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PERMISSION LETTER

From Date: 13.02.2023

Dr. T. Rajasekar

Assistant Professor / Course Coordinator
Department of Science and Humanities
Christ the King Engineering College
Coimbatore

To
The Principal
Christ the King Engineering College
Coimbatore

Through : Head of The Department / Science and Humanities

Respected Sir,
Sub: Requesting permission to organize a Value Added Course on " PROFESSIONAL
COMMUNICATION SKILLS " - Reg.
Department of Science and Humanities is planning to organize a Value Added Course on
" Professional Communication Skills” from 17.02.2023 10 06.03.2023 for first year students.
Mr. C. Boobathi. Assistant Professor. Department of English as a Resource Person. In this regard, we
seek vour permission to conduct the same in the Mother Virgin Auditorium from 17.02.2023 to

06.03.2023 from 4 pm to 7 pm. Kindly consider our request and grant the same.

Thanking You,

Yours truly,

//

'AKUMAR, MEPLD. Approved
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CIRCULAR

This is to inform that the department of Science

and Humanities is planning to
conduct a value-added course on “Profession

al Communication Skills" for all first vear

students on 17.02.2023 to 06.03.2023. Students are asked to register and utilize this

opportunity to improve their skills.

S. No | Course Code Name of the Course Department :\{IE-.:-Z Course Coordinator
I [VAGE2204 Professional English 32 Dr. T. Rajasekar
Communication Skills

Note: The circular Display in the department Notice board for student's attention.

Copy to: % /e
Principal Hol) / S&H

Notice board

MKUMAR, ME.PhD.
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Department of S&H
organizes
VALUE ADDED COURSE ON
PROFESSIONAL
COMMUNICATION SKILLS

Resource person
Mr.C.Boobathi , AP (S&H/English)

Administrator : Rev.Fr.S.Xavier Manoj

Principal : Dr.M.Jeyakumar
Coordinator: Dr.T.RajaSekar ,AP

(S&H/English)
1 DATE :17.02.2023 to 06.03.2023

TIME :4pm - 7pm .
VENUE: Mother - Virgin Auditorium
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DEPARTMENT OF SCIENCE AND [TUMANITIES

Course Code ) —\’Aﬂiimul

—

Name Of the Course

Duration Of the Cour

PROFESSIONAL COMUNICTION SKILLS

se 32 Hours ‘
Academic Year 2022-2023
Period Of the Course 15 Days

COURSE OBJECTIVES:

© To enhance the professionalcommunication abilities (LSRW — Listening, Speaking, Reading, and
Writing)

o To equip them for their future roles as engineers and managers

o To grasp the interconnectedness of professional communication and personality
o To gain exposure to the corporate communicationnorms essential for navigating the business
landscape.
Syllabus

UNIT 1 EFFECTIVE WRITING )

Glossary of most commonly used words (formal and informal usage) - Elements of Technical Writing -
Sentence structure - reducing verbosity - arranging ideas logically - building coherence - paragraph level

and

document level - topic sentence - cohesive devices - transitionalwords - paraphrasing and précis-writing.

UNIT2 VERBAL COMMUNICATION ©

Listening to a conversation - speech and lecture - listening to telephonic conversations/messages

and understanding the correct intended meaning - understanding thequestions asked in interviews or
in professional settings - summarizing speaker’s opinion orsuggestion and enable

active listening.
UNIT3 ACTIVE LISTENING

(7)

king in business context — assertiveness — politeness - maki ques i i
Speaking p ess - making requests - queries andquestions —

sgotiations - asking for information - offering suggesti

. nflict resolution - contacting clients -
addressing delegates (in public), [QATIES of a-050d

OWer noi : ;
UE“\“R, ME. P B0 NLpresentation (making the PPT),
THEYBALes - delivering seminar/or

g r/proposal/ repor
CHRIST THF KIXL TNGINELRING COLLEGE, proposal/ report

Chikkarampalayam Villape,
Karamadai, Mctupalayam Taluk,
Cowmbatore - 641 104,
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effectively - leam meet Fmail: principal@ockecacin  Web: www.ckecac.n
V- tes -Cling etiquettes (fac i [
g s {face o face and conference call) i [ i
| - making effective one minute
presentations, b
-
UNIT 4

UNIT S

INTERPERSONAL SKIL1LS
i (6)

Reading and ¢ :
compreh i ; :
prehending business documents - learning business register - regularizing the habit of

reading business i
SINESS news - sui; ) — '
ews - suitable vocabulary - skimming and scanning text for effective and speedy
reading and dealing with ide: :
L ng with ideas from different sectors of corporate world in different business contexts.

