
GOVERNMENTDEGREECOLLEGE, 
RAYACHOTY, ANNAMAYYA DISTRICT, 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:November14,2022 

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: 

 Enhance students' communication and teamwork skills. 

 Develop problem-solving and critical thinking abilities. 

 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: 

 Effective Communication: Techniques for clear and confident 

expression. 

 Teamwork: The importance of collaboration and building positive 

relationships. 



 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. 

 

 

 

 



 
 

 

 



 
 



























 
Commissionerate of Collegiate Education

 J K C Monitoring Cell 
Curriculum  

 

 

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

 

Curriculum frame-250 Hrs 

 

SNO SKILL 

No. of 

Hours 

allotted 

Trainer 

1 

Communication 

Skills  

 

60 Hrs 

GEM                               

(Guest English 

Mentor 

2 Soft Skills   30 Hrs GEM / FTM                               

3 Ethical Values 10 Hrs GEM / FTM                               

4 Analytical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

5 Technical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

6 
General Awareness 
 

30 Hrs 
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     

   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 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 



Sl.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 

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 

2.1.5  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

Unit I - Computer Fundamentals

Unit II- MS-Office



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 

2.4.7  Query 

2.4.8  Reports 

3.1  Introduction 

3.2  Internet 

3.3  How can I 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 

4.1.  Scanners 

4.2  Printers 

4.3  Use Picture Manager 

Unit III -Internet Skills

Unit IV - Using Printer and Scanner

Unit V – Assignments

jkcmc.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 













GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, ANNAMAYYA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

bhagyamma 
Successfully Completed JKC training through Jawahar Knowledge

Center (JKC) a course of 250 hours during the Academic Year 2022-23

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, ANNAMAYYA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

PRaSANNA  JYOTHI
Successfully Completed JKC training through Jawahar Knowledge

Center (JKC) a course of 250 hours during the Academic Year 2022-23

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, ANNAMAYYA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

SNEHA LATHA
Successfully Completed JKC training through Jawahar Knowledge

Center (JKC) a course of 250 hours during the Academic Year 2022-23

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, ANNAMAYYA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

muneera
Successfully Completed JKC training through Jawahar Knowledge

Center (JKC) a course of 250 hours during the Academic Year 2022-23

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, ANNAMAYYA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

mazeeda
Successfully Completed JKC training through Jawahar Knowledge

Center (JKC) a course of 250 hours during the Academic Year 2022-23

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, ANNAMAYYA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

habeeb bakash
Successfully Completed JKC training through Jawahar Knowledge

Center (JKC) a course of 250 hours during the Academic Year 2022-23

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



































 
Commissionerate of Collegiate Education

 J K C Monitoring Cell 
Curriculum  

 

 

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

 

Curriculum frame-250 Hrs 

 

SNO SKILL 

No. of 

Hours 

allotted 

Trainer 

1 

Communication 

Skills  

 

60 Hrs 

GEM                               

(Guest English 

Mentor 

2 Soft Skills   30 Hrs GEM / FTM                               

3 Ethical Values 10 Hrs GEM / FTM                               

4 Analytical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

5 Technical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

6 
General Awareness 
 

30 Hrs 
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     

   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 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 



Sl.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 

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 

2.1.5  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

Unit I - Computer Fundamentals

Unit II- MS-Office



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 

2.4.7  Query 

2.4.8  Reports 

3.1  Introduction 

3.2  Internet 

3.3  How can I 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 

4.1.  Scanners 

4.2  Printers 

4.3  Use Picture Manager 

Unit III -Internet Skills

Unit IV - Using Printer and Scanner

Unit V – Assignments

jkcmc.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 













GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

GONGATI PRAVEEN KUMAR

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

VALLEPU JAMUNA

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

GADDAM    HAJIRA

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

THARIGONDA DRUTHI

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

JAGILI RAJA SEKHAR

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

KONA VENKATESWARA

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr.Harsha Latha P



     GOVERNMENT DEGREECOLLEGE, 
RAYACHOTY, KADAPA DISTRICT, A.P. 516269 

Department of English 
…………………………………………………………………………………………………………………………………………………… 

 

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. 

