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Notice

This is to notify for general information that the Department of English, 
Government General Degree College, Dantan-II is going to organise a Value 
Added Course in offline mode on Communicative English and Soft Skills in 
collaboration with the Department of English, Sunderban Hazi Desarat College 
from 1st November, 2022 to 10 November, 2022. The willing students are 
requested to enroll themselves on or before 27 October, 2022. For enrollment they 
are asked to contact with Dr Ujjwal Kr Panda, Asst. Professor & Head, Dept. of 
English (9932972286). Participants will be provided certificates after successful 
completion of the course.

Dr. Shaishab Kumar Dinda
Officer-in-Charge

Dr. Ujjwal Kr Panda
Head, Dept. of English & IQAC 

Coordinator

Dr. Pabitra Kumar Rana
Course Coordinator



Value Added Course (VAC) 

on  

Communicative English and Soft Skills 

organised by 

Department of English, Government General Degree College, 
Dantan-II 

In collaboration with 

Department of English, Sunderban Hazi Desarat College 

 

Why Choose the Course 

 To communicate in English confidently 

 To develop soft skills like time management, stress management, 
leadership qualities, flexibilities to learn new ideas 

 To develop writing skills 

Course Fee: Nil 

Only for the students of GGDC, Danatan-II  

Duration 

1st November, 2022 to 10 November, 2022 

Last Date of Enrollment: 27 October, 2022 

For Enrollment Contact: Dr Ujjwal Kr Panda, Asst. Professor & Head, 
Dept. of English (9932972286)  

Course Coordinator: Dr Pabitra Kumar Rana, Asst. Professor, Dept. of 
English (9735448445) 
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Value Added Course on Communicative English and Soft Skills 
organised by 

Department of English, Government General Degree College, Dantan-II 
In collaboration with 

Department of English, Sunderban Hazi Desarat College 
 

Date 
 

Time Resource Person Topic 

01.11.2022 9.30 a.m -11 a.m. Speech of the Officer-
in-Charge, Coordinator 
of IQAC, Course 
Coordinator, Jt. 
Coordinator of IQAC 

Inauguration and Welcome 
Address 

11 a.m-1p.m Dr. Pabitra Kumar Rana, 
Course Coordinator & 
Asst. Professor of 
English, GGDC, Dantan-
II 

Meaning, Definition and concept of 
communication 

1.30 p.m -3.30p.m. Dr. Ujjwal Kr. Panda, 
Asst. Professor of 
English, GGDC, Dantan-
II 

Paragraph Writing 

02.11.2022 11 a.m-1p.m Dr. Pabitra Kumar Rana Process of Communication, barriers 
of effective communication and 
how to overcome them 

1.30 p.m -3.30p.m. Dr. Ujjwal Kr. Panda Report Writing,  Notice Writing, 
Job application, CV writing 

03.11.2022 11 a.m-1p.m Dr. Pabitra Kumar Rana Barriers of Effective 
Communication 

1.30 p.m -3.30p.m. Dr. Ujjwal Kr. Panda Email writing, formal letter writing 
04.11.2022 11 a.m-1p.m Dr. Pabitra Kumar Rana Factors responsible for good 

communication, formal 
communication 

1.30 p.m -3.30p.m. Dr. Ujjwal Kr. Panda Business letters on enquiry of 
particular subjects, placing an 
order, giving advertisement, 



complaint
05.11.2022 11 a.m-1p.m Dr. Uttam Kumar Guru,

Assistant Professor of 
English, Sunderban Hazi 
Desarat College

Meaning, Definition,  Elements  
and Importance of Soft Skills

1.30 p.m -3.30p.m. Dr. Uttam Kumar Guru,
Assistant Professor of 
English, Sunderban Hazi 
Desarat College

Communicative Skills, critical 
thinking and problem solving skills, 
Life-long learning and information 
management skills

07.11.2022 11 a.m-1p.m Dr. Uttam Kumar Guru,
Assistant Professor of 
English, Sunderban Hazi 
Desarat College

Entrepreneurship skills, 
professional and moral ethics, 
leadership skills, Informal 
communication, Situational English 
Conversation like greeting, leave 
taking, turn taking

1.30 p.m -3.30p.m. Dr. Uttam Kumar Guru,
Assistant Professor of 
English, Sunderban Hazi 
Desarat College

Body language, etiquette, 
emotional intelligence, time 
management skills, group-
discussion skills, presentation skills, 
interview skills,

