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FROM

T VENKATA RAMANA

DEPT OF ENGLISH
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TO

DR P HARSHA LATHA

PRINCIPAL
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MAM,
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IHANKING YOU MAM.

YOURS SINCERELY

_ T VENKATA RAMANA
P PAL I ~vess st dowmena,
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Communication Skills Class 10 Notes

In this chapter of class 10 Employability Skills, we will discuss the various methods of
communication. This article includes all the topics covered In CBSE syllabus 2020-21. You
have to study a total of 4 chapters in this unit. Here I have tried to provide you complete
notes for your Class 10th board exam 2020. You can download the PDF format of all the
notes in a single click. Please share with your friends.

Communication Skills means how do we communicate with each other. The way of
presenting our information is very important. Communication Skills include those areas
which deal with our talking, writing, expressing our views. By reading this chapter you will
understand how to communicate with others decently. This includes the overall
development of your personality.

Session 1: Methods of Communication

The word ‘communication’ comes from the Latin word comminicédre, meaning ‘to share’. Clear and
concise communication is of inmense importance in work and business environment as there are
several parties involved.

Communication has three important parts:

1. Transmitting — The sender transmits the message through one medium or another.

2. Listening — The receiver listens or understands the message.

3. Feedback — The receiver conveys their understanding of the message to the sender in the form of
feedback to complete the communication cycle.

Communication Process and Elements

The various elements of the communication cycle are:

Sender: the person beginning the communication.

Message: the information that the sender wants to convey.

Channel: the means by which the information is sent.

Receiver: the person to whom the message is sent.

Feedback: the receiver s acknowledgment and response to the message.

Mathods of Communication
Face-to-face informal
communication
e-mail
Notices/Posters
Business Meetings
social networks, message, phone call for communication, newsletter, blog, etc

Choosing the right method of communication depends on
» Target audience

+ Costs

» Kind/type of information

« Urgency/priority

Session 2: Verbal Communication
Verbal communication includes sounds, words, language, and speech. Speaking is one of the most
effective and commonly used ways of communicating. It helps in expressing our emotions in words.

Type of Verbal Communication
Interpersonal Communication: This form of communication takes place between two individuals and is
thus a one-on-one conversation It can be formal or informal

Written Communication: This form of communication involves writing words. [t can be letters, circulars,
reports, manuals, SMS, social media chats, etc. It can be between two or more people.

Small Group Communication: This type of communication takes place when there are more than two
people involved. Each participant can interact and converse with the rest
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Public Communication: This type of communication takes place when one individual addresses a
large gathering.

Advantages of Verbal Communication
Itis an easy mode of communication in which you can exchange ideas by saying what you want and
get a quick response.

Disadvantages of Verbal Communication
Since verbal communication depends on written or spoken words, sometimes the meanings can be
confusing and difficult to understand if the nght words are not used.

Mastering Verbal Communication
Think Before You Speak

» Think about your topic
+ Think about the most effective ways to make your listeners

Understand the topic.

Write or note down whatever you plan to say.

Concise and Clear

Speak clearly, loudly and at moderate speed.

Be sure the information you want to share is to the point.
Do not repeat the same sentences.

Confidence and Body Language

Be confident.

Maintain eye contact, stand straight and be attentive.

Be friendly.

Session 3: Non-verbal Communication
Non-verbal communication is the expression ar exchange of information or messages without using
any spoken or written word

Importance of Non-verbal Communication

In our day-to-day communication

* 55% communication is done using body movements, face. arms. etc.
» 38% communication is done using voice, tone, pauses, etc.

* only 7% communication is done using words

Types of Non-verbal Communication

Facial Expressions

Posture

Gestures or Body Language

Touch

Space

Eye Contact

Paralanguage : tone, speed and volume of our voice.

Examples of Visual Communication

Session 4: Communication Cycle and the Importance of Feedback

For effective communication, it is important that the sender receives an acknowledgement from the
receiver about getting the message across. While a sender sends information. the receiver provides



feedback on the received message.

Types of Feedback
» Positive Feedback

« Negative Feedback

» No Feedback

A good feedback is one that is:
« Specific: Avoid general comments. Try to include examples to clarify your statement. Offering
alternatives rather than just giving advice allows the receiver to decide what to do with your feedback.

» Timely: Being prompt is the key, since feedback loses its impact if delayed for too long.

* Polite: While it is important to share feedback, the recipient should not feel offended by the language
of the feedback.

» Offering continuing support: Feedback sharing should be a continuous process. After offering
feedback. let recipients know you are available

for support.

Importance of Feedback :

« It validates effective listening: The person providing the feedback knows they have been understood
(or received) and that their feedback

provides some value.

« It motivates: Feedback can motivate people to build better work relationships and continue the good
work that is being appreciated.

» Itis always there: Every time you speak to a person, we communicate feedback so it is impossible
not to provide one.

+ It boosts learning: Feedback is important to remain focussed on goals, plan better and develop
improved products and services.

« It improves performance: Feedback can help to form better decisions to improve and increase
performance.

Session 5: Barriers to Effective Communication

What is Effective Communication?
Effective communication follows the basic principles of professional communication skills.

Barriers to Effective Communication

Physical Barriers

Physical barrier is the environmental and natural condition that act as a barrier in communication in
sending message from sender to receiver. Not being able to see gestures, posture and general body
language can make communication less effective.

Linguistic Barriers

The inability to communicate using a language is known as language barrier to communication.
Language barners are the most comman communication barriers, which cause misunderstandings
misinterpretations between people

Interpersonal Barriers

Barriers to interpersonal communication occur when the sender's message is received differently from
how it was intended.

Organisational Barriers

Organisations are designed on the basis of formal hierarchical structures that follow performance
standards, rules and regulations, procedures, policies, behavioural norms, etc. All these affect the free
flow of communication in organisations

Cultural Barriers

Cultural bamers is when people of different cultures are unable to understand each other's customs,
resulting in inconveniences and difficulties People sometimes make stereotypical assumptions about
others based on their cultural background
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GOVERNMENT DEGREE COLLEGE,

RAYACHOTY, KADAPA DISTRICT, A.P. 516269
(Aceredited with C Grade by NAAC)

Department of JKC

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Date: - 03.10.2022

Brief Re Batch 22-

The first batch of JKC Training was started on the 15.06.2022 in order to train the
students for improving their communication, reasoning and Computer skills. To start
the program Lt. T. Venkataramana, JKC Coordinator called for the registrations from
the interested students. The first batch for the academic year 2022-23 was begun with
the students 15 in number. The class work for the batch was commenced on the
15.06.2022 and ended 30.09.2022. Lt. T. Venkataramana, Lecturer in English and Smt.
Shameem Taj, JKC FTM were engaged as the faculty members to teach the syllabi of
the skills. 15 participants of the batch satisfactorily completed the training and were

issued the training completion certificates from the principal.
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Restructuring the Curriculum of JKC as per the present day needs and Trends

Commissionerate of Collegiate Education

| J K C Monitoring Cell
Curriculum|

Curriculum frame-250 Hrs

No. of
SNO SKILL Hours Trainer
allotted
Communication GEM
1 | Skills 60 Hrs | (Guest English
Mentor

Soft Skills

30Hrs |GEM/FTM

Ethical Values

10 Hrs |GEM/FTM

4 | Analytical Skills 60 Hrs | FTM(Full Time
Mentor)

5 | Technical Skills 60 Hrs | T TM (Full Time
Mentor)

o | General Awareness | .., | FTM (Full Time
Mentor)

Total

250 Hrs training
Package




COMMUNICATION SKILL-60 Hrs

SECTION-1
A. GRAMMAR 15 HRS
SELF-INTRODUCTION
TENSES
CONCORD
SECTION-1
B. READING & WRITING
PASSAGES FOR COMPREHENSION
SECTION-2
A. GRAMMAR 15 HRS
PREPOSITIONS
ADJECTIVES & ARTICLES
AUXILIARY VERBS
CONDITIONALS
SECTION-2
B. VOCABULARY & COMPREHENSION
SYNONYMS
ANTONYMS
SECTION-3
A. GRAMMAR 15 HRS
VOICE
SPEECH
DEGREES

LINKERS




Commissionerate of Collegiate Education
J K C Monitoring Cell
Curriculum

SECTION-3
B. WRITING SKILLS

NOTE — MAKING
PRECIS WRITING
PARAGRAPH WRITING
ESSAY WRITING

SECTION-4
A. PRONUNCIATION & COMMUNICATION SKILLS 15 HRS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK 1 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

