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Preface

We enjoy writing this book, not because of the knowledge
we possess in this concept, but sharing them to the extent
possible for the benefit of the students’ community. The first and
foremost purpose of this book is to get you started in knowing
yourself and what you posses.

We all know how much of importance we give for the
term “Education”. It is very important for an individual’s success
in life. The main purpose of education is to educate individuals,
to prepare and qualify them to work in the economy. Education is
one of the key factors for getting a job.

This book will be an asset and cater to the needs of the
candidates who come out of their colleges, who seek for a job,
who wanted to develop their skills for a particular field of work,
trainers, teachers and all professionals.

Most of the books in the market concentrate an overall
knowledge and skill required for a candidate to prepare for the
interview, interview tips, personality development, ways to
improve soft skills, etc. This book contains a huge accumulation
of skills, which are to be possessed by the candidate, for
appearing an interview, sustaining themselves in the company
and to go higher in the ladder. Also the later chapters deal with
the skills required and the ways to improve the same.

It is very much hoped that the concepts and deliverance in
the book will create a confidence among the readers, which will
lead a good stepping stone for their career.



It has been our aim to discuss all the essential parts as
completely as possible within the limits of a single volume, but in
a few of the later chapters it has been impossible to find room for
more than an introductory sketch, in all such cases our object has
been to map out a suitable first course of reading.

This book is not just to list out and expose the issues the
students possess, but also provide valid solutions, the way it can
be avoided and the corrective measures to be carried out. Need
not to say that this book will not be a kind of preaching as well a
kind of text book reading.

In enumerating the sources from which we have derived
assistance in the preparation of this work, there is one book to
which it is difficult to say how far we are indebted.

Your feedback is very important to us. If you find the
book informative and useful, it is our pleasure to be of service to
you. If you find it any chances of improvement, please share
your ideas with us, so that we can try to improve in future
editions.
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Education
Education is not preparation of life,
Education is life itself
- John Dewey

Each and every undergraduate or post graduate student studying in the
college wishes to get either a job or to start his or her own business or
higher studies and get settled in the life. The most important things
required for any student is KSA — Knowledge, Skill and Attitude. As far
as subject knowledge is concerned, they get this from the college through
books, lectures, seminars, presentations, internet, etc. As far as Skills are
concerned — Aptitude, Employability, Soft & Technical are very
important skills. ~ When it comes to Attitude — Behavioural and
Personality aspects are important.

There are so many reasons for an individual for not being able to move to
the next level. One of the major reasons is Employability skills.
Employability is conceptualized as a form of work specific that enables
employees to identify and realize career opportunities. As such,
employability facilitates the movement between jobs, both within and
between organisations. Though employability skills do not assure actual
employment, they are contend that they enhance an individual’s
likelihood of gaining employment. An individual is employable to the
extent that he or she can effectively meet the environmental demands.

Conversion from the level of a student to the level of employee is really a
challenging task for all the students. A few get it easily and a big lot of
students struggle to get the entry. Most recruiters complain about the
fresh graduates they hire as they lack the preparedness to get on-job and
begin to contribute towards organizational growth. The education system,
especially the private education, has responded to the need of the industry
and attempts have been made to revamp the syllabus and to provide
holistic education to the students. The pedagogical tools adopted by the
educators are more interactive, aimed at honing the skills and attitudes of
the students as well.
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Corporate Expectation

What are the skills expected by Corporate?

Nowadays the number of candidates are more and vacancies are less.
More Supply and Less Demand. Based on this demand and supply gap,
more candidates apply for a few vacancies. This is the first purpose of
screening the candidates. While screening, the recruiters wanted to have
the best among the whole lot.

There are a few very important skills expected from the fresh graduates or
interview attendees in general. The approach or expectation of the
interviewer will be different for the fresh graduates and for the
experienced persons. Generally speaking both the requirement of the
profile and the qualification of the candidate should match for a
successful recruitment takes place. Those who seek jobs as well as those
who are employed need certain skills. One among them is soft skills. Soft
skills will highlight them to be a winner. It doesn’t mean inversely
proportional like if one wins the other loses. What we aim at is win-win
situation.

What Corporate Expects from freshers?

When it comes to recruiting freshers, the companies prefer to have
campus recruitment. While hiring, employers look for applicants who
have as many of the required skills for the job as possible. The closer your
qualifications match the job description, the better your chances of
securing an interview and getting hired. During campus recruitment,
usually there are various stages the corporate follow — Written test; Group
discussion; Technical interview and Personnel / HR interview. It is not
mandatory for the companies to have all the stages to be conducted and
need not be in this order too. When you seek employment, it's important
to show employers that you have the key job-specific skills required to be
successful at work.

