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5.1.3 The following Capacity Development and Skill
Enhancement activities are organised for improving students’
capabilities

1. Soft skills, 2. Language and communication skills, 3. Life
skills (Yoga, physical fitness, health and hygiene) 4.
Awareness of trends in technology

AY 2022-23

Language and communication skills

Reports of Activities/Programmes



SRR & CVR GOVT.DEGREE COLLEGE(A), VIJAYAWADA
DEPARTMENTOFENGLISH
Report by Dr.D.Rajya Lakshmi

Certificate Course
in
“Basics in Short Hand”

2022-2023



DEPARTMENT OF ENGLISH

Certificate Course in “ Basics in Short Hand”

The certificate course in Short Hand for the academic year 2022-23 was
started on 5-5-23 with the grand inauguration by Sri. P. Vijay Babu,
Andhra Pradesh Official Language Chairman in Room no 208 at 10.00
A.M. Dr. K. Bhagya Lakshmi, the principal, presided over the Inaugural
Session. Dr. D. Rajya Lakshmi, Foreign Languages Coordinator,
coordinated the inaugural session. Raman babu, Ex-Steno Railways is
the resource person. 30 students joined the course, Summer classes
were conducted. They received the certificates from Honourable
Commissioner Dr. Pola Bhaskar, IAS. 25 students of our SRR & CVR
College and 5 students from other colleges completed this course. There
was a tremendous response from the student aspirants to learn this
course. Our college is offering this course for the first time in this
academic year 2022-23.

DURATION OF THE COURSE: 1 MONTH
NO. OF STUDENTS :35

TIMINGS :10AAM-12 A.M



List of students of Certificate Course in SHORT HAND for the
Academic Year 2022-23

.G.SriRam Il Bcom

. T. Eswar Rao | Bcom

. P.Neeraja |l Bcom

. V.Raju | B.A

. D.Venkat [l Bcom

. Ch. Yamini Latha | Bcom

. P.Sree Lakshmi Il Bcom

N |UAR|WIN|F-

. G. Pravallika 1l Bcom

9. A.Suma Il Bcom

10. B.Sudheer babu Il Bcom

11. G.Lakshmi Intermediate

12. G.Gayathri 1l Bcom

13. G.Sridhar Babu Il Bcom

14. . Sk.Salma | Bcom

15. Y,Pravallika | Bcom

16. K.Bhanu | Bcom

17. N.Durga chandra | Bcom

18. G.Kiran Il Bcom

19. B.Mahesh Il Bcom

20. S.Gayatri 1l BSc
21. Shaziya |l BSc

22. 22.Sk.Kausar Il BSc

23. G.Bruhath UG

24. G.Aswitha UG

25. 24.P.Santhosh |l BSc

26. 25.V,Ravi Kumar Il BSc

26. P.Durga Prasad | BSC

27.D. Nirmala | BSC

28. G.Maheswari Polytechnic

29. P.Swathi UG (O)

30. K.Maharshi UG (O)




Importance of Short Hand

Short hand is a system of rapid writing that uses symbols or
abbreviations to represent words, phrases, or sounds. It has been used
for centuries and continues to be relevant in various contexts. Here are
some reasons why shorthand is important:

Speed and Efficiency: Shorthand allows individuals to write quickly and
efficiently. By using symbols and abbreviations, writers can capture
information in real-time, especially in situations where speed is crucial,
such as during lectures, meetings, court proceedings, or interviews. It
enables the writer to keep up with the pace of spoken language and
record important details accurately.

Note-Taking: Shorthand is particularly valuable for note-taking
purposes. When listening to a lecture or attending a meeting, a
shorthand system can help condense large amounts of information into
concise and organized notes. This makes reviewing and studying the
material easier, as shorthand notes can be quickly transcribed into full
sentences or expanded upon later.

Career:

Shorthand is important in a career as it enables efficient and accurate
note-taking, facilitating the capturing of crucial information during
meetings, conferences, and interviews. Its speed and compactness are
advantageous for professions involving transcription, translation, or
summarization, ensuring timely and precise documentation. Shorthand
skills enhance employability, especially in fields like court reporting and
journalism, showcasing one's ability to work swiftly and maintain
confidentiality. Additionally, it contributes to professional development by
improving listening, memory retention, and productivity, while also
providing historical context for historical research and archival work.
Overall, shorthand proficiency is a valuable asset that streamlines
workflows, boosts productivity, and expands career opportunities.



