappreciated) | — B AR s
i | Imaginative | Dreamer; unrealistic

" Increasing Vocabulary

A person's vocabulary is the set of words within a language that are familiar to that
person. A vocabulary usually develops with age, and serves as a useful and fundamental tool
for communication and acquiring knowledge. Acquiring an extensive vocabulary is one of
the largest challenges in learning a second language.
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Reading vocabulary

VKINSTITUTE OF IT AND MANAGEMENT

person's reading vocabulary is all the \\_mds he or she can recognize when reading

i rally the largest type °f."°°a.b“l’"f simply because a reader tends to be CXPosedl
to more words bY reading than by listening. In many cases, motably Chinese characters, as in
Chinese and Japanese kanji, where the pronunciation is not indicated by the written word,
some words may be part of the written vocabulary but not the commonly spoken language.
For example, a Chinese s o recognize that BX (giraffe) is pronounced gi lin, a
Japanese speaker may not recognize that EXB (giraffe) is pronounced kirin.

Listening vocabulary

A person's listening vocabulary is all the words he or she can recognize when listening to

speech. People may still pnders_tand \fvords they were not exposed to before using cues such
as tone, gestures, the topic of discussion and the social context of the conversation.

Speaking vocabulary

A person's speaking vocabulary is all the words he or she uses in speech. It is likely to be a
subset of the listening vocabulary. Due to the spontaneous nature of speech, words are often
misused. This misuse — though stight and unintentional - may be compensated by facial
expressions, tone of voice, or hand gestures.

Writing vocabulary

Words are used in various forms of writing from formal essays to Twitter feeds. Many
written words do not commonly appear in speech. Writers generally use a limited set of
words when cemmunicating: for example

« if there are a number of synonyms, a writer will have his own preference as to which
of them to use. :

« heis unlikely to use technical vocabulary relating to a subject in which he has no
knowledge or interest.
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to use your own body language to emphasize your chosen words is
ount in all human interactions.

| Non verbal language
| Disgust

your ability

1. Eve Contact :
Eye contact is one of the most important aspects of dealing with others, especially people
we've just met. Maintaining good eye contact shows respect and interest in what they have to
say. We tend to keep eye contact around 60-70% of the time, (however, there are wide
cultural differences, so be careful in other countries). By doing this you won't make the other
people feel self conscious, like they've got a bit of vegetable stuck between their teeth or a
dew drop hanging from the nose. Instead, it will give them a feeling of comfort and genuine
warmth in your company. Any more eye contact than this and you can be too intense, any

less and you give off a signal that you are lacking interest in them or their conversation.

2.Posture
Posture is the next thing to master. Get your posture right and you'll automatically start

feeling better, as it makes you feel good almost instantly. Next time you notice you're feeling
a bit down, take a look at how you’re standing or sitting. Chances are you'll be slouched over
with your shoulders drooping down and inward. This collapses the chest and inhibits good
breathing, which in tum can help make you feel nervous or uncomfortable.

3.Head

Head position is a great one to play around with. When you want to feel confident and self
assured keep your head level both horizontally and vertically. You can also use this straight
head position when you want to be authoritative and want what you're saying to be taken
seriously. Conversely, when you want to be friendly and in the listening, receptive mode, tilt
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pead just a little to one side or other. You can shifi the tilt from left to right at different
ﬁlnfs in the conversation.

Arms i
!A..:-T-l-s-—é-i ve away the clues as to how open and receptive we are to everyone we meet and

interact with, so keep your arms out to the side of your body or behind your back. This shows
you are not scared to take on whatever comes your way and you meet things "full frontal", In
general terms the more outgoing you are as a person, the more you tend to use your arms with
big movements. The quieter you are the less you move your arms away from your body. So,
try to strike 8 natural balance_: and keep your arm movements midway. When you want to
come across in the best possible light, crossing the arms is a no-no in front of others.
Obviously if someone says something that gets your goat, then by all means show your
disapproval by crossing them!

5. . :
ﬁ the furthest point away from the brain, and consequently they're the hardest bits of

our bodies to consciously control. They tend move around a lot more than normal when we
are nervous, stressed or being deceptive. So best to keep them as still as possible in most
situations, especially at interviews or work meetings. Be careful too in the way you cross

your legs. Do you cross at the knees, ankles or bring your leg up to rest on the knee of the
other? This is more a question of comfort than anything else. Just be aware that the last
position mentioned is known as the "Figure Four" and is generally perceived as the most
defensive leg cross, especially if it happens as someone tells you something that might be of a
slightly dubious nature, or moments after (as always, look for a sequence).

Angle of the body in relation to others gives an indication of our attitudes and feelings
towards them. We angle toward people we find attractive, friendly and interesting and angle
ourselves away from those we don't - it's that simple! Angles include leaning in or away from
People, as we often just tilt from the pelvis and lean sideways to someone to share a bit of

W e n—
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we are not in complete control of our angle at the cinéma because
when we stand shoulder to shoulder and are packed in like
tend to lean over towards the other person.

a
these situations We

Hand gestures are SO NUMETOUS it's hard to give a brief guide...but here goes. Palms slightly

| up and outward is seen as open and friendly. Palm down gestures are generally seen as
dominant and possibly aggressive, especially when there is no movement or bending between

§ the wrist and the forearm. This palm up, palm down is very important when it comes to

haking and, where appropriate, we suggest you always offer a handshake upright and

vertical, which should convey equality.

4 8Ears .
§ Yes your cars play a vital role in communication with others, even though in general terms

- mostpeoplemn‘t move them much, if at all. However, you've got two ears and only one
¥ mouth, so try to use them in that order. If you listen twice as much as you talk you come
| across as a good communicator who knows how to strike up a balanced a conversation

# without being me, me, me or the wallflower.

4 ':‘9.Mo||tll
4§ Mouth movements can give away all sorts of clues. We purse our lips and sometimes twist

'§ them to the side when we're thinking. Another occasion we might use this movement is to

§ hold back an angry comment we don't wish to reveal. Nevertheless, it will probably be

4 spotted by other people and although they may not comment, they will get a feeling you were
'@ not too pleased. There are also different types of smiles and each gives off a corresponding

°§ feeling to its recipient which we'll cover next time.
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Curriculum of Certificate Course in Beauty Parlour

Index

Sr No Topic

Bleaching
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Make-up ang face cleaning

Style of sari

Beautification of bride
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Curriculum of Certificate Course in Mehdi

Index

\ SrNo | Topic
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Drawing different forms of line ang symbols

o Ty e .
Information apoyt making cones ang pre
3 Gujarati Mehdj design

paring Mehdi paste.
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4 Arabic Mehgj design
Bridal Mehgj design
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6 Rajasthanj Mehdj design
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Method of making black Mehdj
lnformation about the removal of mehdj
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