GOVERNMENTDEGREECOLLEGE,

RAYACHOTY, ANNAMAYYADISTRICT, A.P. 516269

Department of English

Department English

Name of the activity conducted Soft Skills

Conducted date 14-11-2022

Resource persons details Dr. Rani Rajitha Madhuri, Head, Department of Dr. BRAOU, Hyderabad
Name of the Co-Ordinator 'TVenkata Ramana, Faculty of English

Name of the Lecturers involved 1. Dr.Munia Naik

2. S.Farooq Basha
3. B.Kiran Kumar

No of students participated 42

Brief report of the Activity Report on Soft Skills Training Program

Date:Novemberi14,2022

Venue:GDCRayachoty

Facilitator: Dr.Rani Rajitha Madhuri, Head of the Department,
Dr.BRAOU,Hyderabad

Participants: 42 students

Introduction
A soft skills training program was organized at GDC Rayachoty to equip
students with essential interpersonal and communication skills vital for their
academic and professional journeys. The session was led by Dr. Rani Rajitha
Madhuri, a renowned expert in the field.
Objectives
The primary objectives of the program were to:
e Enhance students' communication and teamwork skills.
e Develop problem-solving and critical thinking abilities.
e Prepare students for the demands of the job market.
Program Overview
The workshop included interactive discussions, group activities, and
practical exercises. Dr. Madhuri focused on the following key areas:
o Effective Communication: Techniques for clear and confident
expression.
e Teamwork: The importance of collaboration and building positive
relationships.




e Problem-Solving: Approaches to tackle challenges creatively and
efficiently.

Activities
Students engaged in role-playing scenarios and group discussions that
fostered collaboration and critical thinking. The facilitator provided real-life
examples and encouraged students to share their experiences.
Feedback
Participants expressed appreciation for the practical insights and engaging
format. Many noted the immediate applicability of the skills learned and
their relevance in both academic and future workplace settings.
Conclusion
The soft skills training program was a success, providing valuable knowledge
and tools to enhance the students' employability and personal
development. Dr. Madhuri's expertise and interactive approach left a lasting
impact on the participants.
Recommendations:
Future programs could include follow-up sessions to reinforce skills and
provide additional resources for continued learning.
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REQUEST LETTER

FROM
T VENKATA RAMANA
DEPT OF ENGLISH
GDC RAYACHOTY
TO
DR P HARSHA LATHA
PRINCIPAL
GDC RAYACHOTY
s
SUB.. PERMISSION TO DO CERTIFICATE COURSE | %] l\\ = To 1}«)‘ L\l

MAM,

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

THANKING YOU ViAM.

YOURS SINCERELY

T VENKATA RAMANA .

CIPAL =
GOVT. DEGREE COLLEGE T V=t fo
RAYACHOTY siga
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Date: 1:_[1‘;,1_'1,
Circular

To,

Al Studentsand Facuity Members,
Government Degree Cotlege, Rayachoty

Subject :Certificate Courseon” gc.bt Sﬂ“h

Dear Sir/ Madam,
WearePleasedtoannounceat.emﬁcatecourseon -Jrf%‘i S\Q_QM& to be

conducted at Govemment Degree College, Rayachoty. 15Q
Practicethat Promotas anexcelientwaytoexplore and experencethe world

Course Details:

Course Title

Duration 1u|u |52 toxu |12} 230 Hours)

Timings 8 - 9AMto4 - SPM(2Hours perday)

Venue : Government Degree Coliege, Rayachoty

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

insterested Participants are requestedtoregister for the course by fillingout the registration
form available in the departmentot English

s i VG_V\}L;B%

RA%%%,JLLEGE Yours Sincerely,
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Personality Development and Positive Attitude
SWOC Analysis

Listening Skills

Speaking Skills

Emotional Intelligence

Interpersonal Skills

Decision Making

Time Management

Leadership Skills

. Telephone and email etiquette

PERSONALITY DEVELOPMENT AND SOFT SKILLS 2/E Paperback — 18 April 2016 by Barun
Mitra

Effective Communication Skills: A Practical Guide That Develops and Improves Your Way
of Speaking Effectively in Relationships: In Work, in the Family and in the Life of a Couple,
Michael Cooper

Personality Development and Communication Skills for BBA By S.8 Narula
(August Reprint Edition).