PERMISSION LETTER

TO,
1-5-2023
The Principal,
SRR and CVR GDC(A),
Machavaram,
Vijayawada.

Respected sir,

Sub:- Request to give permission to start Certificate courses Basics in Short

Hand for the Academic Year 2022-23- regg.
|, K.L.C.Devi, HOD of English Department, would like to request you to

give permission to constitute SRR Foreign Language cell at the behest of
English Department and run certificate courses in Short Hand for the Academic
Year 2022-23. These courses cater to the needs of students of our college and
other colleges, residents and professionals of Vijayawada etc. The number of
students for Short Hand Certificate Course is about 30

Thanking You Sir,
Yours faithfully,

K.L.C.Devi,
H.O.D of ENGLISH.
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PROFILE :

MANNAM venkata Ramana Babu, Ex.Steno. Ministry of Railways, Railway
Board, New Delhi. Presently running own Raman Babu Steno Instt. In guntur n

Yijayawada. ‘
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The Department of English inaugurated certificate
courses in short hand, foreign language and
stenography on 05/05/2023. Sri P. Vijay babu, AP
Official Language chairman acted as chief
guest.Dr.K.Bhagya Lakshmi Principal presided over
the inaugural function. Department of English
InchargeSmtK.L.C.Devi, and other faculty took part
in the inaugural.

On 12-06-2023 Dr. Pola Bhaskar, CCE
distributed the certificates to the students who
completed Basics in Short hand. Which is a
certificate course conducted by the deoartment
of English in the month of May for the duration
of 60 hours.The students felt excited to receive
certificates from Commissioner.The Principal
madam expressed her best wishes to the
students

English department organised a Guest
Lecture on  25/02/2023 by Mrs.
V.ArunaKumari, Department of English,
GDC, Avanigadda on  "Emotional
Intelligence."
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SRR & CVR Government Degree College (A) :: Vijayawada

Language & Communication Skills Courses 2022-23
Syllabi
No. of Students Appeared/Enrolled & Passed


















SRR & CVE GOVT DEGREE COLLEGE (Autonomous), Vijayawada.
B.A., B.Com. & B.Sc. Programmes : : Revised CBCS : @ w.e.f 2020 - 21

Skill Development Course : @ I Year : : 11 Semester
Paper: BUSINESS COMMUNICATION

SYLLABUS

COURSE OBJECTIVES:
. To provide an overview of prerequisites to business communication.
2. To p[rovide an outline to effective organisational communication.
3. Toimpart the correct practices and strategies of effective business writing.

COURSE OUTCOMES:
. Toidentify key principles in business communication.
2. Writing in business modules for specific purposes.
1 Communicating effectively using new taols.

PROGRAMME OUTCOMES:

BA:
. Helps students acquire proficiency in LSRW skills.
2. Provides learners a platform for expression and promaotes aulonomy o think in the

second language.

1 Develops conflidence in communicating oneself spontaneously.

B.Com.:

. The focus will be more on speaking skills. This helps studenis approach anybody
confidently.

2. They can stari their career in insurance companies. They can set up their own small scale
industries.

1. They can write bank examinations

4. Can send emails with good eliquette.

c

This helps students acquire polite usage of english language.
Academic reading improves.

Formal writing like project works, research papers elc improves.
They learn communicalion eliquetles.

L LS



Writing communications
Characterisiics of a good business
communications

Preparation of busingss mesting
agenda

Agenda notes - minutes

Lnit Topic Reference Books
106 Hrs.) [ntroduction and imporance af Chaturveds. P D .Chatury
COmMuUMcation an overview edi M - Business
Meaning and process of Communicalion
communication Concepis, cases and
applications - pearsons
Education
2(10Hrs.) Types of business communications - Kaul Asha - Effective
categories, methods and formats Business
Business vocabulary - Business Communication - PHI
idioms and collocations Learning Pvt Lid
3.0 10Hrs.) Receiving business communications WO SWAVEITL, POV IN

Websiles on business
communication

TOPICS FOR BRIDGE COURSE:

. Importance of LSEW

2. Self introduction

3. Conversation practice

4. Reading skills

5. Pronunciation - importance of neutral accent
REFERENCE BOOKS:

.

Mo, of Hours allotted : 05Hrs.

