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Objectives: . . o

« Togive reahstxc pcrspectxve of work and work e*cpectauons
o Tohelp formuiate problem solvmg skills and to guxde students in makmg
- apptopriate and responsxble decisions, :
s To create a desire to fulfill individual goals and to educate students about '
unproduetwe t}nrﬁang, self- defeaung emotional impulses, and self- defea‘tmg
behavicurs.

UnitI- _ o - (4hrs)

Soft skills-self-awareness, cAf:lf-esteenn initra and inter personal relationship- empathy ~declszon
making- goal settmg- conﬁdence ‘building and assertive behavxor -

Unit I B “ hrs)

Art of wntan- resume’ wrxtmg e-mail draﬁmg-»rcportmg- mtervzew skills- types of i mferwews-
interview 1eehmques— time management and stress management.

UnitIIf. (4 hrs)
Presentation skills-technical reports-vxsual presentation-documentation-ICT (mformatmn

' connnumcatxon technology) -managmg conferences and events.

“Unit1V ' {4 hrs)
Leadership skills- hfe*altermg sknlls» Estabhshmg rapport-Team Building and team Work -

- problem solvmg skills -stress management :
Unit V : : “ hrs)
Creathty process~convergent and dlvergent thmkmg- neuro-linguistic pro grammmg-

- transactional analysis-ego states life positions- types of transactions — Edward De Bono’s SIX
Thinking Hats. : :

ACTIVITIES N
® Introspective exercises- responses from real-life situations

e Apphcation iettcr/proﬁle wrmnglxesume wntmg/eqnaﬂ dmftmg/anaiyzmg and reflecting
on interview quesnons : :

‘Mock i mterwews

Mini presen’zattons /PPT :

Group acuvmes-group Jugghng/copmg skllls activities

Skill Building actwmes i) Enthusiasm and attitude
® 11)Network1ng
® '111)Problem solving and cnucal thinking
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— TEXT BOOK :
: Developmg Commumcatmn Skxlls, Kmslma Mohan, Meera Banex:;z, MacMﬁian Indxa

Ltd 2004

| REFERENCE BOOKS e
1. DrK.Alex, “Soft Skﬁls Know Yourself & Know the World” S. Chand & Company Ltd

2009,
2. Test of Reasomng, Edgar Thorpe, 'I’ata Mo Gl'aWHﬂl 2007 4"’ Edruon

3, Wntmg for the Techmcal Professmns by Knstm R Woolever Addlson Wesley

Longman , 1999 :
4 Professional Connnumcatlon by Pnyanka Smgh Atlantw Pubhshers & D1smbutors
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