The First Book of Life Skills - 10 Ways to Maximize Your Personal and Professional
Potential (English, Paperback, James Larry)

Personality Development And Soft Skills Preparing For Tomorrow by Shikha Kapoor,
Wiley India.
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FEED BACK FORM

G
Cortitivate Course: T %%9 SQA}[\

Diear Participants

We value your teedback on ow certificate coure,
" Your tnput 15 essential to help us improve and betier serve your cducational needs

lease take @ moment o complete this questionnaie.
fease indicate tek niark among optioned mentioned against cach question. )
L i L‘MEA A(‘C\Q ?

tame of the student b M\Ju\e’v (optional}
[ Srrongly | Agrcc

1 .
ol Question
\ agn::/__j : disagree
. ;——--—--—-——m [ — ————————————— M et
1. | The objectives ol the course were timrh de..lmc.d é P ST
2 \ Instructor was well pn.pand o the classes L |
peCIsIes e
A \ Lime allotted for the course \\as suﬁ'lcaem L ] i -
‘ s e e
1 4 1 The vourse n‘n}umgs were med i
\ e ——————— o —————————— e --T-ﬂ—.——l.——- -~
| $ t Participation and interaction were encouraged [ & § -t :

Any other sugpestions:

Disagree T Srongly
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Signature

AW oN

NG

o,

SL.No. | Name of the Student
1| GPURUSHOTHAM ‘ apa
2 | M SUDHA RANI Me g dhaPany
3| N GOPALA KRISHNA 1 Cyalala_le
4| SUNILKUMAR )
5| M SREENIVASULU el |
6 | P VENKATA RAMANA P Qe ntoto Yayear
7 | TVEERABADHRA v onpe evadaph
8 | TAREYA 5 Aveue
9 | MABAIG M- 'BHTEI
10 | MU BAIG Do RA] @
11| N NASAREEN N. I\J@gvpe h'—)
12 | P MOHAMED P Mohamed
13 | SALTHAF il h] ol
14 | SABASHA QA Rl P
15 | SAPSANA T
16 | SATIVA ._f_n}{(m \
17 | SHBILAL A 0o
18 | S HAJEERA 2 dnag dlal
19 | S KARRISHMA S leaviphmo |
20 | SMASIRA Q ool O~
21 | SMD ARFAN Srm N
22 | S M BASHA Sm Oy -,an
23 | S MUNAF S P rso s
24 | SRESHMA S reShme
25 | SRIZWAN A WY
26 | SSUMIYA ﬁ,)lm‘.’l,la
27 | S WAJIDA o N \; De.
28 | SABUBAKAR Scwoa A [
29 | ALIMA Loy
30 | SALIMA 5. Altna
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ERTIFICATE

CERTIFICA L

This certificate declares That ™M Sucﬂxo\%yvl B.Comv/

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

5‘5‘;’ gbﬂ’; offered by department of English

hours in
gl 2. o 2 hgdnd,

from

{ A H \ A
e ek TAONG, GOVT. DEGREE COLLF™"

T. Venkatramana Dr. P. Harshalatha Pankaj

Lecturer in English Principal
GDC , Rayachoty GDC, Rayachoty




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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t - “‘ﬂm-::u:ﬁ‘*
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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




GOVERNMENT DEGREE COLLEGE,
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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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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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GOVERNMENT DEGREE COLLEGE,
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JAWAHAR KNOWLEDGE CENTER
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Center (JKC) a course of 250 hours during the Academic Year 2022-23
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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
JKC Coordinator Principal







REQUEST LETTER

From

T. Venkatramana
Dept of English
GDC Rayachoty

TO
Dr.P.Harshalatha
Principal

GDC Rayachoty

Sub:- Permission to do certificate course S (/’\,;i 5 \L*M,&

MAM
20 2 \'cu V5

lh\mu

I am Interested to do Certificate Course on L) ' 2
Duration 15 to 30 Days .This Course Will Boost students Thinking power, I Request

you can Give Permission

Thanking you mam

—

A /il
f
j b(fifhﬁrf/\L Yours sincerely

GOVT. DEGREE COLLEGE T. Venkatramana
RAY

ACHOTY



GOVERNMENT COLLEGE, RAYACHOTY

Circular

To,
Ali Studentsand Faculty Members,
Government Degree College, Rayachoty

Subject : Certificate Courseon” gcﬁﬁﬁ $um

Dear Sir/ Madam, 2
Weare Pleasedto announce acertificate courseon”  SS LRAUN tobe
conducted at GovemmentDegree College, Rayachoty. < gmll/; isa

