
 



 



 



 



  















. CERTIFICATE IN COMMUNICATION&IT SKILLS (CCITSK) 
3.1 About the Programme 

ne Course has been designed keeping in mind the BPO industry and other forms of industrv 
The Communication Skill Course covers areas of listening, reading. writing, grammar, pronounciation, 
VOCabilary and speaking. The IT Skill course covers areas like MS Word, MS Powerpoint, MS Excel, 

MS Access. 

3.2 Programme Structure 

The Certificate in Communication &IT Skills (CCITSK) is a 16 credits programme. 

A student who has completed this Certificate programme will be exempted from doing this 

course otfered in the 2nd Semester of Diploma in Business Process OutsourcingFinance 
ACcounting (DBPOFA) programme provided they fulfull the other eligibility criteria. 

Communications Skills and IT Skills 

Course Code Course Name Credits 

BPOI-006 Communication Skills 8 

BPOI-007 IT Skills 8 

TOTAL 16 

3.3 Course-wise Unitization of (CCITSK) 
BPOI-006 Communication Skills 

Block 1: Social Skills in Business Communication 

Unit : Greetings and Introduction 

Unit 2: Importance of Small Talk in Business 

Unit 3: Language and Culture 

Unit 4: Business Etiquette 
Block 2: Telephone Conversation 

Unit 5: Features of Telephone Communication 
Unit 6: Making Arrangement and Appointments 
Unit 7: Leaving and Taking Messages 
Unit8: Voice Mail, Video Conferencing& Conference Calls 

Block 3: Business Correspondence 
Unit 9: Modes of communication 

Unit 10: Internal Business Correspondence-I 
Co-oPdin 
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Unit 11: Internal Business Correspondence-ll 

Unit 12: External Business Correspondence-

Unit 13: External Business Correspondence-I 

Block 4: Customer Service 

Unit 14: Types of Customers 

Unit 15: Essentials of Customer Service 

Unit 16: Ownership and Accountability 

Unit 17: Handling Complains 

Unit 18: Rapport Building and Empathy 

Unit 19: Probing 

Block 5: Presentations 

Unit 20: Presentation Skills-I: Essentials of Presentation Skills 

Unit 21: Presentation Skills-II: Outlines & Structures 

Unit 22: Presentation Skills-1: Using Visual Aids 

Unit 23: Presentation Skills-IV: The Ending 

Block 6: Meeting 

Unit 24: Setting the Agenda and Planning the Meeting 

Unit 25: Types of Meeting - Ready-TP 

Unit 26: Conducting and Participating in a Meeting-I 

Unit 27: Conducting and Participating in a Meeting-lI 

Block 7: Cross Cultural Communication 

Unit 28: Communicating Cross Culture-Indianism Difference between Culture 

Unit 29: Traveling on Business 

Unit 30: Communication in BPO 

Unit 31: Ability to Say No 

Block 8: Getting Ready for a Job 

Unit 32: Preparing for the Job 

Unit 33: Writing your CV and Job Application 

Unit 34: Portfolio making 

Unit 35: Preparing and Facing Interview, Phone & Walk in Interviews 

Unit 36: Group Discussion 

Co-ordinator 
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BPO1-007 IT SKILLS 

Block 1: Introduction to Computers 

Unit : Introduction to PC 

Unit 2: Storage Organization 
Unit 3: Input/Output Devices 

Unit 4: Software 

Unit 5: Introduction to Database Management Systems 

Block 2: Software Security and Antivirus 

Unit 1: Information Security Concerns 

Unit 2: Software Vulnerabilities 

Block 3: Web Based Technologies 

Unit 1: Internet an Overview 

Unit 2: Concepts of Web Browsers 

Unit 3: Internet Search 

Unit 4: What we can do using Internet 

Block 4: Introduction to MS Office 

Unit : MS Word 

Unit 2: MS PowerPoint 

Block 5: MS Excel - Basic 

Unit 1: Working with Work Sheets 

Unit 2: Formatting and Editing 

Unit 3: Formulae's and Functions 

Unit 4: Sorting and Filters 

Unit 5: File Handling 

Block 6: Advanced MS Excel and Basics of MS Access 

Unit : Working with Multiple Sheets and Workbooks 

Unit 2: Working with Tables and Charts 

Unit 3: Protecting and Printing Worksheets 

Unit 4: Basics of MS Access 

Block 7: Practicals Lab Manual1 & 2) 

