
 



 



Nanjil Catholic College of Arts and Science,Kaliyakkavilai
Department of Computer Science

List of Student attending various add on courses
Course:Tally

Batch:2019-2020

S.NO Class Name of the Student

1 lll BSc Viiin James

2 lll BSc Mahesh
a
J lll BSc Vishnu

4 lll BSc Aiesh Kumar

5 lll BSc Rafi

6 lll BSc Sachin

7 lll BSc Suiin

8 lll BSc Ancy Grace

9 lll BSc Snidhu Mol

10 lll BSc Anisha

11 lll BSc Daniya

t2 1ll BSc Jobisha

13 lll BSc Vidhya

t4 ll1BSc Suiithra

15 lll BSc Stebila

I6 lll BSc Nisha Jasmin

t7 lll BSc Abitha

18 lll BSc Jebisha

t9 1ll BSc Subi

20 lll BSc Shanu

2t lll BSc Malavika

22 lll BSc Neeia
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Nanjil Catholic College of Arts And Science, 
Kaliyakkavilai 

TALLY ENROLLMENT 2019-2020 

 
Sl.No 

 
Tally ID. No. 

 
Name 

1 TA- 230923202039  
ABIN R.J 

2 TA- 270701202030  
BEENA R.V 

3 TA- 060805201921  
AJEESH T.J 

4 TA- 060805201922  
VIGNESH T 

5 TA- 060808201904  

BEJINA B.S 

6 TA- 060807201944  
VIJITHA V 

7 TA- 060807201946 KIRONSHA C 

8 TA- 060807201902 TOBITHA FRANKLIN R 

9 TA- 51016202005 ABIN S 

10 TA-270727201949 ABIN RAJ R P 

11 TA-290706201939 ACHU KUTTY G 

12 TA-190929202028 AJEESH M L 

13 TA-190929202039 ANUGRAHA ALBERT A L 

14 TA-270728201910 BLESSWIN S J 

15 TA-290707201929 CHANTHU S S 
 

16 TA-190922202045 DERMIN V 
 

17 TA-190929202041 MEENA MAHESHWARI R K 

 

18 TA-270737201938 SHARATH S S 

 

19 TA-270737201953 SHERVIN LAL S J 



 

20 TA-190928202053 SHINO S S 

 
21 

TA-270724201957 SHYAM M 

 
22 

TA-270737201939 SUMEESH BOSE S M 

 
23 

TA-190938202003 THOUFICK S 

 

24 
TA-190934202058 AJEESHA S J 



Nanjil Catholic College of Arts And Science, 

Kaliyakkavilai 

SHIFT II - TALLY (Tally Academy Certified Accountant) 

STUDENTS RESULT 2019 – 2020 
 

 
Sl.No 

 
Tally ID. No. 

 
Name 

 
E-mail ID 

 

 
Mark 

 

 
Grade 

1 
TA- 

230923202039 

 
ABIN R.J 

 
abinpaush1234567@gmail.com 

 
90 

 

A+ 

2 
TA- 

270701202030 

 
BEENA R.V 

 
beenavv20@gmail.com 

 
90 

 
A+ 

3 
TA- 

060805201921 

 
AJEESH T.J 

 
tjajeesh1999@gmail.com 

 
86.67 

 

A+ 

4 
TA- 

060805201922 

 
VIGNESH T 

 
vigneshtg99@gmail.com 

 
86.67 

 

A+ 

5 
TA- 

060808201904 

 
BEJINA B.S 

 
bejinabs@gmail.com 

 
83.33 

 
A+ 

6 
TA- 

060807201944 

 
VIJITHA V 

 
vijiviji1604@gmail.com 

 
86.67 

 
A+ 

7 
TA- 

060807201946 

 
KIRONSHA C 

 
kironsha2000@gmail.com 

 
86.67 

 
A+ 

8 
TA- 

060807201902 

TOBITHA 

FRANKLIN R 

 
tobithafranklin@gmail.com 

 
93.33 

 
A+ 

9 TA- 
051016202005 

ABIN S abiabin103@gmail.com 76.67 A 
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Nanjil Catholic College of Arts and Science 

Kaliyakkavilai 

Shift II 

Certificate Programme in NGO Management 

Report 2019-2020 

Indira Gandhi National Open University (IGNOU) study centre is 

functioning in our campus and we motivate our students to do certificate 

programs in addition to their regular studies. During the academic year 

2019-2020 the number of students who had enrolled in the "Certificate 

Programme in NGO Management" is 10. All the enrolled students secured pass 

mark and got the certificate. 
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. 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 
CA Sudy Centre-40031 
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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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