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Introduction 

  In today’s globalized and competitive world, effective communication in English 

has become an essential skill for success in the workplace and business environment. 

English is widely used as the language of professional interaction, corporate 

communication, documentation, and customer relations. Many students and professionals 

possess technical knowledge but face difficulties in expressing their ideas clearly and 

confidently in English. This gap often affects their performance, career growth, and 

professional relationships. 

  The Certificate Course in English Communication for Workplace and 

Business is designed to help learners develop practical communication skills required in 

real professional situations. The course focuses on improving speaking, listening, reading, 

and writing skills with special emphasis on workplace interactions such as meetings, 

presentations, interviews, emails, reports, and customer communication. It also aims to 

build confidence, clarity, and professionalism in language use. 

 By combining language fundamentals with real-life business and workplace situations, 

this course prepares learners to communicate effectively, appropriately, and confidently in 

various professional contexts. The course is beneficial for students, job seekers, and 

working professionals who wish to enhance their employability and workplace efficiency. 

 

Aim 

 The main aim of the Certificate Course in English Communication for Workplace and 

Business is to develop effective English communication skills that enable learners to 

perform confidently and professionally in workplace and business environments. The 

course aims to bridge the gap between academic knowledge and practical communication 

needs by providing learners with hands-on training in professional English usage. 

Objectives 

 The objectives of this certificate course are as follows: 
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1. To improve learners’ basic English language skills with a focus on workplace and business 

communication. 

2. To develop effective speaking skills for professional situations such as meetings, 

interviews, discussions, and presentations. 

3. To enhance writing skills required for business communication, including emails, reports, 

notices, and formal letters. 

4. To build confidence in using English for day-to-day workplace interactions and customer 

communication. 

5. To familiarize learners with appropriate professional vocabulary, tone, and etiquette used 

in business settings. 

6. To develop listening and comprehension skills necessary for understanding instructions, 

discussions, and professional conversations. 

7. To prepare learners for employment by improving their communication competence and 

professional behavior. 

 

Outcomes 

1. Student came to know the scope of communication 

2. The knowledge of basic grammar enables the students to speak and write grammatically 

correct English. 

3. Students will communicate properly at workplace. 

4. Student learnt written communication useful for Business and Workplace.  
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SYLLABUS 

 
 Particulars Hours 

Unit I : Nature And Scope of Communication And Soft Skills: 
(A) Nature And Scope of Communication (Theory) 
a) Introduction to Communication 
b) Different Types of Communication 
c) Barriers in Communication  
d) Effective Communication   

10 Hours 

 
 
 
 

 
(B) Soft Skill (Theory) 
i) What is Soft Skill & Importance of Soft Skill ii) Know Thyself/Self 
Discovery iii) Developing Positive Attitude iv) Forming Values 
v) Improving Perception vi) Career Planning vii) Body Language 
viii) Team Building & Team Work ix) Time Management 
x) Stress Management   

10 Hours 

 
 
 
 

 
Unit II : Basic Grammar  
a) Tense Pattern  
b) Main Verbs and Modal Auxiliaries  
c) Types of Sentences  
d) Yes-No and Wh-Questions  

 

10 Hours 

 
 

 

Unit III: Conversation Practice at Workplace  

 15 Hours 

Unit IV: Written Communication at Workplace and Business  
a) Report Writing  
b) E-mail Writing  
c) Business Correspondence  
d) Resume Writing /Preparing CV 
e) Notices, Agenda’s & Minutes  f) Business Correspondence 
g) Interview Skills 

 

 
20 Hours 

 
 
 

 
 
 

Unit V : A) Presentation & Group Discussion  

 
15 Hours 

B) Pronunciation (Assignment will be based on this topic) 
 
(Note : If required the Hours of Theory and Practical 
will be extended) 

10 Hours  
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EVALUATION 
 

Maximum Marks : 100  Min. to Pass :  50    
Distribution of Marks 

 
Theory/ 

Practical 

                 Maximum Marks  Total 

Marks  

Minimum 

Pass 

Marks  

Total Teaching 

Workload for 

theory and 

Practical 

  External 

Exam Marks  

Internal 

Exam 

Marks  

   

Theory 30 (MCQ 

Test)  

10 

(Assignment)  

40 20 15  Hrs 

Practical  50 Marks 

Dialogue : 10  

   GD : 10  

Presentation:

20  

10 Marks 

Use of 

Language 

Lab to do 

the exercises 

of Practical  

60 30 30 Hrs 

Total    100 50 Three Months 

(90  Hrs) 
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List of Enrolled Students 