CROSS-CULTURAL COMMUNICATION

Formal and informal letters - structure of form

(6)

al letters - expressions of salutations - different types of
lett . .
ers [such as sales letter, complaint letter, response to the complaint letter(dispute resolution). letter of

permission, letter of enquiring, claim letter, letter of apology etc]: Drafting formal business proposals -

types of reports such as factual reports - feasibility reports and survey reports.

TOTAL HOURS : 32
COURSE OUTCOME:

At the end of the course, the students will be able to

3.

4.

To construct coherent sentences and paragraphs, employing suitable vocabulary, grammar,and punctuation.
To express in professional context and acquire presentation skills

To guide students in crafting clear and succinct business communications, enabling themto communicate
effectively in diverse business contexts.

To develop students' ability to create business documents intended for externaldistribution or internal
circulation within organizations.

To analyze various proposals and reports, refining their final draftsaccordingly.
TEXT BOOK& REFERENCES:

Collins. Patrick. Speak with Power and Confidence. New York: Sterling, 2009.

Rutherford, Andrea J. Basic Communication Skills for Technology: SecondEdition. Delhi: Pearson
Education, 2007.

Seely. John. Writing Reports. New York: Oxford University Press, 2002.

Thill. John V. & Courtland L. Bovée, Excellence in Business Communicat ion, 10th

edition. Boston : Pearson, 2013.

5.

6.

Andy Green. Green, Andy Effective communication skills for public relations
London : Kogan Page20006. .
Ahuja. B.N. and S.S. Chopra, 1989, Communication, New Delhi: Surjeet Publications.

UMAR, MEPLD
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DEPARTMENT OF SCIENCE ND HUMANITIES
VALUE-ADDED COURSE ON
PROFESSIONAL COMMUNICTION SKILLS
SCHEDULE
[ RESOURCE
S. No DAY TIME/SESSION CONTENT PERSON
17.02.2023 4.00-7.00pm
U] 18.02.2023 | 4.00-6.00pm EFFECTIVE WRITING
20.02.2023 4.00-6.00pm
21.02.2023 4.00-6.00pm
2 22.02.2023 4.00-6.00pm VERBAL COMMUNICATION
23.02.2023 4.00-6.00pm
Mr. Boobathi C
24.02.2023 4.00-7.00pm Assistant
: Professor,
3 25.02.2023 4.00-6.00pm ACTIVE LISTENING Department of
27.02.2023 4.00-6.00pm SGIEDC&" z}nd
Humanities,
28.02.2023 4.00-6.00pm Ciénst_ the I‘{mg
ngineering
4 01.03.2023 4.00-6.00pm INTERPERSONAL SKILLS College
02.03.2023 | 4.00-6.00pm.
03.03.2023 4.00-6.00pm
CROSS- CULTURAL COMMUNICATION
04.03.2023 4.00-7.00pm
5
06.03.2023 | 4.00-5.00pm ASSESSMENT
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I S&H

«I‘fﬂm M.E..Ph.D.
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STUDENT REGISTRATION

S.No REGISTER NUMBER NAME OF THE STUDENT SIGNATURE

! 710422243001 ALEX JOSHWA X 4 7Y fawe s

2 | 710422243002 AMSAVEN] P O b
[ 3 710422243003 ANAGHA PP S

4 710422243004 ANTONY JESU AJAY %ﬁi’ '

