FOUR YEAR UNDERGRADUATE PROGRAM(2024—28)
Department of Commerce and Management

12

COURSECURRICULUM

PART-A: Introduction
Program:BachelorinBusiness Semester-II Session:2024-2025
Administration
(Certificate / Diploma / Degree/Honors)
1 | CourseCode BBSC-04
2 | CourseTitle Business Economics
CourseType Discipline Specific Course (DSC)
4 | Pre-requisiteif,any) Asperrequirement
CourseLearning. > Get an insight into the fundamentals of economics and theory of
5 | Outcomes(CLO) consumerbehaviour.
» To make the students understand demand and supply, theory of
production& theory of cost.
» To make students understand market structure, forms of market, perfect
competition & basic concepts of revenue and rent.
6 | CreditValue 4Credits ‘ Credit=15Hours-learning & Observation
7 | TotalMarks Max.Marks: 100 | MinPassingMarks: 40

PART-B: ContentoftheCourse

TotalNo.of Teaching—learningPeriods(01 Hr.perperiod)— 60Periods(60 Hours)

Unit

Topics(Coursecontents)

No.of
Period

Introduction: Nature and Scope- Positive and NormativeEconomics, Micro and Macro Economics;
Central Problems of aneconomy; Working of price mechanism.

Theory of Consumer Behaviour: Cardinal Utility Approach-Law ofDiminishing Marginal Utility, Law of
Equi-Marginal Utility; Indifference Curve Approach- Indifference Curves, Properties ofIndifference
Curves, Budget Line, Consumer’s Equilibrium

15

Demand: Meaning, Demand Schedule, Individual and MarketDemand Curve, Determinants of Demand,
Law of Demand,Changes in Demand;

{Supply: Meaning, Supply Schedule, Individual and Market SupplyCurve, Determinants of Supply, Law of
Supply, Changes in Supply;Equilibrium of Demand and Supply. Determination of Equilibrium

Price and Quantity, Effect of a shift in Demand or Supply; Elasticity ofDemand and Supply.

15

Theory of Production: Factors of Production, Basic Concepts, ProductionFunction, Law of Variable

Proportions, Returns to Scale; Producer’sEquilibrium- Least-Cost Factor Combination and Output

Maximization fora given Level of Outlay;

Theory of Costs: Basic Concepts, Short-run Total Cost Curves. Fixed andVariable, Short-run Average and

Marginal Cost Curves, Relationshipbetween Average and Marginal Cost Curve, Average and Marginal

Cost; Curves in the Long-run. Basic Concepts of Revenue, Revenue Curves,Relationship between Average
d Marginal Revenue Curve.

Equilibrium of the Firm: Meaning, Objectives of the Firm, TotalDistribution- Concept and Marginal

IProductivity theory of distribution.

15

Market Structure: Meaning, Forms of market- Perfect Competition,Monopoly, Monopolistic
Competition and Oligopoly; Price and Output Determination under Perfect Competition,
Monopoly,Monopolistic Competition and Oligopoly.

'Wage: Concept and Determination of Wages.

I}!ent-Concept, Ricardian and Modern Theories of Rent.

nterest: Concept and Theories of Interest;

Profit: Nature, Concepts and Theories of Profit.

15

Keywords

Consumer Behaviour, Demand, Supply, Production, Cost, Market Structure,
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PART-C: LearningResources

TextBooks,ReferenceBooksand Others

STUDY MATERIAL FOUNDATION PROGRAMME BUSINESS ECONOMICS,

The Institute of Company Secretaries of INDIA.

2. H. L. Ahuja, Business Economics.

3. H. L. Ahuja, Principles of Microeconomics

4. Bradley R. Schiller, The Macro Economics Today, Tata McGraw-Hill,

5. B. Douglas Bernheim and Michael D. Whinston, Microeconomics, Tata McGraw-Hill,

6. Lipsey, R.G. and A.K. Chrystal, Economics, Oxford Univ. Press, 2007.

7. Mankiw, N.G., Economics: Principles and Applications, Cengage Learning, 2009.

8. Pindyck, R.S. and D.L. Rubinfeld, Microeconomics, Pearson Education,2008. Stiglitz, J.E.
and C.E. Walsh, Principles of Economics, W.W. Norton, 2002.