 
Sr. No. Name of the Student Class Mobile No Mail Id 

1) Shruti  Ravindra Jadhao  B. Sc. I 7558569172 shrutijadhao0262@gmail.com 

2) Poonam Bhanudas Shewale  B. Sc. I 7498638960 poonamshewale74@gmail.com 

3) Snehal Nashan Siddiqui  B. Sc. I 7219040084  siddsnehal20@gmail.com 

4) Divya Raju Mutthe  B. Sc. I 9529814161 mutthedivya@gmail.com   

5) Sakhsi Vilas Borde  B. Sc. I  775801233 radhikaborde136@gmail.com  

6) Shazmina Parvin M. 

Shafique  

B. Sc. I 7887565424 shazminaparvin626@gmail.com 

7) Tanzila Parveen Md. Aabid  B. Sc. I 9075761767 tanzilaparveen2007@gmail.com 

8) Saniya Parveen Sk. Ismail  B. Sc. I  9623237860 skisraelskismaels@gmail.com  

9) Shaikh Zoya Parveen Siraj  B. Sc. I 8866055826 shaikhsiraj5826@gmail.com 

10) Shumaila Sd. Habib  B. Sc. I 9373178183 shumaila@gmail.com  

11) Shiza Asnal M. Atique  B. Sc. I 8805299625 shizaasnal@gmail.com  

12) Nusarat Mahek Sk. Aejaz  B. Sc. I 9763104310 nusarat@gmail.com 

13) Vaishnavi Namdeo Usar  B. Sc. I 9270380309 vaishnaviusar91@gmail.com  

14) Sneha Milind Paithane  B. Sc. I 8149676607 sneha@gmail.com 

15) Vaishnavi Shivdas Tayde  B. Com. I  9359885853 taydeveshnavi07@gmail.com  

16) Ku. Shivani Dhananjay 

Parihar  

B. Com. I 9834678897 pariharshivani2008@gmail.com 

17) Ku Poonam Rajendra 

Iwarkar  

B. Com. I  9420221242 poonamiwarkar2006@gmail.com 

18) Akansha Sanjay Wankhede  B. Com. I 7498645360 wankhedesanjay510@gmail.com 

19)  Tanuja Vijay Sing Rajput  B. Com. I 8080334496 rajputtanuja726@gmail.com 

20) Harshada Sunil Theng  B. Com. I  9834761287 harshadatheng93@gmail.com  

21)  Asfiya Alina Shaikh Sadik  B. Sc. I (M)  7387628598 asfiyaalina@gmail.com  

22)  Sayali Baburao Chharrye  B. Sc. I (M) 8830927847 sayalichharrye@gmail.com 

23) Kirti Ananta Deshmane  B. Sc. I (M) 9763006364 kirtibaburao@gmail.com  

24)  Shivani Pradip Bahekar  B. Sc. I (M) 8975724871 sbahekarl@gmail.com  

25)  Priyanka Vishvas Dhole  B. Sc. I (M) 8669892527 priyankadhole810@gmail.com 

26)  Anuja Gajanan Kulkarni  B. Sc. I (M) 7387397421 anujakulkarni@532gmail.com  

27)  Dipika Gajanan Deshmukh  B. Sc. I (M) 8432969565 divyadeshmukha0170@gmail.com 

28)  Sakshi S. Solanki  B. Sc. I (M) 9284530127 solankisakshi949@gmail.com 

29)  Devkanya R. Parihar  B. Sc. I (M) 8767770224 parihardevkanya@gmail.com  

30)  Pooja R. Padghan  B. A. II (M)  7385707317 manishapadghan3105@gmail.com 

mailto:mutthedivya@gmail.com
mailto:radhikaborde136@gmail.com
mailto:skisraelskismaels@gmail.com
mailto:shumaila@gmail.com
mailto:shizaasnal@gmail.com
mailto:asfiyaalina@gmail.com
mailto:kirtibaburao@gmail.com
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31)  Prajwal S. Girhe  B. A. II  7058290439 prajwalgirhe@gmail.com 