. MS Word 2. MS Power point 

3. MS Excel 4 MS Access 

Co-ordinator OU Study Centre-40031 
Catholic College of 

and Science 
. ndvilai-429 153, T.N 
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Nanjil Catholic College of Arts And Science, 
Kaliyakkavilai 

TALLY ENROLLMENT 2018-2019 
Sl.No Tally ID. No. Name 

 
1 

TA- 050249201903 Aganya S 

 

2 
TA- 160424201954 AJAY C 

 
3 

TA- 150426201910 Ajeesh S 

 
4 

TA- 050249201902 Ajisha Raj D 

 
5 

TA- 110224201926 Anchana T R 

 
6 

TA- 070206201904 Ancy T R 

 
7 

TA- 230422201933 Aneesh N A 

 

8 

TA- 070259201948 Anuba S 

 
9 

TA- 160425201909 Asha Sree J 

 
10 

TA- 230422201941 Aswin S 

11 TA- 070206201903 Athira Y S 

 
12 

TA- 050258201930 Babin P L 

 
13 

TA- 220438201940 DERPHIN J 

 
14 

TA- 160456201903 FELIX B JOSEPH 

 
15 

TA- 150424201910 GEORGE VIJITH T R 

 
16 

TA- 110224201938 Hari Krishnan G R 

 
17 

TA- 160455201933 JEGAN T 

 
18 

TA- 070206201923 Jenil J 

 
19 

TA- 120407201917 Jincy V M 



 
20 

TA- 160425201907 Libiya L 

 
21 

TA- 050248201940 Manjusha M 

 
22 

TA- 230422201945 Muhammed Irfan N 

 
23 

TA- 110224201944 Nandan V R 

 
24 

TA- 270416201956 Neethu Vijayan 

 
25 

TA- 160401201926 Rahul Krishna M A 

 
26 

TA- 110224201951 Sajan Raj C S 

 
27 

TA- 120407201906 Sajin M C 

28 TA-160425201904 Sarath R S 

 
29 

TA- 160401201932 Seyyathali M 

 

30 

TA- 120217201958 Shalu L 

 
31 

TA- 070206201906 Shameena S 

 
32 

TA- 050248201903 Shanu S 

 
33 

TA- 110224201953 Simi Mohideen S M 

 
34 

TA- 070206201913 Sowmiya D 

 

35 

TA- 160424201958 SUBIN K T 

36 TA- 160425201902 Vibin V 

 
37 

TA- 230422201943 Vimal Joseph J 

 
38 

TA- 110224201924 Vincy R 

 



Nanjil Catholic College of Arts And Science, 

Kaliyakkavilai 

SHIFT II - TALLY (Tally Academy Certified Accountant) 

STUDENTS RESULT 2018 - 2019 
 

Sl.No Tally ID. No. Name 
  

Mobile No. 

 
1 

TA- 

050249201903 
Aganya S antoaganya@gmail.com 

 

7502120301 

 
2 

TA- 

160424201954 

AJAY C ajaypedro@gmail.com  

8807564201 

 
3 

TA- 

150426201910 

Ajeesh S ajeeshsva@gmail.com  

7010977614 

 
4 

TA- 

050249201902 

Ajisha Raj 

D 
dajisharaj@g.mail.com 

 

7708601335 

 
5 

TA- 

110224201926 

Anchana T 

R 
keerthy662@gmail.com 

 

7598606356 

 
6 

TA- 

070206201904 

Ancy T R ancytr1998@gmail.com  

9442932256 

 
7 

TA- 

230422201933 

Aneesh N A aneeshnaaneesh@gmail.com  

9486659814 

 
8 

TA- 

070259201948 

Anuba S anufaseljesi1998@gmail.com  

9488241672 

 
9 

TA- 

160425201909 

Asha Sree J ashasreeashokk@gmail.com  

7510532828 

 
10 

TA- 

230422201941 

Aswin S saswin13111997@gmail.com  

9600355089 

 
11 

TA- 

070206201903 

Athira Y S athirays1999@gmail.com  

9744104175 

 
12 

TA- 

050258201930 
Babin P L babinboby1999@gmail.com 

 

8300752506 

mailto:antoaganya@gmail.com
mailto:ajaypedro@gmail.com
mailto:ajeeshsva@gmail.com
mailto:dajisharaj@g.mail.com
mailto:keerthy662@gmail.com
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mailto:aneeshnaaneesh@gmail.com
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13 

