
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

  

Syllabus 
Communicative English and Soft Skills 

Duration: 30 hours 

 

Module I:  

Introduction to Soft Skills, Aspects of Soft Skills, Effective Communication Skills, 

Classification of Communication, Personality Development, Positive Thinking 

 

Module II:   

Negotiation Skills, Culture as Communication, Telephonic Communication Skills, 

Communicating Without Words, Paralanguage. 

 

Module III:   

 Resume, Curriculum Vita e, Scannable Resume, Developing an Impressive 

Resume, Formats of Resume, Job Application or Cover Letter  

 

Module IV:   

Facing Job Interviews, Emotional Intelligence & Critical Thinking, Applied 

Grammar. 

 

Module V:   

Creativity at Workplace: Introduction, Current Workplaces, Creativity, Motivation, 

Nurturing Hobbies at Work, The Six Thinking Hat Method  

 

Text book:  

1. Soft Skills: an Integrated Approach to Maximize Personality, Gajendra S. 

Chauhan, Sangeeta Sharma, Wiley India  

 

Additional References:  

1. Personality Development and Soft Skills, Barun K. Mitra, Oxford Press  

2. Business Communication, ShaliniKalia, ShailjaAgrawal, Wiley India  

3. Soft Skills - Enhancing Employability, M. S. Rao, I. K. International  

4. Cornerstone: Developing Soft Skills, Sherfield, Pearson India  

 



 

Schedule  
Duration: 30 hours 

Session Content Time Date 

1. Introduction to Soft Skills, Aspects of hard skills 03:00-04:30 16/03/2023 

2. Effective Communication Skills, Advantages of written 

communication. 

03:00-04:30 17/03/2023 

3. Personality Development, Importance of personality 

Development, Personality Development Tips 

03:00-04:30 23/03/2023 

4. Positive Thinking and its Benefits. 03:00-04:30 24/03/2023 

5. How to practice Positive Thinking 03:00-04:30 31/03/2023 

6. Negotiation Skills, Benefits of negotiation skills 03:00-04:30 13/04/2023 

7.  Examples of negotiation skills, Telephonic 

Communication Skills 

03:00-04:30 20/04/2023 

8. Tips to improve your negotiation skills 03:00-04:30 21/04/2023 

9.  Explain Culture as Communication. The Relationship 

ship between Communication and Culture. 

03:00-04:30 27/04/2023 

10.  Resume, Curriculum, Formats of Resume, job 

application or cover Letter 

03:00-04:30 28/04/2023 

11. Difference between CV, resume and biodata. 02:00-03:30 01/05/2023 

12. Facing job interview. Emotional Intelligence critical 

thinking 

03:00-04:30 05/05/2023 

13. Creativity at workplace, Practice of IQ test. 03:00-04:30 18/05/2023 

14. Creativity, Motivation 03:00-04:30 19/05/2023 

15. Nurturing Hobbies at work. Given task in the class. 03:00-04:30 25/05/2023 

16. Introduction of yourself.  Mock Interview in Class 03:00-04:30 26/05/2023 

17. How to introduce in Corporate. Given tips 03:00-04:30 30/05/2023 

18. The six thinking Hat Method, Six types of Method 03:00-04:30 31/05/2023 

19. Applied in Practical life six thinking Method. 03:00-04:30 01/06/2023 

20. Objectives of the Method Applied grammar and 

Alternative words. 

03:00-04:30 02/06/2023 



 

 

 Report 

Name of Activity Communicative English and Soft Skills 

Date 16th March 2023 to 02th June 2023 

Venue BCA Classroom 

Organized by Computer Application Department 

Resource Person   Dr. Poonam Singh, Assistant Professor, MIET 

Beneficiary BCA 2nd Semester (112 Students) 

Convener: Mr. Abhay N Tripathi, Associate Professor, MIMT 

Objective When students complete Intro to Soft skills and hard skills, they will 

be able to: 

 Build basic Knowledge of written and oral communication skills like 
Negotiation skills, Telephonic Communication skills, 

 Soft skills Improves Creativity at workplace, Motivation, Nurturing 

Hobbies at work. 

 Soft Skills gives knowledge how to face job interview. 

 

 

 

Content 

With the initiative of IQAC, Mangalmay Institute of Management and 

Technology organized add on certification course on “Introduction to 

Communicative English and Soft Skills”. The course enabled the students 

to defining basics of Soft skills, what it comprises and its importance in 
modern day organization. 

Day1: The session started with the discussion on the introduction of 

Communicative English and Soft skills 
Day2:In this session, Students learnt What are Soft Skills and Hard Skills. 

Learned about the benefits of soft skills and hard skills. 

Day3:In this informative session, students knew about the Broad Types of 

Soft Skills. 
Day4: The resource persons started the session with discussion on How to 

improve your Soft Skills. 

Day5: In this session, learnt about the Advantages of Written 
Communication and Disadvantages of Written Communication. Oral 

Communication. 

Day6: The aim of the session was How to improve  in  Personality 
Development and its importance. 

Day7:This session was started How students can improve the Telephonic 

conversation skills .,  

Day 8: In this session, the resource persons discussed about Negotiation 
Skills and Benefits of negotiation Skills. 

Day9:The resource persons discussed how to build the Relationship 

Between Communication and Culture. 
Day10:This session starts with the  Resume, Curriculum, Formats of 

Resume, job application or cover Letter 

Day11:This session discussed About the Resume.  
Day12:In this session, Difference between CV, resume and Biodata.  

Day13: In this session, resource person discussed Step guide to Making the 

Perfect Resume. 

Day14: Resource person discussed about the basic job Application or 
Cover Letter.. 

Day15The resource person Given task in the class for Nurturing Hobbies at 

work. 
Day16:The resource person gave interview related questions in class. 

Day17: How to introduce yourself in corporate give some tips by the resource 

person. 



 

Day18 Students learned about the six method of learning. How they can 

use in corporate. 

Day19.Resourse person gives practical knowledge. Why this  method is 

important .       
Day20: Students learned about the Objectives of the Method Applied 

grammar and Alternative words. 

Outcome 

of Activity 

 Understanding about the basic concepts of Communicative 

English and Soft Skills. 

 The course teaches youth essential concepts of Soft Skills, 

and gives you an in-depth knowledge in Personality 

Development, Improve Written and Oral Communication 

Skills. 

. 



 

Resource Person Profile 
Name               :  Dr. Poonam Singh, Assistant Professor 

Org                  :  MIET, Greater Noida 

Research Area: Business Communication and organizational behavior 

Core Skills     : Soft skill training, personality development 
Qualification  :Ph.D in English  

Experience     : 8 years 

 

 

  
Figure 1 Dr. Poonam Singh, Asst. Prof. MIET during her lecture
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