32)  Sanika Dattatray Wayse B. Sc. I  9373374955 sanikawayse805@gmail.com 

33)  Sayali Bhaskar Gawai  B. A. I 9922077318 sayaligawai@gmail.com 

34)  Bhakti Santosh Korde  B. A. I 9922517542 bhaktikarode9@gmail.com 

35)  Aditi Mangesh Deshmukh  B. A. I  7758087800 deshmukhaditi212@gmail.com 

36)  Sabaanjum Shaikh Shagir  B. A. I  7758087800  shagirshaikh2576@gmail.com  

37)  Garjana Durgadas Kokne  B. A. I 8625812801 garjana@gmail.com  

38)  Vaishnavi Vijay Zalte  B. A. I 9158482822 vaishnavi@gmail.com  

39)  Vinayak Damodhar 

Adbane  

B. Com. I  9371533928 vinayak12@gmail.com  

40)  Om Santosh Deshmukh  B. A. I 9604667261 omsantosh123@gmail.com  

41)  Shivani Dhananjay Prihar  B. Com. I  9834678897 shivanidhananjay@gmail.com  

42) Bushra Parveen Haroon 

Khan  

B. Sc. I  9011228838 bushraparveen@gmail.com  

 
 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

                                                       
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:garjana@gmail.com
mailto:vaishnavi@gmail.com
mailto:vinayak12@gmail.com
mailto:omsantosh123@gmail.com
mailto:shivanidhananjay@gmail.com
mailto:bushraparveen@gmail.com
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EVALUATION OF ENROLLED STUDENTS 
 

   Distribution of Marks 

Maximum Marks  Minimum Marks to Pass  

Theory  Practical  Theory  Practical  

40 60  20 30 

 
Sr. No.  Name of the Student  Marks Scored by the Student  Result  

Theory (40) Practical (60)  

1.  Shruti  Ravindra Jadhao  30 40      Pass 

2.  Poonam Bhanudas Shewale  26 40 Pass 

3.  Snehal Nashan Siddiqui  40 50 Pass 

4.  Divya Raju Mutthe  40 50 Pass 

5.  Sakhsi Vilas Borde  38 40 Pass 

6.  Shazmina Parvin M. 

Shafique  
32 40 Pass 

7.  Tanzila Parveen Md. Aabid  40 50 Pass 

8.  Saniya Parveen Sk. Ismail  32 40 Pass 

9.  Shaikh Zoya Parveen Siraj  40 50 Pass 

10.  Shumaila Sd. Habib  36 40 Pass 

11.  Shiza Asnal M. Atique  32 40 Pass 

12.  Nusarat Mahek Sk. Aejaz  38 40 Pass 

13.  Vaishnavi Namdeo Usar  38 40 Pass 

14.  Sneha Milind Paithane  30 40 Pass 

15.  Vaishnavi Shivdas Tayde  38 40 Pass 

16.  Ku. Shivani Dhananjay 

Parihar  
40 50 Pass 

17.  Ku Poonam Rajendra 

Iwarkar  
38 50 Pass 

18.  Akansha Sanjay Wankhede  20 30 Pass 

19.  Tanuja Vijay Sing Rajput  26 30 Pass 

20.  Harshada Sunil Theng  40 50 Pass 

21.  Asfiya Alina Shaikh Sadik  20 30 Pass 

22.  Sayali Baburao Chharrye  28 30 Pass 

23.  Kirti Ananta Deshmane  38 40 Pass 

24.  Shivani Pradip Bahekar  38 40 Pass 

25.  Priyanka Vishvas Dhole  38 40 Pass 

26.  Anuja Gajanan Kulkarni  28 30 Pass 

27.  Dipika Gajanan Deshmukh  28 30 Pass 

28.  Sakshi S. Solanki  26 30 Pass 



10 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

29.  Devkanya R. Parihar  28 30 Pass 

30.  Pooja R. Padghan  26 30 Pass 

31.  Prajwal S. Girhe  30 30 Pass 

32.  Sanika Dattatray Wayse 30 30 Pass 

33.  Sayali Bhaskar Gawai  26 30 Pass 

34.  Bhakti Santosh Korde  26 30 Pass 

35.  Aditi Mangesh Deshmukh  26 30 Pass 

36.  Sabaanjum Shaikh Shagir  30 30 Pass 

37.  Garjana Durgadas Kokne  26 30 Pass 

38.  Vaishnavi Vijay Zalte  30 30 Pass 

39.  Vinayak Damodhar Adbane  28 30 Pass 

40.  Om Santosh Deshmukh  30 30 Pass 

41.  Shivani Dhananjay Prihar  30 30 Pass 

42.  Bushra Parveen Haroon 

Khan  
30 30 Pass 
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                                             Sample of Enrollment Form  
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Sample of Question Paper (Theory Exam) 
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                                          Sample of Assignment  
 

 
 
 



16 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 



17 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 



18 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 
 



19 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 



20 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 
 



21 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 



22 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 
 



23 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 



24 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 



25 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 



26 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 
 



27 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 



28 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 
 



29 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
 
 
 
 
 
 
 
 
 
                                                  



30 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

                                                 Attendance Sheets   
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Sample of Feedback Forms 
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Feedback Analysis 
 
Question-wise Analysis of the Feedback: 

Sr. No.  Question Response in Percent (%) 

1)  How would you rate the 

overall usefulness of this 

certificate course?  