Practicethat Promotes anexcellent waytoexpiore and experience the world
Course Details:

Course Title:

Duration: 15} =) o1 5]te] (30Hours)

Timings:8 - 9AM,t04 - 5PM (2 Hours per day)

Venue : Government Degree College, Rayachoty

Course Coordinators:T. Venkatraman, Lecturerin English

Course Instructor: Dr.K.V.Raghupathi

Registrationfee:Free

insterested Participants are requestedtoregister forthe course by fillingout the registration
form availablein the departmentof English

GOVT. DEGREE CO (¢ "w‘s;‘ 5“‘"\
RAYACHOTY Yours Sincerely,



GOVERNMENT DEGREE COLLEGE, RAYACHOTY
KADAPA DISTRICT. (A.P) :

> A Certificate Course in Soft Skills

JAWAHAR KNOWLEDGE CENTER, GDC RAYACHOTY

B S ool Oy O Pt

Personality Development and Positive Attitude
SWOC Analysis

Listening Skills

Speaking Skills

Emotional Intelligence

Interpersonal Skills

Decision Making

Time Management

Leadership Skills

. Telephone and email etiquette

PERSONALITY DEVELOPMENT AND SOFT SKILLS 2/E Paperback — 18 April 2016 by Barun
Mitra

Effective Communication Skills: A Practical Guide That Develops and Improves Your Way
of Speaking Effectively in Relationships: In Work, in the Family and in the Life of a Couple,
Michael Cooper

Personality Development and Communication Skills for BBA By S.S Narula
(August Reprint Edition).

The First Book of Life Skills - 10 Ways to Maximize Your Personal and Professional
Potential (English, Paperback, James Larry)

Personality Development And Soft Skills Preparing For Tomorrow by Shikha Kapoor,
Wiley India.
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FEED BACK FORM

N

Dicar PartiCipants,

tin

Certiivate Coursel 5

We value vow teedback onour oe rificate conre,
enttal to help us improve and bette

* Your mput s oss

lease take @ moment o complete this questionniie.

Lease indicate tick ik among of

fame of the student & .a\s M Yoptional)

v :
s No \ uestion
1

[ 1. Hu objectives

1.
t 2 \ | Instructor was well prepared 1o the da.:m\
\ ,

s Tune allotied for the course was wﬂu.u,m

\ '\
\ \ Fhe coutse uinccmu were meet
g

———

Any other suggestions:

of the course were clearly Jdetined
"

| Participation and interaction were Lmuura;,c.d :

(k}k] Aconn \1 g&

I SCry -' s educational

roned mentioned against cach question.

Class:.. e N P

T

] Slt!:!iy‘!}‘ { :‘\yu. l)is-."'u. Strongly
| agree g disagree
- e - b e e S



SI.No. | Name of the Student Sgature

1 | AHUSSAN A. Kulcen

2 | A GANESH pay (n}a,n&(l\

3 | BPRASAD R. PraSad

4 | BNAGARAIU - Uaﬂa Qa;ff)

5| CKHADHAR c . Mhadhoy

6| D KAVITHA D+ Kavriha

7 | D BHANU D. Rl ang

8 | D SREEKANTH D Sreeanth

9 | EASHOK E . Ashok
10 | G RAMESH G+ Rawmesh
11| KSIVAMANI LS AR A
12 | M SATHEESH KUMAR M)+ Lathersh kums
13 | MR NAIDU Mecyra xdnA
14| M PEDDENNA M- Peddenna
15 | M MAHESH M - Ma hesh
16 | M M RAMYA M 1Y) Qamp
17 | MESWAR M. &S\or
18 | M NAGENDRA BABU M - Nag tndia
19 | P VINASH PN sl
20 | P KARTHIK P oyt il
21 | P OBUL REDDY 0. Gl ( R-ofdy
22 | P VENKATESWARLU P ven k7eS2udy
23 | RPAVANI R Doy A
24 | R RANGANAAYAKULU R Qondo magat%
25 | SALIYA <, Fﬁt‘v o

26 | SBADULLA s Al dla
27 | S VENKATESH <, yepbo AEQL
28 | S DEVENDRA < D-eAmneft
29 | T BALARAIU T Ralay7y

