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A) Fundamentals of Creative Writing 

1. Meaning and Significance of Creative Writing: 

 Definition: Creative writing is a form of writing that expresses thoughts, feelings, and 

emotions in an imaginative and artistic way. 

 Significance: Allows individuals to explore their creativity, convey unique perspectives, 

and communicate effectively through storytelling, poetry, and other forms. 

2. Verse as a Creative Form: 

 Definition: Verse refers to writing arranged with a metrical rhythm, often using rhyme 

and other poetic devices. 

 Characteristics: Structured, rhythmic patterns; often conveys emotions, ideas, or stories 

in a condensed and impactful manner. 

 Types: Includes various forms such as sonnets, haikus, ballads, etc. 

3. Research for Creative Writing: 

 Importance: Provides authenticity and depth to writing. 

 Types of Research: Historical, cultural, scientific, personal experiences, interviews, etc. 

 Process: Gathering information, understanding contexts, and integrating researched 

material seamlessly into creative work. 

B) Elements of Verse 

1. Poetic Devices: 

 Definition: Techniques used in poetry to enhance meaning, sound, and imagery. 

 Examples: Alliteration, metaphor, simile, personification, onomatopoeia, etc. 

 Purpose: Adds layers of meaning, creates vivid imagery, and contributes to the rhythmic 

flow of poetry. 

2. Elements of Style: 

 Language: Choice of words, figurative language, tone, and diction. 

 Structure: Verse forms, stanzas, line breaks, rhythm, and meter. 

 Imagery: Use of sensory details to evoke emotions and create vivid mental pictures. 

 Voice: Unique style and perspective of the writer. 

3. Grammar and Non-grammar: 

 Grammar: Conventional rules of syntax, punctuation, and sentence structure. 

 Non-grammar: Creative liberties such as sentence fragments, unconventional 

punctuation, and stylistic choices that deviate from standard grammar rules. 
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 Effect: Balancing clarity with artistic expression, understanding when and how to break 

grammatical rules for poetic effect. 

Teaching Strategies: 

 Interactive Workshops: Engage students in writing exercises, peer critiques, and 

discussions on techniques. 

 Reading Assignments: Analyze exemplary works to understand different styles and 

approaches. 

 Feedback and Revision: Emphasize the importance of revising and refining creative 

work based on constructive feedback. 

 Integration of Research: Guide students in incorporating researched material 

authentically into their creative writing. 

 Creative Challenges: Encourage experimentation with different poetic forms, styles, and 

themes to broaden creativity. 

A) Composing Traditional Forms of Verse: 
1. Lyric: 

 Definition: A short poem expressing personal emotions or feelings, often musical in 

nature. 

 Teaching Points: 
o Emphasize the expression of personal emotions. 

o Focus on imagery and sensory details. 

o Discuss the musicality of language and rhythm. 

o Explore various rhyme schemes (e.g., AABB, ABAB) if applicable. 

2. Limerick: 
 Definition: A humorous and often whimsical verse of five lines, with a distinctive meter 

and rhyme scheme (AABBA). 

 Teaching Points: 
o Teach the structure (lines 1, 2, and 5 are longer and rhyme; lines 3 and 4 are 

shorter and rhyme). 

o Encourage creativity in choosing subjects and creating humor through unexpected 

endings. 

o Discuss rhythm and meter in limericks. 

3. Ode: 
 Definition: A lyrical poem usually addressing a particular person or thing, often elevated 

in style and tone. 

 Teaching Points: 
o Discuss the ode's structure (stanzas, often with a recurring refrain). 

o Analyze examples of classical odes (e.g., by Keats, Shelley) for inspiration. 

o Encourage students to choose subjects of personal significance or universal 

themes. 

4. Sonnet: 
 Definition: A 14-line poem usually in iambic pentameter with a specific rhyme scheme. 

 Teaching Points: 
o Teach the structure (typically three quatrains and a concluding couplet). 
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o Introduce the two main types: Petrarchan (Italian) and Shakespearean (English). 

o Explore the themes commonly addressed in sonnets (love, mortality, beauty). 

o Discuss the use of Volta (turn) in the sonnet form. 

