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Certificate Course on 
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                    In 2007, the Government of Andhra Pradesh launched Jawahar Knowledge Centres 

(JKC) in all Government Degree Colleges across the state. The goal was to equip students with 

employability skills and offer placement opportunities through Campus Drives.  The college also 

established JKC in the year 2013. Since then, the JKC of this college has been offering training in 

communication skills, analytical skills, soft skills Personality development & Interview skills to the 

students for enhancing their employment potentials. 

 

Objectives: 

 
➢ To provide intensive training in Communication skills, Soft skills, and Analytical skills to 

enhance students' overall capabilities. 

➢ To establish computer labs and offer hands-on training in technical skills to equip students 

with practical knowledge. 

➢ To ensure that students from economically disadvantaged and marginalized backgrounds 

receive adequate knowledge and employability skills. 

➢ To provide the best employment opportunities to students belonging to weaker and 

marginalized Sections. 

➢ To conduct placement drives and provide job opportunities to students. 

 

 

COURSE OUTCOMES: 

 

❖ At the end of the Training Programme, the students learned Communication Skills 

❖ Improved their Confidence level. 

❖ Developed Management skills 

❖ Improved their Soft Skills and Competitive Examinations.  

❖ Improved their Technical Skills. 

 

 

 



 

JKC Curriculum 

 
 

S. 

No 

Topic No. of Hours 

allotted 

1 Communication Skills 30 hrs 

2 Soft Skills 30 hrs 

3 Analytical Skills 30 hrs 

4 Computer Skills 30 hrs 

5 General Awareness 30 hrs 

6 Personality development & 

Interview Skills  

30 hrs 

Total 180 hrs 

Duration of the training 3 months 

 

 

 

Syllabus: - 

1. Communication Skills                                                                                 

       Importance of English Language – job scenario, Role of LSRW Skills in Language Acquisition, Tense – 

Language, Present and Past Simples, Simple and continuous tenses, Present and past perfects, Present perfect 

continuous, The future simple and various ways, Articles, Prepositions, Auxiliary verbs (will, shall, can, may, 

must), Negatives& questions (why, auxiliary & Q.tags), Practice sessions, Passive Voice – Simple, 

Continuous and Perfect Tenses, Direct and indirect speech – declarative, imperative & interrogatives, Practice 

sessions, sentence patterns, vocabulary (sun-ant; substitution; confusing pairs), Practice sessions, self-

introduction, GD & JAM, Interviewing - frequently asked interview questions, Practice sessions. 
 

2. Soft Skills  

         

            An Overview, Know yourself – SWOT, Goal setting, Positive attitude, Body 

language, Interpersonal     skills, Time management, Presentation skills, Just a minute 

(JAM) activities, Team dynamics, Group discussions, Etiquette of  e-mail, telephone and 

SMS, Interview Skills, Preparation for Examinations. 

 

 

3. Analytical Skills        

 

                     BODMAS Rule, Fractions & Decimals, Fractions & Decimals, Problems 

on Fraction & Decimals, Algebraic formulae, Divisibility Rules, LCM & HCF, Ratios 

& Proportions, Percentages, Problems on Percentages, Profit & Loss, Partnership, Data 

Analysis, Data Interpretation, Simple Interest, Compound Interest, Average, Ages, Time 

& Distance, Time & Work, Problems on trains, Permutations and Combinations, 

Probability, Problems on Areas, Problems on volume, Problems on surface area, Number 

Series, Number Analogy, Odd man out, Coding & Decoding, Blood Relations, Direction 

Sense Test, Problems Solving Techniques and Logical Reasoning, Ranking & Time 

sequence test, Mathematical operations, Seating Arrangement, Clocks, Calendars. 

 

4. Computer Skills 



         

UNIT- I :-   What is computer, Features of computer, Computer Generations, Types 

of Computers, Input/ Output Devices, Computer's Memory, Computer Software, 

Windows : Windows desktop, Start Menu, Working with Windows, Word Basics: 

Components of MS-Word, File Menu: New, Save, Page Setup, Print preview, 

Selecting Text and Graphics, Practice Session. 

 

UNIT-II :- Home Menu: Undo/ Redo, Cut, Copy and Paste, Find/ ReplaceFormatting 

options, bullets, numbering, alignments etc. Insert Menu: Headers and Footers, Page 

numbers, Text box, Equation Editor, Symbols, Insert Pictures, Clip arts, Auto shapes, 

smart art, and Word Art.  