Online Resources— _
https://www.kopykitab.com/
https://www.hitbullseye.com/grad-

PART-D:AssessmentandEvaluation

Suggested Continuous Evaluation Methods:

Maximum Marks: 100Marks

ContinuousInternalAssessment(CIA): 306Marks

EndSemesterExam(ESE): 70 Marks

ContinuousInternal | Internal Test/Quiz-(2):20&20 Bettermarks outofthetwoTest/ Quiz

Assessment (CIA): | Assignment/Seminar- 10 | +obtainedmarksinAssignmentshallbe

(ByCourseTeacher) TotalMarks- 30 considered against 30 Marks

EndSemester Twosection— A &B

Exam (ESE): SectionA:Q] .Objective—10x1=10Mark;Q2.Short answerf}*pe-Sxd#GMarks
SectionB:Descriptiveanswertypeqts., loutof2 fromeachunit-4x10=40Marks

Name and Signature of Convenor & Members: (CBoS)
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FOUR YEAR UNDERGRADUATE PROGRAM(2024—28)
Department of Commerce and Management

COURSECURRICULUM

PART-A: Introduction
Program:Bachelorin Business Administration Semester-II|Session:2024-2025

(Certificate / Diploma / Degree/Honors)
1 | CourseCode BBSC-05
2 | CourseTitle Business Statistics
CourseType |Discipline Specific Course (DSC)
4 | Pre-requisite(if,any) Asperrequirement
CourseLearning. |> Students will be able to learn basic theoretical and applied principles
5 | Outcomes(CLO) ofStatistics needed to enter the job force.
» Students will be able to communicate key statistical concepts to non-
Statisticians.
» Students will gain proficiency in using Statistical Software for Data
Analysis.
6 | CreditValue 4Credits | Credit=15Hours-learning& Observation
7 | TotalMarks Max.Marks: 100 | MinPassingMarks: 40

PART-B: ContentoftheCourse
TotalNo.of Teaching—learningPeriods(01 Hr.perperiod)— 60Periods(60 Hours)

Unit Topics(Coursecontents) No.of
Period
I  [Statistical Methods: Importance and Scope — Limitations — Need for Data — Principles of i5

Measurement. Tabulation and Presentation of Data.

Classification of Data: Data Array — Frequency Distribution — Methods of data Classification —
Types of Frequency Distributions / Tabulation of Data — Objectives of Tabulation — Parts & Types
of Tables — Graphical Presentation—Functions of Graphs—Advantages and Limitations of Graphs.
II' |Measures of Central Tendency: Mean - Combined Mean — Weighted Mean, Median — 15
Quartiles; Relationship between Mean, Median and Mode.

Measures of Variation: Range, Quartile Deviation, Standard Deviation, Co-efficient of
Variation — Skewness, (Conceptual framework only)

IIT |Correlation Amalysis: Correlation analysis: Meaning and Significance; Types of Correlation, 15
Methods of studying Simple Correlation — Scatter diagram, Karl Pearson’s Coefficient of
Correlation, Spearman’s Rank Correlation co-efficient.

IV [Index Number: Meaning and Significance,Problems in construction of Index Numbers, Methods 15
of constructing Index Numbers—weighted and unweighted, test of adequacy of Index Numbers.
Time Series: Meaning and significance — Utility, Components of Time series; Measurement of
Trend: Method of Least squares, Moving Average Method.

Keywords Data, Mean, Median, Mode, Correlation, Standard Deviation, Index Number.