09.11.2022 11 a.m-1p.m Dr. Pabitra Kumar Rana
Dr. Ujjwal Kr. Panda

Viva voce

1.30 p.m -3.30p.m. Dr. Pabitra Kumar Rana
Dr. Ujjwal Kr. Panda

Viva voce

10.11.2022 11 a.m-12 p.m Dr. Shaishab Kumar 
Dinda

Officer-in-Charge
Dr. Ujjwal Kr Panda

Head, Dept. of English 
& IQAC Coordinator
Dr. Pabitra Kumar 

Rana
Course Coordinator

Witten Examination (MCQ Test)
1 p.m -2.30 p.m. Valedictory Session and Certificate 

Distribution

Total Contact Hours: 32 Hours

Dr. Shaishab Kumar Dinda
Officer-in-Charge

Dr. Ujjwal Kr Panda
Head, Dept. of English & IQAC 

Coordinator

Dr. Pabitra Kumar Rana
Course Coordinator



 

 

Government General Degree College, Dantan-II 
Syllabus of Value Added Course(VAC) 

on 

COMMUNICATIVE ENGLISH AND SOFT SKILL 

Objectives: The main objectives of this course are   

 To be able to apply English grammar correctly while communicating 
 To develop soft skills like time management, stress management, leadership qualities, 

flexibility to learn new ideas 
 To develop active listening skill 
 To be able to avoid the barriers of effective communication 

Outcomes:The anticipated outcomes of this course are   

 It will help increasing the Emotional Quotient in the students 
 It will help them take appropriate and responsible decisions 
 It will enhance their career prospects and job performance 

Module-1 Elements of Communication 

I. Meaning, Definition and Concept of Communication 
II. Process of Communication 
III. Barriers of Effective Communication 
IV. Factors responsible for good Communication 
V. Formal Communication 
VI. Non-Verbal Communication 

Module-2 English Grammar 

I. Noun, Adjectives, Verb, Adverb, Preposition 
II. Tense 
III. Subject-Verb Agreement 
IV. Voice 

Module-3 Formal Writing skill 

I. Paragraph Writing 
II. Report Writing 
III. Notice 
IV. Email Writing 
V. Formal Letter Writing  To Principal, to HOD, to Librarian, Business letters on 

Enquiry of particular subjects, Placing an Order, Giving Advertisement, 
Complaint, Job Application 

VI. C.V. Writing 

Module-4 Introduction to Soft Skills 



I. Meaning, Definition and Importance of Soft Skills 
II. Elements of Soft Skills                                                                                                                                                                 

 Communicative skills, Critical thinking and Problem-Solving Skills, Team-
work, Life-long Learning and Information Management Skills, Entrepreneurship 
Skills, Professional and Moral Ethics, Leadership skills 

III. Essential Qualities of Soft Skills                                                                                                                                         
 Body Language, Etiquette, Emotional Intelligence, Time-management skills, 

Group-discussion skills, Presentation skills, Interview Skills 

References: 

1. Wren And Martin, rev by N.D.V. Prasada Rao (2017) English Grammar and 
Composition. S. Chand Publishing 

2.  Chauhan, Gajendra Singh and Sharma, Sangeeta. Soft Skills: An Integrated Approach 
to Maximaise Personality. Wiley India, 2016. 

3. Bandopadhyay, Debashis and Krishnan, Malathy. Connect: A Course in 
Communicative English. Cambridge University Press, 2018. 
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Value Added Course (VAC)
on 

Communicative English and Soft Skills
Organised by

Department of English, Government General Degree College, Dantan-II
In collaboration with

Department of English, Sunderban Hazi Desarat College

Guidelines for Evaluation Procedure

After completion of the Classes an evaluation process will be conducted by the
concerned authority. Evaluation guide lines are given below-

Mode of evaluation:

(i) MCQ test: Full marks 40 (40 questions, each carrying 1 marks)

(ii) Viva-Voce: Full marks 10

(iii) Class Attendance and overall performance: Full Mark - 10

Gradation Scale:

90% -100% A+ 
80% - 89% A 
70% - 79% B+ 
60% - 69% B 
50% - 59% C+ 
40% - 49% C 

Course Co-ordinator,
Govt. General 

Degree College, 
Dantan-II

Co-ordinator of IQAC,
Govt. General Degree 

College, Dantan-II

Head, Dept. of English,
Govt. General Degree 

College, Dantan-II

Officer-in-Charge
Govt. General 

Degree College, 
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Government General Degree College, Dantan-II

