
SACRED HEART COLLEGE, CHALAKUDY 

DEPARTMENT OF ENGLISH 

Report 2016-2017 

 

In the year 2016-17 The Department organised the Add on course on Communication Skills 

from the month of June to March. Communication Skills is the foundation of language 

learning from which effective speaking, writing and reading emerge and it is the bedrock of 

human language learning. One’s ability to speak Good English is a proof of competence. No 

matter how capable an individual may be in his/her studies or profession, it is the use of good 

communication skills that highlights this strength. 

23 students from different Departments enrolled the course but only 20 students completed 

the course. The objectives of the course were to enhance the communication skills of the 

students by learning Grammar, Vocabulary, Phonetics and by practicing Public Speaking , 

Group Discussion, Interviews, Report writing and so on.  

Students were taught Basic Writing Skills which covered areas like Punctuation, Commonly 

Confused words and Basic Grammar. the students were given a few worksheets on these 

areas and their performance was evaluated and necessary feedback on how to improve these 

skills was given. 

Classes on E mail writing, Report writing, Resume and Effective Profiling were provided and 

the students were given some useful information on Telephone Etiquettes. In addition to this, 

they were given some exercises and role play sessions where they were asked to use 

appropriate language – both formal and informal – while making telephonic conversations. 

The students were introduced to the tips and techniques on drafting formal and informal 

letters and they were asked to work in groups and write out formal letters making use of the 

tips and following the guide lines given. They were asked to read out the letter drafted by 

their group and  provided suggestions as how the letters could have been made more 

appropriate and effective. 

In general, the students could develop their communication skills to a certain extent by 

attending the Add on Course. 

Regular evaluation and Tests were carried out for assessing the improvement of the students. 

Written Tests, Oral Tests, group Discussion, Debates were conducted to imbibe the various 

skill of communication.   

 

 

 









SACRED HEART COLLEGE, CHALAKUDY 

DEPARTMENT OF ENGLISH 

Meeting Minutes 

June 06, 2016 

The meeting convened on 06/06/2016 at 3.00 pm decided to begin the Add-on Course 

ADENG01 - Communication Skills in the month of June. The meeting decided that the 

participants can be selected from other departments and should be limited to fifty in number. 

The meeting also decided faculties in charge of the Add-on Course of the year 2016-17 will be 

Ms. Tresa Peter and Ms. Lekha Willy. 

Members Present: 

Ms. Bindu Jose  

Dr. Sr. A Princy Anto  

Ms. Darly Mathew  

Ms. Noble A. Paliath  

Ms. Lekha Willy  

Ms. Tresa Peter 














