PART-C: LearningResources

TextBooks,ReferenceBooksand Others
1.D.H. Elhence-Fundamental of Statistics, Kitab Mahal Allahabad
2. Gupta S.P. -Business Statistics, Sultan Chand &amp; Sons, New Delhi.
3. Hoonda R.P-Statics for Business and Economics Mac Millian,New Delhi.
4. Richard I& David S Rubin-statistics for Management, Prentice Hall ~New Delhi.
5. Hein l.w.:Quantitative approach to managerial decisions Prentice hall -New Jersey
6. S.C.Gupta&Smtl.Gupta :Fundamental of Statistics —Himalaya Publishing House —Delhi
7. D.C.Sancheti&V.K.Kapoor-Statistics Theory Methods and Applications
8. Dr. S.M. Shukla, Dr. S.P. Sahai Sahitya Bhawan Publication Agra
Online Resources—
https://ala-choice.libguides.com/c.php%3Fg%3D521905%26p%3D3569020& ved
https://openstax.org/details/books/introdyctory-business-statistics&ved
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PART-D:Assess

mentandEvaluation

Suggested Continuous
Maximum Marks:

Evaluation Methods:
100Marks

ContinuousInternalAssessment(CIA): 30Marks
EndSemesterExam(ESE): 70 Marks

ContinuousInternal

Assessment (CIA):
(ByCourseTeacher)

Internal Test/Quiz-(2):20&20
Assignment/Seminar- 10
TotalMarks- ' 30

Bettermarks outofthetwoTest/ Quiz
+obtainedmarksinAssignmentshallbe
considered against 30 Marks

EndSemester
Exam (ESE):

Twosection— A &B

SectionA:Q1.0bjective—10x1=10Mark;Q2.Short answertype-5x4=20Marks
SectionB:Descriptiveanswertypeqts., loutof2 fromeachunit-4x10=40Marks

Name and Signature of Convenor & Members: (CBOS)
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FOUR YEAR UNDERGRADUATE PROGRAM(2024—28)
Department of Commerce and Management

COURSECURRICULUM

PART-A: Introduction

Program:BachelorinBusiness Administration [Semester-II  [Session:2024-2025

(Certificate / Diploma / Degree/Honors)
|

CourseCode BBSC-06
2 | CourseTitle Cost Accounting
CourseType IDiscipline Specific Course (DSC)
4 | Pre-requisiteif,any) Asperrequirement
CourseLearning. (> Have knowledge to learn the concept of cost accounting, Interpret
5 | Outcomes(CLO) variouscost elements and its usage.

» Know how cost calculated in various production sectors. Differentiate
between costand financial accounting.

» Learn how cost and volume effect profit. Able to explore how cost
accounting helps toface competition by cost determination and cost

control.
6 | CreditValue 4Credits | Credit=15Hours-learning & Observation
7 | TotalMarks Max.Marks: 100 | MinPassingMarks: 40

PART-B: ContentoftheCourse

TotalNo.of Teaching—learningPeriods(01 Hr.perperiod)— 60Periods(60 Hours)

Unit Topics(Coursecontents) No.of
Period
1 Introduction: Definitions, Nature, Concept, Purpose and Classification of CostAccounting; Basic Cost 15

concepts — Elements of Costs, Classification of Costs,Total Cost build up and Cost sheet, Emerging Terms
viz. Life Cycle Costing; Activity Based Costing, Back flush Costing.

II  |Accounting of Materials: Introduction, Meaning of Material Cost; Types of Material - Direct Materials 15
fand Indirect Materials ;

Material Cost Control: Meaning, Objectives and Benefits; Scope of MaterialCost Control; Procurement,
Storage and Management of Issues; Make or BuyDecision; Purchase Process ; Vendor Selection; Economic
Order Quantity (EOQ): Practical problems on EOQ; Methods of Stores or Inventory Control-

IABC Method, VED Method, FSN Method;

Determination of Stock Levels:Reorder Level, Minimum Level, Maximum Level, Average Level and
Dangerlevel; Duties and Responsibilities of Stores Manger; Pricing of MaterialsIssues: FIFO, LIFO, HIFO,
Weighted Average Method (Including PracticalProblems).

III |Accounting of Labour: Introduction, Meaning of Labour Cost; Types ofLabour - Direct Labour and 15
Indirect Labour; Labour Cost Control : Meaning,Objectives and Benefits; Scope of Labour Cost Control;
ILabour Turnover;

'Wage and Incentive System:Taylors, Merricks, Halsey, Rowan DifferentialPiece Rate System
Accounting of Overhead: Meaning and Classification of Overheads;Overheads -
Allocation,Apportionment and Absorption; Methods andTreatment of Absorption of Overheads; Machine
Hour Rate — IncludingPractical Problems.

