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e To know basic knowledge about DOS and Windows
e The student will able to work with MS OFFICE efficiently

It aims to develop and improve qualities such as communication skills,
confidence, emotional intelligence, self-awareness, leadership abilities,
interpersonal skills, and overall personal effectiveness.

Course
Objective

Course Outline for Theory

TEACHING

UNIT COURSE CONTENT HOURS

PERSONALITY - Definition — Determinants — Personality Traits —
Theories of Personality — Importance of Personality Development.
SELF AWARENESS — Meaning — Benefits of Self — Awareness —
1 | Developing Self — Awareness. SWOT — Meaning — Importance- 06
Application — Components. GOAL SETTING Meaning- Importance

— Effective goal setting — Principles of goal setting — Goal setting at
the Right level.

SELF MONITORING — Meaning — High self — monitor versus low
self monitor — Advantages and Disadvantages self monitor- Self —
monitoring and job performance. PERCEPTION - Definition-
2 | Factor influencing perception- Perception process —Errors in 06
perception — Avoiding perceptual errors. ATTITUDE — Meaning-
Formation of attitude — Types of attitude - Measurement of Attitudes
— Barriers to attitude change — Methods to attitude change.
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ASSERTIVENESS - Meaning — Assertiveness in Communication —
Assertiveness Techniques — Benefits of being Assertive — Improving
Assertiveness

TEAM BUILDING — Meaning — Types of teams — Importance of
Team building- Creating Effective Team. LEADERSHIP -
Definition — Leadership style- Theories of leadership — Qualities of
an Effect leader. NEGOTIATION SKILLS — Meaning — Principles
of Negotiation — Types of Negotiation — The Negotiation Process —
Common mistakes in  Negotiation process. CONFLICT
MANAGEMENT - Definition- Types of Conflict- Levels of
Conflict — Conflict Resolution — Conflict management.
COMMUNICATION - Definition — Importance of communication
— Process of communication - Communication Symbols —
Communication network — Barriers in communication — Overcoming
Communication Barriers. TRANSACTIONAL ANALYSIS —
Meaning — EGO States — Types of Transactions — Johari Window-
Life Positions. EMOTIONAL INTELLIGENCE- Meaning —
Components of Emotional IntelligenceSignificance of managing
Emotional intelligence — How to develop Emotional Quotient.
STRESS MANAGEMENT - Meaning — Sources of Stress —
Symptoms of Stress — Consequences of Stress — Managing Stress
SOCIAL GRACES - Meaning — Social Grace at Work — Acquiring
Social Graces. TABLE MANNERS — Meaning — Table Etiquettes in
Multicultural Environment- Do’s and Don’ts of Table Etiquettes.
DRESS CODE - Meaning- Dress Code for selected Occasions —
5 | Dress Code for an Interview. GROUP DISCUSSION — Meaning — 06
Personality traits required for Group Discussion- Process of Group
Discussion-  Group  Discusson  Topics. INTERVIEW -
DefinitionTypes of skills — Employer Expectations —Planning for the
Interview — Interview QuestionsCritical Interview Questions.
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Conventional method (classroom blackboard teaching)

Teaching ICT Tgchniques

Methodology Teaphmg through the classroom, laboratory wor[< _ _

Variety of learning styles and tools (PowerPoint presentations, audio-
visual resources, e-resources, seminars, workshops, models)

Learning o After the successful_completion o_f the course, students will be_ abl_e to

Outcome learn abput Personality, Self-monitoring, Team-work, Communication

and Social graces.

Arrangement of lectures duration and practical session as per defined credit numbers:

Units Lecture Duration Calculation of Total Credit

(In Hrs.) Credits Lecture  Calculation
(In Numbers) Duration

Theory+ Theory+

Practical Practical

Theory Practical Theory Practical
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Unit-1 06 00 06

Unit -2 06 00 06

Unit-3 06 00 2 0 06 2
Unit—4 06 00 06

Unit-5 06 00 06

TOTAL 30 00 2 0 30 2
Evaluation:

Theory Marks Practical Marks Total Marks

50 00 50
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