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1.1 ENGLISH AND COMMUNICATION SKILLS - I 

L   T   P 

                                      3    -   2 

RATIONALE 

 

Language is the most commonly used medium of self-expression in all spheres of human life 

– personal, social and professional. A student must have a fair knowledge of English 

language and skills to communicate effectively to handle the future jobs in industry. The 

objective of this subject is to enable the diploma holders to acquire proficiency, both in 

spoken (oral) and written language. At the end of the subject, the student will be able to 

develop comprehension skills, improve vocabulary, use proper grammar, acquire writing 

skills, correspond with others and enhance skills in spoken English.  It is expected that each 

polytechnic will establish a communication skill laboratory for conducting practicals 

mentioned in the curriculum. 

 

DETAILED CONTENTS 

 

1. Facets of Literature         (14 hrs) 

 

1.1     Short Stories 

 

       1.1.1     Homecoming – R.N. Tagore 

                   1.1.2     The Selfish Giant -  Oscar Wilde 

        1.1.3     The Diamond Necklace- Guy- De Maupassantt 

                 

     

        1.2     Prose  

 

1.2.1     I Have A Dream – Martin Luther King  

1.2.2     On Habits – A. G. Gardiner 

1.2.3     My struggle for An Education- Booker T Washington 

 

       1.3      Poems   

 

1.3.1    Ozymandias – P.B. Shelley 

1.3.2    Daffodils – William Wordsworth  

1.3.3    Stopping by Woods on a Snowy Evening – Robert Frost 

 

2. Grammar and Usage        (10 hrs) 

 

2.1 Parts of speech   

 

2.1.1 Nouns    

2.1.2 Pronouns 

2.1.3 Adjectives 

2.1.4 Articles 
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2.1.5 Verbs   

2.1.6 Adverbs 

2.1.7 Prepositions  

2.1.8 Conjunction 

2.1.9 Interjection 

2.1.10 Identifying parts of speech 

2.1.11 Using  a word as  different parts of speech 

 

2.2       Pair of words (Words commonly confused and misused)    

 

2.3       Tenses 

2.4       Correction of incorrect sentences  

2.5       One word substitution  

2.6.      Forms of verbs (100 words)  

 

3.     Translation          (04 hrs) 

 

3.1 Glossary of Administrative Terms (English/ Hindi/Urdu) 

3.2 Translation from Urdu into English 

  

4.     Paragraph of 100-150 words from outlines       (08 hrs) 

 

5.     Comprehension          (04 hrs) 

 

Unseen passages of literature, scientific data/graph based for comprehension exercises  

 

6.    Communication           (08 hrs) 

 

6.1 Definition, Introduction and Process of Communication   

6.2 Objectives of Communication 

6.3 Essentials of Communication 

 

LIST OF PRACTICALS 

 

1. Locating a Book in Library 

2. To look up words in a Dictionary: meaning and pronunciation of words as given in 

the standard dictionary using symbols of phonetics 

3. To seek information from an Encyclopedia 

4. Listening pre-recorded English language learning programme  

5. Paper reading before an audience (reading unseen passages) 

6. Study of spelling Rules 

7. Study of essentials of a good speech to respond and comprehend visual, oral themes, 

situations or stimulus and practice before select gathering (Making an oral 

presentation with stress on body language and voice modulation) 
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8. Exercises on use of different abbreviations 

9. Greetings for different occasions 

10. Introducing oneself, others and leave taking 

11. Exercises on writing sentences on a topic 

 

Note:   

1. The Text Book on “English and Communication Skills, Book-I By Kuldip Jaidka et. 

al. developed by NITTTR, Chandigarh is recommended to be used for teaching and 

setting-up the question papers. 

2. A communication laboratory may be set up consisting of appropriate audio-video 

system with facility of playing CDs/DVDs and a video camera for recording the 

performance of each student with play back facility. A set of CDs from any language 

training organization e.g. British Council etc. may be procured for use of students. 

3. Elements of body language will be incorporated in all the practicals 

4. The practical exercises involving writing may also be included in Theory 

Examination. 

