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COL‐RSЁ CONTEN71・ &GRADЁ (W。,ユ Jllly 2016)

Max:60

)DevelopinE oral communicatlon: lnterpersonal Communication, Facilitators and lmpediments of interview
' and Group Discussion, Presentation Strategies: Defining Purpose, Organizing Contents, Prepering Outline,
Audio-Vis'ual Aids, Nuances of Delivery, lmportance of Paralanguage and Kinesics in Communication, Audience
Awareness, Setting and Achieving Goals

lllrritten Commuirication: Writing Curriculum Vitae, Letter and Cover Letter and job Application; Letter
Components and Layouts, Principles of Effective Letter Writing, E-mail etiquettes, Notice Agenda and Minutes,
Writing Proposals: Nature and Signi{icance, Types of Proposals, Parts of a Formal Proposal; a brief recap of
fdrmats of Report Writing.
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