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Report on One-Day Workshop

Effective Communication Skills for Professional Success

Date: 03 January 2026 05.01.2025
Organized by: Department of English
Venue: Advanced Communication Skills Lab

The Department of English organized a One-Day Workshop on “Effective Communication
Skills for Professional Success” for newly recruited faculty and interested faculty on 03
January 2026 at the Advanced Communication Skills Lab. The workshop was designed to
strengthen participants’ grammatical competence and enhance professional communication
skills essential for academic and workplace contexts.

The programme featured expert sessions on Tenses, Voice, Reported Speech, Letter Writing,
and Email Writing, delivered by experienced faculty members. Each session adopted an
interactive and practice-oriented approach, enabling participants to actively engage, clarify
doubts, and apply concepts through relevant examples.

An interactive session on Tenses, conducted by Dr. M. Ravichand, Head, English focused on
the correct usage of tenses in spoken and written communication, with emphasis on
identifying and correcting common errors. This was followed by a session on Voice (Active
and Passive) by Dr. D. Sridevi, who explained its functional relevance in academic and
professional writing, highlighting clarity, objectivity, and appropriate usage.

The session on Reported Speech, led by Dr. K. Samuel Babu, provided clear insights into
transforming direct speech into indirect speech with accuracy. Practical illustrations helped
participants understand its application in reporting, interviews, and formal documentation.
Dr. J. Naga Madhuri conducted the session on Letter Writing, covering both formal and
informal letters, with special emphasis on official and professional correspondence.
The final session on Email Writing was handled by Dr. H. Narendra Kumar, who highlighted
email etiquette, structure, tone, and common errors, equipping participants with the skills to
draft effective professional emails.

Approximately 45 participants from various schools and departments of the university
attended the workshop. The participants were highly interactive throughout the programme
and expressed their satisfaction and happiness with the relevance, clarity, and practical
usefulness of the sessions.

The workshop concluded with a valedictory function, during which certificates were
distributed to all participants. Conveners Dr. D. Sridevi & Dr. M. Jayaranjan thanked all the
participants for their active involvement in the workshop. Overall, the programme was
successful in achieving its objectives and received positive feedback from the attendees.
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Dt. 01-01-2026
Circular

All the Heads of the Departments are hereby informed that & One-Day Warkshop on
“Effective Communication Skills for Professional Success™ is being organized for the
faculty members who have newly joined the college.

The worksbep aims to enhance professional communication competencies sssential for
effective teaching, academic interaction, and career advancement. The cooperation of all
Hesds of the Deparlments in ensuring maximum participation is highly solicited.

In this regard. the Heads of the Departments are reguested to depute the newly appointed

faculty members und luculty whe would Like o participete from their respective departments
(o altend the vorkshop as per the details given below:

Event Details:

« Date: 03-01-2026

¢ Time: 9.30AM-4,30 PM

s  Venue: Advanced Communication Skills Lab

Adjacent to Central Library

Nate: Parlicipants will have to make their own arrangements lor Lunch.
For Registrations please contact:
Dr, D. Sridevi — 9492713672

Dr. M. Jayaranjan — 9550842189

P // L,(
Registrar

Registfal ¢ ducation
Wmmﬂ%ﬂs
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INVITATION

DEPARTMENT OF ENGLISH

Cordially invites you to the
One-Day Workshop
on

Effective Communication Skills for
Professional Success

Date: O3 January 2026
Venue: Advanced Communication Skills Lab

Resource Persons:

Dr. M. Ravichand, Head, Department of English
Dr. D. Sridevi, Assistant Professor, Department of English
Dr. K. Samuel Babu, Assistant Professor, Department of English
Dr. J. Naga Madhuri, Assistant Professor, Department of English

Dr. H. Narendra Kumar, Assistant Professor, Department of English

Conveners: Registrar & HoD
Dr. D. Sridevi & Dr. M. Jayaranjan Dr. M. Ravichand
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