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Objectives:

1. To understand the concept

2. To acquaint students with the practical skills

Pedagogy: classroom lecture, group discussions, group activities, presentation

Unit 1: Communication Skills Training 10 hrs

Understanding Communication

Types of Communication

7 C’s of effective Communication

Barriers of Communication

Listening Skills: Types of listening, Skills to active listening

Negotiating Skills: Understanding what is negotiation, Ways/ Types of negotiation.
Recommended Exercise: Listening Exercise, Activities on Non Verbal Communication,

Activities on Negotiating Skills

Unit 2: Time Management and Team Building 8 hrs

Understanding importance of Time Management
80:20 Rule or Pareto Principle

Tools and Techniques for Effective Time Management
Recommended Activity: Situational/ Role Play
Understanding what is Team Building

Essentials of Effective Team

Recommended Exercise: Word Enumerator, Group Activity on team Building

Unit 3:Campus to Corporate 12 hrs



e Presentation Skills: Pre-session, During the session, Post- Session

e [Etiquette: Handshake, Interview Etiquette, Mobile and Telephone Etiquette, Dress code,
Dinning etiquette, Email Etiquette

e Group Discussions: Understanding the nature of Group Discussion, Difference between
debate and discussion, way to form, present and defend argument.

e Writing Resume: Types of Resume, How to write a Resume: Do’s and Don’ts
Recommended Exercise: Mock interview, Personal Grooming, Mock GD and

presentation, writing Resume
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