SECTION-4
B. NEUTRALISATION OF ACCENT

ACCENT WITH MINIMUM MTI
VOICE BASED EFFICIENCY
TELEPHONE SKILLS - ETIQUETTE
SELF-INTRODUCTION
INTRODUCING OTHERS
SEEKING PERMISSION
AGREEING & DISAGREEING
MAKING COMPLAINTS
MAKING REQUESTS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK -2 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

*A TOTAL OF SIXTY HOURS INCLUDING FORMATIVE AND SUMMATIVE
ASSESSMENT




SOFT SKILLS -30 Hrs

Commissionerate of Collegiate Education

JKC Monitoring Cell

Soft Skills
5.No. Grammar

1 Soft Skills - An Overview

2 Know Youself

3 SWOT Analysis

4 Goal Setting

3 Positive Attitude

6 Body Language

T Interpersonal Skills

8 Time Management

9 Presentation Sklls

10 Just a Minute (JAM) Activities

11 Team Dyvnamics

12 Group Discussion

13 Etiquetter of Telephone.e-mail and SMS

14 Interview Sklls

15 Preparation for Examinations

jkeme.cce@gmail.com apcce.gov.in

30 HRS




Ethical Values-10 Hrs

1. Introduction to Value Education

2. Harmony in the Human Being

3. Harmony in the Family and Society and Harmony in the Nature
4. Social Ethics

5. Professional Ethics




Commissionerate of Collegiate Education
JKC Monitoring Cell

Section-1 Arithmetic

Topic

Unit-I

1.1 BODMAS

1.2 Fractions and Decimals -1

1.2 Fractions and Decimals -2

1.3 Algebraic Formulae

1.4 Divisibility Rules

1.5 LCM & HCF-1

1.5 LCM & HCF-2

Unit-2

2.1 Ratios & Proportions

2.2 Percentages-1

2.2 Percentages-2

2.3 Profit & Loss-1

2.3 Profit & Loss-2

2.4 Partnership-1

2.4 Partnership-2

2.5 Data Analysis-1

2.5 Data Analysis-2

2.5 Data Interpretation-1

2.5 Data Interpretation-2

Unit-3

3.1 Simple Interest-1

3.1 Simple Interest-2

Test-1

3.2 Compound Interest-1

3.2 Compound Interest-2

Unit-4

4.1 Averages

4.2 Problems on Ages-1

4.2 Problems on Ages-2




Unit-5

5.1 Time & Diastance-1

5.1 Time & Distance-2

5.2 Time & work-1

5.2 Time & Work -2

5.3 Problems on Trains

Unit-6

6.1 Permutations and Combinations-1

6.1 Permutations and Combinations-2

6.1 Permutations and Combinations-3

Test-2

6.2 Probability-1

6.2 Probability -2 -

Unit-7

7.1 Areas

7.2 Volumes

Surface Arcas

Section-2 Reasoning

i) Verbal Reasoning

Unit 8

8.1 Number Series

Test-3

8.2 Number Analogy

8.3 Odd Man Out

Coding & Decoding-1

Coding & Decoding-2

Unit -9

9.1 Blood Relations-1

9.1 Blood Relations-2

9.1 Blood Relations-3

9.2 Direction Sense Test-1

9.2 Direction Sense Test-2

9.3 Seating Arrangement

9.3 Seating Arrangement




Unit 10

10.1 Problems solving Techniques and Logical
Reasoning

10.2 Ranking and Time Sequence Test-1

Test-4

10.2 Ranking and Time Sequence Test-2

10.3 Mathematical Operations

10.3 Mathematical Operations

10.3 Mathematical Operations

Unit 11
11.1 Clocks
11.2 Calendars
ii ) Non Verbal Reasoning
Unit 12
12.1 Series-1
12.1 Series-2

12.2 Mirror Images and Water Images

12.3 Incomplete Figure Patterns

12.4 Figure matrix

12.5 Logical VennDiagrams-1

12.5 Logical VennDiagrams-2

Test-5

Additional Inputs

Unit 13

13.1 Matrices & Surds

13.2 Quadratic Equations

13.3 Coordinate Geometry and Trigonometry

13.4 Differentiation

13.5 Decision Making




Commissionerate of Collegiate Education
JKC Monitoring Cell

Unit | - Computer Fundamentals

SI.No. Content
1.1 What is computer
1.2 Features of computer
1.3 Computer Generations
1.4 Types of Computers
1.5 Applications of Computers
1.6 Input/Output Devices
1.7 Computer's Memory
1.8 Computer Software
1.9 Windows
a. Windows desktop
b. Start Menu
c. Working with Windows
d. Using Paint
e. Using wordPad
Unit 11- MS-Office
2.1.1 About MS-Office
MS-Word
2.1.2 Word Basics
2.1.3 Features of Word
2.1.4 Starting with MS-Word
2.15 Components of MS-Word
2.1.6 File Menu
a. New
b. Save
c. Page Setup
d. Print preview
e. Selecting Text and Graphics
2.1.7 Edit Menu
a. Undo/ Redo
b. Copy and Paste
c. Find/ Replace
2.1.8 Headers and Footers
2.1.9 Insert Menu
2.1.10 Format Menu
2.1.11 Mail Merge
2.1.12 Table Menu
MS-Excel
2.2.1 Excel Basics
2.2.2 Excel Components
2.2.3 Entering Data
2.2.4 Data Types
2.2.5 Working with Cells
2.2.6 File Menu
2.2.7 Edit Menu
2.2.8 Creating a Chart
2.2.9 Functions and Formulae
2.2.10 Data Menu
Ms-Power Point
2.3.1 Powerpoint Basics
2.3.2 Ready- Made slide layout scheme
2.3.3 File Menu
2.3.3.1 Creating a presentation
a. using auto content wizard
b. using a design template
c. using blank presentation
2.3.4 Insert Menu
2.3.5 Format Menu
2.3.6 Slide Show




Commissionerate of Collegiate Education
JKC Monitoring Cell

MS-Access
2.4.1 Access Basics
2.4.2 Components
2.4.3 Data Types in MS-Access
2.4.4 Database Creation
2.4.5 Table Creation
2.4.6 Forms
24.7 Query
2.4.8 Reports
Unit 11 -Internet Skills
3.1 Introduction
3.2 Internet
3.3 How can | get connected at Home
3.4 Web Site
3.5 Web Browser
3.6 Search Engine
3.7 On-line Forms Rail Journey
3.8 On-line Shopping using FlipKart
3.9 Using Electronic Mail(Email)
3.10 Social Media
3.11 What is Skype?
3.12 Google Drives
3.13 What are Google Docs, Sheets and Slides
Unit IV - Using Printer and Scanner
4.1. Scanners
4.2 Printers
4.3 Use Picture Manager

Unit V — Assignments

jkemc.cce@gmail.com apcce.gov.in
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GENERAL STUDIES SYLLABUS FOR JKC 30 hrs

IV. General Awareness on current affairs in

Science & Technology,

Sports,

Culture,

Personalities,

Economics,

Politics

Any other subjects of importance

Current affairs of national and international importance

History of India and Indian National Movement

Indian and World Geography

Physical, Social, Economic Geography of India and the World.

Indian Polity and Governance

Constitution, Political System

Panchayati Raj

Public Policy

Rights Issues, etc.

Economic and Social Development

Sustainable Development

Poverty

Inclusion

Demographics

Social Sector initiatives, etc.

General issues on Environmental Ecology, Bio-diversity and Climate Change — that
do not require subject specialisation
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GOVERNMENT DEGREE COLLEGE,

: RAYACHOTY, KADAPA DISTRICT, A.P. 516269
o o 3
' ’w:@ - (Accredited with C Grade by NAAC)

Department of JKC

Date: - 03.10.2022
Brief R f JKC Batch 22-23

The first batch of JKC Training was started on the 15.06.2022 in order to train the
students for improving their communication, reasoning and Computer skills. To start
the program Lt. T. Venkataramana, JKC Coordinator called for the registrations from
the interested students. The first batch for the academic year 2022-23 was begun with
the students 15 in number. The class work for the batch was commenced on the
15.06.2022 and ended 30.09.2022. Lt. T. Venkataramana, Lecturer in English and Smt.
Shameem Taj, JKC FTM were engaged as the faculty members to teach the syllabi of
the skills. 15 participants of the batch satisfactorily completed the training and were

issued the training completion certificates from the principal.
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GOVERNMENT DEGREE COLLEGE,
YRAYACHOTI, ANNAMAYYA DIST - 516269
JAWAHAR KNOWLEDGE CENTER

CERTIFICATE OF COMPLETION

This certificate is presented to
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nl;h,.

