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Certificate Course in Soff Skills (30 Hours)

Department of English

()hj(‘(‘ll\'(‘ (o the Programme

effocr: 'he "h-“f“"'“' of the programme i5 10 inculcate skiffs 50 that they can communicate
CClively, (ake Mitiative, solye problems and demonstrate

! a positive personality so that they can
adhere 1o challenging work envi ' ‘
Of the Students, -
employer o industry and (he competency of the studen
Programme:

* To give each student a realjsgic perspective of work and work expectations.

¢ Develop effective comm unication skifls (spoken and written).

*  Develop effective presentation ski|s.

B Conlducl effective business correspondence and Prepare business reports which produce
results,

* Become self-confident individuals by mastering inter-personal skills, team management
skills, and Icadership skills..

*  Develop all-round
circumstances,

Duration of the Programme

Total duration of the course is 30 hours including both theory and practicals.

)% Assessment

The course shall have evaluat.

ed on base of Continuous evaluation of 100 marks based on
student participation and response

during the course. Evaluation criterial include regular
participation of student in the programme, response of student during the Programme gapg

evaluation test conducted during the programme. Final Score for 100 Marks shall be calculated
for the continuous evaluation and grade shall be awarded as per the grading system below.
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‘\“Module ] Theory

) . s e e Ice Breakm Session
2 Up, etiquettes, Strategies, most comman Student Mock interviews by
questions €xpert pane].
Gro!lp Discussion — Meaning, Traits
required, evaluation Criteria, Dos and Donts
3 of GD, S i i

Mock G.p sess

ion on various
topics.

Practical case study discussion
using real [jfe cases. -

Comm unication Skills —

Meaning of
Communication, Types, E

Exercise of Speaking Skill,

ssentials of Listening Skil exercise
5 effective communication, Dos and Donts of & ’
J communication, Speaking Skill Strategies, Use of non-verbal
Llster'ung Skill strategies, Emotiona] communication, Extempore
Intelligence speech.
Personal Skills y =
Time Management — Meaning, Major time
6.

Questionnaire regarding
evaluation of time
management skill.

wasters, being organized, managing time,
completing work on time.
Job Searching Skills :
Resume Writing — showing personal
energy, supervising M(:jCk resume preparation by
L students
7' oneself, building your resume, understanding
business, gathering rcfere'nces.
Profile Building — Meaning of profile, ; e o Ve
8 benefits of profile building, Scope of profile,
. Updation of profile.

Introduction to Soft Skills it e
Personal Interview - M m‘b—j
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" Games for checking leadership i
Hitiaa Pavak ¢ val toating 2
| lead abilities, Psychological testing
1 ‘ \i:: :1[,: C:]md(\'k\';;l‘ Behaviour; of leadership qualities
CSS IS
Team Building Practices
) 10. ' Team Building - * Groups Meaning, - through group exercises, team ‘ 5
| Group D\namus Team building =
, task / role play, Ability to
mixing & accommodation,
r — | Ability to work together |
;ﬁ{&rmanon Technology and Social Media Skills
‘ ' Presentation using Power Point — |
‘ | introduction, Knowing the audience and their p G e e \
11. - requirements, Effective ways to deliver the .regarta K.)? o PIe \ 3
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