5. Narrative Poem: 
 Definition: A poem that tells a story, often with elements of plot, character, and setting. 

 Teaching Points: 
o Emphasize narrative structure (beginning, middle, end). 

o Discuss techniques for creating vivid scenes and characters. 

o Explore different forms of narrative poetry (epic, ballad, etc.). 

o Encourage students to experiment with voice and perspective. 

B) Composing New Forms of Verse: 
1. Free Verse: 

 Definition: Poetry that does not rhyme or have a regular meter. 

 Teaching Points: 
o Discuss the freedom and flexibility of free verse. 

o Emphasize the importance of imagery, rhythm, and line breaks. 

o Explore how free verse can convey emotion and meaning through unconventional 

structure. 

2. Haiku: 
 Definition: A traditional Japanese form consisting of three lines with a syllable pattern of 

5-7-5. 

 Teaching Points: 
o Teach the syllable pattern and brevity. 

o Discuss the use of seasonal and nature imagery. 

o Explore the concept of "cutting" (kireji) and its impact on the poem's meaning. 

3. Acrostics: 
 Definition: A poem where the first letter of each line spells out a word or message 

vertically. 

 Teaching Points: 
o Teach the structure and constraint of acrostic poetry. 

o Discuss how acrostics can be playful or serious. 

o Encourage creativity in choosing the word or message to spell out. 

4. Graphic Poem: 
 Definition: A poem where the arrangement of text on the page contributes to its 

meaning. 

 Teaching Points: 
o Discuss visual poetry and its intersection with artistic expression. 

o Explore how spacing, typography, and layout affect interpretation. 

o Encourage experimentation with shape poems and concrete poetry. 

5. Digital Poetry: 
 Definition: Poetry created or displayed using digital media and technology. 

 Teaching Points: 
o Explore the intersection of poetry with digital tools (e.g., hypertext, multimedia). 

o Discuss how digital poetry can incorporate sound, animation, and interactivity. 

o Encourage students to consider how digital formats can enhance or change poetic 

expression. 
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Teaching Strategies: 
 Comparative Analysis: Compare and contrast different forms within each category (e.g., 

different types of sonnets, different styles of haiku). 

 Work shopping: Provide opportunities for peer feedback and revision. 

 Exploration: Encourage students to explore historical and contemporary examples of 

each form. 

 Creativity: Emphasize creativity and personal expression while also teaching the 

conventions and structures of each form. 

By incorporating these teaching notes, students can gain a deeper understanding and appreciation 

of both traditional and new forms of verse, while also developing their own poetic voice and 

style. 
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Module 1: Knowing Social Media and Blogs 

i. Introduction: What is Social Media? What is Blogging? 

 Social Media: 
o Definition: Platforms that allow users to create, share, and interact with content 

online. 

o Examples: Facebook, Instagram, Twitter, LinkedIn, etc. 

o Discuss the concept of user-generated content and social networking. 

 Blogging: 
o Definition: A personal or professional website where individuals or groups 

regularly post content (articles, photos, videos, etc.). 

o Emphasize the role of blogs in sharing information, opinions, and fostering 

community. 

o Explain the evolution of blogging from personal diaries to professional platforms. 

ii. Types of Blogs 

 Personal Blogs: Focus on individual experiences, thoughts, and interests. 

 Corporate Blogs: Used by businesses to communicate with customers, promote 

products/services, and build brand identity. 

 Professional Blogs: Created by individuals in specific fields (e.g., tech, fashion, travel) 

to share expertise and insights. 

 Media Blogs: Focus on news, entertainment, or specific niche topics. 

iii. Major Social Media Platforms: 

 Facebook: Largest social network for connecting with friends, family, and businesses. 

 Instagram: Visual platform for sharing photos and videos. 

 Twitter: Microblogging platform for sharing short updates (tweets) and links. 

 X (Could be any other major platform like LinkedIn, TikTok, Snapchat, etc.): 
o Describe its purpose, audience, and unique features. 

iv. Major Blogging Platforms: 

 WordPress: Versatile platform for both beginner and advanced bloggers, with 

customizable themes and plugins. 

 Blogger: Google's free blogging platform known for its simplicity and integration with 

Google services. 

 Tumblr: Microblogging platform emphasizing multimedia posts (text, photos, GIFs, 

videos). 