= 710422233005 ASWATH RR T

6 710422243006 BAISURA S g -

7 710423243007 BARATH P ;‘m:&

8 710422243008 DARVIN FRANCIS S J 25 i

9 710422243009 DAYANAND TC TPad o =

10 710422243010 DHASARATHAN M i A=A

1 710422243011 DIVAN SHA RABEK H ' v

12 710422243012 EBIN ROSHAN B t@

13 710422243013 ELAKKIYA K j;Z,sz(

14 710422243014 ESWARAMOORTHI M =y

15 710422243015 GAYATHRI M (24.11.2005) (on mf‘_

16 710422243016 GOWRI M o

17 710422243017 GOWTHAM M e

8 710422243018 HEERA SHINY V %b
T 19 710322243019 INBARASAN S o | j
[ 20 710422243020 JAMES SHIERLEY F ‘rt—)— DA |
I 710422243021 JEYAMURUGAN P
— 710422243022 KAMAL RAJ 1
f'_ 53 |' 710422243023 KARAN K
T 710422243024 KAVIYA MARY L
: a3 710'422243035 LEGA M

26 710422233026 LOGA VIGNESH R
a7 | 710422243027 MAGINANDHU R
s | 710422243028 | MANOJ SUNDAR T
29 | 710422243029 | MARESON K
- ; 710422243030 TMARIYAMMAL M
TR 710422243031 [ MERCY P A .o 7
i G 710422243032 | MOHANA PRIYA V B
| 13 710422243033 | NAVIKA N /) 4
33 | 710322243034 PAVITIRA | i
Wé‘?\‘ 710422243035 PRASANNA KUMAR K e i
e &Y 710422243036 PRAVEENAS o R
| Dr.M..'JETﬂN_Umﬂﬂ) bS] A.:?:'fl"’”___
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50 710422243050 SWATIHIKA T \-{M
51 710422243051 IHARUN KUMAR S
52 710422243052 THIRULOSHINT A
53 710422243053 VELMURUGAN D
54 710422243054 IVINCENT P
55 710422243055 VISHTWA ¥V (31.01.2005)
56 710422243056 AAY M
37 710422243057 AKILAN B
58 710422243058 ESAKK]I SARAN S
59 7104222430359 GOWTHAM S
60 710422243060 NARESH V.
61 710422243001 NITHIN GBRIEL |
62 ' 710422243062 RAJAPANDI T
63 710422243003 “SANTHANAPAND] K
64 710422104001 ABINAYAL
65 710422104002 ANTINSHIO A
66 710422104003 ARAVINDH R
67 710422104004 AROCKIA SIHINI I
68 710422104005 ARO WILSON G
69 710422104006 | AVILA AAGNLES L.
0 | 710422104007 BHUVANESWAR P
1 710422104008 CHARULATIIA A
7 710422104009 ELISHA 1 CEPHAS
7 710422104010 ESTHER K
24 710422104011 GANGA DEVL V
75 710422104012 GAYATHRI G
76 710422104013 HARISHE B
77 710422104014 JEBASELSIVA B
78 710422104015 JAISRET M
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e "“_H:m‘m:l _KAVIDHARSHINI R Kp. ¥
—_ 222104022 | KAVIVA K ) A i
- :2 ;::;jgim.mzs KODEFSHWARAN K 4&5:33 . _
— 22104024 KRITHIKA S 5 I
| 88 710422104025 LAKSHMI B T
89 710422104026 | MADESH KUMAR V ;ﬂfjﬁf v
90 710422104027 MANISH EDWIN I /kfijr
91 710422104028 MATII VATHANAN M Mmad o an
92 710422104029 MONIKA S M X
93 710422104030 MUKESH A B v €
94 710422104031 MURUGA KUMAR M 7%( M
95 710422104032 MUTHUKUMAR C A
96 710422104033 MYTHILI K B '
97 710422104034 NIXSAN A W
08 710422104035 PAUL RAJ G Y { C
99 710422104036 PRAPANIAN G  Frion k.
100 710422104037 PRIYADARSHINI P R
101 710422104038 RANJITI KUMAR K 65 e
102 710422104039 SAIRAM R gz
103 710422104040 SAKTHISHWARAN V RPN,
104 710422104041 SANGEETHA IMMACULATE MARY L e
105 710422104042 SANJAY KUMAR R Aat”. R
106 710422104043 SANTHIYA R Gndb e =
107 710422104044 SELVI § Halos - S
108 710422104045 SESVIN § A s
109 710422104046 STALIN E 5y
110 710422104047 TANU SHRI N Ly
1 710422104049 VIVEKADARCHINI C N\ Lok
112 710422104050 YESHWINI T ~
13 710422104051 DHAMAYANTHI M
114 710422104052 DHANUSHYA V
15 710422104053 GEORGE PETER
116 710422104054 LOOTHANA S
117 710422104055 'MERLIN JENIFER
18 710422104056 | PAVITIIRA S
119 710422104057 | POORNIMA R
120 710422104058 SHARMITHA P
191 710422104059 SURESH S
122 == 710422106001 | ASUMTHA MARIA R

