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• L,S,R,W skills 

• Diction Correction

• Sentence 
Structure  

• Common errors in 
Communication

• Newspaper 
Reading 

• Business 
Communication

• Vocabulary 
Building
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• Communication 
Skills

• Body  Language

• Listening Skills

• Telephone 
Etiquette 

• E-mail  Etiquette

• Presentation Skills

• Interview  
Handling Skills
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t • Interpersonal 
skills

• Attitude 
Management 

• Time 
Management

• Decision Making

• Goal Setting

• Art of 
Conversation

“The way we communicate with others and with ourselves 
ultimately determines the quality of our lives”

“You can have brilliant ideas, but if you can’t get them across,
your ideas won’t get you anywhere”
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