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2022-23

Lt.T Venkataramana h ‘x Dr.Harsha Latha P
JKC Coordinator Principal
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Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2022-23

Lt.T Venkataramana h ‘x Dr.Harsha Latha P
JKC Coordinator Principal
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Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2022-23

Lt.T Venkataramana h ‘x Dr.Harsha Latha P
JKC Coordinator Principal
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Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2022-23

Lt.T Venkataramana h * Dr.Harsha Latha P
JKC Coordinator Principal
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JAWAHAR KNOWLEDGE CENTER
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Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2022-23

Lt.T Venkataramana h * Dr.Harsha Latha P
JKC Coordinator Principal
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Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2022-23

Lt.T Venkataramana h ‘x Dr.Harsha Latha P
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KADAPA DISTRICT. (A.P)

A Certificate Course in Conversation Practice (30 Hours)
Dept. of English, GOC Rayachoty

GOVERNMENT DEGREE COLLEGE, RAYACHOTY

Certificate Course in Conversation Practice

DEPARTMENT OF ENGLISH

2021-2022



REQUEST LETTER

From

T. Venkatramana
Dept of English
GDC Rayachoty

TO
Dr.P.Harshalatha
Principal

GDC Rayachoty

Sub:- Permission to do certificate course Cony e"\‘n&’)[:”v\ Pl GNEE

MAM

I am Interested to do Certificate Course on C‘O\/\mﬁkoﬁm E‘GZ i

Duration 15 to 30 Days .This Course Will Boost students Thinking power, I Request

you can Give Permission

Thanking you mam

-7

1 N%WJWN\Q\V\CJ\
Yours sincerely

T. Venkatramana

GOVT, DEGREE COLLEGF

RAYACHOTY
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Date: © |to l2es )
Circular

e,

AliStudentsand Facuity Members,
Government Degree Cotlege, Rayachaty

Subject . Certificate Courseon”
Dear Sir/ Madam,

We are Pleasedto announce acertificate courseon” tobe
conducted at Govemment Degree Coflege, Rayachoty. isa
Practicethat Promotas anexceltent waytoexpiore and experiencetheworld

Course Details:

CourseTitle: ~ <ONVY s Paf\fi\CL
Durationte [g]24 to t=]A}2)(30Hours)

Timings 8 9AMto4 - SPM{2Hours perday)

Venue ; Government Degree College, Rayachoty

Course Coordinators:T. Venkatraman, Lecturerin English
Course Instructor br.K.v Raghupath

Registrationfee free

Insterested Participants arerequestedto register for the course by fillingout the registrat:on
form availablein the departmentct English

AL e
GO . DEGRFF rO | ECT R e &dﬁm\v‘;ﬂf@\
Gov Yours Sincerely,
F\‘- P,_:.' x.qh@ty



GOVERNMENT DEGREE COLLEGE, RAYACHOTY S

o
(é\ﬁg) KADAPA DISTRICT. (A.P) N

- A Certificate Course on Conversation Practice (30 Hours) -
Dept. of English, GDC Rayachoty

]

1. Title of the Course: Certificate course on Conversation Practice

2. Pre-requisites: Intermediate or Under Graduate

3. Need of the Course:

This is the certificate course for BA/BSc/BCom all three-year students. As the
importance of health and hygiene is the need of the hour during the times of Covid-
19, its essential to impart the yogic skills and knowledge to the youth.

4. Target Group:
UG Students of Govt. Degree College

UG Students of different colleges in and around Rayachoty...
5.Aim of the Course:

This certificate course is designed as to give oral practice in different situations regarding

English Conversation which is essential to the youth.

6. Course Objectives:
To acquaint with conversation skills

To know about how to start conversation at different situations

7. Expected Learning Outcomes:

Upon successful completion of this course the students should be able to maintain their
health as well as they can help their parents and family members and can help

neighbours.



KADAPA DISTRICT. (A.P)

™ A Certificate Course on Yoga (30 Hours)
Dept. of English, GDC Rayachoty

m GOVERNMENT DEGREE COLLEGE, RAYACHOTY

SYLLABUS OF CONVERSATION PRACTICE

Section—A

Theory (50 Marks)

1. Greetings:

a) Formal Greetings

b) Informal Greetings

c) Meeting and parting
2. Introductions:

a) Introducing yourself

b) Introducing others
3. Requests:

a) Making a request

b) Agreeing to a request

¢) Declining a request
4. Seeking Information:

a) Asking information/Getting Information



b) Giving Information
5. Agreeing and Disagreeing:
a) Agreement
b) Disagreement
6. Instructions and Directions:
a) Giving Instructions
b) Giving Directions
7. Descriptions:
a) Describing a Picture
b) Describing a Person
8. Lending and Borrowing:
a) Lending something
b) Borrowing Money
9. Conversation at Different Places and Situations:
a) At hospital with a doctor
b) At Police station with a Police Inspector
c) Atabank
d) At a rail way station
e) Ata service centre
f) Atan institution
g) At a Hotel/Restaurant
h) At grocery Shop/Shopping Conversation
i) Telephonic Conversation

Reference Books:
1. Taylor Grant, ENGLISH CONVERSATION PRACTICE, Tata McGraw-Hill Education
India, New Delhi
2. Sumita Roy, Annie Pothen, K. S. Sunita, English Conversation Practice, Sterling Paper
Backs, New Delhi
3. Jean Yeats, Practice Makes Perfect: English Conversation, Premium Third Edition 3rd

Edition, Amazon Asia-Pacific Holdings Private Limited
4. V.Sasikumar, P. V. Dhamiia, Spoken English: A Self Learning Guide to Conversation
Practice (3e), McGraw-Hill Education, New Delhi.
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Sl.No. | Name of the Student

Student sign

N . T '
2 | A GANESH £ (~1cn €8
3| BPRASAD 2 pf‘&&a(t
4| BNAGARAIU R - feslredru
5| CKHADHAR . )
6 | D KAVITHA D EQ;&Q’F o
7| DBHANU D Rhana
8 | DSREEKANTH G 2 oA AN
9 | EASHOK E I-q <hok
10 | G RAMESH Qr‘; -2
11| K SIVA MANI LC- VT
12 | M SATHEESH KUMAR €@ furmal
13 | MR NAIDU Mmmdu
14 | M REDDENNA A . Pe Ja0 b ho
15 | M MAHESH . MahoXin
16 | MM RAMYA M: RamYa
17| MESWAR M- Bz
18| M NAGENDRA BABU W - NOOEnd [ edoak
19 | P VINASH P Vinalh
20 | P KARTHIK D, coavthile
21| P OBULREDDY SNa\Y ast
22 | P VENKATESWARLU P \)-(?ntnlé’(‘u 0
23 | RPAVANI [ PN
24 | R RANGANAAYAKULU P . lorsy O ally
25 | SALIYA < F—‘r!f\/(\
| 26| SBADULLA NN (98
27 M <. \)€n ke xR
28 | SDEVENDRA ?Dwd.?\g
29 | TBALARAIU s et

L — e |
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Student sign
N S:)\

31| VSIVAIAH

32 | B B DASTHAGIRIMMA &LeQa,\GQxasm‘
33 | P KHADAR (P- ihado

24| RKSAMEERA R.\c saoaexe
35 | SARIF O 2 e '&

36 | SARSHIYA & A«:’AN —{a

37 | SBADULLA S R HQ
38 | S HAMEED 2. Mumeed
39 | SIMTHIVAZ S- 37\&\{?‘%(
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45 | S NEEDA Q. Need

46 | SRUKSANA e e da

47 | SSADIK <. Qond M

48 | SSHARMILA e S&%m\lg
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51 | STGHOUSE L 3 houte
52 | SZAINAB S 20 nevh
53 | S ALLABAKASH S

54 | S MANSOOR S hon-Shov
55 | S SALMA Q. @ 1baCt

56 | SABZAL S }\QﬂaoJ

57 | AMANJUNADHA ' b
58 | ARAJKUMARI £, PC( 1\Cuﬂ'vmﬁ
59 | BJAGADEESH R SO@

60 | B REDDY PRASAD p egd y m
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GOVERNMENT COLLEGE, RAYACHOTY

Affiliated te Yogi Vemana University

CERTIFICATE

This certificate declares That 2\ - @k‘?\v\i}J’\ B.Com/

B.Sc/BA has successfully completed a certificate course of 30

hours in s PUN:roszered by department of English

e a0 R-200) o e S —3dnde. L
VLM’A—W .._,: C ~N1 | =

g 1 Venkatrama.na Dr%arsialatha Panka]

Lecturer in English ‘Principal

GDC , Rayachoty GDC, Rayachoty
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GOVERNMENT DEGREE COLLE GE, £
RAYACHOTY, KADAPA DISTRICT, A.P. 516269 -
(Accredited with C Grade by NAAC)

Department of JKC

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Date:- 01.07.2021

CIRCULAR

It is hereby informed to all the faculty members and students that a new JKC batch

will be start for the academic year 2021-22. The class work for the batch commences

on the 12% July 2021. JKC Abbreviation is Jawahar Knowledge Center. To enrich the
employability skills in the students of the GDC’s the program has been started, in this

training students can learn Communication and Soft Skills, Analytical Skills and
Computer Skills. Hence all the department in charges are hereby informed that same

/" willbe communicate in all groups, so that students can enroll the training. All the Staff
\\/\\7\ members requested to take the Sensitization sessions and motivate students to join
in JKC Training Batches. It is further informed that the interested candidates may

contact Lt. T. Venkatramana, JKC Co-ordinator and Smt S Shameem Taj, JKC Full Time

Mentor on or before 9.07.2021.