IV [Methods of costing: Unit Costing, Contract Costing, Process Costing{Excluding Equivalent 15
Costing, By Product, Joint Product and Job Costing).
Reconciliation of Cost &Financial Account, Break Even Analysis: Importanceand Components;

Keywords Cost, Material, Labour, Overhead, Wage, Incentive, Break Evern Analysis

PART-C: LearningResources

TextBooks,ReferenceBooksand Others

Ravi M. Kishore — Cost Management (Taxman’s Publication).

2. 8. P. Iyangar — Cost Accounting (S. Chand &amp; Co., New Delhi).

3. R. S. N. Pillai V. Bhagvati — Cost Accounting (S. Chand &amp; Co., New Delhi).

4. Maheshwari & Mittal — Cost Accounting (Theory &amp; Problems) (Mahavir Prakashan, Delhi)
5. Agrawal, Goyal, Jain, Maheshwari, Oswal, Jain — Cost Accounting (RDB Publishing House)]
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Online Resources—
https://icmai.in/studentswebsite/Foundation-Papers.php&ved
https://www.edx.org/learn/cost-accounting&ved

PART-D:AssessmentandEvaluation

Suggested Continuous Evaluation Methods:

Maximum Marks: 100Marks

ContinuousInternalAssessment(CIA): 30Marks

EndSemesterExam(ESE): 70 Marks

ContinuousInternal | InternalTest/Quiz-(2):20&20 Bettermarks outofthetwoTest/ Quiz

Assessment (CIA): Assignment/Seminar- 10 | +obtainedmarksinAssignmentshallbe

(ByCourseTeacher) TotalMarks- 30 considered against 30 Marks

EndSemester Twosection— A &B

Exam (ESE): SectionA:Ql.Ol_aj ective—10x1=10Mark;Q2.Short answertype-5x4=20Marks
SectionB:Descriptiveanswertypeqts., loutof2fromeachunit-4x10=40Marks

Name and Signature of Convenor & Members:

SINo. | Name Designation Signature
01 Dr. Tapesh Chandra Gupta (Convenor) Professor

02 Dr. Dhruv Pandey (Member) Professor

03 Dr. Pawan Agrawal (Member) Professor

04 Dr. Susan R. Abraham (Member) Assistant Professor




FOUR YEAR UNDERGRADUATE PROGRAM
DEPARTMENT OF ECONOMICS
COURSE CURRICULUM - 2024-28

PART-A, INTRODUCTION

PROGRAM: Bachelorin Art
(Certificate/Diploma/Degree/H
onors)

Sem -l SESSION:202 -202

SUBJECT: ECONOMICS

COURSE CODE:

EC

-02

COURSE TITLE:

BASICS OF INDIAN ECONOMY

COURSE TYPE:

DSC

Pre-requisite

As per program

OblWIN|=

COURSE LEARNING
OUTCOME (CLO):

L]

The students learn about the state of Indian economy pre
and post-independence.

The students learn about the planning process and its
achievements in Indian economy.

The students come across with the new economic reforms
introduced in Indian economy in the year 1991 and its role
in India's development.

The students will come to know about some social problems
like overpopulation, education, health & malnutrition,
poverty, unemployment efc.

The students learn the problems and prospects of
agriculture sector in India.

The students learn various aspects of industrial
development and reforms process in the industrial
economy.

The students learn the role of foreign trade on Indian
economy. They will also learn various aspects of foreign
trade in India.

The students learn the state income of Chhattisgarh in the
form of GSDP, Per capita income, sectorial contribution efc.
The students also learn about the importance of agriculture
in Chhattisgarh’s economy.

The students learn about various crops their production and
productivity.

The students learn about various industries and
infrastructure facilities in Chhattisgarh.

