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AHM's 
I\N.Jt/MAN ARTS, SCltNCE: AND COMMERCE COLLEGE, BHATKAL 

Ocparhtumt <>f 'English 

NOTICE 
Date: 26/06/18 

All lhe H(udu11IH urc hereby informed that the Departme'nt of English starts the add 
lHI uuut'No IJlt "PubJic Speaking and Communication" for the students who do not 
.l111vo ooumgo lo i.q,~uk publically from the clate.07/07/2018. Interested students can 
c.;mull lhoir nu1nu8 on or befc>1:e 06/07/2018 in the Depmiment of English. · 
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AHM's 

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL 

Department of English 

Syllabus - PUBLIC SPEAKING &COMM UNI CATION 

CHAPTER0l lOHOURS 

Introduction to Public Speaking: Importance of Public Speaking, Overcoming Fear and 

Anxiety, Basic Elements of Public Speaking: Speaker, Message, Audience 

Speech Preparation: Choosing a Topic, Researching and Organizing.Content Structuring Your 

Speech: Introduction, Body, Conclusion 

Understanding Your Audience -Analyzing Audience Demographics,Adapting Your Speech to 

Different Audiences, Engaging Your Audience 

CHAPTER02 lOHOURS 

Developing Speaking Skills: Voice Modulation- Tone, Pitch, and Volume, Body Language: 

Gestures, Posture, Eye Contact, Effective Use of Pauses and Silence 

Using Visual Aids: Types of Visual Aids- Slides, Props, Videos, Designing Effective Visual 

Aids, Integrating Visual Aids into Your Speech 

Persuasive Speaking: Principles of Persuasion-Ethos, Pathos, Logos,Crafting Persuasive 

Arguments, Handling Objections and Counterarguments 

CHAPTER03 lOHOURS 

Impromptu Speaking - Techniques for Impromptu Speaking, Thinking on Your Feet, Practicing 

Impromptu Speeches 

Non-Verbal Communication: Understanding Non-Verbal Cues,Enhancing Communication with Non­

Verbal Signals, Reading Your Audience's Non-Verbal Feedback 

Public Speaking in Different Contexts: Public Speaking in Professional Settings: Meetings, 

Presentations,Public Speaking in Social Settings: Toasts, Ceremonies, Adapting Your Style to Different 

Contexts 
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AHM's 
ANJUMAN ARTS, SCIENCE AND COMM·ERCE COLLEGE, BHATKAL 
• 1 Department of English 

Report and Outcome Analysis 

Name of the Course: Public Speaking and Communication 
Name of the Department: English 

Number of students enrolled: 62 

BoS meeting Date: 06/06/2018 

Start Date of the Course: 07/07/2018 

End_Date of the Course: 23/07/2018 

Department of English have conducted add-on course on Public Speaking and Communication 

from 07/07/2018 to 23/07/2018 for the students of who do not have courage to speak publicly. 

The course was about the "To enable the students to communicate and speak publiclywith 
courage. 

The Total 62 students were enrolled in this course and they benefited with the speaking and 

communication skills. Students also applied these skills and concepts during the seminars and 

presentations. 

Course concluded with final examination and certificate distribution. 

011kt:lm~~ t:lf th':' Cm!!"S~~ 

• Basic concept of Public Speaking a·nd Communications. 
• Necessary knowledge and skills for visibility ,understanding and learning 

• Enhanced Persuasion Skills in them. 
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AHM's 

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL 

NOTICE 

Date: 27th/Feb/2019 

All students are hereby infonned that the Department of Commerce is 

starting an add-on course on "Business Communication" for students who need to 

enhance their communication skills. The course will commence on 9th March 

2019. Interested students can enroll their names on or before 7th March 2019 to 

Prof. Hibban the Course Coordinator. 

For enrollment and further information, please visit the Department of 

Commerce. 

Prof. Mus~t;'.~~~r~ ~~,~~ 
Anjumo n l\rl\ Sci ence S Cnr11r11C'i'(r] 

(o lltgc, Fnim~pal (U X ) 53 1 J~O 



AHM's 

Anjuman Arts, Science, and Commerce College, Bhatkal 

Add-On Course on Business Communication Course Duration: 30 Hours 

Syllabus Outline 

Module 1: Fundamentals of Business Communication (10 Hours) 

1. Introduction to Business Communication 
o Definition and Importance 
o Communication Process 
o Barriers to Effective Communication 

2. Types of Business Communication 
o Verbal Communication: Oral and Written 
o Non-Verbal Communication: Body Language, Gestures, and Postures 

3. Effective Listening Skills 
o Importance of Listening 
o Barriers to Effective Listening 
o Techniques to Improve Listening Skills 

4. Communication Channels in Business 
o Internal Communication: Memos, Emails, Reports 

o External Communication: Business Letters, Press Releases 

Module 2: Written Communication Skills (10 Hours) 

1. Business Writing Principles 
o Clarity, Conciseness, and Tone 
o Grammar and Punctuation 

2. Writing Business Documents 
o Emails: Structure and Etiquette 
o Reports: Types and Structure 
o Proposals: Writing Effective Proposals 
o Memos and Circulars 

3. Creating Effective Presentations 
o Planning and Organizing Content 
o Visual Aids: Designing PowerPoint Slides 

( I.' I I(' I\' lit I 1\ I hi\ l I LJ K J '., 0 l J ~ ·J 



o Delivering the Presentation: Tips and Techniques 

4. Professional Writing Practices 

o Writing for Different Audiences 

o Proofreading and Editing Techniques 

Module 3: Oral Communication and Interpersonal Skills (10 Hours) 

1. Public Speaking and Presentation Skills 

o Overcoming Fear and Building Confidence 

o Structuring a Speech or Presentation 

o Engaging the Audience 

2. Group Discussions and Meetings 
o Roles and Responsibilities in Group Discussions 

o Conducting and Participating in Effective Meetings 

o Decision-Making Processes 
3. Interpersonal Communication Skills 

o Building Rapport and Trust 
o Conflict Resolution and Negotiation Skills 

o Teamwork and Collaboration 

4. Telephone and Video Conferencing Skills 
o Telephone Etiquette 
o Conducting Effective Video Conferences 

o Managing Cross-Cultural Communication 

Course Co~r: 

Prof. Hibban Shabandari 

Department of Commerce 

I 



AHM's 

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL 

Department of Commerce 

Report and Outcome Analysis 

Name of the Course: Business Communication 

Name of the Department: Commerce 

Number of Students Enrolled: 63 

Bos Meeting Date: 13th Feb 2019 

Start Date of the Course: 9th March 2019 

End Date of the Course: 25th -March 2019 

The Department of Commerce conducted an add-on course on Business 

Communication from 9th March 2019 to 25th March 2019. The primary objective of the 

course was to enhance the communication skills of students in English, focusing on 

practical applications in business contexts. 

A total of 63 students enrolled in this course, gaining fundamental knowledge in 

English communication. The course included group activities such as presentations and 

discussions, which allowed students to apply their skills and concepts practically during 

assignments. 
The course concluded with a final examination and a certificate distribution 

ceremony. 

Outcomes of the Course: 

• Development of Communication Skills: Students developed their communication 

skills in English, crucial for their future careers. 

• P~actical, Acti~ity-Oriented L~~rning: The course emphasized practical, activity­

oriented learning over trad1t1onal study methods, engaging students more 

effectively. 

• ~ecognition_ and C_om~rehen~ion: S~udents learned to identify letters, words, and 

signboards rn English, improving their everyday literacy. 

• Appl_ica~ion in ~fficial Contexts: Students gained the ability to read English 

apphcattons related to government offices, enhancing their practicaf knowled 

• lncr~ased Interest in English: The course fostered a greater interest ing~h 

English language among students. _ - ~- e 
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Student Testimonials: 

• Baseer: "This course significantly improved my confidence in communicating in 

English. The practical activities made learning enjoyable and effective." 

• Ruman: "The group discussions and presentations were particularly helpful in 

enhancing my speaking skills. I feel more prepared for real-world business 

communication." 
• Nagesh: "I appreciated the focus on practical applications. Understanding how to 

read and write official documents in English is a valuable skill I've gained from 

this course." 

Prof.Hibban 

Course Coordinator 



AHM's 
ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL 

Department of Computer Science 

NOTICE 
Date: 03/09/2018 

All the students are hereby informed that the Department of computer science starts the addon course on Multimedia and Windows for the students who need more knowledge about computer sciencefrom the date 15/09/2018. Interested students can enroll their names on or before 10/09/2018 in the Department of Computer Science. 

Department of Computer Science 

,, . 



ARM's 
ANJUMAN ARTS, SCIENCE AND COlVTh'IERCE COLLEGE, BHA TKAL 

Department of Computer Science 
Syllabus -Multimedia and Windows 

UNIT I ( 10 HOURS) 

Introduction to Multimedia: Overview of l\'Iultimedia Definition and 
components of multimedia,- Applications of multimedia 
·Multimedia Elements:- Text, graphics, audio, video, and 
Animation,Multimedia software tools 

UNIT II( 10 HOUI~S) 

Multimedia Systems:Multimedia bardware requirements 
- Multimedia software requirements 
\,Vorking with Text and Graphics: Text in Multimedia, Font types and sizes 
- Text effects and formatting 

UNIT III( 10 HOURS) 

Graphics in Multimedia :- Image formats (JPEG, PNG, GlF, etc.)- Basic . . . . . . . ' u r~1p111c uc:s1gu pnuc1p1c:s, t:, ♦ 

Graphic Tools - Introduction ... 
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AHM'S 

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL 

Department of Computer Science 

Report and Outcome Analysis 

Name of the Course: Multimedia and Windows 
Name of the Department: Computer Science 
Number of students enrolled :63 
Bos meeting Date: 11/08/2018 
Start Date of the Course: 15/09/2018 
End Date of the Course: 01/10/2018 

Department of Computer Science have conducted add-on course on Multimedia 
and Windows for the Students of who need more awareness about Multimedia and 
computers Science from 15/09/2018 to 01/10/2018. The course was about the 
"Multimedia and Windows. To know the trends in Computer Technology. 

The Total 63 students were enrolled in this course and they benefited with the 
fundamental knowledge on Computer Awareness. Students also applied these skills and 
concepts during the assignments. 

Course concluded with final examination and certificate distribution. 

Outcomes of the Course: 
• Basic concept of Multimedia, Internet, latest trends in Technology. 
• Necessary knowledge and skills for applying computer knowledge and apply the 

same in our day today life 



r 
AHM's 

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHA TKAL 

Department of Hindi 

NOTICE 

Date: 25-12-2018 

All the students are hereby informed that the Department of Hindi begins the 

add- on course on "Communication Skills in Hindi" for the students who do not 

know about Hindi from the date 9-01-20 I 9. Interested students can emoll their 

names on or before 04-01-2019 in the Department of Hindi 
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AHM's 
ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, 

BHATKAL 
Department of Hindi 

Syllabus of Communication Skills in Hindi 

Total Hours: 30 

Day 1-2: ~*~~ch~~ 
1. ~*mmcfil~ 
2. ~~~"CR~ 
3. ~~-@~ 
4. ~wich~~ 

- ~ -@ cfwll 
- ~ -@ cfwll 
- ~-@ cfwll 

Day 3-4: ~ ~ * ~-@ ~ 
1. ~ WR ~ ach-ilch 
- ~ ·WAT 
- ~an ifil Qtii.11111 * ~ ~ 
2. ~ ~ -® ach11ch -~ * ~ -~~*~ 

Day 5-6: wi@ia ~ 
l.~~lTcnR 
- al~jQtjlRcfi * at~QillRcfi ~ 
-"Q;f~ 

-~mR 
2.,;rmcrr~~~ 
- fi{i.111 

-mm*M 
Day 7-8: m-~f«tcfi ~ 

1. ¾-~f«tch ~ 
- ~ll~Rcfi ~ 
- ~ ~ 'ijJq 

2. ~~~
0

~ch ~ ~ ~ 

(4 Hours) 

(4 Hours) 

(4 Hours) 

(4 Hours) 

'.',lNC)PA l 
A11j 1,mnn /\ r t •, , r,,: ,.11 1(' K Ca,~,""' ' ''' 
( r'1l (' n 1•, fl ~! tlT l, i\ l 'l i l ( ) '.i H I J: 11 



Day 9-10: ~ ~ 
l.~~~ 
-~qif~ 

- «11$~fl ~ 
2.~~~ 
-~~ 
-~ am: 1ffif 
- USID"$~~ 

Day 11-12: m~~ 
1.m~~~ 
- ~1'4lslcl am: cncR ~ 
- fll~l.:q i;r,m ~ ~ 
2.m~"$~~~ 
- ~~ 
-"flm~~ 

Day 13-14: ih=J ~ 
1. ih=J~"$~ 
2. ih=f*~~"$~ 
-~ 
-~~ 

Day 15: 91<1cJRt am: 1frlicfi1 
1. ~(91$1lt flll-lKl41 c@ ...... 91 ..... {l.......icJ@-
2. &11crn1Rcfi ~ 
3. u~ am: 'irlicfi1 

I I , \ ! • 

(4 Hours) 

(4 Hours) 

(4 Hours) 

(2 Hours) 

I-' H t 1'J C l P 1\ l 
,'\n j•,1,1111 1 r\, I \ S11,•1n, · & ~· c,•,~ 11 , 1,, 0 , 

(1 d l1 ·q ,• \ll lf\11( ,\ \ 'II I(\ 1, 11 1 l?G 



A AflM's 
NJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE,BHATKAL 

Department of Hindi 
Report and Outcome AnaJysis 

Name of the Course: Communication Skill in Hindi 

Name of the Department: Hindi' 

Number of students enrolled: 64 

BoS meeting Date: 12/12/2018 

Start Date of the Course: 09/01/2019 

End Date of the Course:28/01/2019 

The Department of Hindi has conducted an add-on course on Communication 

Skill in Hindi from 09/01/2019 to 28/01/2019 for the Students who do not know 

how to communicate in Hindi. The course was about the "To enable the student 

to communicate and improve the speaking skills· in Hindi. 