Value-Added Course Test 

Communicative English and Soft Skill 

F.M-40                                                                                                   Time: One Hour 

Name:  ---------------------------------------------------------------------------  

Regi. No. with Year ----------------------------------------------------------  

 

Tick the correct answer from the options given against each question. 1×40= 40 

1. Which, among the following, does mean communication without words? 

a) Mass Communication 
b) Written Communication 
c) Oral Communication 
d) Non-verbal Communication 
 

2.  By what method can we know that the receiver understood or got the message? 

a) Transmitting 
b) Feedback 
c) Message 
d) Listening 
 
3. Which can be used to overcome communicational barrier? 
a)  using a translator 
b) by writing a letter 
c)  not communicating at all 
d)  using your own language 
 
4. Which of the following is a positive facial expression? 
a) Staring hard 
b) Wrinkled forehead 
c) Looking somewhere else 
d) Nodding while listening 
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5. Which type of words should be used for good communication? 
a)  Acronyms 
b) Technical 
c) Jargons 
d) Simple 
 
6. Visual Communication is dependent on what factors? 
a) Signs, symbols and pictures 
b) Text messages 
c) Posture 
d) Body language 
 

 
a) Encoding 
b) Decoding 
c) Receiving 
d) Feedback 
 
8. Which of the following is an example of oral communication? 
a)Newspaper 
b) Letters 
c) Phone call 
d) e-mail 
 

 Identify the adverb. 
a)The 
b) quickly 
c) tree 
d) from 
 
10. Which type of sentence does contain two independent clauses joined by conjunction? 
a)Simple Sentence 
b) Compound Sentence 
c) Complex Sentence 
d) None of the above 
 

11. What are soft skills? 
a) Specific technical abilities related to a particular job 
b) Non-technical interpersonal and personal attributes 
c) Computer programming skills 
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d) Academic qualifications and degrees 
 

12. Which of the following is an example of a soft skill? 
a) Coding in Python 
b) Problem-solving 
c) Operating heavy machinery 
d) Data analysis 
 

13. Why are soft skills important in the workplace? 
a) They are not essential for career success. 
b) They contribute to a positive work environment and enhance teamwork. 
c) Soft skills are only relevant for leadership positions. 
d) Soft skills are not transferable to different job roles. 
 

14. Which soft skill refers to the ability to convey information effectively and listen actively to 
others? 
a) Creativity 
b) Emotional intelligence 
c) Communication 
d) Time management 
 

15. What is emotional intelligence? 
 

b) The capability to learn programming languages quickly 
c) The skill of managing time effectively 
d) The aptitude to work well in a team environment 
 

16. How do soft skills differ from hard skills? 
a) Soft skills are specific and measurable abilities, while hard skills are transferable. 
b) Soft skills are technical, while hard skills are interpersonal. 
c) Soft skills are not essential in the workplace. 
d) Soft skills and hard skills are synonymous terms. 
 



4

17. Which soft skill involves the capability to adjust to changing circumstances and embrace new 
challenges? 
a) Emotional intelligence 
b) Adaptability 
c) Leadership 
d) Conflict resolution 
 

18. Why are employers seeking candidates with strong soft skills? 
a) Soft skills are irrelevant in the workplace. 
b) Soft skills contribute to a negative work environment. 
c) Soft skills enhance teamwork and productivity. 
d) Soft skills are only needed in creative fields. 
 

19. What soft skill involves the capacity to influence and guide others toward shared goals? 
a) Communication 
b) Adaptability 
c) Leadership 
d) Decision making 
 

20. Which soft skill is crucial for effectively managing and resolving disagreements or disputes? 
a) Time management 
b) Creativity 
c) Conflict resolution 
d) Emotional intelligence 
 

21. What is the significance of time management as a soft skill? 
a) Time management leads to inefficiency and missed deadlines. 
b) Time management has no impact on productivity. 
c) Time management allows individuals to prioritize tasks and meet deadlines effectively. 
d) Time management is irrelevant in the workplace. 
 

22. How can soft skills contribute to personal relationships? 
a) Soft skills limit effective communication and understanding. 
b) Soft skills avoid empathy and emotional connection. 
c) Soft skills foster effective communication, empathy, and mutual understanding. 



5

d) Soft skills are not applicable in personal relationships. 
 

2 -paced work environment? 
a) Adaptability limits creativity and innovation. 
b) Adaptability avoids change and challenges. 
c) Adaptability allows individuals to adjust to evolving circumstances and remain effective. 
d) Adaptability is only relevant for leadership positions. 
 