6 CREDIT VALUE:

4 Credits Credit=15 Hours-

Learning and observation

¥ TOTAL MARKS:

Max Marks:100 Min Passing Marks:40

PART-B, CONTENT OF THE COURSE

Total No. of Teaching-Learning Periods (01Hr per period) -60 Periods (60 Hours)

UNIT

TOPICS (Course Contents) No of Periods

UNIT I- AN INTRODUCTION
TO INDIAN ECONOMY

1. INDIAN ECONOMY AT THE TIME OF 15

INDEPENDENCE
2. POSTINDEPENDENCE INDIAN
ECONOMY

i P o s TR gl
- s




g

DEVELOPMENT THROUGH FIVE
YEAR PLANS

NITI AAYOG

NEW ECONOMIC REFORMS

UNIT [I- DEMOGRAPHY

. DEMOGRAPHIC TRENDS OF INDIA

2. ISSUES OF EDUCATION, HEALTH,

MALNUTRITION AND MIGRATION.
POVERTY AND INEQUALITY
UNEMPLOYMENT &
OCCUPATIONAL DISTRIBUTION

15

UNIT Ill- AGRICULTURE

NATURE & IMPORTANCE OF
AGRICULTURE

AGRICULTURE PRODUCTION &
PRODUCTIVITY

MAJOR PROBLEMS IN INDIAN
AGRICULTURE

LAND USE PATTERN & LAND
REFORMS

NEW AGRICULTURE STRATIGIES &
GREEN REVOLUTION

15

UNIT IV- INDUSTRY &
FOREIGN TRADE

. INDUSTRIAL GROWTH &

PRODUCTIVITY

INDUSTRIAL POLICY & ECONOMIC
REFORMS

MICRO, SMALL & MEDIUM
INDUSTRIES (MSME)

PROBLEMS OF SMALL SCALE
INDUSTRIES

PUBLIC ENTERPRIZES IN INDIA
ROLE OF FOREIGN TRADE IN
INDIA’S DEVELOPMENT

15

Signature of Convener & Members CBoS:-

PART-C, LEARNING RESOURCES ,Reference Books& others

AUTHOR TITLE PUBLISHER
. : ) - Academic
Uma Kapila India Economy: Performance & Policies Fourdation
Datt, Ruddar & K.P.M. : S. Chand & Co.
Sundharam Indlan Econcmy new Delhi
. . . Himalaya
Mishra & Puri Indian Economy Publishing House
Govt. of India Economic Survey (Various Issues) Govt. of India
Brahmanand, P.R. & V.R Himaleya
' The development process of the Indian Economy | Publishing,
Panchmukhi (Eds) Mumbai

e B B Q«»ﬂ/é&m
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Uma Kapila India Economy: Performance & Policies Academ!c
Foundation
Online Resources
1 https://lepgp.inflibnet.ac.in
2 https;//vidyamitra.inflibnet.ac.in
3 https:/vidyamitra.inflibnet.ac.in/index.php/search
4 https://www.swayamprabha.gov.in
5 https://www.rbi.org.in/
6 http://descg.gov.in
7 https://www.indiabudget.gov.in/economicsurvey/
8 https://www.cso.ie/en/index.html
PART-D ASSESSMENT & EVALUATION
Suggested Continuous Evaluation Methods:
Maximum Marks :100 Marks
Continuous Internal Assessment (CIA) : 30 Marks,
End Semester Exams (ESE) :70 marks
Continuous Internal Internal Tests/Quiz—(2) :20 & | Better marks out of
Assessment (CIA): 20 the two Test /Quiz
(By Course Teacher) Assignment/Seminar/Attendanc | +Obtained marks in
e- 10 Assignment shall be
Total Marks - 30 considered against 30
Marks
End Semester Exams (ESE) : Two Section-A&B
Section A:Q 1- Objective- 10x1=10 Marks
Q 2-Short answer type- 5x4=20 Marks
Section B: Descriptive answer type questions,
1 out of 2 from each unit -
4x10=40 Marks
Signature of Convener & Members ngs:-
. 2—Th
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FOUR YEAR UNBDERGRADUATE PROGRAM(2024 - 28)

DEPARTMENT OF ENGLISH
COURSE CURRICULUM

PART-A: Introduction

Science

Program: Bachelor in Arts / Commerce /

(Certificate/Diploma/Degree/Honors)