JW*YJ
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Restructuring the Curriculum of JKC as per the present day needs and Trends

Commissionerate of Collegiate Education

| J K C Monitoring Cell
Curriculum|

Curriculum frame-250 Hrs

No. of
SNO SKILL Hours Trainer
allotted
Communication GEM
1 | Skills 60 Hrs | (Guest English
Mentor

Soft Skills

30Hrs |GEM/FTM

Ethical Values

10 Hrs |GEM/FTM

4 | Analytical Skills 60 Hrs | FTM(Full Time
Mentor)

5 | Technical Skills 60 Hrs | T TM (Full Time
Mentor)

o | General Awareness | .., | FTM (Full Time
Mentor)

Total

250 Hrs training
Package




COMMUNICATION SKILL-60 Hrs

SECTION-1
A. GRAMMAR 15 HRS
SELF-INTRODUCTION
TENSES
CONCORD
SECTION-1
B. READING & WRITING
PASSAGES FOR COMPREHENSION
SECTION-2
A. GRAMMAR 15 HRS
PREPOSITIONS
ADJECTIVES & ARTICLES
AUXILIARY VERBS
CONDITIONALS
SECTION-2
B. VOCABULARY & COMPREHENSION
SYNONYMS
ANTONYMS
SECTION-3
A. GRAMMAR 15 HRS
VOICE
SPEECH
DEGREES

LINKERS




Commissionerate of Collegiate Education
J K C Monitoring Cell
Curriculum

SECTION-3
B. WRITING SKILLS

NOTE — MAKING
PRECIS WRITING
PARAGRAPH WRITING
ESSAY WRITING

SECTION-4
A. PRONUNCIATION & COMMUNICATION SKILLS 15 HRS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK 1 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

SECTION-4
B. NEUTRALISATION OF ACCENT

ACCENT WITH MINIMUM MTI
VOICE BASED EFFICIENCY
TELEPHONE SKILLS - ETIQUETTE
SELF-INTRODUCTION
INTRODUCING OTHERS
SEEKING PERMISSION
AGREEING & DISAGREEING
MAKING COMPLAINTS
MAKING REQUESTS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK -2 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

*A TOTAL OF SIXTY HOURS INCLUDING FORMATIVE AND SUMMATIVE
ASSESSMENT




SOFT SKILLS -30 Hrs

Commissionerate of Collegiate Education

JKC Monitoring Cell

Soft Skills
5.No. Grammar

1 Soft Skills - An Overview

2 Know Youself

3 SWOT Analysis

4 Goal Setting

3 Positive Attitude

6 Body Language

T Interpersonal Skills

8 Time Management

9 Presentation Sklls

10 Just a Minute (JAM) Activities

11 Team Dyvnamics

12 Group Discussion

13 Etiquetter of Telephone.e-mail and SMS

14 Interview Sklls

15 Preparation for Examinations

jkeme.cce@gmail.com apcce.gov.in

30 HRS




Ethical Values-10 Hrs

1. Introduction to Value Education

2. Harmony in the Human Being

3. Harmony in the Family and Society and Harmony in the Nature
4. Social Ethics

5. Professional Ethics




Commissionerate of Collegiate Education
JKC Monitoring Cell

Section-1 Arithmetic

Topic

Unit-I

1.1 BODMAS

1.2 Fractions and Decimals -1

1.2 Fractions and Decimals -2

1.3 Algebraic Formulae

1.4 Divisibility Rules

1.5 LCM & HCF-1

1.5 LCM & HCF-2

Unit-2

2.1 Ratios & Proportions

2.2 Percentages-1

2.2 Percentages-2

2.3 Profit & Loss-1

2.3 Profit & Loss-2

2.4 Partnership-1

2.4 Partnership-2

2.5 Data Analysis-1

2.5 Data Analysis-2

2.5 Data Interpretation-1

2.5 Data Interpretation-2

Unit-3

3.1 Simple Interest-1

3.1 Simple Interest-2

Test-1

3.2 Compound Interest-1

3.2 Compound Interest-2

Unit-4

4.1 Averages

4.2 Problems on Ages-1

4.2 Problems on Ages-2




Unit-5

5.1 Time & Diastance-1

5.1 Time & Distance-2

5.2 Time & work-1

5.2 Time & Work -2

5.3 Problems on Trains

Unit-6

6.1 Permutations and Combinations-1

6.1 Permutations and Combinations-2

6.1 Permutations and Combinations-3

Test-2

6.2 Probability-1

6.2 Probability -2 -

Unit-7

7.1 Areas

7.2 Volumes

Surface Arcas

Section-2 Reasoning

i) Verbal Reasoning

Unit 8

8.1 Number Series

Test-3

8.2 Number Analogy

8.3 Odd Man Out

Coding & Decoding-1

Coding & Decoding-2

Unit -9

9.1 Blood Relations-1

9.1 Blood Relations-2

9.1 Blood Relations-3

9.2 Direction Sense Test-1

9.2 Direction Sense Test-2

9.3 Seating Arrangement

9.3 Seating Arrangement




Unit 10

10.1 Problems solving Techniques and Logical
Reasoning

10.2 Ranking and Time Sequence Test-1

Test-4

10.2 Ranking and Time Sequence Test-2

10.3 Mathematical Operations

10.3 Mathematical Operations

10.3 Mathematical Operations

Unit 11
11.1 Clocks
11.2 Calendars
ii ) Non Verbal Reasoning
Unit 12
12.1 Series-1
12.1 Series-2

12.2 Mirror Images and Water Images

12.3 Incomplete Figure Patterns

12.4 Figure matrix

12.5 Logical VennDiagrams-1

12.5 Logical VennDiagrams-2

Test-5

Additional Inputs

Unit 13

13.1 Matrices & Surds

13.2 Quadratic Equations

13.3 Coordinate Geometry and Trigonometry

13.4 Differentiation

13.5 Decision Making




Commissionerate of Collegiate Education
JKC Monitoring Cell

Unit | - Computer Fundamentals

SI.No. Content
1.1 What is computer
1.2 Features of computer
1.3 Computer Generations
1.4 Types of Computers
1.5 Applications of Computers
1.6 Input/Output Devices
1.7 Computer's Memory
1.8 Computer Software
1.9 Windows
a. Windows desktop
b. Start Menu
c. Working with Windows
d. Using Paint
e. Using wordPad
Unit 11- MS-Office
2.1.1 About MS-Office
MS-Word
2.1.2 Word Basics
2.1.3 Features of Word
2.1.4 Starting with MS-Word
2.15 Components of MS-Word
2.1.6 File Menu
a. New
b. Save
c. Page Setup
d. Print preview
e. Selecting Text and Graphics
2.1.7 Edit Menu
a. Undo/ Redo
b. Copy and Paste
c. Find/ Replace
2.1.8 Headers and Footers
2.1.9 Insert Menu
2.1.10 Format Menu
2.1.11 Mail Merge
2.1.12 Table Menu
MS-Excel
2.2.1 Excel Basics
2.2.2 Excel Components
2.2.3 Entering Data
2.2.4 Data Types
2.2.5 Working with Cells
2.2.6 File Menu
2.2.7 Edit Menu
2.2.8 Creating a Chart
2.2.9 Functions and Formulae
2.2.10 Data Menu
Ms-Power Point
2.3.1 Powerpoint Basics
2.3.2 Ready- Made slide layout scheme
2.3.3 File Menu
2.3.3.1 Creating a presentation
a. using auto content wizard
b. using a design template
c. using blank presentation
2.3.4 Insert Menu
2.3.5 Format Menu
2.3.6 Slide Show




