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CV and job application

Translation skills

Urdu to English

Study skills

Skimming and scanning, intensive and extersive, and speed reading, sunmary and precis
writing and comprehension

Academic Skills

Letter/memo writing, minutes of meetin€F, use of library and internet

Presentation Skills

Personality development (emphasis on conten! style and pronunciation) Note: documentaries
to be shown for discussion and review

Recommended Books:

Communication SkiIIs

a) Grammar

o Fractical English Grammarby A. J. Thomson and A. V. Martinet. Exercises 2. 3rd Edition.
Oxford Univenity Press I 986. ISBN 0 I 9431 350 6.1 I I

b) Writing

. Writing. Intermediate by Marie-Chrisitine Boutin, Suzanne Brinand and Francoise Grellet.
Oxford Supplementary Skills. Fourth Impression 1993. ISBN 0 l9 435405 7 Pages 45-53
(note taking).

. Writing. Upper-Intermediate by Rob Nolasco. Oxford Supplernentary Skills. Fourth
Impression 1992. ISBN 0 194354065 (particularly god for writing memos, introduction to
presentations, descriptive and.argumentative writing)

c) Reading

. Reading. Advanced. Brian Tomlinson and Rod Ellis. Oxford Supplementary Skills. Third
lnpression l99l. ISBN 0 19 4534030.

o Reading and Study Skills by John Langan
. Study Skills by Riachard Yorky.

Code: ENG.2I f
Title: Basic Writing Skills

Credlt Hours: 03

Objectives:

Enhance language skills and develop critical thinking
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Course Contentq

Presentation skills

Essey writing

Descriptive, oarrative, discwsive, argumentative

Academlc wrltlng

How to write a pmposal for research paper/term paper?

How to write a research paperAerm paper (ernphasis on style, content, laguage, forrn" clarity,
consistency)

Technical Report writing

Progress report writing

Note: Extensive reading is required for vocabulary building

Recomrended Books:

Technical Writing and Presentation Skills

a) Essay Writing and Academic Writing

. Writing. Advanced by Ron White. Oxford Supplerrentary Skills. Third Impression
1992. ISBN 0 19 435407 3 (particularly suitable for discursive, descriptive,
argumentative and report writing).

. College Writing Skills by John Langan. MrGraw-Hill Higher Education. 2004.
o Pattems of College Writing (4th edition) by Laurie G. Kirszner and Stephen R.

Mandell. St. Martin's Press.

b) Presentation Skills

c) Reading

o The Mercury Reader. A Custom Publication. Corrpiled by northa Illinois University.
General Editiors: Janice Neulib; Kathleen Shine Cain; Stephen Rulhrs and Maurice
Scharton. (A reader which will give stud€nts exposure to thi best of twentieth centurj,
literatrue, without taxing the taste of engineering studerts).

Code: ENG.212

Tltle: Advanced Reading and Writing Stdlls

Credit Hours: 03

Objectives:

After studying this course the students are expected to properly write Curriculum Vitae and

covering letter. It will alsb enable them to critically evaluate English prose. They will also be
able to give successful interview.