  

 

 
 
 
 
 
 



 







 
Commissionerate of Collegiate Education

 J K C Monitoring Cell 
Curriculum  

 

 

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

 

Curriculum frame-250 Hrs 

 

SNO SKILL 

No. of 

Hours 

allotted 

Trainer 

1 

Communication 

Skills  

 

60 Hrs 

GEM                               

(Guest English 

Mentor 

2 Soft Skills   30 Hrs GEM / FTM                               

3 Ethical Values 10 Hrs GEM / FTM                               

4 Analytical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

5 Technical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

6 
General Awareness 
 

30 Hrs 
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     

   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 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 



Sl.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 

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 

2.1.5  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

Unit I - Computer Fundamentals

Unit II- MS-Office



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 

2.4.7  Query 

2.4.8  Reports 

3.1  Introduction 

3.2  Internet 

3.3  How can I 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 

4.1.  Scanners 

4.2  Printers 

4.3  Use Picture Manager 

Unit III -Internet Skills

Unit IV - Using Printer and Scanner

Unit V – Assignments

jkcmc.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 











GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

RAMISETTY SRIHARI

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr. P. Krishanaiah



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

MOTAKATLA RAJ KUMAR REDDY

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr. P. Krishanaiah



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

GANGAPURAM HARIPRIYA

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr. P. Krishanaiah



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

DEGALA VENKATA SIVAMMA

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr. P. Krishanaiah



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

MADANAPALLI VENUGOPAL

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr. P. Krishanaiah



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

SHAIK ZAHEDA BEGUM

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

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Dr. P. Krishanaiah



    GOVERNMENTDEGREECOLLEGE, 
RAYACHOTY, KADAPA DISTRICT, A.P. 516269 

Department of English 
…………………………………………………………………………………………………………………………………………………… 

 

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 

 
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. 

  

 

 
 



 







 
Commissionerate of Collegiate Education

 J K C Monitoring Cell 
Curriculum  

 

 

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

 

Curriculum frame-250 Hrs 

 

SNO SKILL 

No. of 

Hours 

allotted 

Trainer 

1 

Communication 

Skills  

 

60 Hrs 

GEM                               

(Guest English 

Mentor 

2 Soft Skills   30 Hrs GEM / FTM                               

3 Ethical Values 10 Hrs GEM / FTM                               

4 Analytical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

5 Technical Skills 60 Hrs 
FTM (Full Time 

Mentor) 

6 
General Awareness 
 

30 Hrs 
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     

   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 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 



Sl.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 

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 

2.1.5  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

Unit I - Computer Fundamentals

Unit II- MS-Office



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 

2.4.7  Query 

2.4.8  Reports 

3.1  Introduction 

3.2  Internet 

3.3  How can I 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 

4.1.  Scanners 

4.2  Printers 

4.3  Use Picture Manager 

Unit III -Internet Skills

Unit IV - Using Printer and Scanner

Unit V – Assignments

jkcmc.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 













GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

ORSU PAVAN KUMAR

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2019-20

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Smt B. Sivamma



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

EGA GOPI

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2019-20

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Smt B. Sivamma



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

BATHINA KARTHIK

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2019-20

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Smt B. Sivamma



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

PATHAN SUMAIAH

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2019-20

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Smt B. Sivamma



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

SHAIK SIMran

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2019-20

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Smt B. Sivamma



GOVERNMENT DEGREE COLLEGE,
RAYACHOTI, KADAPA DIST - 516269

JAWAHAR KNOWLEDGE CENTER

shaik sabeeha

Successfully Completed JKC training through Jawahar Knowledge
Center (JKC) a course of 250 hours during the Academic Year 2019-20

CERTIFICATE OF COMPLETION
This certificate is presented to

JKC Coordinator
Lt.T Venkataramana

Principal
Smt B. Sivamma



     GOVERNMENTDEGREECOLLEGE, 
RAYACHOTY, KADAPA DISTRICT, A.P. 516269 

Department of English 
…………………………………………………………………………………………………………………………………………………… 

 

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 

 
 
 
 
 
 
 
 
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. 

  

 

 
 



 



 
           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 
 
 
 
 
 
 



 

 
 
 

 
 
 