Everyday conversalions in english e - book www leamerenglishieam con

2. The science of effective communication © Improve vour social skills and ... by
lan Tuhowvsky, Kindle edition, published in 2017




SemSub Code Sub Details Totappr

2

2001
2002
2003
2004
2005
2013
2014
2037
2039
2040
2041
2042
2043
2051
2054
2101
2102
2103
2104
2105
2106
2108
2109
2110
2111
2201
2202
2203
2211
2212
2213
2221
2231
2241
2242

SRR & CVR GOVT. DEGREE COLLEGE (A), VIJAYAWADA - 530004
2, 4, SEMESTER END EXAMINATIONS, AUG-2023

ENG2
TEL2
SAN2
HI N2
URD2
I CT
I CT
SR
SFVP
SSE
DT
FA
BC2
SSVWM
LSCM
ECO2
H S2
POL2
SCC
PSY2
Jou2
PLY2
PUB2
SPE2
SPT2
FA
BEN
BE2

AM
EC
BTP2
I TX2
FNVDM
BE

SUBJECT WISE PERCENTAGES

487
322
108
35
21
90
387
92
49
100
49
101
248
90
245
54
74
61
15

213
206
54

O N 0o~ ©

Tot pass
417

223
82
33
21
90
313
90
49
98
46
90
222
89
176
50
61
60
15

120
178
43

o N o1~

Tot f ai | %
70

99
26
2
0
0
74

11
26

69

=
w

O O b O O O O Bk

85.
69.
75.
94.
100.
100.
80.
97.
100.
98.
93.
89.
89.
98.
71.
92.
82.
98.
100.
100.
100.
100.
95.
100.
100.
56.
86.
79.
77.
73.
88.

100

62
100
100

6%
3%
9%
3%
0%
0%
9%
8%
0%
0%
9%
1%
5%
9%
8%
6%
4%
4%
0%
0%
0%
0%
5%
0%
0%
3%
4%
6%
8%
3%
9%
. 0%
. 5%
. 0%
. 0%



SemSub Code Sub Details Totappr

2

2251
2301
2302
2303
2304
2305
2306
2307
2321
2322
2324
2325
2328
2329

SRR & CVR GOVT. DEGREE COLLEGE (A), VIJAYAWADA - 530004
2, 4, SEMESTER END EXAMINATIONS, AUG-2023

CA2
MAT2
PHY2
ELE2
CHE2
csCc2
STA2
DCSC2
BOT2
2002
VB2
BC2
FT2

SUBJECT WISE PERCENTAGES

142
78
43
10
46
86
38
23
26
16
22
22
17
9

Tot pass
127

52
34
7

22
38
27
17
20
11
20
22
17
9

Tot f ai | %
15

26
9
3
24
48
11

O O O N 01 OO O

89.
66.
79.
70.
47.
44.
71.
73.
76.
68.
90.

100
100
100

4%
7%
1%
0%
8%
2%
1%
9%
9%
8%
9%
. 0%
. 0%
. 0%
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Seml G oup:

Sub Code Sub Details Totappr
1001 ENGL 12
1002 TEL1 8
1004 HI N1 2
1010 HVPE 12
1003 SAN1 2
1033 SEA 12
1302 PHY1 12
1304 CHEl 11
1301 MAT1 12
Seml G oup: MPCS
Sub Code Sub Details Totappr
1001 ENGL 37
1002 TEL1 18
1003 SANL 11
1004 HI N1 5
1005 URD1 3
1305 CSC1 38
1302 PHY1 36
1301 MAT1 38
1033 SEA 38
1010 HVPE 37
Seml G oup: MECS
Sub Code Sub Details Totappr
1001 ENGL 11
1002 TEL1 10
1005 URD1 1
1003 SANL 2
1033 SEA 12
1305 Cscl 13
1303 ELE1 11
1301 MAT1 11
1010 HVPE 13
Seml G oup: MSCS

SRR & CVR GOVT. DEGREE COLLEGE (A), VIJAYAWADA - 530004

MPC( EM)

Tot pass
11

8
2
12
2
12
3
11
10

Tot pass
36

18
11
5

3

29
21
28
32
34

Tot pass
11

1, 3, 5, SEMESTER END EXAMINATIONS, JUL-2023
GROUP WISE SUBJECT WISE PERCENTAGES

Totfail %

N O © O O O O O Bk

Tot f ai | %

© O O O O Bk

Tot f ai | %

o o1 » O O O

N

91

100.
100.
100.
100.
100.

25.
100.

83.

97.
100.
100.
100.
100.

76.

58.

73.

84.

