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Life & Employability Skills (20 Hrs.)
Module/Set-A

Functional English Skills (20 Hrs.) Module/Set-B

1. Sell-Awareness-SWOT (2 Hrs.)

2. Self Esteem & Self Confidence (2 Hrs.)

3 .Life & Professional Goal Setting (2 Hrs.)

4. Grooming, Personal Hygiene and Body language
(Office Etiquettes) (2 Hrs.)

5. Resume Writing and Cover Letter (2 Hrs.)

6. Job Search and Career Options (2 Hrs.)

7. Group Discussion (2 Hrs.)

8. Interview Skills (2 Hrs.)

9. Interview Skills & Empathy (2 Hrs.)
10. Interpersonal Skills (2 Hrs.)
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1. Self-Introduction & introducing others (2)
Hrs.)

. Nouns and Pronouns (2 Hrs.)

. Describing word (2 Hrs.)

. Vocabulary building (2 Hrs.)

. Verbs Part 1 (2 Hrs.)

. Tenses-part 1 (2 Hrs.)

. Prepositions (2 Hrs.)

. Conjunctions & Connectors (2 Hrs.)

. Framing it right! (2 Hrs.)

10. Telephone Etiquette and Email Etiquette (2
Hrs.)

Life & Employality Skills (20 Hrs.) Module/Set-C

Functional English Skills (20 1trs.) Module/Set-D

1. Positive Attitude & Motivation (2 Hrs.)

2 Self-Discipline & Emotional Intelligence

3. Team Work (2 Hrs.)

4. Leadership Skills (2 Hrs.)

5 Professional Ethics & Critical Thinking Hrs.)
6. Problem Solving & Decision Making (2 Hrs.)

1. Verbs Part 2 (2 Hrs.)

2. Tenses-Part 2 (211)

3. Developing a paragraph (2 Hrs.)

4. Report Writing (2 Hrs)

5. Email Etiquette - Part 2 (2 Hrs.)

6. Communication Skill and barriers (2 Hrs)

7. Telephone Etiquette Part 2 & Appropriate use
of language in social media (2 His)
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Finishing School Training Duration 08/10/2024 to 26/10/2024

Timing 08:00 to 13:00 everyday

Place Room No: 212
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