 

INSTRUCTIONAL STATREGY  

 

Looking into the present day needs of effective communication in every field, it is imperative 

to develop necessary competencies in students by giving practical tips and emphasis on 

grammar, vocabulary and its usage in addition to practical exercises. The teacher should give 

report writing assignments, projects etc. while teaching this subject. 

 

 

RECOMMENDED BOOKS 

 

1. English and Communication Skills, Book-I By Kuldip Jaidka, Alwainder Dhillon and 

Parmod Kumar Singla, Prescribed by NITTTR, Chandigarh Published By Abhishek 

Publication, 57-59, Sector-17, Chandigarh  

2. Rich Vocabulary Made Easy by Kuldip Jaidka , Mohindra Capital Publishers, 

Chandigarh 

3. Spoken English (2
nd

 Edition) by V Sasikumar & PV Dhamija; Published by Tata MC 

Graw Hills, New Delhi. 

4. Spoken English by MC Sreevalsan; Published by M/S Vikas Publishing House Pvt. 

Ltd; New Delhi. 

5. Spoken English –A foundation course (Part-I & Part-II) By Kamlesh Sdanand & 

Susheela Punitha; Published by Orient BlackSwan, Hyderabad 

6. Practical Course in English Pronunciation by J Sethi, Kamlesh Sadanand & DV 

Jindal; Published by PHI Learning Pvt. Ltd; New Delhi. 

7. A Practical Course in Spoken English by JK Gangal; Published by PHI Learning Pvt. 

Ltd; New Delhi. 

8. English Grammar, Composition and Usage by NK Aggarwal and FT Wood; 

Published by Macmillan Publishers India Ltd; New Delhi. 
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9. Business Correspondence & Report writing (4
th

 Edition) by RC Sharma and Krishna 

Mohan; Published by Tata MC Graw Hills, New Delhi. 

10. Business Communication by Urmila Rani & SM Rai; Published by Himalaya 

Publishing House, Mumbai. 

11. Business Communication Skills by Varinder Kumar, Bodh Raj & NP Manocha; 

Published by Kalyani Publisher, New Delhi. 

12. Professional Communication by Kavita Tyagi & Padma Misra; Published by PHI 

Learning Pvt. Ltd; New Delhi. 

13. Business Communication and Personality Development by Bsiwajit Das and Ipseeta 

Satpathy; Published by Excel Books, Delhi 

14. Succeeding Through Communication by Subhash Jagota;  Published by Excel Books, 

Delhi 

15. Communication Skills for professionals by Nira Konar; Published by PHI Learning 

Pvt. Ltd; New Delhi. 

16. Developing Communication Skills (2
nd

 Edition) by Krishna Mohan & Meera Banerji; 

Published by Macmillan Publishers India Ltd; New Delhi. 

17. Effective Technical Communication By M .Ashraf Rizwi; Published by Tata MC 

Graw Hills, New Delhi. 

18. Basic Communication Skills for Technology by Andrea J Rutherfoord; Published by 

Pearson Education, New Delhi 

19. English & Communication Skills for students of Science & Engineering by SP 

Dhanavel; Published by Orient BlackSwan, Hyderabad. 

20. Technical Communication- Principles & Practices by Meenakshi Raman & Sangeetha 

Sharma; Published by Oxford University Press, New Delhi. 

21. Technical English by S. Devaki Reddy & Shreesh Chaudhary; Published by 

Macmillan Publishers India Ltd; New Delhi. 

22. Advanced Technical Communication, by Kavita Tyagi & Padma Misra; Published by 

PHI Learning Pvt. Ltd; New Delhi. 

23. Communication Skills for Engineer & Scientist by Sangeeta Sharma & Binod Mishra; 

Published by PHI Learning Pvt. Ltd; New Delhi. 

 

SUGGESTED DISTRIBUTION OF MARKS 

 

Topic No. Time Allotted (Hrs) Marks Allotted (%) 

1 14 30 

2 10 20 

3 4 10 

4                                          8 15 

5 4 10 

6 8 15 

Total 48 100 
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