 Discuss each platform's strengths, ease of use, and target audience. 

v. Search Engine Optimization (SEO): 
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 Definition: Strategies and techniques to improve a website or blog's visibility in search 

engine results. 

 Teaching Points: 
o Importance of keywords, Meta tags, and quality content. 

o Techniques for optimizing blog posts for search engines. 

o Introduction to tools like Google Analytics for tracking SEO performance. 

vi. Social Media Influencers: 

 Definition: Individuals who have built a large following on social media and have 

influence over their audience's purchasing decisions or opinions. 

 Teaching Points: 
o Discuss how influencers collaborate with brands for sponsored content. 

o Analyze the impact of influencer marketing on consumer behavior. 

o Explore ethical considerations and transparency in influencer partnerships. 

vii. Benefits, Risks, and Safety Measures in Social Media and Blogs: 

 Benefits: 
o Connectivity and networking opportunities. 

o Platform for self-expression, creativity, and collaboration. 

o Marketing and business growth opportunities. 

 Risks: 
o Privacy concerns and data security. 

o Cyberbullying and harassment. 

o Spread of misinformation and fake news. 

 Safety Measures: 
o Privacy settings and account management. 

o Guidelines for responsible sharing and interacting online. 

o Educating students on digital citizenship and online etiquette. 

Teaching Strategies: 

 Interactive Discussions: Encourage students to share their experiences with social media 

and blogging. 

 Case Studies: Analyze real-life examples of successful blogs or social media campaigns. 

 Hands-on Activities: Create mock blog posts or social media profiles to practice content 

creation and optimization. 

 Guest Speakers: Invite bloggers or social media managers to share insights and career 

experiences. 

Teaching Notes for Module 2: Communicating via Social Media and Blogging 

i. How to Start a Blog 
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 Discuss the basics of setting up a blog: choosing a platform (e.g., WordPress, Blogger), 

domain names, and hosting options. 

 Outline the essential elements of a blog: layout, categories, navigation, and initial content 

planning. 

 Explain the importance of defining a niche and target audience. 

ii. Optimizing Social Media Profiles 

 Explain the significance of consistent branding across social media platforms. 

 Teach students how to optimize profiles: profile pictures, bios, and linking to their blog. 

 Discuss strategies for using keywords effectively in social media profiles. 

iii. Creating Compelling Content: Written and Audio-visual 

 Emphasize the importance of high-quality content that resonates with the target audience. 

 Discuss different types of content: articles, videos, podcasts, info graphics, etc. 

 Provide tips on storytelling, headline writing, and structuring blog posts or videos. 

iv. Effective SEO Strategies 

 Introduce basic SEO principles: keyword research, on-page optimization, and backlink 

building. 

 Teach students how to optimize blog posts for search engines without keyword stuffing. 

 Discuss the role of Meta descriptions, alt texts for images, and internal linking. 

v. Audience Building Strategies 

 Discuss organic and paid methods for growing an audience: social media promotion, 

guest posting, collaborations. 

 Teach techniques for engaging with the audience: responding to comments, conducting 

polls/surveys, etc. 

 Emphasize the importance of consistency in posting schedules and content quality. 

vi. Methods for Monetizing Blogs 

 Introduce various monetization methods: affiliate marketing, sponsored posts, selling 

products/services. 

 Discuss the importance of having a significant and engaged audience for monetization. 

 Provide examples of successful monetization strategies used by popular bloggers. 

 

vii. Responding to Audience Feedback 

 Teach effective strategies for handling both positive and negative feedback. 

 Discuss the importance of constructive criticism in improving content and engagement. 
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 Encourage students to engage with their audience through replies, follow-ups, and 

acknowledgment. 

viii. Developing a Comprehensive Social Media Strategy 

 Outline steps for creating a social media strategy: goal setting, target audience analysis, 

platform selection. 

 Discuss content planning and scheduling tools. 

 Emphasize the importance of analytics and adapting strategies based on performance 

metrics. 

Additional Tips: 

 Encourage students to explore emerging trends and platforms in social media and 

blogging. 

 Provide real-world examples and case studies of successful bloggers and influencers. 

 Assign practical exercises such as creating a blog post, optimizing a social media profile, 

or drafting a content calendar. 

By covering these topics comprehensively, students will gain a solid foundation in 

communicating effectively via social media and blogging, equipping them with practical skills 

for success in the digital landscape. 

 

 



Module 1 

A) Introduction to Communication Skills: 

1. The Seven Cs of Effective Communication: 
o Clear: Be clear and concise in your message. 

o Concise: Express your message without unnecessary details. 

o Concrete: Use specific facts and figures. 

o Correct: Ensure accuracy in your message. 

o Coherent: Ensure your message is logical and easy to follow. 

o Complete: Provide all necessary information. 

o Courteous: Be respectful and considerate in your communication. 

2. Verbal and Non-Verbal Communication: 
o Verbal: Words, spoken language. 

o Non-verbal: Body language, gestures, facial expressions, etc. 

3. Cross-cultural Communication: 

o Understanding and communicating effectively across different cultures. 

4. Technology-enabled Business Communication: 

o Use of technology (emails, video calls, etc.) in business contexts. 

5. Features of Effective Written Communication: 

o Clarity, conciseness, correctness, coherence, completeness, courtesy. 

6. Characteristics of an Effective Speech: 

o Clear purpose, organized structure, engaging delivery, appropriate tone. 

7. Effective Listening Skills: 

o Active listening, empathy, non-verbal cues, summarizing, asking questions. 

B) Reading Skills: 

1. Scanning a text for information: 

o Quickly finding specific details in a text. 

2. Skimming a passage to look for main ideas, understanding text type: 

o Rapid reading to grasp the central concepts or themes. 

3. Guessing meaning of an expression (word/phrase/clause): 

o Using context clues to understand unfamiliar words or phrases. 

4. Building inference skills: 

o Drawing conclusions based on evidence from the text. 

C) Grammar: 

1. Subject Verb Agreement: 

o Ensuring the subject and verb in a sentence agree in number and person. 

2. Tenses: 

o Present, past, future tenses and their variations. 

3. Question Tag: 

o Short questions added to the end of a statement. 

4. Change the Voice: 



o Transforming active sentences to passive and vice versa. 

5. Framing Interrogative sentence: 

o Structuring sentences to ask questions. 

6. Synonyms and Antonyms: 

o Words with similar and opposite meanings. 

7. Misplaced modifiers: 

o Correcting modifiers that are not placed close enough to the word they modify. 

Module 2 

A) Speaking Skills in English 

Conversation Skills 

 Opening a conversation 

o Tips for starting conversations: ask open-ended questions, comment on 

surroundings or current events, etc. 

 Introducing oneself in various contexts 
o Practice introducing yourself professionally (in a job interview) and casually (at a 

social gathering). 

 Introducing others formally and informally 

o Learn phrases for formal introductions ("May I introduce...") and informal 

introductions ("Hey, this is..."). 

Presentation Skills 

 Introduction: Essentials of Presentation skills 

o Understand the purpose of presentations, importance of audience engagement, 

and structuring content. 

 Analysis of model Presentations 
o Study effective presentations: observe delivery style, use of visuals, and audience 

interaction. 

 Planning and Delivering the Presentation 

o Steps: define objectives, structure content (introduction, main points, conclusion), 

rehearse delivery. 

 Developing & Displaying Visual Aids 
o Types of visuals (slides, charts, graphs), principles of design (clarity, simplicity), 

and their integration with spoken content. 

 Handling Questions from the Audience 

o Strategies for addressing questions: listen actively, paraphrase questions, respond 

clearly and confidently. 

B) Formal Writing Skills 

Interpreting and Describing Different Types of Visual Information 



 Types of visual information 
o Practice interpreting data from charts, graphs, and tables; describe trends, 

comparisons, and conclusions. 

Job Applications with Bio data (Solicited and Unsolicited) 

 Components of a job application 
o Learn how to write a cover letter and a resume (CV), highlighting skills, 

experience, and suitability for the position. 

 Structure of bio data 

o Include personal information, educational background, work experience, skills, 

and references. 

Statement of Purpose 

 Purpose and structure 
o Understand the purpose of a statement of purpose (SOP) for academic or job 

applications. 

 Writing tips 

o How to craft a compelling narrative: articulate career goals, relevant experience, 

and motivation. 

 Personalization 
o Tailor each SOP to the specific institution or job application, showing alignment 

with their values and goals. 

Additional Resources 

For further practice and study, you can use the following resources: 

 Books: Look for books on public speaking, presentation skills, and business writing. 

 Online Courses: Platforms like Coursera, edX, or LinkedIn Learning offer courses on 

these topics. 

 Practice Sessions: Practice with peers or mentors to receive feedback on your speaking 

and writing skills. 

 Language Exchange: Engage in language exchange programs to improve conversational 

skills. 

 

 

 



Module 1 

1. Concept of Communication 

Definition and meaning of communication: 

 Communication is the process of exchanging information, ideas, thoughts, or feelings 

between two or more people through speech, writing, gestures, symbols, or other means. 

Process of communication: 

 Sender: Initiates the communication by encoding a message. 

 Message: The information, idea, or emotion being communicated. 

 Channel: The medium through which the message is sent (e.g., face-to-face, phone, 

email). 

 Receiver: Interprets and decodes the message. 

 Feedback: The response or reaction to the message by the receiver, completing the 

communication loop. 

Need of communication: 

 Essential for exchanging information, coordinating activities, making decisions, building 

relationships, and expressing emotions. 

Feedback: 

 Crucial in communication as it provides confirmation, clarification, or correction to the 

sender. 

2. Communication at the Workplace 

Channels of communication: 

 Downward: Flow of communication from higher levels of management to lower levels 

(e.g., directives, instructions). 

 Upward: Flow of communication from lower levels to higher levels (e.g., feedback, 

suggestions). 

 Horizontal: Communication between individuals or units at the same hierarchical level. 

 Grapevine: Informal communication network that spreads rumors, gossip, or unofficial 

information. 

Methods of communication: 

 Verbal: Includes spoken words either face-to-face or over the phone. 

 Non-verbal: Communication through gestures, body language, facial expressions, and 

other visual cues. 



 

3. Impact of Digital Technology on Communication 

Internet-enabled communication; Email: 

 Email: Fast, efficient, and widely used for formal communication within and outside 

organizations. 

Social media: 

 Facebook, Twitter, Instagram, WhatsApp: Platforms for informal communication, 

networking, marketing, and customer interaction. 

 Facilitate rapid information sharing, broader reach, and engagement but require careful 

management to avoid miscommunication or misuse. 

 

Module 2 

1. Business Letter Essentials 

Parts of a Business Letter: 

 Sender's Address: Your address or the company's address. 

 Date: Date of writing the letter. 

 Inside Address: Recipient's address. 

 Salutation: Greeting at the beginning of the letter. 

 Subject Line: Optional; briefly states the purpose of the letter. 

 Body: Main content of the letter. 

 Complimentary Close: Polite ending phrase (e.g., "Sincerely"). 

 Signature: Your name and title. 

Layouts of a Business Letter: 

 Block Format: All elements aligned left, single-spaced, with double spaces between 

paragraphs. 

 Modified Block Format: Similar to block format but with the date and closing aligned 

center. 

 Semi-block Format: Paragraphs are indented, and the date and closing are centered. 

2. Types of Business Letters 

Job Application with Bio-data: 

 Introduction stating the position applied for. 



 Educational qualifications. 

 Work experience. 

 Skills and achievements. 

 Conclusion expressing interest and availability. 

Letter of Appointment: 

 Congratulations on the appointment. 

 Terms and conditions of the appointment (salary, benefits, etc.). 

 Reporting details (date, time, and place). 

 Request for acknowledgment. 

Letter of Appreciation: 

 Specific reason for appreciation. 

 Impact of the recipient's actions or qualities. 

 Express gratitude. 

 Future collaboration or encouragement. 

 

Letter of Resignation: 

 Statement of resignation and effective date. 

 Reason for leaving (optional). 

 Acknowledgment of the employer's support. 

 Offer to assist with the transition. 

3. Emails: Job Application via Email 

Writing an Email for Job Application: 

 Clear subject line (e.g., "Application for [Position]"). 

 Proper salutation (e.g., "Dear Hiring Manager"). 

 Introduction stating the position applied for and where you found the job listing. 

 Briefly summarize relevant qualifications and experience. 

 Express enthusiasm and provide contact information. 

Responding to Official Emails: 

 Acknowledge receipt. 

 Address any questions or requests. 

 Provide necessary information or take necessary action. 

 Maintain professional tone and clarity. 
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