Commissionerate of Collegiate Education
JKC Monitoring Cell

MS-Access
2.4.1 Access Basics
2.4.2 Components
2.4.3 Data Types in MS-Access
2.4.4 Database Creation
2.4.5 Table Creation
2.4.6 Forms
24.7 Query
2.4.8 Reports
Unit 11 -Internet Skills
3.1 Introduction
3.2 Internet
3.3 How can | get connected at Home
3.4 Web Site
3.5 Web Browser
3.6 Search Engine
3.7 On-line Forms Rail Journey
3.8 On-line Shopping using FlipKart
3.9 Using Electronic Mail(Email)
3.10 Social Media
3.11 What is Skype?
3.12 Google Drives
3.13 What are Google Docs, Sheets and Slides
Unit IV - Using Printer and Scanner
4.1. Scanners
4.2 Printers
4.3 Use Picture Manager

Unit V — Assignments

jkemc.cce@gmail.com apcce.gov.in
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GENERAL STUDIES SYLLABUS FOR JKC 30 hrs

IV. General Awareness on current affairs in

Science & Technology,

Sports,

Culture,

Personalities,

Economics,

Politics

Any other subjects of importance

Current affairs of national and international importance

History of India and Indian National Movement

Indian and World Geography

Physical, Social, Economic Geography of India and the World.

Indian Polity and Governance

Constitution, Political System

Panchayati Raj

Public Policy

Rights Issues, etc.

Economic and Social Development

Sustainable Development

Poverty

Inclusion

Demographics

Social Sector initiatives, etc.

General issues on Environmental Ecology, Bio-diversity and Climate Change — that
do not require subject specialisation
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y GOVERNMENT DEGREE COLLEGE,

RAYACHOTY, KADAPA DISTRICT, A.P. 516269
(Accredited with C Grade by NAAC)

Department of JKC

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Date: - 01.12.2021

Brief Report of JKC Batch - 1 (2021-22)

The first batch of JKC Training was started on the 12.07.2021 in order to train the
students for improving their communication, reasoning and Computer sKkills. To start
the program Lt. T. Venkataramana, JKC Coordinator called for the registrations from
the interested students. The first batch for the academic year 2021-22 was begun with
the students 30 in number. The class work for the batch was commenced on the
12.07.2021 and ended 30.11.2021. Lt. T. Venkataramana, Lecturer in English and Smt.
Shameem Taj, JKC FTM were engaged as the faculty members to teach the syllabi of
the skills. 30 participants of the batch satisfactorily completed the training and were

issued the training completion certificates from the principal.
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GOVERNMENT DEGREE COLLEGE,
RAYACHOTI KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER
CERTIFICATE OF COMPLETION

This certificate is presented to

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2021-22

Lt.T Venkataramana h * Dr.Harsha Latha P
JKC Coordinator Principal
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fl GOVERNMENT DEGREE COLLEGE, RAYACHOTY
e @ KADAPA DISTRICT. (A.P)

A Certificate Course in Conversation Practice (30 Hours)
Dept. of English, 6DC Rayachaty

Certificate Course in Conversation Pra_ctice'

DEPARTMENT OF ENGLISH

2020-~2021



REQUEST LETTER

FROM
T VENKATA RAMANA
DEPT OF ENGLISH
GDC RAYACHOTY
TO
DR P HARSHA LATHA
PRINCIPAL
GDC RAYACHOTY
SUB... PERMISSION TO DO CERTIFICATE COURSE }C\.\ \ é\lﬁ e \ L\\l’o

MAM,

| AM INTERESTED TO DO CERTIFICATE COURSE ON CONVERSATION PRACTICE SKILLS. DURATION
IS 30 DAYS. THIS COURSE WILL BOOST STUDENTS THINKING POWER. | REQUEST YOU CAN GIVE
PERMISSION

THANKING YOU MAM.

YOURS SINCERELY

f \ 4
| T R
i}&f{thL VENKATA RAMANA

\DEGREE COLLEGE . i
RAYACHOTY T oo S fanand



Circular

10,

AllStudentsand Facuity Members,
Government Degree Cotlege, Rayachoty

Subject :Certificate Courseon” <O/ LY&IM P‘b‘ﬂﬂ:ﬁk

Dear Su/ Madam,

We are Pleasedto announce acertificatecourseon” COVN—L\('&L"\ fﬁjﬁlto be
conducted at Govemment Degree College, Rayachoty, Cor\w&(&z'j;\m Qs a
Practicethat Promotes anexcellentwaytoexploreand experiencethe world

Course Details:

Course Title

Duration \dt)\o\m to 1611\‘)@(30 Hours)

Timings 8 - 9AM,to4 - 5PM (2 Hours perday)

Venue ; Government Degree Colliege, Rayachoty

Course Coordinators:T. Venkatraman, Lecturerin English
Course Instructor Dr.K V.Raghupath:

Registrationfee rree

Insterested Participants arerequestedto reqister for the course by fillingout theregistration
form available inthedepartmentcf English

EGR%&IED?Z%LLEGE Yours Sincerely,

'RAYACHOTY b 6 V@\Ld' “SAMGIG,



KADAPA DISTRICT. (A.P)

), & A Certificate Course on Conversation Practice (30 Hours)
Dept. of English, GOC Rayachoty

h GOVERNMENT DEGREE COLLEGE, RAYACHOTY
&

—

]

1. Title of the Course: Certificate course on Conversation Practice

2. Pre-requisites: Intermediate or Under Graduate

3. Need of the Course:

This is the certificate course for BA/BSc/BCom all three-year students. As the
importance of health and hygiene is the need of the hour during the times of Covid-
19, its essential to impart the yogic skills and knowledge to the youth.

4. Target Group:
UG Students of Govt. Degree College

UG Students of different colleges in and around Rayachoty...
5.Aim of the Course:

This certificate course is designed as to give oral practice in different situations regarding

English Conversation which is essential to the youth.

6. Course Objectives:
To acquaint with conversation skills

To know about how to start conversation at different situations

7. Expected Learning Outcomes:

Upon successful completion of this course the students should be able to maintain their
health as well as they can help their parents and family members and can help

neighbours.
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KADAPA DISTRICT. (A.P)

3, I A Certificate Course on Yoga (30 Hours) i
Dept. of English, GDC Rayachoty

m GOVERNMENT DEGREE COLLEGE, RAYACHOTY .
&

§
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SYLLABUS OF CONVERSATION PRACTICE

Section—-A

Theory (50 Marks)

1. Greetings:

a) Formal Greetings

b) Informal Greetings

c) Meeting and parting
2. Introductions:

a) Introducing yourself

b) Introducing others
3. Requests:

a) Making a request

b) Agreeing to a request

c) Declining a request
4. Seeking Information:

a) Asking information/Getting Information



b) Giving Information
5. Agreeing and Disagreeing:
a) Agreement
b) Disagreement
6. Instructions and Directions:
a) Giving Instructions
b) Giving Directions
7. Descriptions:
a) Describing a Picture
b) Describing a Person
8. Lending and Borrowing:
a) Lending something
b) Borrowing Money
9. Conversation at Different Places and Situations:
a) At hospital with a doctor
b) At Police station with a Police Inspector
c) Atabank
d) At a rail way station
e) At a service centre
f) Atan institution
g) Ata Hotel/Restaurant
h) At grocery Shop/Shopping Conversation
i) Telephonic Conversation

Reference Books:
1. Taylor Grant, ENGLISH CONVERSATION PRACTICE, Tata McGraw-Hill Education
India, New Delhi
2. Sumita Roy, Annie Pothen, K. S. Sunita, English Conversation Practice, Sterling Paper
Backs, New Delhi
3., Jean Yeats, Practice Makes Perfect: English Conversation, Premium Third Edition 3rd

