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Unit 1: Communication Skills - Introduction & Importance in Professional Life

1st
st 2nd Types of Communi(gation. Verbalvs Non-Verbal, Formal vs Informal '
3rd Barriers to Effective Communication & Strategies to Overcome Them
}
1st Active Listening Skills: Principles, Types & Techniques fo‘r Improvement
2nd : ) ) —
2nd Body Language, Kinesics, Facial Expressions & Posture in Professional Environment
3rd Paralinguistics, Pitch, Tone & Voice Modulation during Presentations
'
1st Unit 2: Soft Skills & Interpersonal Communication - Professional Etiquette
", \
3rd : o
[ ' 2nd Interpersonal Relations: Building Rapport, Empathy & Active Collaboration
.
‘ )
i 3rd Assertive vs Aggressive vs Passive Communication Styles
; 1st Conflict Resolution Strategies & Negotiation Skills in Engineering Workplace
} 4th — |
} 2nd Emotional Intelligence (EQ): Self-awareness, Self-requlation & Social Skills
| : \ ‘ S
| * — B - ~
\ 3rd Group Dynamics, Teamwork & Working Effectively in Cross-functional Teams
] L] _ —
1st Unit 3 Professional Witing - Business Correspondence & Formal Letter Structure
5!7 . e — —— a
2nd Wiiting Official Emgils Netiquette, Structure Subject Lines & Professional Tone
S I _— _ : I S
3rd Technical Report Writing: Standard Structure, Data Presentation & Abstract Writing
- —— e — - - - L
15t Memo Writing, Circulars, Office Notices & Agenda Ptepa@loﬂn
6ih S e : - - ' —]
. 2nd Minutes of Meeting (MoM) Drafting & Action Taken Reports 1
ard Resume & Curriculum Vitae (CV) Drafting Types Formats & Key Components
— ) . ) - _ —
1st Crafting Effecuve Cover Letters & Job Application Writing




//'/T 2nd Revisi . m———— _
ision of Units 1 to 3 & Practical Exercise on Professional Email/Letter Writing
- st e i G T B
) Unit 4: Presentation Skills & Public Speaking - Speech Preparation & Structuring
gth [ R i R ) o [
2nd esigning Effective Audio-Visual Aids & PowerPoint Presentation Techniques
""—'i-‘vif,g,, — B . 3 I I
3rd Overcoming Stage Fear, Public Speaking Anxiety & Building Confidence
— —_— ) T — I ]
st Handling Questions & Answers (Q&A) Session & Audience Enga ement Techniques
, 929
ath I
2nd Unit 5: Interview Te‘;hniques & Group Discussions - Interview Types & Stages
oy
3rd Preparation for Technical & HR Interviews: Common Quiestions & STAR Method el
- —
D |
1st Dress Code, Grooming Standards & Body Language for Interviews
/////1
10th
2nd Group Discussion (GD): Objectives, Roles' Dos and Don'ts
3rd GD Strategies: Initiation, Summarization & Consensus Building ' \
I R ;
1st Mock Group Discussion Practice & IAdividual Feedback Analysis “
11th L R i : ;
» 2nd Unit 6: Leadership, Problem Solving & Time Management - Leadership Styles \
L] 1 |
I EE—
1st Critical Thinking, Problem Solving Fra‘meworks & Analytical Skills
1 | . - ;
2 2nd Time Management Principles: Eisenhower Matrix, Prioritization & Goal Setting
3rd Stress Management Techniques, Work-Life Balance & Regilience Building ,
i
Unit 7; Work Ethics, Corporate Values & Professional Habits ‘
Workplace Ethics, Integrity, Confidentiality & Professional Accountability
————
Adaptability, ContinLous Learning & Career Growth Strategies )
///""_,—/,, e —]
Comprehensive Review & Revision of Units 1 to 4 \ \‘
[ T - —
14th 2nd Comprehensive Review & Revision of Units 5t0 7 ‘ . ‘
/——/, - =]
‘ , 3rd Discussion of Previous Year Question ngers (PYQ) - Section A &B ‘
| e : g
‘ | 1st Discussion of Previous Year Question Papers (PYQ) - Section C & Long Questions ﬂ
| IR S 774) - ) ) ) ) - _—
| ond ¢+, | Internal Assessment Review & Student Doubt Clearing Session ! ‘
‘ 15th //1
} I . - ) B B -
| 3rd Final Examination Tips, Model Test Discussion & Overalt Course Summary ' |
i —
o -

. ;"'[/\’;{0”70) 3;2]__2@,

Faculty Membé"




{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }

