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Circular 

15.02.2025 

This is to inform to all the second year B.A B.Sc and B.Com students that the 

Department of English is going to conduct a certificate course on “English for Career 

Development” for the year 2024-25. This course starts from 17 .02.2025 to 26.03.2025. 

With the duration of 30 days, interested students can give their name to Dr. C. N. Latha 

in charge of Certificate course, Department of English 

 

 

 

In-charge                                                                                     Principal 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Government Degree College, Karvetinagaram 
 

Department of English 

 

Certificate course 

 

“English for Career Development” 

 
 
 
 
 

Course objectives: 

 To improve English communication skills for professional settings. 

 To enhance resume writing and cover letter drafting abilities. 

 To develop confidence in job interviews and work place interactions. 

 To refine Listening, speaking, reading and writing skills for career growth 

 

Course out comes: 

 Students develop effective resume writing and cover letter skills. 

 They improve English proficiency for job interviews and work place 

communication. 

 The gain confidence in professional interactions.  

 They enhance Listening, speaking, reading and writing skills for career growth. 
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Certificate course 

 

“English for Career Development” 

 
 
 
 
 

 

Syllabus for the course 

Unit-I: Foundation of English Language 

 Introduction to English Phonetics. 

 Basic grammar. 

 Vocabulary building. 

 

Unit-II: Spoken English and Pronunciation. 

 Pronunciation rules. 

 Accent and intonation. 

 Listening and speaking skills. 

 Conversation practice. 

Unit-III: Reading and writing skills. 

 Comprehension. 

 Note taking. 

 Essay writing. 

 Letter writing. 

 

Unit-IV: Functional English. 

 Professional communication. 

 Public speaking. 

 Work place communication. 

 Interviews. 

Unit-V: English for specific purposes. 

 Business. 

 Travel and hospitality. 

 Academic English. 

 

 

 



 

 



 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



 

 

Government Degree College, Karvetinagaram 
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Certificate course 

 

Report on certificate course  

on 

“English for Career Development” 

 
 
 
 
 

 

 

The department of English conducted a certificate course for the year 2024-25, on 

English for career development, under the guidance of Principal, Dr. S. Vijayulu Reddy. 

The main objective of course is to improve English communication skills for professional 

settings and to refine listening, speaking, reading and writing skills for career growth. The 

duration of course is 30 hours from 17.02.2025 to 26.03.2025.  

 

The second year students from different departments had enrolled for this certificate 

course to improve English proficiency for job interviews and work place communication. The 

response from the students overwhelming. for this course total 32 students has enrolled and 

successfully  completed the course. The main outcome of this course is gain confidence in 

communication and enhances language skills for career growth.  After completion of this 

course certificates were distributed to enrolled students by the principal. Further, The 

principal appreciated Dr. C. N. Latha, Lecturer, Department of English for organising the 

needful course for the benefit of the students in the present scenario. 

 

 

 

        Signature of the Lecturer                                                                         Principal 

 



 

 

 



 

 



 

 