24. How can individuals develop their soft skills? 
a) Soft skills cannot be developed or improved. 
b) Soft skills are innate and cannot be refined. 
c) Soft skills can be developed through training, practice, and real-life experiences. 
d) Soft skills are irrelevant in personal development. 
 

25. What soft skill involves the capability to think innovatively and generate original ideas and 
solutions? 
a) Creativity 
b) Decision making 
c) Collaboration 
d) Conflict resolution 
 

26. How can soft skills benefit employees in customer-facing roles? 
a) Soft skills are not relevant for customer interactions. 
b) Soft skills enhance effective communication and build rapport with customers. 
c) Soft skills lead to conflicts and challenges with customers. 
d) Soft skills are not transferable to customer service roles. 
 

27. What is the role of collaboration as a soft skill? 
a) Collaboration limits effective teamwork and productivity. 
b) Collaboration fosters the generation of multiple ideas and perspectives. 
c) Collaboration avoids communication and interaction with others. 
d) Collaboration has no impact on the work environment. 
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28. How does emotional intelligence impact interpersonal relationships? 
 

b) Emotional intelligence fosters empathy, understanding, and effective communication with 
others. 
c) Emotional intelligence limits the development of soft skills. 
d) Emotional intelligence is irrelevant in interpersonal interactions. 
 

29. What soft skill involves the skill of making informed and effective decisions based on 
available information? 
a) Communication 
b) Creativity 
c) Decision making 
d) Conflict resolution 
 

30. How can creative thinking benefit problem-solving? 
a) Creative thinking leads to avoiding problem-solving and challenges. 
b) Creative thinking has no impact on problem-solving. 
c) Creative thinking fosters innovative and effective solutions to problems. 
d) Creative thinking is irrelevant in problem-solving. 
 

31. Which soft skill involves the capability to manage and resolve disagreements or conflicts 
constructively? 
a) Time management 
b) Adaptability 
c) Conflict resolution 
d) Leadership 
 

32. How can soft skills contribute to effective teamwork? 
a) Soft skills hinder effective communication and collaboration in teams. 
b) Soft skills lead to conflicts and challenges in team dynamics. 
c) Soft skills foster mutual understanding, communication, and respect among team members. 
d) Soft skills are irrelevant in team environments. 
 

33. What soft skill involves the capability to adjust to changing circumstances and embrace new 
challenges? 
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a) Emotional intelligence 
b) Adaptability 
c) Leadership 
d) Conflict resolution 
 

34. Why do employers value candidates with strong soft skills? 
a) Soft skills are not essential for career success. 
b) Soft skills contribute to a negative work environment. 
c) Soft skills enhance teamwork and productivity. 
d) Soft skills are only needed in creative fields. 
 

35. What is the role of leadership as a soft skill? 
a) Leadership involves following established rules and guidelines. 
b) Leadership fosters effective communication and collaboration in teams. 
c) Leadership has no impact on team dynamics. 
d) Leadership involves influencing and guiding others toward shared goals. 
 

36. How does conflict resolution contribute to effective team dynamics? 
a) Conflict resolution encourages conflicts and disputes among team members. 
b) Conflict resolution avoids effective communication and understanding. 
c) Conflict resolution fosters constructive problem-solving and collaboration in teams. 
d) Conflict resolution is irrelevant in team environments. 
 

37. What is the role of time management as a soft skill? 
a) Time management leads to inefficiency and missed deadlines. 
b) Time management has no impact on productivity. 
c) Time management allows individuals to prioritize tasks and meet deadlines effectively. 
d) Time management is irrelevant in the workplace. 
 

38. How can soft skills benefit personal relationships? 
a) Soft skills limit effective communication and understanding in personal relationships. 
b) Soft skills avoid empathy and emotional connection. 
c) Soft skills foster effective communication, empathy, and mutual understanding in personal 
relationships. 
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d) Soft skills are not applicable in personal relationships. 
 

3 -paced work environment? 
a) Adaptability limits creativity and innovation. 
b) Adaptability avoids change and challenges. 
c) Adaptability allows individuals to adjust to evolving circumstances and remain effective. 
d) Adaptability is only relevant for leadership positions. 
 

40. How can individuals develop their soft skills? 
a) Soft skills cannot be developed or improved. 
b) Soft skills are innate and cannot be refined. 
c) Soft skills can be developed through training, practice, and real-life experiences. 
d) Soft skills are irrelevant in personal development. 
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