
GOVERNMENT DEGREE COLLEGE 
NANDIKOTKUR 

 
 

Certificate Course on  
 

Communication Skills, Soft Skills, 
Analytical Skills and Technical 

Skills 
 

Course Duration: 
Batch I : May 2018- Aug 2018 
Batch II: Aug 2018-Nov 2018 

Batch III : Dec 2018- Feb 2019 
  



O/o The Principal 
Government Degree College 
Nandikotkur 
 

 
CIRCULAR 

 
It is to inform that all the students of  I, II & III B.A/B.Com/B.Sc hereby 

instructed that the I Batch of JKC training -2018 will starts from I week of May-

2018. The students those who are interested to join JKC training programme 

shall enroll their names on or before 30-04-2018. 

 

 

 



O/o The Principal 
Government Degree College 
Nandikotkur 
 

 
CIRCULAR 

 
It is to inform that all the students of  I, II & III B.A/B.Com/B.Sc hereby 

instructed that the II Batch of JKC training -2018 will starts from II week of 

August-2018. The students those who are interested to join JKC training 

programme shall enroll their names on or before 13-08-2018. 

 

 

 

  



O/o The Principal 
Government Degree College 
Nandikotkur 
 

 
CIRCULAR 

 
It is to inform that all the students of  I, II & III B.A/B.Com/B.Sc hereby 

instructed that the III Batch of JKC training -2018 will starts from I week of 

December-2018. The students those who are interested to join JKC training 

programme shall enroll their names on or before 30-11-2018. 

 

 

 

  



 

Brochure 

 

  



Curriculum of Certificate Course 

S.No Topic No. of Hours allotted 

1 Communication Skills 60 hrs 

2 Soft Skills 
30 hrs - Soft Skills 

10 hrs - Ethical Values 

3 Analytical Skills 60 hrs 

4 Computer Skills 60 hrs 

5 General Awareness 30 hrs 

Total 250 hrs 

 

 
 

Syllabus of Certificate Course 

Communication Skills: 

 
 

 

Basics: 

 Self Introduction 

 Be','Do' and 'Have' Forms 

 Modal Auxiliaries - I 

 Modal Auxiliaries - II 

 Question Tags 

 Simple Present Tense 

 Present Progressive Tense 

 Present Perfect and Present Perfect Progressive Tense 

 Simple Past : Qestions and Negative 

 Simple Past and Present Perfect Tense 

 Simple Past and Past Progressive Tenses 

 The Furture Time 

 Concord 

 Conditional Clauses 

 Voice 

 Reported Speech 

 Articles 

 Adjectives 

 Comparison of Adjectives 

 Prepositions 

 Use of Conjunctions in Simple, Compound and Complex Setences 



Speaking Skills: 

 Vowel Sound 

 Consonant Sounds 

 Neutralization of Accent 

 Change of Speech Patters 

Voice Based Efficiency: 

 Making polite Requests 

 Asking for and giving permissions 

 Offering, Accepting and Denying Help 

 Asking for and Giving Directions 

 Extending Invitations 

 Expressing Sympathy 

 Agreeing and Disagreeing 

 Making Complaints 

Reading Skills: 

 Synonyms 

 Antonyms 

 Idiomatic Expressions 

 One Word Substitutes 

 Reading Skills-I (Skimming and Scanning) 

 Reading Skills-II 

 Reading Skills-III 

 Reading Skills-IV 

 Reading Comprehension 

Writing Skills: 

 Paragraph Writing 

 Essay Writing 

 Note Making 

 Precis Writing 

 Resume Writing 

 

 

Soft Skills: 

 
 

 

 Soft Skills : An Overview 

 Know Youself 

 SWOT Analysis 

 Goal Setting 

 Positive Attitude 



 Body Language 

 Interpersonal Skills 

 Time Management 

 Presentation Skills 

 Just a Minute (JAM) Activities 

 Team Dynamics 

 Group Discussion 

 Etiquetter of Telephone,e-mail and SMS 

 Interview Skills 

 Preparation for Examinations 

 

Analytical Skills: 

 
 

 

Arithmetic: 

 BODMAS 

 Fractions and Decimals 

 Algebric Formulae 

 Divisibility Rules 

 LCM & HCF 

 Ratios & Proportion 

 Percentages 

 Profit & Loss 

 Data Analysis 

 Data Interpretation 

 Simple Interest 

 Compound Interest 

 Averages 

 Problems on Ages 

 Time & Distance 

 Time & Work 

 Problems on Trains 

 Permutations and Combinations 

 Probability 

 Areas 

 Volumes 

 Surface Areas 

 

 

Verbal Reasoning: 

 Number Series 

 Number Analogy 

 Odd Man Out 

 Coding & Decoding 

 Blood Relations 

 Direction Sense Test 



 Seating Arrangement 

 Problems solving Techniques and Logical Reasoning 

 Ranking and Time Sequence Test 

 Mathematical Operations 

 Clocks 

 Calendars 

 

 

Non-Verbal Reasoning: 

 Series 

 Mirror Images and Water Images 

 Incomplete Figure Patterns 

 Figure matrix 

 Logical Venn Diagrams 

 Matrices & Surds 

 Quadratic Equations 

 Coordinate Geometry and Trigonometry 

 Differentiation 

 Decision Making 

 

Computer Skills: 

 
 

 

Unit I - Computer Fundamentals 

 What is computer 

 Features of computer 

 Computer Generations 

 Types of Computers 

 Applications of Computers 

 Input/Output Devices 

 Computer's Memory 

 Computer Software 

 Windows 

a. Windows desktop 

b. Start Menu 

d. Using Paint 

e. Using wordPad 

Unit II- MS-Office 

 About MS-Office 

MS-Word: 

 Word Basics 

 Features of Word 



 Starting with MS-Word 

 Components of MS-Word 

 File Menu 

a. New 

b. Save 

c. Page Setup 

d. Print preview 

e. Selecting Text and Graphics 

 Edit Menu 

a. Undo/ Redo 

b. Copy and Paste 

c. Find/ Replace 

 Headers and Footers 

 Insert Menu 

 Format Menu 

 Mail Merge 

 Table Menu 

MS-Excel: 

 Excel Basics 

 Excel Components 

 Entering Data 

 Data Types 

 Working with Cells 

 File Menu 

 Edit Menu 

 Creating a Chart 

 Functions and Formulae 

 Data Menu 

Ms-Power Point: 

 Powerpoint Basics 

 Ready- Made slide layout scheme 

 File Menu 

 Creating a presentation 

a. using auto content wizard 

b. using a design template 

c. using blank presentation 

 Insert Menu 

 Format Menu 

 Slide Show 

MS-Access: 

 Access Basics 

 Components 

 Data Types in MS-Access 

 Database Creation 

 Table Creation 

 Forms 

 Query 



 Reports 

Unit III -Internet Skills 

 Introduction 

 Internet 

 How can I get connected at Home 

 Web Site 

 Web Browser 

 Search Engine 

 On-line Forms Rail Journey 

 On-line Shopping using FlipKart 

 Using Electronic Mail(Email) 

 Social Media 

 What is Skype? 

 Google Drives 

 What are Google Docs, Sheets and Slides 

Unit IV - Using Printer and Scanner 

 Scanners 

 Printers 

 Use Picture Manager 

Unit V – Assignments 

 

  



Course Inauguration Photos 

 

 

 

 

 

 



Government Degree College, Nandikotkur 

List of the students registered for Certificate Course in Communication Skills, Soft Skills, 
Analytical Skills & Technical Skills 

S.No Name of the Student Reg.ID / Admission No. Batch 

1 GUNDEPOGU PAVAN KALYAN 12567jkc2018BatchI17021120 I 

2 MADHAVARAM ANANDA RAO 12567jkc2018BatchI17021121 I 

3 PIDATHALA ARUN RAJ 12567jkc2018BatchI17021122 I 

4 GUNDEPALLE KULLAI SWAMY 12567jkc2018BatchI17021123 I 

5 GADI MANOHAR 12567jkc2018BatchI17021124 I 

6 PALAMARRI PRUDHVI RAJU 12567jkc2018BatchI17021125 I 

7 MEKALA RAJU 12567jkc2018BatchI17021126 I 

8 VIDYAPOGU SANJEEVA RAJU 12567jkc2018BatchI17021127 I 

9 NALLAMALA THIKKASWAMY 12567jkc2018BatchI17021128 I 

10 TARTHURU YESU RAJU 12567jkc2018BatchI17021129 I 

11 GANTEPOGU PRAVALLIKA 12567jkc2018BatchI17021357 I 

12 JANGAMPOGU SANDHYA RANI 12567jkc2018BatchI17021358 I 

13 AAKUPOKULA JOSHNA 12567jkc2018BatchI17021359 I 

14 ACHUGATLA CHAITANYA VIDATHA KUMAR 12567jkc2018BatchI17021360 I 

15 REDDYPOGU NIRMITHA 12567jkc2018BatchI17021361 I 

16 MALLEPOGU HARI KRISHNA 12567jkc2018BatchI17021362 I 

17 VIDYAPOGULA HANUMAKKA 12567jkc2018BatchI17021363 I 

18 PAMBALI ANKANNA 12567jkc2018BatchI17021364 I 

19 REPALLE MALLIKARJUNA 12567jkc2018BatchI17021365 I 

20 RENATI SUNKARAJU 12567jkc2018BatchI17021366 I 

21 KEDEM SARITHA 12567jkc2018BatchI17021367 I 

22 G ANURADHA 12567jkc2018BatchII17026288 II 

23 KATEPOGU RAJU 12567jkc2018BatchII17026289 II 

24 CHANDRAKANTI MADHU 12567jkc2018BatchII17026290 II 

25 SANDYAPOGU PRUDVEERAJ 12567jkc2018BatchII17026291 II 

26 DADEPOGU PREMSAGAR 12567jkc2018BatchII17026292 II 

27 G RAJESH 12567jkc2018BatchII17026293 II 

28 P VINAYAKUDU 12567jkc2018BatchII17026294 II 

29 LINGAM RAMU 12567jkc2018BatchII17026295 II 

30 SOGARAJU SAI KUMAR 12567jkc2018BatchII17026296 II 

31 P PUSHPAVATHI 12567jkc2018BatchII17026297 II 

32 P RAJESWARI 12567jkc2018BatchII17026298 II 

33 KEDEM SAMPATH KUMAR 12567jkc2018BatchII17026299 II 

34 KUMMARI YESEPU 12567jkc2018BatchII17026300 II 

35 KOTTAM YESTERAMMA 12567jkc2018BatchII17026301 II 

36 YATA RAJESH 12567jkc2018BatchII17026303 II 

37 G LOKESH 12567jkc2018BatchII17026305 II 

38 MADDURU VIJAYA KUMAR 12567jkc2018BatchII17026763 II 

39 PALLE PARAMESH 12567jkc2018BatchII17026766 II 

40 MADHAVARAM RAJ KUMAR 12567jkc2018BatchII17026770 II 

41 PALLE PRATHAP 12567jkc2018BatchII17026773 II 

42 VADDEMANU PRATHYUSHA 12567jkc2018BatchII17026776 II 



43 MADANNAGARI SUNEEL 12567jkc2018BatchII17026780 II 

44 MADDURU KURUMANNA 12567jkc2018BatchII17026782 II 

45 ADDAKULA BHARGAVA 12567jkc2018BatchII17026784 II 

46 PHALAMARI KAVITHA 12567jkc2018BatchII17026787 II 

47 GANGULA MAHESWARI 7317 III 

48 GARITAGARI PEDDA RAJU 7279 III 

49 MALYALA MOKSHESWARI 7325 III 

50 AARKAT GOPAL 7312 III 

51 KANDHIKUNTA PAVAN KUMAR 7287 III 

52 UPPARA MAHESH 7389 III 

53 TELUGU VARA PRASAD 7408 III 

54 JARAPATI MAHESH BABU 7346 III 

55 KUNCHEPU UMA MAHESH 7351 III 

56 CHITYALA SRINIVASULU 7382 III 

57 BANDA PARASURAMUDU 7400 III 

58 PINJARI MALIK BASHA 7370 III 

59 KUMMARI MAHESH 7372 III 

60 BHOGYAM SIVA BHARATH 7381 III 

61 PIKKELA LINGA SWAMY 7290 III 

62 SALANKI SAI PRAKASH 7284 III 

63 PATHESABU SHALIMIAAH 7303 III 

64 PINJARI ASHA BEE 7327 III 

65 PINJARI AMEER BASHA 7357 III 

66 SHAIK MD RAFI 7397 III 

 

  



List of Students registered with signatures 

 



 

 

  



Photos related to training 

Self Introduction  

 

 

JCK STUDENTS ARE GIVING SELF INTRODUCTION AS PART OF COMMUNICATION 

SKILLS  



News Paper Reading  

 

 

 

STUDENT PRACTICING READING SKILLS  



Group Discussion  

 

 

GROUP DISCUSSION IS HELD AS A TOOL FOR JOB INTERVIEW  



Just a Minute (JAM)  

 

 

JUST A MINUTE SESSION IS HELD TO DEVELOP COMMUNICATION SKILLS  



 PRESENTATION SKILLS 

 

PRESENTATION SKILLS ARE HELD TO KNOW THE SKILLS IN PRESENTATION  



 

DEBATE 

 

DEBATE IS HELD TO D EVELOP COMMUNICATION SKILLS DEBATING 

SKILLS TO UNDERSTAND ANALYZE VARIOUS TOPICS 

 

 

  



ROLE PLAY 

 

 

ROLE PLAY IS HELD TO D EVELOP COMMUNICATION SKILLS  

 

 

 

 



 MOCK INTERVIEW 

 

 

 

Mock Interview has been conducted to develop interview skills 

 

 

 



 

Assessment Process 

As per the instructions of the Commissioner of Collegiate Education A 

Written test is conducted for all the three batches trained during the year 2018-

19 and certificates are issued to the students who secured more than 40 marks 

in the test. The test is conducted for the 75 marks. 

