
SIR C R REDDY COLLEGE FOR WOMEN
(Affiliated to Adikavi Nannaya University, Rajahmahendravaram)     

Vatluru (Post), Pedapadu Mandal, W.G.Dist., (A.P)

                                                           

      

To

    

pm

 
 
 
 
 
 
Offline Soft skills

Training

Programme

 
 
 
 
 
 
 
 
Date:

 
 
 
 
 
 
 
18-11-2019

 
 
 
 
 
 
 
 
       TO
 

 
 
 
 
 
 
 
 
Time: 9:30 am to 4:30 pm

 
 
 
 
 
Organized by

 
 
 
 
 
SKILL DEVELOPMENT CELL

2018–20192019-2020

23-11-2019



INDEX

S.No Particulars
Page No

1 Brief  Note 1

2 About  Programme 2

3 Learning Objectives and Learning Outcomes 3

4 Permission Letter 5

5 Brochure 6

6 Notice to Staff and Students 7

7 Inaugural Function 8

8 Invitation 9

9 Course Structure 10

10 Students List 11

11 Valedictory Function 15

12 Report 16

13 Certificates 17

14 Trainers Attendance 18

15 Feedback Letter 19

16 Students Feedback 20

17 Photo Gallery 24



      Brief Note
Sir C R Reddy College for women, Eluru has established skill developed

Centre, which aims to upgrade skills of the students. Skill Development Centre

conducts various skill oriented programmes in association with Andhra Pradesh

state skill Development cooperation (APSSDC).

Skill development cell organized offline skill development classes for  III

B.Com and III B. Sc students.

 The objective of learning this program is to enable the students to learn the 

Soft Skills and Personality Development skills and its practice.

 This program is conducted on offline (Teacher to Student) basis.

 This course is conducted from 18-11-2019 to 31-12-2019.

 The duration of the class is for 2hours (2.30 pm to 4.30pm).

 80 students of 1 Batch  is participated in this programme.

 Course material was provided to every registered Student.

 Participation Certificates were issued to the students after completion of the 

Programme.
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About Programme

During 2019-20, the session was started on 18th November 2019 and ended on

31st December 2019.80 III B. Sc /B.Com students were participated in this session and

benefited. 

They also attended some more classes like soft skills, communication skills, and

employability  skills  and  so  on.  Students  were  taught  the  subjects  by  professional

faculty.  The  classes  were  very  helpful  to  the  students  to  get  the  job  in  various

companies.

Andhra  Pradesh  state  skill  Development  cooperation  (APSSDC)  is

providing the study material for communication skills and also certificates to the all

participated students and also provide trophy’s  to the students who performing best in

these session.
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Learning Objectives & Outcomes
Objectives of the Skill Development Centre: (Functionality):

 To conduct  various  skills  development  programmes to students  and improve

their employability.

 Along  with  the  academic  learning,  students  in  our  institution  as  practically

oriented with the different skill sets.

 Implementation of skill oriented programmes and also developed awareness and

motivation among students for their achievements and success.

 Provide training in various fields that are in high demand in society and have

good job opportunities.

 Maximizing students’ potentialities and boosting self-confidence.

Objectives of the Programme:

1. To create immensive and inclusive experience.

2.  To  stimulate  development  of  essential  life  skills,  and  support

educators in guiding and nurturing student passions.

3. To galvanized them to create and share in entirely new approaches.

4.  To  understand  individual  learning  needs,  so  that  they  can  design,

invent and built with technology.

5. To understand micro soft teams observe and how it can be used in

class rooms.

\
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Outcomes of the Programme:

1. They learn how to create a team and channels with in a team.

2.  They learn how to navigate  within a team and manage the team's

permissions.

3. They learn how to create an assignment and form with in teams.

4. Learn how to upload files, start and replay to conversations and post

announcements.
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Inaugural Function
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UNIT I 

Introduction and Importance of communication an overview - meaning and process
of communication - organizational communication and its barriers. 

UNIT II 

Types  of   Communications  –  Categories,  methods  and  formats  -  vocabulary  -
Business  idioms and collocations – Organizational  Hierarchy -  Various levels  of
communication  in  an  organization  –  Top-  down,  Bottom-  up  and  Horizontal-
Business  reports, presentations – Online communications. 

UNIT III 

Receiving communications - Filing and processing -Sending replies. Routine cycle
of  communications  –  Writing  Communications  -  Characteristics  of  a  good
communication  -  Preparation  of  meeting  agenda  –  agenda  notes  -  minutes  –
circulation of minutes – Presentations of communication using various methods.
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   Valedictory Function
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hra  Pradesh  State  Skill  Development  Corporation  (APSSDC)

conduct this offline soft skills training programme. This is encourage the

students to learn soft skills, communication skills and so on students were

taught the subjects by professional faculty.

The resource person Mr N.Prasad, Launguage Trainer

The classes were very helpful to the students to get the job in various

companies.  The  faculty  members  providing  the  study  material  for

communication skills  and also certificates to the all participated students

and also provide trophy’s to the students who performing best in these

session.
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