TA- 

220438201940 

DERPHIN J derphinj02@gmail.com  

8300229312 

 
14 

TA- 

160456201903 

FELIX B 

JOSEPH 

felixmancode@gmail.com  

7598408776 

 
15 

TA- 

150424201910 

GEORGE 

VIJITH T R 

georgevijith619@gmail.com  

9600484315 

 
16 

TA- 

110224201938 

Hari 

Krishnan G R 

harikrishnangr1998@gmail.com  

9003846401 

 
17 

TA- 

160455201933 

JEGAN T jeganjegan260@gmail.com  

9498408261 

 
18 

TA- 

070206201923 

Jenil J jenishjerome1234@gmail.com  

7825036871 

 
19 

TA- 

120407201917 

Jincy V M charuannmariya@gmail.com  

9746903850 

 
20 

TA- 

160425201907 

Libiya L libiya28may@gmail.com  

9486752741 

 
21 

TA- 

050248201940 

Manjusha 

M 

neethu190398@gmail.com  

9487510059 

 
22 

TA- 

230422201945 

Muhammed 

Irfan N 

irfanfaizy3541@gmail.com  

9487942710 

 
23 

TA- 

110224201944 

Nandan V R nandanvr125@gmail.com  

9495038423 

 
24 

TA- 

270416201956 

Neethu 

Vijayan 
 

neethuvijayan.u@gmail.com 

 

9944646212 

 
25 

TA- 

160401201926 

Rahul 

Krishna M A 

rahulkrishna98463028@gmail.co 

m 

 

9446916203 

 
26 

TA- 

110224201951 

Sajan Raj C 

S 

sajanrajcs8300@gmail.com  

9487311096 

 
27 

TA- 

120407201906 

Sajin M C sajinkakarrot@gmail.com  

7356905372 

28 
TA- Sarath R S sarathrssara@gmail.com 9786272672 
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 160425201904    

 
29 

TA- 

160401201932 

Seyyathali 

M 

seyyathali777@gmail.com  

9488201504 

 
30 

TA- 

120217201958 

Shalu L shalulowrance2018@gmail.co 

m 

     9544957209 

 
31 

TA- 

070206201906 

Shameena 

S 

shameenasanthi@gmail.com  

8098596635 

 
32 

TA- 

050248201903 

Shanu S shanuparassala@gmail.com  

9526148980 

 

33 

TA- 

110224201953 

Simi 

Mohideen S 

M 

 
alfasimi@gmail.com 

 

 
9495297459 

 
34 

TA- 

070206201913 

Sowmiya 

D 

sowmiyadt99@gmail.com  

8943516391 

 
35 

TA- 

160424201958 

SUBIN K T subinswavidha@gmail.com  

9489769823 

 
36 

TA- 

160425201902 

Vibin V vibinvibinv99@gmail.com  

7639027919 

 
37 

TA- 

230422201943 

Vimal 

Joseph J 

vimaljoseph64j@gmail.com  

8903539266 

 
38 

TA- 

110224201924 
Vincy R vincychandrika1@gmail.com 

 

9946498312 
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CTE PROGRAMME GUIDE 

CERTIFICATE PROGRAMME 
IN THE TEACHING OF ENGLISH 

AS A SECOND LANGUAGE 
(CTE) 

nou 
ONIVERSITY 

School of Humanities
Indira Gandhi National Open University 

Maidan Garhi 
New Delhi-110 068 



A detailed Description of the Programme is given below: 

Course Code: CTE-1 Course Title: The Language Learner 
(Compulsory) 

Blocks and Units Audios Videos 
Number and Title 

1. The Learner 

Who are the Learners of Language-1?
2. Who are the Learners of Language -2? 

Learner Factors in Second Language 
Acquisition - 1 

3. 

Learner Factors in Second Language 
Acquisition -2 

4. 

2. The Nature of Language 

5. What is Language? Unique Features of Human Language 

Language and Society

7. Language, Mind and Brain 

8. Language Change in English through the Ages. 

3. The Nature of Language Learning

9. Learning Theories 

The Role of Errors in Language Learning -1: Contrastive Analysis and 
Error Analysis 

10 

11. The Role of Errors in Language Learning- II 

. Language Learning in Multilingual Settings 

12. Bilingualism

13. Code-Mixing, Code-Switching and their Use in the English Classroom 

Audio 
The Use of Mother 14. English in India 
Tongue in the English 
Classroom A Survey of the Position of English 

in Schools and Colleges 
15. 