Semester — I/ TH/TII Session: 2024-2025

I | Course Code AEC 02
Z | Course Titie English Language
3 | Course Type AEC (Ability Enhancement Course)
4 Pre-requisite (f any) |ds per Program
After the completion of this course, the students will be able to —
» Understand and apply the use of Articles and Tenses in day to day
life.
5 Course Learning. » Analyze the power of imagination and creativity and critically
QOutcomes(CLO) appreciate the poems.
» ldentify and develop different types of writing skills.
» Appreciate and value the use of idioms and phrases as enriching
elements of language expression.
6 | Credit Value 2 Credits ] Credit = 15 Hours -learning & Observation
7 | Total Marks Max.Marks:50 | Min Passing Marks:20

PART -B: Content of the Course

Total No. of Teaching—learning Periods(01 Hr. per period) - 30 Periods (30 Hours)

Unit

Topics(Course contents) Period

I

Prose:

1. Darshana Dholakia : Baa — My Mother — A Person, A Woman
2. Anita Desai : A Devoted Son
3. Rabindranath Tagore : The Home Coming 08

Poetry :

1. William Wordsworth: The Solitary Reaper
. 2. Robert Lee Frost: Stopping by the Woods on a Snowy Evening 07

Letter Writing :

Composition :

1. Formal Letter 2. Informal Letter

1. Describing a Place or a Person 08
2. Writing a Biographical Sketch
3. Narrating an Event or Experience

Writing SKills :

Grammar :
1. Articles
2. Tenses

Word Formation, Idioms and Phrases
Coordination and Subordination, One Word Substitutes

07

AV

=
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Keywords | Love, admire, alone, devote, solitary, frozen lake, darkest evening.

Signature of Convener & Members (CBoS):

PART-C: Learning Resources
Text Books, Reference Books and Others

Text Book:

1. Flamingo : A textbook for college students publication : Macmillan Publishers.

Reference Books:

2. Essential English Grammar, 2™ Edition by Raymond Murphy, Cambridge Publication.

3. English Grammar in use 5™ Edition by Raymond Murphy, Cambridge Publication

4. Advanced English Grammar by Martine Hewings Cambridge University Press.

Online Resources—

> e-Resources / e-books and e-learning portals
i) https://englishsummary.com/devoted-son-summary-anita-desai/
ii) https://litmarked.com/the-homecoming-by-rabindranath-tagore-summary/
ii) https://www.litcharts.com/poetry/william-wordsworth/the-solitary-reaper
iv) https://www.sparknotes.com/poetry/frost/section10/
V) https://www.wikihow.com/Write-a-Biographical-Sketch
vi) https://study.com/learn/lessen/composition-writing-rules-format.html
vii)  https://www.thelearninglab.com.sg/blog/2021/02/how-to-write-an-impressive-

composition/

PART-D: Assessment and Evaluation
Suggested Continuous Evaluation Methods:
Maximum Marks: 50 Marks

Continuous Internal Assessment(CIA):15 Marks
End Semester Exam (ESE):35Marks

Continuous Internalllnternal Test / Quiz-(2): 10 &10 Better marks out of the two Test / Quiz
Assessment(CIA): |Assignment/Seminar +Attendance- 05 | + obtained marks in Assignment shall be
(By Course Teacher) |otal Marks -15 considered against 15 Marks
End Semester Two section —A & B
Exam (ESE): Section A: Q1. O_bj(.:ctive — 10 x1= 10 Mark; Q2. Short answer_type- 5x4 =20 Marks
Section B: Descriptive answer type qts.,1out of 2 from each unit-4x10=40 Marks
\

Na% and Signature of Convener & Members of CBoS:

M@/\Mo'é'm %YJ /%/ibm
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FOUR YEAR UNDERGRADUATE PROGRAM(2024—28)
Department of Commerce and Management

COURSECURRICULUM

PART-A: Introduction

Program:BachelorinBusiness Administration (Semester- I [Session:2024-2026
(Certificate/ Diploma /Degree)

1 | CourseCode BBSEC - 01
1 | CourseTitle Soft Skill & Personality Development
3 | CourseType Skill Enhancement Course (SEC)
4 | Pre-requisite(f, any) : Asperrequirement
CourseLearning. > Determine Communication styles-types with examples, perception of each
5 | Outcomes(CLO) type of communication, quiz.

