VAC123 EMPLOYABILITY SKILLS-III

Contact Hours 30 Hours

Prerequisite Nil

Course Description

A course on Employability Skills focusing on activities like professional grooming, interviews,
CV, Team Building sessions and GDPI can significantly enhance an individual's readiness for the

job market.

Course Objectives

Students will be able to:

e Create effective and impactful resumes, showcasing their qualifications, skills, and
experiences in a compelling manner.

e Instill self-confidence within, helping them overcome shyness and fear of public
speaking, which are critical skills for professional success.

e Enhance the ability to participate in Group Discussions and Personal Interviews, helping
them articulate their thoughts, express their ideas, and handle challenging questions with
poise.

® Develop teamwork and collaboration skills and appreciate the importance of working
effectively in group settings to prepare them for real-world work environments.

Course Outcomes

On completion of this course, students will be able to:

CO 1: Exhibit proper grooming and attire suitable for various professional settings.

CO 2: Participate in interviews confidently, effectively answering questions, and showcasing
their skills and qualifications.

CO 3: Craft well-structured and attention-grabbing resumes that highlight their key strengths and
experiences.

CO 4: Contribute to team projects, demonstrating their ability to collaborate, communicate, and

problem-solve in group settings.
CO 5: Excel in Group Discussions and Personal Interviews, showcasing their communication

and critical thinking skills. ’
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Course Content

Module I 7 hours

Different types of interviews (with emphasis on personal interview), preparation for an

interview
Areas of questioning

Answering questions on general traits like strengths/weaknesses/ hobbies/extracurricular

activities.

Importance of non verbal communication while participating in interviews, tips to reduce

nervousness during personal interviews,
Handling stress.

Suggestions for responding to tough/unknown questions, preparation on self and

personality development.

Module II 7 hours

Profile Building On LinkedIn
Resume Building

Video CV building.
Professional Grooming

E mail Writing

Module IIT 8 hours

Interview Role Plays
Individual Intro Video making
Team Building sessions
Self-analysis

Telephone etiquettes

Module IV 8 hours

Industry readiness (Resume writing, grooming, GDPI etc.)
Grooming

Mock sessions

FAQs discussions

Multiple Test series

Brush-up on GDPI and Industry readiness

Practicum
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L Assignments

2 Group Discussions
3. Presentations
Textbooks

Berg, 1. K., & De Jong, P. (2005). Interviewing for Solutions: A Structural Approach to

Interviewing (4th ed.). Thomson Brooks/Cole.

Bhatnagar, S., & Bhatnagar, S. K. (2022). Group Discussion and Interview Skills (2nd ed.).

Excel Books.

Reference Books

Bennett, S. (2014). The Elements of Résumé Style: Essential Rules and Eye-Opening Advice for
Writing Résumés and Cover Letters that Work. AMACOM.

Dyer, W. G. Jr., Dyer, J. H., & Dyer, W. G. (2013). Team Building: Proven Strategies for
Improving Team Performance (5th ed.). Jossey-Bass.

Evaluation Component Weightage (%)
1 | Activities and Assignments 20
5 | Project/Presentation 20
3 | Attendance 10
4 | End Term Examination 50
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Dated: 4ty August, 202

This is to put for information that Scho
Course (VAC) for aj Interested Student

ol of Management and Commerce j5 offering Value-Ad(eyd
s during OpDp Semester as per he following Specificationg.

Course Code Course Title f‘C()ordiTnating }1 Duratiop f

! De artmcnt/Schoal
SMMC651A Leadership Development

SOMC | 30 Hrs. |
VACIZ! Employability Skiljs. ! SomC ?_3—@1 Hs &/
| VACI123 Employabﬂity Skills-I1T ’; SOMC ; 30 Hrs.
MS Office Suite ‘T’”"*“‘—s'éfmiﬁc_‘"“" 30Hrs,
VACI27 Search Engine Optimization somfé"\_‘h‘,f‘}{?ﬁ?;“““
VACI28 | Digita] Marketing Essentials E?JW““““/LE(B Hrs.
VAC147 Leammlﬁmnt -

Maximum 100 sears are available for 1, course,
Course Start Date: 05 September 202>
Course End Date: 29 December 2022

All interested students are required to confirm thejr registration wiy the Dean-Schao) of
Management and Commerce Iates by 26 August, 2022.
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e Vice Chancellor

® Dean (Academics Affairs)

e Controller of Examinations

® All Deans/ School Coordinators
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