Edition, Amazon Asia-Pacific Holdings Private Limited
4. V.Sasikumar, P. V. Dhamija, Spoken English: A Self Learning Guide to Conversation
Practice (3e), McGraw-Hill Education, New Delhi.
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SI.No. | Name of the Student
1| AREDDY A. @ﬁdcl‘a/
2 | APRABHAKARA A Dabhakoso |
4 \
3 | A MAHESH NAIDU c;ﬂr. Mﬁ;ﬂ@ﬂ
4 | CKUMARA SWAMI . Nrsons Qo
5| DESWARA D [-;5 ,L,wf
6 | G VARUN KUMAR B Vs Koumen
7 | G MALLI KARIUNA &7 M LS ?/Dtgu
8 | J SUDHARSHAN i Qdhorlem
9 | K GAYATHRI k. {"r;rﬂ Lokhy!
10 | M VUAY KUMAR e Do Bunal
11| M DEVARAI M. D-ayeRea
12 | M SESHI KUMAR M chl b
13 | M SRAVANI M Syantn |
14 | N ANIL KUMAR I\ St I rin
15 | M SIVA PRASAD taSiva. Praed
16 | NSIVAIAH !\3 : g«\/u/\u |
17 | AFRID KHAN AL tid Aha n
18 | P PARDEEN KHAN p. ‘
19 | PIRFAN < AR Duellan
20 | S ABDULLA ¢ . Abcklla
21| SIMRAN D 74_14 o
22 | 5SM D AKRAM Smd JEtam,
23 | S MALIK BASHA Swedik Bagl
24 | SM D TANVEER St Tenyecer
25 | SBASHA S, ‘EC/‘SL\Q«
26 | S MANJUNADHA S wmap Junedh
27 | B ANUSHA . ANoSHA
28 | VJAYASIMHA \[._Fepn el
29 | Y KIRAN KUMAR Y. e by
30 | CKHAR VAL C i bon W
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31 | GKASHIF

32 | MABASITH ™M M;,o)d,\x\&
33 | MB BHANU D‘LF) \ P\‘q QN
34 | M JAVADULLA W M&X\s
35 | N NAWAZ KHAN L) RSz

36 | P MEHATAJ B Wl
37 | P HUSSN KHAN £ Aonaidlan
38 | P FAROOR O, Carene
39 | P MADHIHA 'P-‘Pfu‘fﬁf?c

40 | P THOHA ALl P S
41| PYASMEEN : P\ Y(‘ Qe

42 | SABDULALI PN OoNMRAN
43 | S ARSHIYA S, M i
44 | SFAHIMIDA e, #—»’A\I@Q_
45 | SFARZANA g C&rza

46 | SFOUGYA BEGUM O AR

47 | SHAMSHEERA e. [HenllLe
48 | K LAKSHMI REDDY S

49 | KKDEVENDRA L, D ONEnd i
50 | K BARGAV M
51 | M LAKSHMIDEVI i, &Q@\.Z?@U

52 | PRAMANAIAH p k&w&mxﬁ\
53 | P RAJUKUMAR P lo g

54 | P NARASIMHULU % \\()&I‘jn?‘s\tv\

55 | S MANSOOR f} Maulety
56 | SN VAL s vl

57 | P HARI PRASAD M m«sk?ﬁl
58 | Y MALLI KARJUNA L{ MM@#
59 | B SIDDESWARA / <

60 | B VISHNU VARDHAN Byt
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CERTIFICATE

This certificate declares That ‘- &)’\9” ‘57‘9‘\/ B.Com/

B.Sc/BA has successfully completed a certificate course of 30

hours in &= usJCfm offered by department of English

12/ 10| 2020 la/u 2020

from to

i ERANVT TN Pohs e (WA N-Y /&tﬁ

e CONILET"
T. Venkatramana % {74 Pankaj
Lecturer in English Principal

GDC , Rayachoty GDC, Rayachoty
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GOVERNMENT DEGREE COLLEGE, #

RAYACHOTY, KADAPA DISTRICT, A.P. 516269
(Accredited with C Grade by NAAC)

Department of JKC

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Date:- 24.08.2020

CIRCULAR

It is hereby informed to all the faculty members and students that a new
JKC batch will be start for the academic year 2020-21. The class work for the
batch commences on the 01.09.2020. JKC Abbreviation is Jawahar Knowledge
Center. To enrich the employability skills in the students of the GDC’s the
program has been started, in this training students can learn Communication
and Soft Skills, Analytical Skills and Computer Skills. Hence all the department
in charges are hereby informed that same will be communicate in all groups,
so that students can enroll the training. All the Staff members requested to
take the Sensitization sessions and motivate students to join in JKC Training
Batches. It is further informed that the interested candidates may contact Lt.
T. Venkatramana, JKC Co-ordinator and Smt S Shameem Taj, JKC Full Time
Mentor on or before 31.08.2020.
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Restructuring the Curriculum of JKC as per the present day needs and Trends

Commissionerate of Collegiate Education

| J K C Monitoring Cell
Curriculum|

Curriculum frame-250 Hrs

No. of
SNO SKILL Hours Trainer
allotted
Communication GEM
1 | Skills 60 Hrs | (Guest English
Mentor

Soft Skills

30Hrs |GEM/FTM

Ethical Values

10 Hrs |GEM/FTM

4 | Analytical Skills 60 Hrs | FTM(Full Time
Mentor)

5 | Technical Skills 60 Hrs | T TM (Full Time
Mentor)

o | General Awareness | .., | FTM (Full Time
Mentor)

Total

250 Hrs training
Package




COMMUNICATION SKILL-60 Hrs

SECTION-1
A. GRAMMAR 15 HRS
SELF-INTRODUCTION
TENSES
CONCORD
SECTION-1
B. READING & WRITING
PASSAGES FOR COMPREHENSION
SECTION-2
A. GRAMMAR 15 HRS
PREPOSITIONS
ADJECTIVES & ARTICLES
AUXILIARY VERBS
CONDITIONALS
SECTION-2
B. VOCABULARY & COMPREHENSION
SYNONYMS
ANTONYMS
SECTION-3
A. GRAMMAR 15 HRS
VOICE
SPEECH
DEGREES

LINKERS




Commissionerate of Collegiate Education
J K C Monitoring Cell
Curriculum

SECTION-3
B. WRITING SKILLS

NOTE — MAKING
PRECIS WRITING
PARAGRAPH WRITING
ESSAY WRITING

SECTION-4
A. PRONUNCIATION & COMMUNICATION SKILLS 15 HRS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK 1 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

SECTION-4
B. NEUTRALISATION OF ACCENT

ACCENT WITH MINIMUM MTI
VOICE BASED EFFICIENCY
TELEPHONE SKILLS - ETIQUETTE
SELF-INTRODUCTION
INTRODUCING OTHERS
SEEKING PERMISSION
AGREEING & DISAGREEING
MAKING COMPLAINTS
MAKING REQUESTS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK -2 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

*A TOTAL OF SIXTY HOURS INCLUDING FORMATIVE AND SUMMATIVE
ASSESSMENT




SOFT SKILLS -30 Hrs

Commissionerate of Collegiate Education

JKC Monitoring Cell

Soft Skills
5.No. Grammar

1 Soft Skills - An Overview

2 Know Youself

3 SWOT Analysis

4 Goal Setting

3 Positive Attitude

6 Body Language

T Interpersonal Skills

8 Time Management

9 Presentation Sklls

10 Just a Minute (JAM) Activities

11 Team Dyvnamics

12 Group Discussion

13 Etiquetter of Telephone.e-mail and SMS

14 Interview Sklls

15 Preparation for Examinations

jkeme.cce@gmail.com apcce.gov.in

30 HRS




Ethical Values-10 Hrs

1. Introduction to Value Education

2. Harmony in the Human Being

3. Harmony in the Family and Society and Harmony in the Nature
4. Social Ethics

5. Professional Ethics




Commissionerate of Collegiate Education
JKC Monitoring Cell

Section-1 Arithmetic

Topic

Unit-I

1.1 BODMAS

1.2 Fractions and Decimals -1

1.2 Fractions and Decimals -2

1.3 Algebraic Formulae

1.4 Divisibility Rules

1.5 LCM & HCF-1

1.5 LCM & HCF-2

Unit-2

2.1 Ratios & Proportions

2.2 Percentages-1

2.2 Percentages-2

2.3 Profit & Loss-1

2.3 Profit & Loss-2

2.4 Partnership-1

2.4 Partnership-2

2.5 Data Analysis-1

2.5 Data Analysis-2

2.5 Data Interpretation-1

2.5 Data Interpretation-2

Unit-3

3.1 Simple Interest-1

3.1 Simple Interest-2

Test-1

3.2 Compound Interest-1

3.2 Compound Interest-2

Unit-4

4.1 Averages

4.2 Problems on Ages-1

4.2 Problems on Ages-2




Unit-5

5.1 Time & Diastance-1

5.1 Time & Distance-2

5.2 Time & work-1

5.2 Time & Work -2

5.3 Problems on Trains

Unit-6

6.1 Permutations and Combinations-1

6.1 Permutations and Combinations-2

6.1 Permutations and Combinations-3

Test-2

6.2 Probability-1

6.2 Probability -2 -

Unit-7

7.1 Areas

7.2 Volumes

Surface Arcas

Section-2 Reasoning

i) Verbal Reasoning

Unit 8

8.1 Number Series

Test-3

8.2 Number Analogy

8.3 Odd Man Out

Coding & Decoding-1

Coding & Decoding-2

Unit -9

9.1 Blood Relations-1

9.1 Blood Relations-2

9.1 Blood Relations-3

9.2 Direction Sense Test-1

9.2 Direction Sense Test-2

9.3 Seating Arrangement

9.3 Seating Arrangement




Unit 10

10.1 Problems solving Techniques and Logical
Reasoning

10.2 Ranking and Time Sequence Test-1

Test-4

10.2 Ranking and Time Sequence Test-2

10.3 Mathematical Operations

10.3 Mathematical Operations

10.3 Mathematical Operations

Unit 11
11.1 Clocks
11.2 Calendars
ii ) Non Verbal Reasoning
Unit 12
12.1 Series-1
12.1 Series-2

