
























 
Minutes of Department of English Staff meeting 
 
 

 

 

Meeting  DEPARTMENT INTERNAL MEETING  

DATE 2-09-20 

TIME 3.00p.m – 3.30 p.m 

PLACE Virtual Meeting 

MoM No. 009 

RECORDED BY Ms. Aswathy Raj 

 

Attendees  

Ms.Aswathy Raj    HOD and Asst. Prof of English 

Mr. Abhikrishnan                             Asst. Prof of English (on contract) 

 

Agenda 

PAcademic 

IQAC 

Minutes  

➢ 2 sem model  exam and revision has to be started  

➢ It has been informed that the department level faculty feedback will take from student’s 
.The same will be evaluated and discussed. 

➢ English Department IQAC files to be completed within stipulated time 

➢ Certificate course syllabus to be released as early as possible and certificate course will 
begin in the first week of October  

➢ Extension activity  proposal will be submitted to IQAC and principal on or before 6th 
December 

➢ Work distribution of IQAC will  be completed as per the guidelines  

➢ Department activity log for the month of  August should be updated soon  
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➢ Attendance log of  Students for the month of July, and Aug  to be updated  

 

 

 
 

 

Recorded by        

Ms Aswathy Raj 

HOD and Asst.Professor 

Department of English 

Sree Narayana College 

Chengannur        
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DEPARTMENT OF ENGLISH 2020-21 

Course Title: Certificate Course in Mastering English Language Skills 

Course Code: EN20-21.01 

Instructional Hours: 30 

Course description  

The key areas addressed in Soft skills are Communication skills, Body language and Etiquette, 

Group discussion skills, Interview skills, Presentation skills, and Emotional Intelligence, Time 

Management Skills, Preparation of CV and Life skills. 

Learning Objectives: 

1. Mastering the language for personal and professional growth. 

2. Basic language skills are to be acquired through interactive classroom sessions 

Learning Outcomes: 

English as an acquired language for undergraduate students is to be mastered with focus on 

learning the basic skills of listening, speaking, reading and writing the language proficiently. 

This course aims to impart these skills in an interactive manner.The course will 

equip the students with basic language skills along with improved non-verbal skills thereby 

Improving their employability quotient. 

 

Course description 

Module 1 

Listening 

 Listening skills  

 Barriers to effective listening  

  Enhancing listening 

 Conducting interviews 

Module 2 

Speaking 

 Speaking Skills  

 Enhancing speaking skills  

 Public speaking  

  Telephonic conversations  

 Vocabulary building exercises  

  Self-introduction  

  Telephonic conversation 

 



2 
 

 

Module 3 

Writing 

 Academic writing 

 Paragraph writing 

 Newspaper reports 

 Writing letters  

 Writing emails, reports, minutes 

 Resume - biodata - curriculum vitae – blogging 

Module 4 

Soft Skills 

 Posture - gestures - eye contact - telephone etiquette – netiquette 

 

                                                                                  
 

Course designed by   Approved by   Signature of the Principal 

Ms. Aswathy Raj   Board of Studies 

HOD & Asst Prof of English  SN College, Chengannur 

Department of English 

S.N College, Chengannur 
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