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III Year II Semester

SOFT SKILLS
Course Objectives:
» To equip the students with the skills to effectively communicate in English
e To train the students in interview skills, group discussions and presentation skills
* To motivate the students to develop confidence
e To enhance the students’ interpersonal skills
» To improve the students’ writing skills

UNIT —I: Analytical Thinking & Listening Skills: Self-Introduction, Shaping Young Minds - A
Talk by Azim Premji (Listening Activity), Self — Analysis, Developing Positive Attitude, Perception.
Communication Skills: Verbal Communication; Non Verbal Communication (Body Language)

UNIT — II: Self-Management Skills: Anger Management, Stress Management, Time Management,
Six Thinking Hats, Team Building, Leadership Qualities
Etiquette: Social Etiquette, Business Etiquette, Telephone Etiquette, Dining Etiquette

UNIT - III: Standard Operation Methods: Basic Grammars, Tenses, Prepositions, Pronunciation,
Letter Writing; Note Making, Note Taking, Minutes Preparation, Email & Letter Writing

UNIT-IV: Job-Oriented Skills: Group Discussion, Mock Group Discussions, Resume Preparation,
Interview Skills, Mock Interviews

UNIT-V: Interpersonal relationships: Introduction, Importance, Types, Uses, Factors affecting
interpersonal relationships, Accommodating different styles, Consequences of interpersonal
relationships
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Text books:
1. Barun K. Mitra, Personality Development and Soft Skills, Oxford University Press, 2011. *

2. S.P. Dhanavel, English and Soft Skills, Orient Blackswan, 2010.

Reference books:
1. R.S.Aggarwal, A Modern Approach to Verbal & Non-Verbal Reasoning, S.Chand& Company
Ltd., 2018.
2. Raman, Meenakshi& Sharma, Sangeeta, Technical Communication Principles and Practice,
Oxford University Press, 201 1.

E-resources:
1. https://swavam-plus.swayam?2.ac.in/courses/course-details?id=P CAMBR 01




