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On the Completion of this course, Students will able to:

Develop effective English communication skills for workplace settings.
Use formal and informal communication appropriately in professional contexts.

Enhance employability skills, including teamwork, problem-solving and digital communication.
Build confidence in professional, ethical and effective workplace interactions.

Basic understanding of English language (reading, writing, listening and speaking).
Basic computer and internet literacy for digital communication.

To use vocational English effectively in workplace situations with clarity and confidence.

To distinguish and apply formal and informal communication in professional contexts.

To participate effectively in interviews, group tasks and workplace communication activities.

To demonstrate employability skills including teamwork, digital communication and problem-
solving in real-life scenarios.
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Detailed Contents

UNIT

TEACHING

TOPIC/SUB-TOPIC HOURS

Basics of Workplace Communication
Introduction to vocational English

Importance of English in workplace and industries .
Formal vs informal communication

. ) ] 15
Common workplace expressions and instructions
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Polite language and etiquette in professional settings
Activities: Role-play of workplace situations, greetings, and

instructions

II

Employability and Workplace Skills

Interview skills and common interview questions
Workplace ethics and communication behavior
Teamwork and collaboration language
Problem-solving communication 15

Digital communication basics (emails, messaging etiquette) .
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Soft skills for employability
Activities:  Mock interviews, group = tasks, case-based

communication
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L:: Lecture, T:: Tutorial , P::Practical

CCE::Continuous and Comprehensive Evaluation

(CCE Theory includes Mid Semester Examination, Assignment, MCQ quizzes, Seminar,

Reflective notes, class participation; case analysis'and presentation, slip tests (announced/

surprised), attendance etc. or any combination of these)

PWE::Practical Work Examination .

(PWE includes Laboratory pfactical work, project work, viva simulation exercise work etc.)

SEE::Semester End Evaluation |
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