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Qlekal Learning Solutions

Structure of English language, pronunciation, intonation and syllable stress

Accent neutralization

Comprehending diverse western accents and understanding culture  communication

over distances

Consonant and Vowel sound used in the intematicnal phonetic alphabet of neutral

English

Variation in British and American English
Business communication including English
Telephone Skills

Etiquette

at Workplace

Giving Simple Instructions and Information

Asking Questions
Answering Interview Questions
Conversation

' Memos and Ermail

Letter Layout
Spelling

Punctuation

Numerals

Writing Tactfully

Wse of Active and Passive Voice
Structure and Planning of a Letter
Types of Letters

Job Application & CV

information Technology -

4 & & & 2 4

Working with Windows
QOffice-Automation Tools

Basic, Intermediate & Advanced MS Word
Basic, Intermediate & Advanced MS Excel
Intermediate & Advanced MS PowerPoint
Access 2000

Integrating Office Tools

}%erﬁﬁcate of Proficiency in English Communication

Duration : 8 Weeks

,atch 1- From Aug 22,2011 ta Oct 16,2011
Batch 2 - From Jan 18,2012 to Mar 13,2012

ELIGIBILITY CRITERIA FOR PARTICIPANTS: Prior knowledge of Basic English is essential

Aim & Objective of the Course:

Communication for everyday & business situations.

Syltabus:

Audio-visual program tackling day to day situations.

Global English for workplace

Prepares the student to acquire skills for fluency in English

Structure of English language, pronunciation, intonation and syltable stress

Accent neutralization
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Global Learniag Solubions

Comprehending diverse western aceents and understanding culture communication

over distances .
Consonant and Yowet sound used in the international phonetic alphabet of neutral
English

Variation in British and American English

Business communication including English at Workplace
Telephone Skills

Etiquette :

Giving Simple Instructions and Information

Asking Questions

Answering [nterview Questions

Conversation

Memos and Email

Letter Layout

Spedling

Punctuation

Numerals

Writing Tactfully

Use of Active and Passive Voice

Structure and Planning of a Letter

Types of Letters

Job Application & CV

Certificate of Proficiency in Graphic Designing

Duration: 8 Weeks

From - Aug 22, 2011 to Oct 16, 2011

ELIGIBILITY CRITERIA FOR PARTICIPANTS: Prior basic knewledge of computers is essential.
Inclination towards creativity will be an advantage.,

Aim & Objective of the Course: To prepare the participants to acquire concepts of digital
graphics and equip them with thorough knowledge of creating, image-editing and publishing
graphics.

Syllabus;

® & 2 2 » 0 0

Fundamentals of Computers, Multimedia & Internet
Concepts of Graphics

Basic Art - sketching & drawing

Creating Illustrations using [lustrator & Corel Draw
image Magic - Print & Web using Photoshop & Corel Draw
Advertising Concepts

Media Publishing using Indesign

Project

4
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