il bR 2
,_-’*\IU-L... 106002

MADHAN KUMAR A

M 0322106003
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— 710422106007 BRITIIT SAMSON G Qu, Bdctle.
—— 71022106005 [ DHANAL AKSHAT M M. . Lakhyyuedy, |
130 71322100009 DINUSH A1 M. B wed,
131 | THM22106010 GAYATTIRI M(12.08.2005) ML 6
e Jok o= 71111“lnm}|1l TARITARASUDIAN B A Haxi.
33 | 710422106012 CHARISH R R‘_wqg\,
134 710422106013 INBARAJ N N . Tk .
135 | 710422100014 JEEVA GOKUL A e e . )
136 710422106015 JONES ] =< "‘_Sﬁhgs‘
137 710422106016 KALAIVANI B [P WL LT
138 710422106017 KALIYAPPAN K R, %
139 710422106018 KALPANA CHAWLA Weds |
140 710422106019 KARPAGAM S A
141 710422106020 KARTHIKA V \yo MoxbRiC o
142 710422106021 KEERTHANA A " L tcien B e
143 710422106022 KEERTHANA S o km 5
144 710422106023 KISHORE K Q.
145 710422106024 MADHUSHALINI R L. vradna,
146 710422106025 MARYS KIPSILA S S. RIPSIL QL
147 710422106026 MENAKA R MO
148 710422106027 MUTHULAKSHMI R RN b stny, |
149 710422106028 NAVEEN KUMAR R Nsuesn R .
150 710922106029 NIVETHA B B.MNwelns
151 710422106030 NIVIYA CATHRINE E S Auie,
152 710422106031 PONKUMAR M HW
153 710422106032 POOMA A i = Bl .
154 710422106033 POOVARASAN M ™ e
133 710422106034 PRASANNA KUMAR G C’SLP_. y AN
156 710422106033 PUGALENDHI D 7 P:AQEU_.
157 710422106036 RAGUL PRASATH M | %
158 710422106037 RAJESH K l :
159 710422106038 ROSHAN § S T . —\——~
160 | 710422106039 SARANRAI K M
61 710422106040 SARU PRINCY § | L4 -*ﬁiﬂ—f N
162 710422106041 SATHYA | @;ﬁ_ﬂ_—_’
163 710422106012 SEETHA P - 9. Eleit__reri
164 710422106043 SELVAKUMAR A | #
PP 710422106044 | SEPASDIN | zM; DY}
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| 100 TI0422105007 JEYA ROKSIHINI A
[ 191 710422105008 KAVIVARASU V
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103 710422105011 MANOJ RAJA A
194 710422105012 MUTHU MENAKA J
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107 710422105015 PRABAVATII M
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DEPARTMENT OF SCIENCE AND HUMANITIES
VALUE-ADDED COURSE ON
PROFESSIONAL COMMUNICATION SKILLS

MULTIPLE CHOICE QUESTION

Which of the following is NOT an essential component of effective professional communication?
a) Clarny

h) Complexity

) Conciseness

d) Courtesy

In professional emails, it is important to:

a) Use emojis 1o convey emotions cflectively.

b) Keep the email length short and concise.

¢) Use informal language to build rapport.

d) Avoid proofreading for errors.

When giving a presentation, what is a crucial aspect of maintaining audience engagement?
a) Reading directly from the slides.

b) Speaking in a monotone voice.