 

UNIT- III: - Introduction to MS-Excel, Excel Components, Entering Data, Working 

with Cells, Formatting cells, Insert Menu: insert Charts (line, bar, column, pie, etc.), 

insert Pictures, Clip arts, Auto shapes, smart art, and Word Art. Header and footer, 

Formulas menu: working with various functions and Data menu. Filter, soring, text 

validations, what if analysis. Introduction to MS-Power Point, basics,  

 

UNIT- IV :- Introduction to networks, Internet, Web Site, Web Browser, Search Engine, 

On-line Forms Rail Journey, On-line Shopping using FlipKart, Using Electronic 

Mail(Email), Social Media, Google Drives, Google Forms, what is Skype?, Google 

Drives. 

 

UNIT- V: - Scanners, Printers, Use Picture Manger  
 

5. General awareness 

          Important Days, Science, India and its neighbouring countries especially pertaining to 

History, Culture, Geography, Economic Scene, General Policy & Scientific Research, People in 

News, Sports, Static GK, Important Schemes, Portfolio, Books and Authors, Current Affairs 

 
6. Personality development & Interview Skills 

 

          What is personality, Types of personality, Personality development, Elements of personality 

development, Personal Skills: Knowing Oneself/Self-Discovery-Confidence Building- Defining 

Strengths, Developing Positive Attitude, Thinking Creatively, Improving Perceptions, Forming 

Values, Goal setting Creativity, Human values, Corporate Skills: Working with others- Developing 

a proper body language-behavioural etiquettes and mannerism- Time Management –Stress 

Management, Job-hunting skills: Writing Resume/CV- Interview skills-Group discussion-Mock 

interview, Mock GD-Goal Setting-Career Planning 

 

 

Assessment Procedure  
 

A comprehensive assessment test, comprising 75 questions of multiple-choice type questions and 

each question carrying ONE mark for a total of 75 marks, was conducted at the end of the course. 

Candidates who scored at least 30% of the total marks were deemed qualified in the course and 

were issued certificates 

 

 

 

 



Model Question Paper 
 

Capacity building and skill enhancement Programme 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The Department of JKC 

         Date: 11-05-2019  

 JKC conducted a meeting on 11-05-2019 at JKC Lab and discussed on below mentioned Topics. 

Agenda 

1) To run a Training Course for the final Year students. 

2) To discuss about the syllabus. 

3) To Conduct classes as per CCE instructions  

4) To create awareness on Competitive examinations. 

5) To inform the students about the Campus Interviews. 

6) To distribute ID Cards.  

 

Discussion 

 The topics mentioned in the agenda are discussed in a detailed manner and the faculty 

unanimously approved. Later the following resolutions have been passed.  

Resolutions 

1) It is resolved that a training programme should be conducted for the Final Year students.  

2) It is resolved to create awareness on Competitive examinations and Career Guidance.   

3) It is resolved to Commence Class work as per CCE instructions  

4) It is resolved to issue certificates from JKC Funds 

5) It is resolved to conduct Job Drives. 
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Students LIST 



 

 



Students Attendance 

 



 

 

Brief Report 

 
 

      The Capacity building and skill enhancement Programme Training Programme conducted by the 

Jawahar Knowledge Centre of our institution spanned over 180 hours from May 15th, 2019, to August 

24th, 2019. Classes were led by T. Narayana, Lecturer in English, K.P. Nagendra Gowd, JKC Full-

Time Mentor, and U. Seetaram Gupta, Lecturer in Computer Applications. This comprehensive 

program equipped students with vital skills for their future careers, including communication, 

teamwork, problem-solving, leadership, resume writing, interview techniques, and professional 

etiquette, enhancing their readiness for the job market. 

 

Out comes 

1) At the end of the Training Programme, the students learned Communication Skills 

2) Improved their Confidence level. 

3) Developed Management skills 

4)  Improved their Soft Skills and Competitive Examinations.  

5) Improved their Technical Skills. 

Feedback 

1) After attending JKC Training, I feel confident to attend Competitive Exams.  

2) I gained General Knowledge as well as Current affairs to face any interview.  

3) Now I am sure that I crack any job in MNCs with the training in JKC.  

4) During training, I improved my Computer Skills and Analytical skills.  

5) I am very thankful to JKC of Govt. Degree College, Uravakonda for enriching 

Communication Skills.      -  

 

 



 

 

Examination conducted: - 

 

 

 

 



 

 

Certificate: - 
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The Department of JKC 

         Date: 26-08-2019  

 JKC conducted a meeting on 26-08-2019 at JKC Lab and discussed on below mentioned Topics. 

Agenda 

1)To run a Training Course for the final Year students. 

2)To discuss about the syllabus. 

3)To Conduct classes as per CCE instructions  

4)To create awareness on Competitive examinations. 

