
 
 

  

 

 

 

 

 

 

 

 

 

 

 

Key Indicator – 1.1 

Curriculum Design and Development 

 

Metric No.: 1.1.2 

The programmes offered by the institution focus on Employability/ 

Entrepreneurship/ Skill Development and their course syllabi are 

adequately revised to incorporate contemporary requirements 
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Vocational Courses for Undergraduate Programmes 

S. No. Name of Course 

1.  Accounting and Tally course /  लेख ांकन एवां टैली प ठ्यक्रम 

2.  E-Accounting and Taxation with GST / ई-लेख ांकन तथ  जीएसटी 

कर ध न सहित 

3.  Finance Services and Insurance / हवत्त सेव एां  और बीम  

4.  Personality Development / व्यक्तित्व हवक स 

5.  Export Import Management   / हनर् ात आर् त प्रबांधन 

6.  Web Designing / वेब हिज इहनांग 

7.  Digital Marketing / हिहजटल म केहटांग 

8.  Office Procedure and Practices / क र् ालर् प्रहक्रर्  और व्यवि र 

9.  Nutrition and dietetics / पोषण एवां नैद हनक आि र 

10.  Medical Diagnostics / हिहकत्स  हनद न 

11.  Vermicomposting / वमी कम्पोक्तटांग 

12.  Electrical Technology / हवद्रु्त प्रौद्योहगकी 

13.  Retail Management / खुदर  प्रबांधन 

14.  Desktop Publishing DTP / िेस्कटॉप प्रक शन (िीपीटी) 
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SKILL DEVELOPMENT FOR PG PROGRAMMES 

 

S. No. Class Course Code Max. Mark Min. Mark Name of Course 

1 PG I Semester 991001 10 4 Computer Awareness 

2 PG II Semester 992005 10 4 Personal Personnel 

Productivity Program 

3 PG III Semester 993003 10 4 Personality Development 

4 PG IV Semester 994004 10 4 Entrepreneurship Skills 

5 PG IV Semester 994002 10 4 Communication Skills 
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SYLLABUS OF SKILL DEVELOPMENT COURSE 

 COURSE TITLE: COMPUTER AWARENESS 

 

PG I SEMESTER 

(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE) 

 

 

CREDITS: 01                                    HOURS: 15      

MM: 10 

 

Unit-I 

MS Office Word -Introduction of MS Office, Anatomy of MS Word, creating new document, 

open existing document, saving, closing document, formatting with text, find & replacing text, 

Exporting file into PDF, What is mail merge, How to do the Mail Merge. 

MS Office Excel-  Introduction of MS Excel, Interface of Excel Application, Applications of 

Excel, Concept of workbook & worksheet, cell, copying & renaming a sheet, saving file with 

other extensions, mathematical functions. 

MS Office Powerpoint -  Introduction of PowerPoint, Anatomy of Powerpoint, applications 

of PowerPoint, Inserting new slides, different slide layouts, saving impress file, inserting table, 

inserting charts, animation on text & slides. 

 

Unit II 

Designing & Processing---- Overview of Photoshop, Concept of White, background & Layer, 

basic operations on image --- Altering size, height, width, Working of tools, stroke, changing 

of the mode of an image, effects on image by adjustment, flatten image, Filtration of image. 

 

Unit III 

How To Safeguard Your Digital Data From Cyber Criminal,  What is Cyber Crime, Working 

of Cyber Criminal, Threat, and Attack, Prevention and Protection 
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Unit IV 

Artifying Webpage using WordPress  Overview of WordPress: Content management system, 

history of WordPress, versions, features, the difference between wordpress.com and 

wordpress.org, Installation of WordPress on a local server, WordPress Dashboard, WordPress 

Settings. 