Co-orlndtor
IGNOU Study Centre-40031 
Nanjil Cathollc College of 

Arts and Sclence 
Kaliyakkavilai-629 153, T.N 

16. Language and Power 
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Course Title: The Structure of English 
Course Code: CTE-2 

(Compulsory) 

Videos 
Audios Blocks and Units 

Number and Title 

Audios 
1. English and its Varieties 

Native and Non-natives 
Varieties of English-A 
Question Mark 

1. Native and Non-native Varieties of English 
2. Indianization of English 
3. Indian English- 

Question of Standard Form
And Intelligibility 

English in India: An 

Overvieww

2. The Nature of Text 

4. What is a Text? 

5. The Discourse Perspective 
6. Application of Text Analysis to Teaching the Four Language Skills 

3. Sentence Types: Form and Function 

7. Basic Sentence Patterns in English 

8. Sentence Transformation: Negatives and Interrogatives

9. The Noun Phrase-I 

10. The Noun Phrase II 

11. The Verb Phrase: Lexical, Auxiliary and Phrasal Verbs 

12. Complex and Compound Sentences 

4. English Word Patterns and Sounds 

13. Word Patterns 

14. Inflectional Morphology of English - I 

15. Inflectional Morphology of English -II 

16. Derivational Morphology of English 
17. Sounds of English: Vowels and Consonants Audios 

18. Stress and Rhythm in Connected Speech Sounds of English: 
Vowels and 
Consonants 1,F 

Co-ordinetor IGNOU Study Centre-4003 
Nanjil Cathollc College 

Arts and Sclence 
Kaliyakkavilai-629 153, TN 
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Course Code: CTE-3 Course Title: Teaching Strategies 
(Compulsory) 

Blocks and Units 

Number and Title 
Audios 

1. General Principles of Teaching-Learning Audios 

Planning Lessons 1. Planning Lessons: From Course 
Materials to Classroom Process 

. 

2. Classroom Management 

Classroonm Management 
3. Monitoring Instruction 

The Reflective Teacher 3. The Role of the Teacher 
4. Experimenting with Teaching 

4&5 The Usefulness of 
Cooperative Learning 1&2 

2. Activities-Listening and Reading 

5. Language Learning Activities 1: Listening and Reading Comprehension
6. The Need for Teaching Listening Comprehension in the Classroom 

7.The Reading Process 

8. Doping Reading Skills 

3. Activities-Speaking and Writing 

9. Speaking and Writing: 
Similarities and Differences 

10. Some Approaches to Teaching the Spoken Language 
11. Classroom Activities (Speaking) 
12. Emerging Trends in Teaching Writing 
13. Teaching Grammar 

Creating Materials 

14. Teaching Materials 

Their Need and Justification

6. Making Tests 
Useful and Enjoyable 15. Approaches to Materials Production

16. Evaluating and Adapting Instructional Materials 

Coerdinetr IGNOU Study Centre-40031
Nanil Cathollc College of 

Arts and Science 
Kaliyakkavilai-629 153, TN 17 



Course 
Title: Teaching English -

Elementary School 
Course Code: CTE-4 

(Optional) Audios 

Blocks and Units 

Number and Title 

1. Pupil and Teacher Audios 

1. Identifying the Special Learmes 

2. Classroom Management-

Elementary School 

3. Role of the Teacher- 

Elementary School 

1. The Learner at Primary School Level 

2. Teaching Underprivileged Learners 

3. Educating the Special Learner 

2. Listening Comprehension and Speaking 

4. Speaking 

5. Listening in the Primary School 

6. Listening for Perception - Auditory Discrimination Activities 

4&5 Once Upon a Time - 1&2 
7. Listening for Comprehension 

8. Testing Speaking and Listening

3. Reading Comprehension

9. Teaching Reading: General Principles 

10. The Nature of Reading 

11. Teaching Reading Strategies

12. Teaching Reading Comprehension Strategies 

13. Developing and Implementing Reading Programmes

4a. Teaching Writing 1 

14. The Mechanics of Writing 

15. Creating a Writing Environment 

16. Types of Writing in the Primary School 

17. The Writing Process with Beginners
4b. Teaching Writing 2 

18. Process Writing at a More Advanced Level1 
19. Writing Across the Curriculum

20. Evaluation of Written Work 

21. Teaching Grammar: New Activities and Games 

C 
IGNOU Study Centre-40031
Nanjil Catholic College o 

Arts and Science 
Matiyakkavilai-629 153, TN 

18 
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