A total 64 students were enrolled in this course and they benefited with the 

fundamental knowledge for communication in Hindi. Students also applied 

these skills and concepts during the assignments. 

Course concluded with final examination and certificate distribution. 

Outcomes of the Course: 

• The course was about the development of communication skills in Hindi. 

• Involve students . in practical activity oriented classes rather than 

traditional study methods. 

• To identify the common mistakes or errors occurring during basic or 

normal conversation in the Hindi language. 

• To properly converse in Hindi language concerned to government 

officersTo improve the interest of communication in Hindi language. 
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AHM's 

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHA TKAL 

NOTICE 
Date: 14-07-2018 

Add-on Course on "Corporate Drafting" 

AU the students are hereby informed that the Department of Commerce is starting an add-on course on 

"Corporate Drafting" for the students, from 08/08/2018 to 29/08/2018. Interested students can enroll their names 

on or before 01/08/2018 with Prof. Aftab G.M. 

Cou.~rJinator 

(Prof. Aftab G.M.) 



AHM's , KAL 

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHA f 

Corporate Drafting Add-on Course 2018-19 

Syllabus: Corporate Drafting (32 Hours) 
30 HOURS 

COURSE CONTENT 

Module 1: Introduction to Corporate Drafting 

1.1 Basics of Corporate Drafting 

- Impo1tance and scope 

- Key principles of effective drafting 

1.2 Overview of Corporate Documents 

- Types of corporate docw11ents 

- Key tenns and definitions in corporate law 

1.3 Legal Language and Structure 

- Plain language vs. legal jargon 

- Common stmctures in corporate documents 

Mcdule 2: Drafting Foundational Corporate Documents 

2.1 Memorandum of Association (MoA) 

- Purpose and contents 

- Drafting clauses and case studies 

2.2 Articles of Association (AoA) 

- Key provisions 

- Drafting principles and practical examples 

2._3 Shareholder Agreements 

- Drafting specific clauses 

- Negotiation and consensus-building 

Module 3: Drafting Operational Agreements 

3.1 Employment Contracts 

- Key elements of employment agreements 

- Non-compete and confidentiality clauses 

- Drafting termination clauses 

3.2 Non-Disclosure Agreements (NDAs) 

- Purpose and structure 

- Drafting key provisions 

3.3 Service Agreement 

- Scope of services and delivernbl es 

- Payment terms il nd di spute rcsnlulion 

(5 Hours) 

(8 Hours) 

(6 Hours) 
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- Key components of an SP A 

- Drafting representations and warranties 

4.2 Joint Venture Agreements (JV As) 

- Essential clauses in N As 

- Structuring governance and profit-sharing 

4.3 Loan Agreements 

- Drafting financial covenants and repayment tenns 

- Secwity and collateral clauses 

Module 5: Practical Applications and Advanced Topics 

5.1 Corporate Restructuring Documents 

- Mergers and acquisitions 

- Drafting schemes of arrangement 

5.2 Case Studies and Review 

- Review and critique of sample corporate documents 

-.Group exercises on drafting and revising documents 

5.3 Final prafting Project 

- Comprehensive drafting assignment 

- Peer review and feedback 

Module 6: Ethics and Best Practices in Corporate Drafting 

6.1 Ethical Considerations 

- Confidentiality and conflicts of interest 

- Ethical dilemmas in corporate drafting 

6.2 Best Practices and Final Tips 

- Ensuring clarity and precision 

- Final proofreading and compliance checks 

C~ rdinator IQAt ~inator 
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AHM's 

AN JU MAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL· ·' 

Report and Outcome Analysis 

Name of the Course: Corporate Drafting 

Name of the Department: Commerce 

Number of students enrolled:54 

BOS meeting Date: 11/07/2018 

Start Date of the Course: 08/08/2018 

End Date of the Course: 29/08/2018 

Department of Commerce has condµcted add-on course on Corporate D1·afting for the Stud~nts who are interested 

in this area of knowledge from 08/08/2018 to 29/08/2018 

The · course was about "to develop knowledge of the students in corporate crafts on various documents and 

agreements . 

54 students were enrolled in this course and they benefited with the fundamental knowledge of corporatedrafting. 

Course concluded with final examination and certificate distribution. 

Outcomes of the Course: 

This syllabus is designed to provide a solid foundation in corporate drafting, focusing on practical skills and real­

world applications. It can be adjusted based on the specific needs and background of the students 

Co~ordinator 
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