> Focus on various communication skills/listening/ stress management etc.
> Explain Etiquette-social and corporate-Types, Presentation skills, Interview
techniques etc.

6 | CreditValue 2 Credits Credit= 15Hours— Theoreticallearning and -
(1C+10) =30 Hours LaboratoryorField learning/Training
7 | TotalMarks Max.Marks: 50 | MinPassingMarks: 20

PART-B: Contentof theCourse

TotalNo.of Teaching—learningPeriods:

Theory — 15Periods(15Hrs) andLab.orFieldlearning/Training 30Periods(30Hours)
Module Topics(Coursecontents) No.of
Period
Theory [What are soft skills: The importance of soft skills in our lives - Types Of Soft Skills: 15
Contents Self-Management Skill - Aiming For Excellence: Developing Potential And Self-
IActualisation
'What is Personality:Personality traits and tips to develop a good Personality; Self-analysis -
Significance and methods of self-analysis; Self -presentation-What is Self-presentation,
Strategies of self-presentation
Communication skills:Process, elements, and importance - Ways to improve communication
;Nonverbal Communication: Issues And Types; Basics And Universals.
Body Language: For Interviews; For Group Discussions; Gestures; Facial Expressions;
[mportance of Eye Contact, Body Movement, Role of Formal Attire.
Listening skills: Importance and types; Ways to improve Active Barriers To Active Listening.

Lab./Field Telephone Communication: Basic Telephone Skills; Advanced Telephone Skills; Essential 30
Training irejephone skills;
Contents Technology And Communication: Technological Personality; Mobile - Personality? E-Mail
Principles; How Not to Send E-Mails! E-Mail Etiquette; Netiquette.

Presentation skills: Tips to make effective and engaging presentations; Overcoming Fear;
Group Discussions:Tips for Success in GD's; How to Start, Lead and Conclude A GD; Types of
GD; Do's & Don'ts and Mistakes to Avoid during a GD.

Interview skills: Interview techniques; Mock Interviews-Dos and Don’ts, Tips on making a
positive impression.

Keywords Soft Skills, Personality, Communication Skills, Listening Skills, Presentation Skills.

PART-C: LearningResources
TextBooks,ReferenceBooksandOthers
TextBooksRecommended—
1. Soft skills & Life skills: The dynamics of success-Nishitesh and Dr. Bhaskara Reddy Soft Skills-Dr. Alex.
2. Managing Soft skills-K. R Lakshminarayan and T. Murugavel
3 Soft skills and Professional Communpicatiop-Francis Peter S.J N\ .

el 22 R
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4. The Ace of Soft skills-Gopalswamy Ramesh and Mahadevan Ramesh | Personality Development and Soft
skills-Barun K. Mitra

OnlineResources—
e - Book on Soft Skills and Personality Development; By Author — CA. M K Sridhar (The Institute
of Chartered Accountants of India, Southern India Regional Council, Chennai.

OnlineResources—
https://www.amazon.in/Personality-Development-Handbook-D-Sabharwal/
https://www.amazon.in/Personality-Development-Skills-Barun-Mitra/

PART-D:AssessmentandEvaluation
Suggested Continuous Evaluation Methods:

Maximum Marks : 50Marks
Continuous Internal Assessment(CIA): 15 Marks
End SemesterExam(ESE) : 35Marks
Continuous Internal Test / Quiz-(2):10 & | Bettermarksout ofthe twoTest/ Quiz
InternalAssessment |10Assignment/Seminar +Attendance -| * obtained marks in Assignment shall
(CIA):(ByCourseCoordi [05Total Marks - 15 beconsideredagainst 15 Marks
nator)
End Semester Laboratory/FieldSkillPerformance: OnspotAssessment Managed

v A. Performedthe Task basedonlearned skill- 20Marks byCoordinator
Bz (ESE): B. Spottingbased ontools(written)— 10Marks asperskilling

C. Viva-voce(basedonprinciple/technology) -05Marks

NameandSignature ofConvener&Members of CBoS:

GOES TO 3RD SEMESTER
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