12.2 Mirror Images and Water Images

12.3 Incomplete Figure Patterns

12.4 Figure matrix

12.5 Logical VennDiagrams-1

12.5 Logical VennDiagrams-2

Test-5

Additional Inputs

Unit 13

13.1 Matrices & Surds

13.2 Quadratic Equations

13.3 Coordinate Geometry and Trigonometry

13.4 Differentiation

13.5 Decision Making




Commissionerate of Collegiate Education
JKC Monitoring Cell

Unit | - Computer Fundamentals

SI.No. Content
1.1 What is computer
1.2 Features of computer
1.3 Computer Generations
1.4 Types of Computers
1.5 Applications of Computers
1.6 Input/Output Devices
1.7 Computer's Memory
1.8 Computer Software
1.9 Windows
a. Windows desktop
b. Start Menu
c. Working with Windows
d. Using Paint
e. Using wordPad
Unit 11- MS-Office
2.1.1 About MS-Office
MS-Word
2.1.2 Word Basics
2.1.3 Features of Word
2.1.4 Starting with MS-Word
2.15 Components of MS-Word
2.1.6 File Menu
a. New
b. Save
c. Page Setup
d. Print preview
e. Selecting Text and Graphics
2.1.7 Edit Menu
a. Undo/ Redo
b. Copy and Paste
c. Find/ Replace
2.1.8 Headers and Footers
2.1.9 Insert Menu
2.1.10 Format Menu
2.1.11 Mail Merge
2.1.12 Table Menu
MS-Excel
2.2.1 Excel Basics
2.2.2 Excel Components
2.2.3 Entering Data
2.2.4 Data Types
2.2.5 Working with Cells
2.2.6 File Menu
2.2.7 Edit Menu
2.2.8 Creating a Chart
2.2.9 Functions and Formulae
2.2.10 Data Menu
Ms-Power Point
2.3.1 Powerpoint Basics
2.3.2 Ready- Made slide layout scheme
2.3.3 File Menu
2.3.3.1 Creating a presentation
a. using auto content wizard
b. using a design template
c. using blank presentation
2.3.4 Insert Menu
2.3.5 Format Menu
2.3.6 Slide Show




Commissionerate of Collegiate Education
JKC Monitoring Cell

MS-Access
2.4.1 Access Basics
2.4.2 Components
2.4.3 Data Types in MS-Access
2.4.4 Database Creation
2.4.5 Table Creation
2.4.6 Forms
24.7 Query
2.4.8 Reports
Unit 11 -Internet Skills
3.1 Introduction
3.2 Internet
3.3 How can | get connected at Home
3.4 Web Site
3.5 Web Browser
3.6 Search Engine
3.7 On-line Forms Rail Journey
3.8 On-line Shopping using FlipKart
3.9 Using Electronic Mail(Email)
3.10 Social Media
3.11 What is Skype?
3.12 Google Drives
3.13 What are Google Docs, Sheets and Slides
Unit IV - Using Printer and Scanner
4.1. Scanners
4.2 Printers
4.3 Use Picture Manager

Unit V — Assignments

jkemc.cce@gmail.com apcce.gov.in
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GENERAL STUDIES SYLLABUS FOR JKC 30 hrs

IV. General Awareness on current affairs in

Science & Technology,

Sports,

Culture,

Personalities,

Economics,

Politics

Any other subjects of importance

Current affairs of national and international importance

History of India and Indian National Movement

Indian and World Geography

Physical, Social, Economic Geography of India and the World.

Indian Polity and Governance

Constitution, Political System

Panchayati Raj

Public Policy

Rights Issues, etc.

Economic and Social Development

Sustainable Development

Poverty

Inclusion

Demographics

Social Sector initiatives, etc.

General issues on Environmental Ecology, Bio-diversity and Climate Change — that
do not require subject specialisation
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GOVERNMENT DEGREE COLLEGE,

RAYACHOTY, KADAPA DISTRICT, A.P. 516269
(Accredited with C Grade by NAAC)

Department of JKC

Date: - 02.12.2020
Brief fJKC Batch - 2 (2020-2

The first batch of JKC Training was started on the 01.09.2020 in order to
train the students for improving their communication, reasoning and
Computer skills. To start the program Lt. T. Venkataramana, JKC Coordinator
called for the registrations from the interested students. The first batch for the
academic year 2020-21 was begun with the students 18 in number. The class
work for the batch was commenced onthe 01.9.2020 and ended 30.11.2020.
Lt. T. Venkataramana, Lecturer in English and Smt. Shameem Taj, JKC FTM
were engaged as the faculty members to teach the syllabi of the skills. 18
participants of the batch satisfactorily completed the training and were issued

the training completion certificates from the principal.
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GOVERNMENT DEGREE COLLEGE,
RAYACHOTI KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER
CERTIFICATE OF COMPLETION

This certificate is presented to

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2020-21

Lt.T Venkataramana /"~ * Dr. P. Krishanaiah
JKC Coordinator Principal
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GOVERNMENT DEGREE COLLEGE, 0,
RAYACHOTY, KADAPA DISTRICT, A.P. 516269 f
(Accredited with C Grade by NAAC)

Department of JKC

Date:- 20.07.2019

CIRCULAR

It is hereby informed to all the faculty members and students that a new
JKC batch will be start for the academic year 2019-20. The class work for the
batch commences on the 01.08.2019. JKC Abbreviation is Jawahar Knowledge
Center. To enrich the employability skills in the students of the GDC’s the
program has been started, in this training students can learn Communication
and Soft Skills, Analytical Skills and Computer Skills. Hence all the department
in charges are hereby informed that same will be communicate in all groups,
so that students can enroll the training. All the Staff members requested to

take the Sensitization sessions and motivate students to join in JKC Training

\ .Batches Itis further informed that the interested candidates may contact Lt.

T. Venkatramana, JKC Co-ordinator and Smt S Shameem Taj, JKC Full Time
Mentor on or before 31.07.2019.
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Restructuring the Curriculum of JKC as per the present day needs and Trends

Commissionerate of Collegiate Education

| J K C Monitoring Cell
Curriculum|

Curriculum frame-250 Hrs

No. of
SNO SKILL Hours Trainer
allotted
Communication GEM
1 | Skills 60 Hrs | (Guest English
Mentor

Soft Skills

30Hrs |GEM/FTM

Ethical Values

10 Hrs |GEM/FTM

4 | Analytical Skills 60 Hrs | FTM(Full Time
Mentor)

5 | Technical Skills 60 Hrs | T TM (Full Time
Mentor)

o | General Awareness | .., | FTM (Full Time
Mentor)

Total

250 Hrs training
Package




COMMUNICATION SKILL-60 Hrs

SECTION-1
A. GRAMMAR 15 HRS
SELF-INTRODUCTION
TENSES
CONCORD
SECTION-1
B. READING & WRITING
PASSAGES FOR COMPREHENSION
SECTION-2
A. GRAMMAR 15 HRS
PREPOSITIONS
ADJECTIVES & ARTICLES
AUXILIARY VERBS
CONDITIONALS
SECTION-2
B. VOCABULARY & COMPREHENSION
SYNONYMS
ANTONYMS
SECTION-3
A. GRAMMAR 15 HRS
VOICE
SPEECH
DEGREES

LINKERS




Commissionerate of Collegiate Education
J K C Monitoring Cell
Curriculum

SECTION-3
B. WRITING SKILLS

NOTE — MAKING
PRECIS WRITING
PARAGRAPH WRITING
ESSAY WRITING

SECTION-4
A. PRONUNCIATION & COMMUNICATION SKILLS 15 HRS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK 1 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

SECTION-4
B. NEUTRALISATION OF ACCENT

ACCENT WITH MINIMUM MTI
VOICE BASED EFFICIENCY
TELEPHONE SKILLS - ETIQUETTE
SELF-INTRODUCTION
INTRODUCING OTHERS
SEEKING PERMISSION
AGREEING & DISAGREEING
MAKING COMPLAINTS
MAKING REQUESTS