¢) Using visual aids effectively.

d) Avoiding eve contact with the audience.

Which of the following is an example of non-verbal communication?

a) Written memos

b) Facial expressions

¢) Phone calls

d) Emails

Active listening involves:

a) Interrupting the speahker frequent ly.

b) Focusing on formulating your response.

¢) Providing non-verbal cues of understanding.

d) lgnoring the speaker's perspective.

Which af the following statements aboul feedback is true?

a) Feedback should anly be given in private sertings.

b) Feedback should focus solely on criticizing mistakes.

¢) Constructive feedback should include specific cxamples.

d) Feedback should be avoided to prevent conflict.

When resolving conflicts in the workplace, it is important to:

a) Avoid addressing the issue directly.
b) Assign blame to one party.

¢) Listen actively 1o all parties invohed.

lse ageressive communication laclics. {‘f/
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Which communication channel is most appropriate for discussing sensitive or complex topics?
a) Text messages

h) Face-to-face mectings

¢) Phone ¢alls

d) Social media platforms

What is the purpose of a "ec” (carbon copy) in email communication?
a) To indicate the main recipient of the email.

b) To request a response from the recipient.

¢) To keep other parties informed of the communication.

d) To prevent others from aceessing the email,

Which of the following is NOT a characteristic of effective teamwork communication?
a) Openness and honesty

b) Micromanaging team members

¢) Active listening

d) Collaboration and coaperation
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Which of the following is NOT an essential component of effective professional communication?
a) Clarity
b) Complexity

oy Conciseness L

d) Courtesy

In professional emails, it is important to:

a) Use emojis to convey emotions effectively.

b) Keep the email length short and concise.

c¢) Use informal language to build rapport. /

#Avoid proofreading for errors.

When giving a presentation, what is a crucial aspect of maintaining audience engagement?
a) Reading directly from the slides.

b) Speaking in a monotone voice.

c¢) Using visual aids effectively.

dAvoiding eye contact with the audience.

Which of the following is an example of non-verbal communication?
a) Written memos

b) Facial expressions

£JPhone calls -
d) Emails

Active listening involves: Dr.M.JEYAKUMAR, ME.PhD
a) Interrupting the speaker frequently. PRINCIPAL
b) Focusing on formulating your response.

CHRIST THE KING ENGINEERING COLLEGE,
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Which of the following statements about feedback is true?

a) Feedback should only be given in private settings.

b) Feedback should focus solely on criticizing mistakes.
£JConstructive feedback should include specific examples. -~
d) Feedback should be avoided to prevent conflict.

-

When resolving conflicts in the workplace, it is important to:
a) Avoid addressing the issue directly.

b) Assign blame to one party.

gyListen actively to all parties involved. /

d) Use aggressive communication tactics.

Which communication channel is most appropriate for discussing sensitive or complex topics?
a) Text messages

b) Face-to-face meetings

&YPhone calls T

d) Social media platforms

What is the purpose of a "cc" (carbon copy) in email communication?
a) To indicate the main recipient of the email.

b) To request a response from the recipient.

¢) To keep other parties informed of the communication. /
#To prevent others from accessing the email.

Which of the following is NOT a characteristic of effective tteamwork communication?
a) Openness and honesty
b) Micromanaging team members

cYActive listening /

d) Collaboration and cooperation
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HOD /S&H

Dr.M.JEYAKUMAR, ME.Ph.D.
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Course code VAGEZ203
piame ol the;egurys PROFESSIONAL COMUNICATION
SKILLS
Duration of the course 32 Hours
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Period of the course 15 Days

Dr. T. RAJASERKAR

Coordinator & Faculty handling the course Mr, C, BOOBATHI
Number of the students registered 241

Number of the students completed 241

%% of students completed the course 100%

- 1

Professional  communication skills  encompass
broad range of abilities that individuals use 1
Details of the course convey information effectively and efficiently in al
professional setting. It is essential for success in thel
workplace, fostering  positive  relationships, and|
achieving orpanizational poals. Continuous pmcticc.i
feedhack. and self-rellection are key to improving,
and mastering ghese skills over time.
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