5)To inform the students about the Campus Interviews. 

6)To distribute ID Cards.  

 

Discussion 

 The topics mentioned in the agenda are discussed in a detailed manner and the faculty 

unanimously approved. Later the following resolutions have been passed.  

Resolutions 

1) It is resolved that a training programme should be conducted for the Final Year students.  

2) It is resolved to create awareness on Competitive examinations and Career Guidance.   

3) It is resolved to Commence Class work as per CCE instructions. 

4) It is resolved to issue certificates from JKC Funds. 

5) It is resolved to conduct Job Drives. 
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Students List: -  



 

 

 

 
 

 

 



 

 

Brief Report 

 
 

      The Capacity building and skill enhancement Programme Training Programme conducted by the 

Jawahar Knowledge Centre of our institution spanned over 180 hours from August 30th, 2019, to 

November 30th, 2019. Classes were led by T. Narayana, Lecturer in English, K.P. Nagendra Gowd, 

JKC Full-Time Mentor, and U. Seetaram Gupta, Lecturer in Computer Applications. This 

comprehensive program equipped students with vital skills for their future careers, including 

communication, teamwork, problem-solving, leadership, resume writing, interview techniques, and 

professional etiquette, enhancing their readiness for the job market. 

 

Out comes 

1) At the end of the Training Programme, the students learned Communication Skills 

2) Improved their Confidence level. 

3) Developed Management skills 

4)  Improved their Soft Skills and Competitive Examinations.  

5) Improved their Technical Skills. 

Feedback 

1) This JKC Training Programme really helped me a lot and learned Speaking Skills   

 

2)  I am very happy to learn about different types of techniques in Athematic and I hope this 

Programme will certainly enhance my competitive skills. 

3) Really I gained a lot of confidence during the JKC Training Programme in projecting my views 

in the Job Market. 

 

4) Since English is a Global language as well as Language of opportunities, this Training 

Programme helped me to learn how to prepare for Competitive world.  

 

5) I will certainly reach my goal as this 180 Hours of Training Programme helped me to project 

my views without mistakes. 

 

 

 
 

 

  -  



 

 

Students Attendance: - 

 



 

 

 

 



 

 

Examination conducted: - 
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Certificates: - 
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The Department of JKC 

         Date: 02-12-2019  

 JKC conducted a meeting on 02-12-2019 at JKC Lab and discussed on below mentioned Topics. 

Agenda 

1)To run a Training Course for the final Year students. 

2)To discuss about the syllabus. 

3)To Conduct classes as per CCE instructions  

4)To create awareness on Competitive examinations. 

5)To inform the students about the Campus Interviews. 

6)To distribute ID Cards.  

 

Discussion 

 The topics mentioned in the agenda are discussed in a detailed manner and the faculty 

unanimously approved. Later the following resolutions have been passed.  

Resolutions 

1) It is resolved that a training programme should be conducted for the Final Year students.  

2) It is resolved to create awareness on Competitive examinations and Career Guidance.   

3) It is resolved to Commence Class work as per CCE instructions  

4) It is resolved to issue certificates from JKC Funds 

5) It is resolved to conduct Job Drives. 
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Brief Report 

 
 

      The Capacity building and skill enhancement Programme Training Programme conducted by the 

Jawahar Knowledge Centre of our institution spanned over 180 hours from December 09th, 2019, to 

March 31th, 2020. Classes were led by T. Narayana, Lecturer in English, K.P. Nagendra Gowd, JKC 

Full-Time Mentor, and U. Seetaram Gupta, Lecturer in Computer Applications. This comprehensive 

program equipped students with vital skills for their future careers, including communication, 

teamwork, problem-solving, leadership, resume writing, interview techniques, and professional 

etiquette, enhancing their readiness for the job market. 

 

Out comes 

1) At the end of the Training Programme, the students learned Communication Skills 

2) Improved their Confidence level. 

3) Developed Management skills 

4)  Improved their Soft Skills and Competitive Examinations.  

5) Improved their Technical Skills. 

Feedback 

1.) While attending training I learned a lot about team work through group discursions and 

improved my presentation skills……………………. C. Sai Kumar. 

2.) It is my pleasure to state that I enhanced my critical thinking and benefitted considerably. N 

Anil Kumar 

3.) After training I feel so confident and ready to face any challenge in job market………. T. Gopal. 

4.) I am very much thankful to JKC of GDC, Uravakonda in helping to learn technical skills and 

soft skills. ………………..U Uday Kumar 

 

 

 

 

 

 

 



 

 

Attendance Sheet: - 

 

 

 



 

 

Examination conducted: - 

  

   



 

 

Certificates: - 
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