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Syllabus for Soft Skill Development Workshop

Sessions Time Subject
Motivation
15 Min. A) Importance of Motivation
Session-1 | 30 Min. B) Internal & External Motivation
20 Min. C) Self Talk
25 Min. D)  Growth Mindset
Goal Setting
15 Min. A) Dreams of Goals
Session -2 | 15 Min. B) Setting Goals
30 Min. C) Types of Goals ( Short term, Long term, Life time )
30 Min. D) Case Study
Verbal Communication
10 Min. A) Listening, Watching, Speaking
10 Min. B) Win — Win — Win situation
Session-3 | 15 Min. Q) Emphatic Communication
25 Min. D) Preparation of Speech
15 Min. E) Public Speaking
15 Min. F) Current affairs in speech
Non Verbal Communication
30 Min. A) Science of body Language
Session-4 | 15 Min. B) First Impression
15 Min. C) Reading Face & Eyes
30 Min. D) Cross cultural body Language
Presentation Skills
10 Min. A)  Grooming as a speaker
15 Min. B) Classify of words, thoughts & ideas
Session-5 | 15 Min. Q) Manners
20 Min. D) Speed, Audibility & Voice modulation
15 Min. E) Audience Handling
15 Min. F) Grooming as a speaker
Time Management
15 Min. A) Time as a Resource
Session -6 | 30 Min. B) Identification of Time wasting
15 Min. Q) Providing work to be done
30 Min. D) To do list & check list
Group Discussion
10 Min. A) Meaning of GD
. 10 Min. B) Types of GD
Session -7 10 Min. Q) Process & Treats of GD
15 Min. D) Do’s & Don’ts
45 Min. E) Suggestive latest topics & mock GD on any one topic
Resume Writing
15 Min. A) Functions of Resume
Session -8 | 10 Min. B) Types of Resume
50 Min. C) Formats & section headings
15 Min. D) Sample Resume course specific
Interview Skills
15 Min. A) Intent/ Objectives
Session -9 | 20 Min. B) Types of Interviews
15 Min. C) Structure of interviews
40 Min. D) Do’s & Don’ts of Interview
Character, Ethics & Moral
Session — 10 30 Min. A) Character - Meaning, Development, Philosophy
30 Min. B) Ethics - Meaning, Development, Philosophy
30 Min. C) Moral - Meaning, Development, Philosophy
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