 

 

Circular for Assessment 

     

It is to inform that all the JKC trained students are instructed to attend the 

Grand Test as a part of assessment process. The Grand Test will be conducted on 

06-03-2019 at Seminar Hall. The course completion certificate will be issued to 

the students those who have attended the test and secured more than 40 marks 

in the test 

 

  



Grand Test Question Paper  



 





 



  



 



 

 

 

 

 



Photos related to JKC GRAND TEST  

 
 

Dr.Y.Rajasekhar, JKC Coordinator monitoring the JKC Grand test 

 

 

 

 



List of the qualified students (Certificates issued) 

Government Degree College, Nandikotkur 

 Certificate Course in Communication Skills, Soft Skills, Analytical Skills & Technical Skills 

List of the Students to whom certificates were distributed 

S.No Name of the Student Reg.ID / Admission No. Batch 

1 MADHAVARAM ANANDA RAO 12567jkc2018BatchI17021121 I 

2 PALAMARRI PRUDHVI RAJU 12567jkc2018BatchI17021125 I 

3 GANTEPOGU PRAVALLIKA 12567jkc2018BatchI17021357 I 

4 AAKUPOKULA JOSHNA 12567jkc2018BatchI17021359 I 

5 

ACHUGATLA CHAITANYA VIDATHA 
KUMAR 

12567jkc2018BatchI17021360 I 

6 MALLEPOGU HARI KRISHNA 12567jkc2018BatchI17021362 I 

7 REPALLE MALLIKARJUNA 12567jkc2018BatchI17021365 I 

8 KEDEM SARITHA 12567jkc2018BatchI17021367 I 

9 G ANURADHA 12567jkc2018BatchII17026288 II 

10 KATEPOGU RAJU 12567jkc2018BatchII17026289 II 

11 SANDYAPOGU PRUDVEERAJ 12567jkc2018BatchII17026291 II 

12 DADEPOGU PREMSAGAR 12567jkc2018BatchII17026292 II 

13 G RAJESH 12567jkc2018BatchII17026293 II 

14 P VINAYAKUDU 12567jkc2018BatchII17026294 II 

15 LINGAM RAMU 12567jkc2018BatchII17026295 II 

16 P RAJESWARI 12567jkc2018BatchII17026298 II 

17 KEDEM SAMPATH KUMAR 12567jkc2018BatchII17026299 II 

18 KUMMARI YESEPU 12567jkc2018BatchII17026300 II 

19 KOTTAM YESTERAMMA 12567jkc2018BatchII17026301 II 

20 YATA RAJESH 12567jkc2018BatchII17026303 II 

21 G LOKESH 12567jkc2018BatchII17026305 II 

22 MADDURU VIJAYA KUMAR 12567jkc2018BatchII17026763 II 

23 PALLE PARAMESH 12567jkc2018BatchII17026766 II 

24 MADHAVARAM RAJ KUMAR 12567jkc2018BatchII17026770 II 

25 PALLE PRATHAP 12567jkc2018BatchII17026773 II 

26 VADDEMANU PRATHYUSHA 12567jkc2018BatchII17026776 II 

27 MADANNAGARI SUNEEL 12567jkc2018BatchII17026780 II 

28 MADDURU KURUMANNA 12567jkc2018BatchII17026782 II 

29 GANGULA MAHESWARI 7317 III 

30 GARITAGARI PEDDA RAJU 7279 III 

31 MALYALA MOKSHESWARI 7325 III 

32 AARKAT GOPAL 7312 III 

33 UPPARA MAHESH 7389 III 

34 TELUGU VARA PRASAD 7408 III 

35 JARAPATI MAHESH BABU 7346 III 

36 KUNCHEPU UMA MAHESH 7351 III 

37 BANDA PARASURAMUDU 7400 III 

38 BHOGYAM SIVA BHARATH 7381 III 

39 PIKKELA LINGA SWAMY 7290 III 



40 SALANKI SAI PRAKASH 7284 III 

41 PATHESABU SHALIMIAAH 7303 III 

42 PINJARI ASHA BEE 7327 III 

43 PINJARI AMEER BASHA 7357 III 

44 SHAIK MD RAFI 7397 III 

  



Model Certificate 

 

 

 

 

 

 

 

 

 

 

 

 

 



JKC CERTIFICATE DISTRIBUTION 

 

 

 

 

 

  



 

 

 

 

 

Certificates of course completed students 



 



 



 



 

 



 



 



 

 