A COURSE IN LISTENING & SPEAKING SKILLS — BOOK -2 WITH CDS
(PRESCRIBED BY APSCHE - BOOK WITH CDS)

*A TOTAL OF SIXTY HOURS INCLUDING FORMATIVE AND SUMMATIVE
ASSESSMENT




SOFT SKILLS -30 Hrs

Commissionerate of Collegiate Education

JKC Monitoring Cell

Soft Skills
5.No. Grammar

1 Soft Skills - An Overview

2 Know Youself

3 SWOT Analysis

4 Goal Setting

3 Positive Attitude

6 Body Language

T Interpersonal Skills

8 Time Management

9 Presentation Sklls

10 Just a Minute (JAM) Activities

11 Team Dyvnamics

12 Group Discussion

13 Etiquetter of Telephone.e-mail and SMS

14 Interview Sklls

15 Preparation for Examinations

jkeme.cce@gmail.com apcce.gov.in

30 HRS




Ethical Values-10 Hrs

1. Introduction to Value Education

2. Harmony in the Human Being

3. Harmony in the Family and Society and Harmony in the Nature
4. Social Ethics

5. Professional Ethics




Commissionerate of Collegiate Education
JKC Monitoring Cell

Section-1 Arithmetic

Topic

Unit-I

1.1 BODMAS

1.2 Fractions and Decimals -1

1.2 Fractions and Decimals -2

1.3 Algebraic Formulae

1.4 Divisibility Rules

1.5 LCM & HCF-1

1.5 LCM & HCF-2

Unit-2

2.1 Ratios & Proportions

2.2 Percentages-1

2.2 Percentages-2

2.3 Profit & Loss-1

2.3 Profit & Loss-2

2.4 Partnership-1

2.4 Partnership-2

2.5 Data Analysis-1

2.5 Data Analysis-2

2.5 Data Interpretation-1

2.5 Data Interpretation-2

Unit-3

3.1 Simple Interest-1

3.1 Simple Interest-2

Test-1

3.2 Compound Interest-1

3.2 Compound Interest-2

Unit-4

4.1 Averages

4.2 Problems on Ages-1

4.2 Problems on Ages-2




Unit-5

5.1 Time & Diastance-1

5.1 Time & Distance-2

5.2 Time & work-1

5.2 Time & Work -2

5.3 Problems on Trains

Unit-6

6.1 Permutations and Combinations-1

6.1 Permutations and Combinations-2

6.1 Permutations and Combinations-3

Test-2

6.2 Probability-1

6.2 Probability -2 -

Unit-7

7.1 Areas

7.2 Volumes

Surface Arcas

Section-2 Reasoning

i) Verbal Reasoning

Unit 8

8.1 Number Series

Test-3

8.2 Number Analogy

8.3 Odd Man Out

Coding & Decoding-1

Coding & Decoding-2

Unit -9

9.1 Blood Relations-1

9.1 Blood Relations-2

9.1 Blood Relations-3

9.2 Direction Sense Test-1

9.2 Direction Sense Test-2

9.3 Seating Arrangement

9.3 Seating Arrangement




Unit 10

10.1 Problems solving Techniques and Logical
Reasoning

10.2 Ranking and Time Sequence Test-1

Test-4

10.2 Ranking and Time Sequence Test-2

10.3 Mathematical Operations

10.3 Mathematical Operations

10.3 Mathematical Operations

Unit 11
11.1 Clocks
11.2 Calendars
ii ) Non Verbal Reasoning
Unit 12
12.1 Series-1
12.1 Series-2

12.2 Mirror Images and Water Images

12.3 Incomplete Figure Patterns

12.4 Figure matrix

12.5 Logical VennDiagrams-1

12.5 Logical VennDiagrams-2

Test-5

Additional Inputs

Unit 13

13.1 Matrices & Surds

13.2 Quadratic Equations

13.3 Coordinate Geometry and Trigonometry

13.4 Differentiation

13.5 Decision Making




Commissionerate of Collegiate Education
JKC Monitoring Cell

Unit | - Computer Fundamentals

SI.No. Content
1.1 What is computer
1.2 Features of computer
1.3 Computer Generations
1.4 Types of Computers
1.5 Applications of Computers
1.6 Input/Output Devices
1.7 Computer's Memory
1.8 Computer Software
1.9 Windows
a. Windows desktop
b. Start Menu
c. Working with Windows
d. Using Paint
e. Using wordPad
Unit 11- MS-Office
2.1.1 About MS-Office
MS-Word
2.1.2 Word Basics
2.1.3 Features of Word
2.1.4 Starting with MS-Word
2.15 Components of MS-Word
2.1.6 File Menu
a. New
b. Save
c. Page Setup
d. Print preview
e. Selecting Text and Graphics
2.1.7 Edit Menu
a. Undo/ Redo
b. Copy and Paste
c. Find/ Replace
2.1.8 Headers and Footers
2.1.9 Insert Menu
2.1.10 Format Menu
2.1.11 Mail Merge
2.1.12 Table Menu
MS-Excel
2.2.1 Excel Basics
2.2.2 Excel Components
2.2.3 Entering Data
2.2.4 Data Types
2.2.5 Working with Cells
2.2.6 File Menu
2.2.7 Edit Menu
2.2.8 Creating a Chart
2.2.9 Functions and Formulae
2.2.10 Data Menu
Ms-Power Point
2.3.1 Powerpoint Basics
2.3.2 Ready- Made slide layout scheme
2.3.3 File Menu
2.3.3.1 Creating a presentation
a. using auto content wizard
b. using a design template
c. using blank presentation
2.3.4 Insert Menu
2.3.5 Format Menu
2.3.6 Slide Show




Commissionerate of Collegiate Education
JKC Monitoring Cell

MS-Access
2.4.1 Access Basics
2.4.2 Components
2.4.3 Data Types in MS-Access
2.4.4 Database Creation
2.4.5 Table Creation
2.4.6 Forms
24.7 Query
2.4.8 Reports
Unit 11 -Internet Skills
3.1 Introduction
3.2 Internet
3.3 How can | get connected at Home
3.4 Web Site
3.5 Web Browser
3.6 Search Engine
3.7 On-line Forms Rail Journey
3.8 On-line Shopping using FlipKart
3.9 Using Electronic Mail(Email)
3.10 Social Media
3.11 What is Skype?
3.12 Google Drives
3.13 What are Google Docs, Sheets and Slides
Unit IV - Using Printer and Scanner
4.1. Scanners
4.2 Printers
4.3 Use Picture Manager

Unit V — Assignments

jkemc.cce@gmail.com apcce.gov.in
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GENERAL STUDIES SYLLABUS FOR JKC 30 hrs

IV. General Awareness on current affairs in

Science & Technology,

Sports,

Culture,

Personalities,

Economics,

Politics

Any other subjects of importance

Current affairs of national and international importance

History of India and Indian National Movement

Indian and World Geography

Physical, Social, Economic Geography of India and the World.

Indian Polity and Governance

Constitution, Political System

Panchayati Raj

Public Policy

Rights Issues, etc.

Economic and Social Development

Sustainable Development

Poverty

Inclusion

Demographics

Social Sector initiatives, etc.

General issues on Environmental Ecology, Bio-diversity and Climate Change — that
do not require subject specialisation
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GOVERNMENT DEGREE COLLEGE,

RAYACHOTY, KADAPA DISTRICT, A.P. 516269
(Aceredited with C Grade by NAAC)

Department of JKC

Date: - 02.12.2019

Brief Report of JKC Batch (2019-20)

The first batch of JKC Training was started on the 01.08.2019 in order to
train the students for improving their communication, reasoning and
Computer skills. To start the program Lt. T. Venkataramana, JKC Coordinator
called for the registrations from the interested students. The first batch for the
academic year 2019-20 was begun with the students 17 in number. The class
work for the batch was commenced on the 01.08.2019 and ended
30.11.2019. Lt. T. Venkataramana, Lecturer in English and Smt. Shameem Taj,
JKC FTM were engaged as the faculty members to teach the syllabi of the skills.
17 participants of the batch satisfactorily completed the training and were

issued the training completion certificates from the principal.
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GOVERNMENT DEGREE COLLEGE,
RAYACHOTI KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER
CERTIFICATE OF COMPLETION

This certificate is presented to

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2019-20
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Lt.T Venkataramana /"~ ‘x Smt B. Sivamma
JKC Coordinator Principal
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