30 | TSREENIVASULU 1o Qveenivasoly
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AYACHOTY

GOVERNMENT COLLEGE R

CERTIFICATE

S“b'ﬁ\\iﬂ-"\;\- B.Com/

This certificate declares That GY

as successfully completed a

S\LX&\A offered by department of English
L s|ie |20

B.Sc/BA h certificate course of 30

hours in <=
igialpaed . to-

from

b 0 V’ih\;_~§gi‘ig-v\w~\o\
T. Venkatramana
Lecturer in English
GDC , Rayachoty GDC, Rayachoty




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
m—
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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



mailto:jkcmc.cce@gmail.com%20%20%20%20%20%20%20%20%20%20%20%20%20%20apcce.gov.in

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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GOVERNMENT DEGREECOLLEGE,

RAYACHOTY, KADAPA DISTRICT, A.P. 516269
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Soft Skills — 2020 - 21

Department ENGLISH
Name of the activity conducted | SOFT Skills
Conducted date 07.11.2020

Resource persons details

T . Venkatramana

Name of the Co-Ordinator

T . Venkatramana

Name of the Lecturers involved

1. B Sivamma

2. M. Bhanu Prakash Reddy
3. U. Prasad

4. A Khaja Vice Khirni

No of students participated

30

Brief report of the Activity

Soft Skills play an important role for achieving professional growth and
employment. With the knowledge of soft skills, one stand out in a crowd
of job seekers with even mediocre skill and talent. There is no doubt
that hard skills i.e. Knowledge and technical expertise are prime
requirement, for employability but without soft skills it becomes
difficult for even highly talented people to comer a job. The most

common traits asked by every prospective employer are positive work.




o




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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Soft Skills — 2019 - 20

Department ENGLISH

Name of the activity conducted | SOFT Skills

Conducted date 09.12.2019
Resource persons details T . Venkatramana
Name of the Co-Ordinator T . Venkatramana

1. B Sivamma

2. M. Bhanu Prakash Reddy
3. U. Prasad

4. A Khaja Vice Khirni

Name of the Lecturers involved

No of students participated 30

Soft Skills play an important role for achieving professional growth and
employment. With the knowledge of soft skills, one stand out in a crowd
of job seekers with even mediocre skill and talent. There is no doubt
Brief report of the Activity that hard skills i.e. Knowledge and technical expertise are prime
requirement, for employability but without soft skills it becomes
difficult for even highly talented people to comer a job. The most

common traits asked by every prospective employer are positive work.
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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.

PRINCIPAL
Qovt. Degree College
Rayachoty.
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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

| B - SLomor s

Lt.T Venkataramana /"~ ‘x Smt B. Sivamma
JKC Coordinator Principal
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Soft Skills - 2018 - 19

Department ENGLISH

Name of the activity conducted | SOFT Skills

Conducted date 03.12.2018
Resource persons details T . Venkatramana
Name of the Co-Ordinator T . Venkatramana

Name of the Lecturers involved .
1. B Sivamma

No of students participated 30

Soft Skills play an important role for achieving professional growth and
employment. With the knowledge of soft skills, one stand out in a crowd
of job seekers with even mediocre skill and talent. There is no doubt
Brief report of the Activity that hard skills i.e. Knowledge and technical expertise are prime
requirement, for employability but without soft skills it becomes
difficult for even highly talented people to comer a job. The most

common traits asked by every prospective employer are positive work.







GOVERNMENT COLLEGE, RAYACHOTY

Affiliated to Yogi Vemana University
Rayachoty - 516269

Date- 08.08.2018

Program on Communications and Soft Skills

A Program has been conducted on Communication and Soft Skills under
department of JKC. Communications skills will play a vital role in Employment.
Communication skill required proper understanding of language, basic words
and sentence formation. If student have these three abilities, can easily achieve
job.

Soft skills are like interview skills, in this there are lot number of skills under
soft skills ex. Telephone Etiquette, Mail Communication Etiquette, Body
Language, Facial Expressions, Common Sense. To achieve a good job in
corporate sector, students require to know the soft skills.

Sri P. Sudheer Kumar, has explained the importance of Communication
and Soft skills for Job Seekers and also conducted a small test for the students
regarding Communication and Soft Skills.

No. of Students Attended: 45