Unit V 

WordPress Categories: Add, Arrangement, edit, and delete, Wordpress Posts: add, edit delete, 

preview, and publish posts, WordPress Media Library: insert media files to the library, add 

media files to posts, edit media files, WordPress Pages: add, edit and preview pages, 

WYSIWYG editor, insert and edit links, page attributes, Creating menus in WordPress. 
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                                 SYLLABUS OF SKILL DEVELOPMENT COURSE 

 COURSE TITLE: PERSONAL PERSONNEL PRODUCTIVITY PROGRAM 

 

PG II SEMESTER 

(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE) 

 

 

CREDITS: 01                                    HOURS: 15      

MM: 10 

 

 

Days Summary of Course Content Speaker 

Day 1 Emotional Intelligence Dr. Tuhina Johari 

Day 2 Time Management 

Time Management for Youth 

Dr. Mandira Kar 

Dr Rashmi Patras 

Day 3 Stress Management 

Problem Solving and Decision Making 

Dr. Anjali D’souza 

Dr Reeta Chouhan 

Day 4 Art of Building Credibility Dr. Mita Darbari 

Day 5 Creativity Dr. Neelanjana Pathak 

Day 6 Qualities of a Good Professional 

Work Ethics 

Mrs. Siby Samuel 

Dr Priyanka Sinha 

Day 7 Process orientation and 

change management 

Dr. Pramod Chateniya 

Day 8 Personal Goal Planner Dr Laxmikant Pandey 

Day 9 Assertiveness impact and 

presence 

Dr. K. Das 

Day 10 Harmony and Happiness Dr. Smarika Lawrence 

Dr Sonali Nigam 

Dr. Fr. Valan Arasu 
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SYLLABUS OF SKILL DEVELOPMENT COURSE 

 COURSE TITLE: PERSONALITY DEVELOPMENT  

PG III SEMESTER 

(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE) 

 

 

CREDITS: 01                                    HOURS: 15      

MM: 10 

 

         Days            Module                          Topic 

Day 1 Module 1 Basics of Personality/ Communication Skills 

Day 2 Module 2 Attitude &Perception 

Day 3 Module 3 Grooming - An Art of Self-Presentation 

Day 4 Module 4 CV Preparation 

Day 5 Module 5 Interview Skills 

Day 6 Module 6 Body Language 

Day 7 Module 7 Group Discussion 

Day 8 Module 8 Student Assessment 
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SYLLABUS OF SKILL DEVELOPMENT COURSE 

 COURSE TITLE: ENTREPRENEURSHIP SKILLS 

 

PG IV SEMESTER 

(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE) 

 

 

CREDITS: 01                                    HOURS: 15      

MM: 10 

 

 

 

 

 

 

 

Days Summary of Content Speaker 

Day 1 Basics of Idea Generation Mr. Rohit Ahirwar 

Day 2 Innovation & Start-up  (2 hrs) Dr. Mamta Gokhale 

Day 3 Government assistance 

availability for Start-up (2 hrs) 

        Mr. S.L. Kori       (CEDMAP) 

Day 4 Intellectual Property Rights (Patent, 

copyright, 

Trademark) (1 hrs) 

Dr. Ashu Jain 

Day 5 Innovative product Presentation (1 hrs) Discussion with Volunteers of DIC 

Day 6 Problems, Challenges and 

Opportunities in Entrepreneurship (2 hrs) 

Mr. Mishra, Director, Jila Udyog 

Vibhag, Jabalpur 

Day 7 Innovative Product Making by Students/Hands-on Training 

   Day 8 Presentation and Marking of the products 

presented by the students 
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SYLLABUS OF SKILL DEVELOPMENT COURSE 

 COURSE TITLE: COMMUNICATION SKILLS 

 

PG IV SEMESTER 

(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE) 

 

    CREDITS: 01          HOURS: 15   

    MM: 10 

 

Days Program Topic 

Day 1 The Purpose of Life - Interactive Q&A Session 

Day 2 Fundamentals of Soft Skills 

Day 3 Business Communication 

Day 4 Techniques of Personal Interview & Resume Writing 

Day 5 How to boost Confidence 

Day 6 Business Etiquette & Self-Grooming 

CONDUCTED BY DEPARTMENT OF ENGLISH 

 

 

TEACHER COORDINATOR: 

 DR. NIHARIKA SINGH 

 

 

DR. NEELANJANA PATHAK 

HEAD, DEPARTMENT OF ENGLISH 
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