g

R NI
PO o s LTI

78\ GOVT. DEGREE COLLEGE | a
§ AVANIGADDA-521121. KRISHNA DT. (A.P). P
NAAC - B !2
& 08671-272201 -

www.edecavanigadda.ac.in WINNERS ARE F(-')RGED HERE { 94-94-299418

ICT/COMPUTTING SKILLS

20(9

BY
JAWAHAR KNOWLEDGE CENTER

(% scanned with OKEN Scanner



GOVT. DEGREE COLLEGE

AVANIGADDA-521121. KRISHNA DT. (A.P).

NAAC-B
& 08671-272261

edcjke.avanigadda@gmail.com
( 94-94-299418

www.gdcavanigadda.ac.in

Soft Skills
2019-20

By

Jawhar Knowledge Center

(¥ Scanned with OKEN Scanner




Avanigadda,
15-07-2019.

Circular

It is here by informed to all the Faculty members and students that a JKC First Batch
will be started for the Academic Year of 2019-20. As a part the JKC training, students are
given training in Communication and Soft skills, Analytical skills and Computing skills.
Hence, the class teachers are requested to inform the same to the student community and
encourage them to utilize the opportunity. The class work for the New Batch commences
on the 25% July 2019. The Students of B.Com (Gen & Comp) must enroll in this batch. It is
further informed that the interested candidates may contact Dr.K.V.Santha kumari, JKC Co-
ordinator, A.Siva Nagaraju JKC Mentor for further information on or before the 24™ of this
month.

Dre-kv W
JKC Co-Ordinator ' Principal

9 - \/‘”\

GOVT. DEGREE COLLEGE
AVANIGADDA, Krishna Dt. 521121,
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SYLLABUS

Duration of the course: 3 Months (180 hus)

Soft Skills: (30 Hrs)

An Overview, Know Yourself, SWOT Analysis, Goal Seting, Positive Aftitude, Body
Language, Interpersonal Skills, Time Managemen, Presentation Skills, Just a Minute (JAM)
Activities, Team Dynamics, Group Discussion, Fiquetter of Telephone, e-mail and SMS,

Tnferview Skills, Preparation for Examinations.
Analytical Skils: (50 Hrs)

Arithmetic, BODMAS, Fractions and Decimals, Algebraic 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, Probabiliy, Areas, Volumes,
Surface Areas, Verbal Reasoning, Number Series, Number Analogy, (dd Man Out, Coding &

Decoding, Blood Relations, Direction Sense Test, Seating Arrangement, Problems solving |
Techniques and Logicel Reasoning, Ranking and Time Sequence Test Mathematical Operations,
Clocks, Calendars, Non-Verbal Reasoning, Serfes, Mirror Images and Water Images, Incomplete
Figure Patterns, Figure matrix, Logical Venn Diagrams, Matrices & Surds, Quadratic Equations,
Coordinate Geometry and Trigonometry, Differentiation, Decision Making,

(¥ Scanned with OKEN Scanner



Communication Skills: (50 Hrs)

Self-Introduction, Be’, ‘Do’ and "Mave' Forms, Modal Auxiliaries — 1, Modal Auxiliaries ~ 11,
Question Tags, Simple Present Tense, Present Progressive Tense, Tresent Perfect and Present
Perfeet Progressive Tense, Simple Pagt : Questions and Negative, Simple Past and Present
Perfect Tense, Simple Past and Past Progressive Tenses, The Future Time, Concord, Conditional
Clauses, Voice, Reported Speech, Articles, Adjectives, Comparison of Adjectives, Prepositions,
Use of Conjunctions in Simple, Compound and Complex Sentences, Speaking Skills, Vowel
Sound, Consonant Sounds, Neutralization of Accent, Change of Speech Palters, Voice Based
Efficiency, Making polite Requests, Asking for and giving permissions, Offering, Accepling 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, Readling Skills-X (Skimming and Scanning),
Reading Skills-II, Reading Skills-XlI, Reading Skills-IV, Reading Comprehension, Writing
Skills’ Paragraph Writing, Essay Writing, Note Making, Precis Writing, Resume Writing.

Computer Skills: (50 Xrs)

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, ‘Windows desktop b. Start Menu d. Using
Paint ¢. Using word Pad

Unit [I- 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 ¢. Page Sctup d. Print preview

¢. Selecting Text and Graphics.

