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§ÊÐÃ»Ø¶μÑÇ

ÁÃºÍ¡ÃÒ¡Í¢ÇÑË
1. Presentation kills 
  •  Making a good introduction
  • ructuring a presentation
  •  Recognizing ways of improving body language
  •  Using your voice effectively
  •  Closing your presentation with impact
  •  Handling di ult questions
2. Mee kills   
  •  Chairing and leading discussions
  •  Planning a meeting
  •  Conducting a meeting
  •  Creating an agenda
  •  Ending a meeting

ÁÃºÍ¡ÃÒ¡ºÑÃÒ¢àÙ¼§Í¢ÔμÑºÁÊ³Ø 
 

ªÑèÇâÁ§ 021  ÁÇÃ  ËÒ´»ÑÊ  4
.¹ 03.51  .¹ 03.0 Ã¡ØÈ  Ã·¹Ñ¨

ÁÃºÍ¡ÃÒ¡ººá»ÙÃ 

»˜¨¨ØºÑ¹ºØ ÅÒ¡Ã¢Í§ÃÑ°ÁÕÀÒÃ¡Ô¨ã¹¡ÒÃ¹ÓàÊ¹Í¼Å§Ò¹ÍÀÔ»ÃÒÂ
áÅÐ¹ÓàÊ¹Í á¹Ç ÇÒ ´ã¹·Õ è»ÃÐªØÁÃÐËÇ‹Ò§»ÃÐà·Èà¾Ô èÁÁÒ ¹ 
Ê¶ÒºÑ¹¡ÒÃμ ‹Ò§»ÃÐà·Èà·ÇÐÇ§ÈÇâÃ»¡ÒÃ ä´ Åç§ ÇÒÁÊ  
¢Í§¡ÒÃ¾Ñ²¹Ò ÇÒÁÃ ÉÒÍÑ§¡ÄÉ·Õèà¹¹·Ñ¡ÉÐà©¾ÒÐ·Ò§ ¨§ä´
¾Ñ²¹ÒËÅÑ¡ÊÙμÃ¡ÒÃàÊ¹Í¼Å§Ò¹áÅÐ¡ÒÃ¾Ù´à¾×èÍ¡ÒÃ»ÃÐªØÁ (Oral 
Communication Course : OCC) à¾×èÍãËºØ ÅÒ¡Ã¢Í§ÃÑ°ÊÒÁÒÃ¶ 

ÇÒÁÃ·Õèä ÃÑºä»»ÃÑºãªã¹¡ÒÃ» ºÑμ Ô§Ò¹à¾×èÍà¾ÔèÁ»ÃÐÊÔ ÔÀÒ¾áÅÐ
¶Ù¡μÍ§μÒÁËÅÑ¡ÊÒ¡Å

à¾× èÍà»š¹¡ÒÃ¾Ñ²¹Ò¢Õ´ ÇÒÁÊÒÁÒÃ¶¢Í§ºØ ÅÒ¡Ã·Õ èÁÕ¡ÒÃμ Ô´μ ‹Í
»ÃÐÊÒ¹§Ò¹¡ÑºË¹‹ÇÂ§Ò¹μ ‹Ò§»ÃÐà·Èã¹¡ÒÃàÊ¹Í¼Å§Ò¹¡ÒÃÍÀÔ»ÃÒÂ
áÅÐ¡ÒÃ¹ÓàÊ¹Íá¹Ç ÇÒ ´ã¹·Õè»ÃÐªØÁ¢Ñ é¹¾× é¹°Ò¹

 

ÁÃºÍ¡ÃÒ¡¹ãªã‹Õ·ÒÅÇàÐÂÐÃ

1. ¡ÒÃ ¡ÍºÃÁã¹ªÑé¹àÃÕÂ¹â´ÂÍÒ¨ÒÃÂªÒÇä·Â áÅÐªÒÇμ ‹Ò§ªÒμ Ô
2. ¡ÒÃ ÔºÑμ Ô¡ÒÃ¹ÓàÊ¹Í¼Å§Ò¹ ã¹ÃÙ»¡Ô¨¡ÃÃÁà´ÕèÂÇ

¹ÔÁàÐÃ»ÃÒ¡ºÑÃ´äÐÅá ¹ÈÑ·Õ´ÔÇ¡·¹ÑºÃÒ¡ÕÁÂ´â Á‹ØÅ¡ÁÃÃ¡¨Ô¡ÐÅá
ÅØºÂÒÃ

3. ¡ÒÃ ¡» ºÑμ Ô¡ÒÃà¢ Ã‹ÇÁ¡ÒÃ»ÃÐªØÁã¹Ê¶Ò¹¡ÒÃ³¨ÓÅÍ§
4. ¡ÒÃ ¡Í  ³ egional Language Centre 

(RELC) ÊÔ§ â»Ã

1. Ò‹·àºÂÕ·àÍ×ÃË»ä¹¢ÃÒ¡Ò¹ÓªºÑ́ÐÃ Ô̈¡ËÒÊÔÇ°ÑÃ¹Ò§¡Ñ¹¾ /ÃÒ¡ªÒÃÒ¢
2. ÁÕâÍ¡ÒÊ¹ÓàÊ¹Í¼Å§Ò¹ã¹·Õè»ÃÐªØÁ §ãª ÉÒÍÑ§¡ÄÉËÃ×Íà¢ Ã‹ÇÁ 

¡ÒÃ»ÃÐªØÁã¹ÃÐ´Ñº¹Ò¹ÒªÒμ Ô
3. ÊÒÁÒ ÒÃÑº¡ÒÃ ÍºÃÁä´ §·Õ èÊ¶ÒºÑ¹¡ÒÃμ ‹Ò§»ÃÐà·È

áÅÐã¹μ ‹Ò§»ÃÐà·È

·ÕèÁÕàÇÅÒà¢ ÃÑº¡ÒÃÍºÃÁäÁ‹μ èÓ¡ ¢Í§ªÑèÇâÁ§¡ÒÃÍºÃÁ
áÅÐä áÊ´§ ÇÒÁÊÒÁÒÃ¶ã¹¡ÒÃãª ÉÒÍÑ§¡ÄÉμÒÁÁÒÃ°Ò¹·Õè·Ò§

ÁÃºÍÃÒ¡¹ÊÔéç̈ÃÊàÍÁ×èàÃμÑºÔ²ØÇºÑÃ´äÐ¨ Çä´¹ËÓ¡ È·àÐÃ»§Ò‹μÃÒ¡¹ÑºÒ¶Ê

4. 

ÃÒ¡»ÃâÇÈ§ÇÐÇ·àÈ·àÐÃ»§Ò‹μÃÒ¡¹
È·àÐÃ»§Ò‹μÃÒ¡§ÇÃ·ÐÃ¡

»»ââÇÇâÈÈ

Å¼¹ÔÁàÐÃ»ÃÒ¡