91.

100.
100.
100.
50.
58.
38.

63.
100.

. 7%
0%
0%
0%
0%
0%
0%
0%
3%

3%
0%
0%
0%
0%
3%
3%
7%
2%
9%

0%
0%
0%
0%
3%
5%
. 1%
6%
0%



SRR & CVR GOVT. DEGREE COLLEGE (A), VIJAYAWADA - 530004
1, 3, 5, SEMESTER END EXAMINATIONS, JUL-2023
GROUP WISE SUBJECT WISE PERCENTAGES

Seml G oup: 45 MSCS
Sub Code Sub Details Totappr
1001 ENGL 16

1004 HI N1 1

1306 STAL 16

1305 CSC1 16

1301 MAT1 16

1010 HVPE 16

1033 SEA 16

1002 TEL1 10

1003 SAN1 5

Seml G oup: 47 MCCS
Sub Code Sub Details Totappr
1001 ENGL 5

1305 CSC1 5

1304 CHEl 5

1301 MAT1 5

1033 SEA 5

1010 HVPE 5

1002 TEL1 5

Seml1l G oup: 48 BSC( DSCS)
Sub Code Sub Details Totappr
1001 ENGL 23

1002 TEL1 12

1003 SANL 9

1010 HVPE 23

1033 SEA 23

1307 DCSC1 23

1306 STAL 23

1305 Cscl 23
Seml1l G oup: 50 BZC(EM
Sub Code Sub Details Totappr
1001 ENGL 17

1002 TEL1 14

1004 HI N1 1

1322 ZO01 17

Tot pass
16

1
16
9
12
16
6

Tot pass

A 00 OO M BB D

Tot pass
22

9

8

23
15
21
17
13

Tot pass
16

10
1
5

Totfail

o A N O O O

=Y

Tot f ai |

B O kP O Rk M B

Tot f ai |

D N 00O O Fkr W Bk

Totfaill
1

4
0
12

%

100.
100.
100.
56.
75.
100.
37.
90.
80.

80.
20.
80.
100.
80.
100.
80.

95.
75.
88.
100.
65.
91.
73.
56.

%

94.
71.
100.
29.

0%
0%
0%
3%
0%
0%
5%
0%
0%

0%
0%
0%
0%
0%
0%
0%

7%
0%
9%
0%
2%
3%
9%
5%

1%
4%
0%
4%



SRR & CVR GOVT. DEGREE COLLEGE (A), VIJAYAWADA - 530004

1, 3, 5, SEMESTER END EXAMINATIONS, JUL-2023

GROUP WISE SUBJECT WISE PERCENTAGES

Sem1l G oup: 50 BZC(EM
Sub Code Sub Details Totappr
1321 BOT1 17

1034 SPN 17

1304 CHE1 16

1010 HVPE 17

1005 URD1 2

Seml G oup: 53 MBC

Sub Code Sub Details Totappr

1001 ENGL 6

1002 TEL1 1

1325 BC1 6

1324 MB1 6

1304 CHEl 6

1034 SPN 6

1010 HVPE 6

1004 HI N1 1

1003 SANL 4

Seml1l G oup: 55 BSC( FIVB)
Sub Code Sub Details Totappr
1001 ENGL 21

1002 TEL1 11

1004 HI N1 2

1034 SPN 21

1328 FT1 21

1325 BC1 21

1324 MB1 21

1010 HVPE 21

1003 SANL 8

Seml1l G oup: 57 BSC( BHC)
Sub Code Sub Details Totappr
1001 ENGL 10

1003 SANL 1

1329 HOR1 10

1304 CHEL 10

1321 BOT1 10

Tot pass
8

9
8
17

Tot pass

A B O b 01O O P O

Tot pass
20

9
2
14
18
17
17
21
8

Tot pass
6

1
8
4
2

Totfail %
9

8
8
0
0

Tot f ai | %

o o o N B O+ O O

Tot f ai | %

o O A A W N O DN PP

Totfaill %
4

0
2
6
8

47
52
50

100.
100.

100.
100.
83.
100.
83.
66.
100.
100.
100.

95.
81.
100.
66.
85.
81.
81.
100.
100.

60.
100.

80
40
20

. 1%
. 9%
. 0%
0%
0%

0%
0%
3%
0%
3%
7%
0%
0%
0%

2%
8%
0%
7%
7%
0%
0%
0%
0%

0%
0%
. 0%
. 0%
. 0%
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