
 

 All the students are hereby informed that a one-day career guidance program on 

“written communication” in association with Telangana Academy for Skill and Knowledge 

(TASK) Telangana, will be held on May 5, 2023. Interested students can enroll their names 

with the coordinator, Ms. V. Sushma Latha, Assistant Professor, Department of CSE.  

For detailed information, refer to the brochure and program schedule displayed on the notice 

board. 

 

Venue: Seminar Hall. 

  

            

            Training and Placement Officer 

 

To be read in all classrooms 

Copy to: 

 

 

 

 

 

 

Ananthasagar, Hasanparthy, Warangal -506371, Telangana. Website: www.sritw.org 
Phone no: 0870-2818302. Email: principal@sritw.org. 

 

CIRCULAR 

 

 

 No. SRITW/CSSP/2023                                                                                 Date: 02.05.2023 

1. Principal 

2. All HODs (CSE, ECE and H&Sc) 

3. Administrative Officer 

4. Exam Branch. 

5. All notice boards 



 

 

 

 

 

 

 

 

 

 

 

A One-day Career Guidance Program 
on 

Written Communication  

 
 

ORGANIZED BY  

TRAINING  & PLACEMENT CELL 

Venue: 

  Seminar Hall 

Time:  

9:30am - 4:00pm 

Key Points: 

-The Role of Written 

Communication in 

the Workplace. 

-Permanent Record 

Clarity and Precision. 

 -Thoughtful 

Expression. 

 -Formal and Informal 

Contexts. 

Coordinator 

Ms. V. Sushmalatha 

Assistant Professor, 

Dept. of CSE 

 

-No Registration Fee 

 

 

(05.05.2023) Resource Person: 

Mr. T. 
Kumaraswamy 



 

 

 

Program Schedule: 

Date/Day Session Time Topic for Discussion 
Speaker 

Name 

10:00 am - 10:50 am 

The Role of Written 

Communication in the 

Workplace. 

10:50 am – 11:30 am 
Key Elements of Written 

Communication. 

11:30 am – 11:45 am Break 

11:45 am – 12:50 pm 

The Writing Process 

Common Written Communication 

Challenges. 

12:50 pm to 1:30 pm Lunch Break 

1:30 pm to 2:20 pm 
Email Etiquette and Professional 

Correspondence. 

2:20 pm – 3:00 pm 
Business Reports and 

Documentation. 

3:00 pm – 3:40 pm 
Effective Documentation and 

Proposals. 

3:40 pm – 4:00 pm Practical Writing Exercises. 

 

 

 

 

 

 

 

 

 

 
 

05.05.2023 

Mr. T. 

Kumaraswamy 

Telangana 

Academy for 

Skill and 

Knowledge 

(TASK) 

Telangana 

Admin
Typewritten text
Resource Person Details:

Admin
Typewritten text
Mr. T. Kumaraswamy, TASK, Telangana.

Admin
Typewritten text
swamyk.kumar2002@gmail.com



 

 

 

REPORT OF THE WORKSHOP 

 

A one-day career guidance program has been conducted at SRITW Warangal, in association 

with Telangana Academy for Skill and Knowledge (TASK) by Mr. Kumaraswamy on 

“Written Communication”. 

 Written communication is the process of conveying information, ideas, thoughts, or 

messages through written symbols, such as words, sentences, and paragraphs. It is a 

fundamental and essential form of communication that plays a crucial role in various aspects 

of personal, academic, and professional life. Here are some key aspects and characteristics of 

written communication 

Overall, written communication is a versatile and indispensable tool in modern society. It plays 

a pivotal role in education, business, literature, journalism, science, diplomacy, and countless 

other domains, enabling the exchange of ideas and information in a structured and lasting 

manner. 

 

 

 
 

 A one  day  career  guidance  program  has  been  taken  by  Mr.T.Kumaraswamy
 Personality development Trainer Task,Hyderabad on  05.05.2023



 

 

 

 

Objective of the Program: The main objective of this program is 

To guide and assist the students in achieving their career goals. 

• To create awareness among students regarding available career options and help them 

identify their career objectives. 

• To help students share knowledge about themselves by identifying skills and interests. 

• To provide students with career guidance and impart training in communication skills, 

improve their employment opportunities, and arrange on-campus and off-campus placement 

drives. 

• To provide a platform to assist the college in enhancing the potential of the courses and 

improving job opportunities, and also to create awareness of the jobs for which the students 

are eligible. 

 

Outcome: After completing this training course, students will be able to 

 1. Ability to develop and express ideas, opinions, and information in an appropriate form   

 2. Develop critical thinking. 

3.  Develop team-building. 

4. Resolve conflicts. 
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