EMPLOYABILITY SKILL ENHANCEMENT COURSF

The students arc expeeted (o gain greater industry neceplinee by
imbibing better interpersonal and managerinl akilln by undergobog
this course. o
Pedagogy: "The course content shall be delivered T n hybrid manner whereln
n blend of theoreticnt lectures, seminars, nssiguments ete, uhull be
used. i
Total Teaching Hours: | 30 Hours

Expected Outcome:

Modulc 1: Interview Skills: Fundamentals of facing an interview — Types of inlerviow -
Dress code & basic etiquettes — Answering interview questions — Maock inlervicws.

Module 2: Resume writing: Preparing to write o resume - Choosing a resume format -
Writing a winning Resume - Writing a winning cover letter = Snmple resumes,

Module 3: Group Discussion: Greeling & introducing the topie — Initiating a discussion -
Asking for opinion ~ Giving your opinion — Agrecing with an opinion — Disagrecing with an
opinion ~ Concluding remarks — Excellent grasp of language - Mock grotp discussions.

Module 4: Cuse Discussion:Reading and exumining the case thoroughly — Taking short
notes — Highlighting key facts — Understanding key problems — Identifying possible solutions
— Evaluate the solutions - Selecting the best solution — Samplc case discussions,

Module 5: Presentativn Skills: Creating a presentation — Presenting your message —
Presenting yourself — Non-verbal elements in a presentation — Engaging the audience -
Concluding a presentation  Mock pregentations.

Reference Buoks

e DBusiness Communication Today - Bovee and Thill: Tata MeGraw 11ill

« Basic Business Communleation - Raj Kumar: Excel Books

+ Rusiness Communieation Essentials « Bovee and Thill:Penarson.

*  Comumnunication skills for Professivnals, Konar N: Prentice Hall.
“s Communication skills, Sanjay Kumar and PushpaLata: Qxford, /

«  Coininunication skills, Scn and Leena: Prentice Hall,

HIVMA. K
ASSISTANT PROFESSOR & HEAD
DEPARTMENT OF MANAGEMENT STUDIES

MAHATMA GANDHI COLLEGE, IRTTTY
KEEZHUR P.0., KANNUR - 670703