Edit Menu: a. Undo/ Redo b. Copy and Paste ¢. Find/ Replace, Headers and Footers, Inscrt
Menu, Format Menu, Mail Merge, Table Menu, MS-Excel, Excel Basics, Excel Components,
Entering Data, Data Types, Working with Cells, File Meno, Ldit Menu, Creating a Chart,
Functions and Formulae, Data Menu, Ms-Power Poirt, PowerPoint Basics, Ready- Made slide

layout scheme

File Menn: Creating a presentation, a. using auto content wizard b. using a design template c.
using blank presentation, Insert Menu, Format Meénu, Slide Show, MS-Access, Access Basics,
Components, Data Types.in MS-Access, Dalabase Creation, Table Creation, Forms, Query,
Reports,

Unit 111 - 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 Flip Kart,
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.
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Student Enrolled List
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Students Attendance
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Student Certificate

T T ——

e

GOVT. DEGREE COLLEGE
IAFFILIATED 7O KRISHRA UMIVERS TY)
AVANIGADDA, NAAC-B

SR RGO FOEY, R0 1200 PO G 1S G000,

JAWAHAR KNOWLEDGE GENTER

Certificate of Completion

THi§ is fo certify that Mr/Mrs  T.Deepika  Class _ III B.Sc (M.P.Cs)

RegiNo Y'193125055  has succesfully completed JKC, Training through

»Ia,}’@iaha;_Knomﬂedge:Centre(JKC), a course of 180 hours during the academic year

2019-2020.

#V&n&f“’ Kasemntite D~ | RS
DrK.V.Santha Kumari Dr.D.Uma Rani
JKC Co-ordinator Principal

(% scanned with OKEN Scanner



GOVT. DEGREE COLLEGE

(AFFILIATED TO KRISHNA UNIVERSITY)
AVANIGADDA, NAAC-B

1SO 50001:2011, ISO 14001:2015, SO 9001:2015

1st November 2019

Objective of the Course

& The Analytical Skills Course Help the Students to prepare for various Competitive Examinations while

enhancing their creating Thinking Abilities.

BRIEF REPORT OF JKC BATCH -1 (2019-2020)

» The First batch of JKC training was started on the 25t july 2019 in order to train the student for improving

their Soft skills, Language and communication and computer skills, Analytical skills.

» To start the programme Dr.K.V Santha kumari, JKC. Coord,inator, called for the Registrations from all the

interested students.

» The First batch for the academic year of 2018-2019 has begun with the students 57 in number.

» The class work for the First batch was commenced on the 25t july 2019 and ended on 31st Oct 2019.

» B. Malli karjunrao, lecturer in English, Smt U. Sarala lecturer in Computer Science and JKC Mentor A. Siva
Naga Raju, were engaged as the faculty members to teach the syllabus of the skills.

» 36 participants of the batch satisfactorily completed the training and were issued the training completion

certificates from the principal, Dr.Illa Ravi

Course Qutcome

R N A

% Upon the successful completion of the course students were familiar with Soft skills, Language and

communication and computer skills, analytical skills.

~ \—‘
Principal
GOVT. DEGREE COLLEGE

AVANIGADDA, Krishna Dt. 521121,
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Avanigadda,
01-11-2019.

Circular

It is here by informed to all the Faculty members and students that a JKC Second
Batch will be started for the Academic Year of 2019-20. As a part the JKC training, students

are given training in Communication and Soft skills, Analytical skills and Computing

skills. Hence, the class teachers are requested to inform the same to the student community

and encourage them to utilize the opportunity. The class work for the Batch commences on
the 7™ November 2019. The Students of B.A (HEP) and B.Com (Gen) must enroll in this
batch. It is further informed that the interested candidates may contact Dr.K.V.Santha

jumari, JKC Co-ordinator, A.Siva Nagaraju JKC Mentor for further information on or
before the 6 of this month.

‘ 9]

[. (' " /"/;/“
WL
JKC Co-Ordinator Principal
Principal

Principal

GOVT. DEGREE COLLEGE
AVANIGADDA, Krishna Dt. 5211.
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Students Enrolled List
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Student Attendance
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Student Certificate

GOVT. DEGREE COLLEGE

AFFILIATED 10 KR

IEHIA UNSYERSITY)
‘ AVAMIGADDA, NAAC-B
S G0 GOMA: 0TI, B0 2402015, 150 9DERNY

JAWAHAR KNOWLEDGE GENTER

Certificate of Completion

Mr/Mrs  Y.Déepthi  Class

III B.Sc (M.P.C) _

tias succesfully completed JKC, Training through

“entre(JKE), a course of 180 hours during the academic year

C_D»"‘-*-\'_"‘

Dr. D.Unta Rani
Principal
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GOVT. DEGREE COLLEGE

(AFFILIATED TO KRISHNA UNIVERSITY)
AVANIGADDA, NAAC-B

1S0 50001:2011, 1SO 14001:2015, ISO 9001:2015

1stJanuary 2020

Objective of the Course

& The Analytical Skills Course Help the Students to prepare for various Competitive Examinations while

enhancing their creating Thinking Abilities.

BRIEF REPORT OF JKC BATCH -II (2019-2020)

» The Second batch of JKC training was started on the 7% Nov2019 in order to train the student for

improving their Soft skills, Language and communication and computer skills, Analytical skills.

» To start the programme Dr.K.V Santha kumari, JKC. Coordinator, called for the Re

gistrations from all the
interested students.

» The Second batch for the academic year of 2019-2020 has begun with the students 56 in number.

» The class work for the Second

batch was commenced on the 7% Nov2019 and ended on 31st Jan 2020.

> B.Mallikarjunrao, lecturer in English, Smt U. Sarala lecturer in Computer Science and JKC Mentor A.Siva

Naga Raju, were engaged as the faculty members to teach the syllabus of the skills.
» 56 participants of the batch satisfactorily completed the training and were issued the training completion
certificates from the principal, Dr.D. Uma Rani

Course OQutcome

—~ -

7
0.0

Upon the successful completion of the course students were familiar with Soft skills, Language and
communication and computer skills, analytical skills. '

PI\\,D < r\_/—\\__
-— Principal
- GOVT. DEGRE
. E COLLEGE
AVANIGA DDA, Krishna Dt 521121,

(¥ Scanned with OKEN Scanner



L)) GOVT. DEGREE COLLEGE

AVANIGADDA-521121. KRISHNA DT. (A.P).

NAAC-B
gdcjkc.avanigadda@crmail.com & 08671-272261
www.gdcavanigadda.ac.in { 94-94-299418
Avanigadda,
24-01-2020.
Circular

It is here by informed to all the Faculty members and students that a JKC
Third Batch will be started for the Academic Year of 2019-20. As a part the JKC training,
students are given training in Communication and Soft skills, Analytical skills and
Computing skills. Hence, the class teachers are requested to inform the same to the student
community and encourage them to utilize the opportunity. The class work for the Batch
commences on the 3™ February 2020. The Students of B.Sc (MPC & MPCs) must enroll in
this batch. Tt is further informed that the interested candidates may contact Dr.K.V.Santha

kumari, JKC Co-ordinator, A.Siva Nagaraju JKC Mentor for further information on or
before the 2°¢ of this month.

JKC Co-Ordinator

Privgipdal
A GOVT. DEGREE COLLEGE
VANIGADDA, Krishna Dt, 52115

(¥ Scanned with OKEN Scanner




Student Enrolled List
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Students Attendance
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Student Certificate

AR “‘&f DIy RIS He R ;UN%?‘ EHSITY)
. ﬁ.ﬁf}ibﬁ lﬁA{}DA \?QAAG» B

JAWAHAR KNOWLEDGE GENTER

Certificate of Completion

Thisis o cety that it /Mis __TDeegn  Closs_IILBiSe (MP.Cs)

Jawahar K:;O&’?*Ie\dg?i@éntre(lKC),,avcoms,é‘ of 180 houss during the academic year
DA

Dr.D.Uma Rani
-Principal
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GOVT. DEGREE COLLEGE

AVANIGADDA-521121. KRISHNA DT. (A.P).
NAAC -B

gdcike.avanigadda@gmail.com & 08671-272261
www.gdcavanigadda.ac.in ( 94-94-299418

Objective of the Course

% The Analytical Skills Course Help the Students to prepare for various Competitive Examinations while

enhancing their creating Thinking Abilities.

BRIEF REPORT OF JKC BATCH -1II (2019-2020)

» The Third batch of JKC training was started on 3rd Feb 2020 in order to train the student for improving
their Soft skills, Language and communication and computer skills, Analytical skills.

» To start the programme Dr.K.V Santha kumari, JKC. Coordinator, called for the Registrations from all the
interested students.

» The Third batch for the academic year of 2019-2020 has begun with the students 57 in number.

» The class work for the Third batch was commenced on the 3rd Feb 2020.

> B. Mallikarjun Rao, lecturer in English, Smt U. Sarala lecturer in Computer Science and JKC Mentor A. Siva
Naga Raju, were engaged as the faculty members to teach the syllabus of the skills.

:

» 57 participants of the batch satisfactorily completed the training and were issued the training completion

certificates from the principal, Dr.D. Uma Rani

Course Qutcome

< Upon the successful completion of the course students were familiar with Soft skills, Language and

communication and computer skills, analytical skills.

h ® ~ Q) e :—""‘““-k««_
Principal )
GOVT. DEGREE COLLEG® N
AVANIGADDA, Krishna Dt. 521121
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