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Course Aim/Intended Learning Outcomes: 
At the completion of this course student will be able to  

 

• Write Clearly with Correct Formation of Letters 

• Type Accurately with Moderate Speed 

• Use Mechanics of Writing Effectively 

• Write Essays Reports, CVs, Cover Letters and Questionnaires Accurately 

• Exchange Information and Talk Confidently with Others 

• Make Effective Business calls via the Phone 

• Face Interviews Confidently 

• Conduct Interviews Effectively 

• Make Attractive Presentations 

• Communicate Effectively with the Public 

• Listen and Retrieve Information using Listening Techniques 

• Retrieve Necessary Information from Fiction and Non-Fiction Texts 

• Summarize a Given Text 

• Paraphrase a Given Text 

 

Course Content: (Main Topics, Sub topics) 
 

Topic  Theory 
(Hrs) 

Practical 
(Hrs.) 

1. Writing and Typing 1 1 

2. Mechanics of Writing 2 4 

3. Writing for a Purpose 3 6 

4. Listening for a Purpose 1 2 

5. Small Talk and General Communication Skills 2 4 

6. Presentations and Public Speaking 2 5 

7. Reading for a Purpose 2 3 

8. Summarizing and Paraphrasing 2 5 

Total 15 30 

 



1. Writing and Typing (1 hrs) 
1.1 Improving Hand Writing 

1.1.1  Importance of Handwriting 

1.1.2  Formation of English Letters 

 

1.2  Introduction to English Keyboard 

1.2.1  Importance of TouchTyping 

1.2.2   How to Practice Touch Typing 

1.2.3  Typing Words and Paragraphs 

 

2. Mechanics of Writing (2 hrs)  

2.1 Capitalization (Ref 2) 
 

2.1.1   Introduction to Capitalization 

        2.1.2   Further Use of Capitalization 

 

                2.2 Punctuating Texts (Ref1: pg. 212 – 215) 

                          2.2.1 Introduction to Punctuation 

                          2.2.2 Using Punctuation in Expressions 

                          2.2.3 Punctuating numbers and Numerals ( Ref 1: pg. 139 -144) 

 

              2.3 Cohesive Devices (Ref 3) 

                         2.3.1 Introduction to Cohesive Devices 

                         2.3.2 Type of Cohesive Devices 

                         2.3.3 Use of Cohesive Devices 
 

3. Writing for a Purpose (3hrs) (Ref 1: pg. 1-166, pg. 273-275) 

  
              3.1 Purpose of Writing and the Audience              
 
                           3.1.1  Introduction to Purpose of Writing 

                           3.1.2  Identify the Audience  

 

 3.2 Writing an Essay (Ref 5) 

3.2.1 Introduction to Essay Writing 

3.2.2  Organizing an Effective Essay 

 
   3.3  G r a m m a r  F o c u s (Ref 4) 

3.3.1 Using Active Voice 

3.3.2 Using Passive Voice 



 

3.4 Writing a Report (Ref 1: pg 257 -258), (Ref 6) 

3.4.1 Introduction to Report Writing 

3.4.2 Preparing an Effective Report 

 

3.5 Applying for a Job  

3.4.1Writing a Cover Letter 

3.4.1Preparing a CV (Ref 1: pg 254-256) 

 
3.6 Making a Questionnaire (Ref 1: pg 267-268 ) (Ref 7) 

3.6.1 Introduction to Questionnaires 

3.6.2 Preparing an Effective Questionnaire 

 
4. Listening for a Purpose (1hrs)  (Ref 11) 

4.1 Importance of listening 

4.2 Introduction to listening techniques 

4.3 Retrieving and responding to information 

 

5. Small Talk and General Communication Skills (2hrs) (Ref 12) 

           5.1  Small Talk (Ref 12) 

                          5.1.1 Starting Up a Conversation 

5.1.2 Useful Phrases in Conversation 

5.1.3 Acceptable and Unacceptable Topics in Small Talk 
 
 
 

5.2 Talking through the Phone (Ref 13) 
 

5.2.1 Making a Polite Business Call 
 

5.2.2 Answering Business Calls Politely 
 

5.3  Interviews  
 

5.3.1 Facing an Interview (Ref 14) 
 

5.3.2 Conducting an Interview (Ref 15) 
 
 
 
 
 

 



6.  Presentations and Public Speaking (2hrs) (Ref 16) 

6.1  Making Effective Presentations 

 6.1.1 Introduction to Presentations 

6.1.2 Making Effective Slides  

6.1.3 Useful Phrases in Describing Charts and Graphs 

6.1.4 Presenting Effectively 
 
 

6.2 Making Effective Public Speeches (Ref 17) 

6.2.1 Introduction to Public Speaking 

6.2.2 Making Effective Public Speeches 

 

7. Reading for a Purpose (2hrs) (R1: pg 11 -29) 

7.1 Reading and Understanding Text 
 

7.1.1 Reading Comprehension 
 

7.1.2 Reading Fiction 
 

 
7.2 Reading for Specific Information 
 

7.2.1 Scanning and Skimming  (Ref 10) 

7.2.2 Reading Non Fiction 

 

8. Summarizing and Paraphrasing (2 hrs)  (Ref 9) (Ref 1: pg 33-34) 

8.1 Summarizing Text (Ref 8) 

8.1.1 Why Summarize 

8.1.2 How to Summarize a Given Text 

8.2 Paraphrasing Text (Ref 9) 

8.2.1 Why Paraphrase 

8.2.2 How to Paraphrase a Given Text 
 

 
 

Teaching /Learning Methods: 
 
You can access all learning materials and this syllabus in the VLE: http://vle.bit.lk, if you are a registered 
student of BIT degree program. It is very important to participate in learning activities given in the VLE to learn 
this subject. 
 
 



Assessment Strategy: 
 
Continuous Assessments/Assignments: 
The assignments consist of two quizzes, assignment quiz 1 (it covers the first half of the syllabus) and 
assignment quiz 2 (it covers the second half of the syllabus). The maximum mark for a question is 10 and the 
minimum mark for a question is 0 (irrespective of negative scores). Final assignment mark is calculated 
considering both assignments, and students will have to obtain at least 50% for each assignment. Students are 
advised to complete online assignments before the given deadline. It is compulsory to pass all online 
assignments to qualify to obtain the Level I, Diploma in IT (DIT), certificate. 
 
In the course, case studies/Lab sheets will be introduced, and students have to participate in the learning 
activities. 
 
Final Exam: 
Final exam of the course will be held at the end of the semester. This course is evaluated using a one-hour 
question paper which consists of 25 MCQs and an online assessment given in the VLE for two weeks soon 
after the written exam. In order to pass this enhancement course (a compulsory requirement to obtain the 
BIT degree), you will need to pass the online assessment AND the written exam paper in one sitting.  
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