Excellent  Very Good  Good Average  

57.14 23.80 11.90 7.14 

2)  To what extent did the 

course improve your 

English communication 

skills?  

To a great 

extent  

To a 

moderate 

extent  

To some 

extent  

Not much  

47.61 23.80 21.42 7.14 

3)  How relevant was the course 

content to workplace and 

business communication?  

Highly 

relevant  

Relevant  Some 

relevant  

Not 

relevant  

61.90 21.42 16.66 0.00 

4)  How effective were the 

teaching methods used in 

the course? 

Very effective  Effective  Satisfactory  Not 

Effective  

61.90 21.42 16.66 00.00 

5)  How clearly were the 

concepts explained by the 

instructor? 

Very Clearly  Clearly  Somewhat 

Clearly  

Not Clearly  

64.28 16.66 9.52 9.52 

6)  How confident do you feel in 

speaking English in 

workplace situations after 

completing this course? 

Very 

confident  

Confident  Somewhat 

confident  

Not 

confident  

47.61 23.80 21.42 7.14 
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Student Feedback Analysis 
 

1) How would you rate the overall usefulness of this certificate course?   

 
 

 

2) To what extent did the course improve your English communication skills? 

 
 

 

 

 

 

 

 

 

 

Excellent 
57%

Very Good 
24%

Good
12%

Average 
7%

To a great extent 
48%

To a moderate 
extent 
24%

To some extent 
21%

Not 
much 

7%
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3) How relevant was the course content to workplace and business communication? 

 

 
 

 

4) How effective were the teaching methods used in the course? 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Highly relevant 
62%

Relevant 
21%

Some relevant 
17%

Not relevant 
0%

Very effective 
62%

Effective 
21%

Satisfactory 
17%

Not Effective 
0%
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5) How clearly were the concepts explained by the instructor? 

 
 

 

 

6) How confident do you feel in speaking English in workplace situations after 

completing this course? 

 
 

 

 

 

Very Clearly 
64%

Clearly 
17%

Somewhat Clearly 
9%

Not Clearly 
10%

Very confident 
48%

Confident 
24%

Somewhat 
confident 

21%

Not confident 
7%
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Conclusion/Findings 

 The feedback analysis clearly indicates that the Certificate Course in English 

Communication for Workplace and Business has been highly effective and well-

received by the students. A significant majority of learners rated the overall 

usefulness of the course as Excellent (57.14%) and Very Good (23.80%), reflecting 

strong satisfaction with the course design and outcomes. Nearly half of the students 

(47.61%) reported that the course improved their English communication skills to a 

great extent, while a considerable number experienced moderate to some 

improvement, showing that the course positively impacted learners with different 

proficiency levels. 

 The relevance of the course content stands out as a major strength, with 

61.90% of students finding it highly relevant to workplace and business 

communication and none considering it irrelevant. This highlights the practical and 

need-based nature of the syllabus. Teaching methods and instructional delivery were 

also rated very positively, as most students found the methods effective and the 

concepts explained very clearly. 

 Importantly, the course helped build learners’ confidence in speaking English 

in workplace situations, with a majority feeling confident or very confident after 

completion. Overall, the feedback confirms that the course successfully met its 

objectives and contributed meaningfully to students’ professional communication 

skills, while also offering scope for minor improvements to support learners who 

need additional guidance. 
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Samples of Certificates Awarded to Students 
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Glimpses of Activities   

 

 
Students are enhancing their language abilities through interactive language learning 

software. 
 

 

 

 
Active Participation of Students in Group Discussion 
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Students participation in Group Discussion  

 

 

 

 

 
                  Students listening to lessons from Language Learning Software 

 



54 
 

Certificate Course in English Communication For Workplace And Business, sponsored by 

PM-USHA Scheme Strengthening Colleges 3.0 

 

 
Students participation in Group Discussion  

 

 
Student Engagement in Written Assessment 
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Student Explaining the Importance of Hard and Soft Skills Through Poster 

Presentation 

 

 