MASTERING IN FOUR EMPLOYABILITY SKILLS

Employability is the acquisition of attributes (knowledge, skills and
attitudes) that make graduates more likely to be successful in their chosen
occupations (whether paid employment or not). Employability usually
refers to the employment of graduates but this includes self-employment.

2
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A Dbroader definition includes any lifestyle choice or refers to
employability as the development of abilities to ensure graduates are
critical life-long learners. There is a narrow alternative approach, once
popular, especially with policy makers but now less used, which was to
define employability as the proportion of graduates, from an institution
that were employed within a specified period after graduation. (Dileep
Kumar M., 2010)

Employability is not just about getting a job. Conversely, just because a
student is on a vocational course does not mean that show how
employability is automatic. Employability is more than about developing
attributes, techniques or experience just enable a student to get a job or to
progress within a current career. It is about learning and the emphasis is
less on ‘employ’ and more on ‘ability’. In essence, the emphasis is on
developing critical, reflective abilities, with a view to empowering and
enhancing the learner. (Harvey, 2003) The current changing business
environment emphasizes the importance of education for employability,
focusing on the development of not only skills but also practical
experience.

Employability skills are the generic skills, attitudes and behaviours that
employers look for in new recruits and that they develop through training
programs for current employees. In the workplace, as in school, the skills
are integrated and used in varying combinations, depending on the nature
of the particular job activities.

Employability Skills
(JAST)
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All the employability skills can be divided into four major dimensions —
JAST (Job, Aptitude, Soft and Technical) Skills.
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Analytical Skill

Success of democracy lies within

the analytical thought of a common man

- M.H. Rakib

What is analytical skill?

Analytical ~ skillsare  the ability to
collect, gather, visualize and analyze
information in details. They include also
the ability to see a problem or situation
from different points of view.
Analytical skills allow you to solve
complex problems by making decisions
in the most effective way.

Importance of Analytical skill in workplace
Analytical Skill is very vital to not only career field but also to daily life.

Analytical thinking skills are critical in the work place because they help
you to gather information, articulate, visualize and solve complex
problems.  Therefore, it is of utmostimportanceto have well-
developed analytical thinking skills. Analytical skills are highly
important in every aspect of every single job out there. If you don’t
understand the basic principles of the job, then it will make your job that
much harder. That is why analytical skills are so important.

Most people who think of analytical skills think they are merely your
skills regarding numbers. Although this is somewhat true, there is more to
analytical skills than this. What you need to keep in mind is that when
going after any job you need as many skills as possible, analytical skills
included.

Analytical skills are also skills that can be improved upon with practice
and repetition. What most people don’t realize is that analytical skills are
not ones that can be taught in a classroom, they are taught by actually
working the problems in real life.
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How to improve Analytical skill?
Practice makes perfect, that is why | Evaluate the - Gather
you need to practice your analytical s s
skills each and every day. What you _ | 3
need to understand is that you ot i) Q:Brfjtﬁ‘:;:gfm

practice most of these skills anyway,
—

but just take notice of when you do L

them. The reason we say that you | >Soc %% oo
need to practice each of these skills .
on a daily basis is because the more " Exai mLme
practice you get the better off you e E—l rasats

will be.

Whenever you come across a problem either in your workplace or in daily
life, follow the steps given in the chart.

Have you ever watched somebody else do something and picked up on
some of their techniques? If so, then this is exactly the same thing. When
you watch somebody else do something then you will quickly learn some
of their tricks and tactics. What most people don’t realize is that watching
is just as effective as doing things yourself. One thing that 1 would
recommend when watching somebody is to make sure you take notes of
things they do differently that you find might work for you.

Did you know that you are your own biggest critic? This is the reason
why you need to critique yourself. Something that | want you to look for
when you are critiquing yourself is how well you do certain tasks. Things
such as problem solving are very important, so make sure you are taking
your time and learning while you solve the problem.

The only reason | tell people to go back to school is because teachers and
other students will show you different ways to solve problems. For most
people this is not that big of a deal and they don’t think it helps all that
much, but | guarantee you that it will. One thing that I suggest is that you
go back to school and find somebody that you can do all of your school
work with. By doing this you will pick up on some of their tendencies,
which will give you more analytical skills.
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When it comes to improving your analytical skills you really need to take
your time. Don’t be like most people and think that just because you are
not seeing a huge difference in the way you think and solve problems that
you really aren’t getting any better. Sometimes, picking up on certain
analytical skills takes longer than expected.

v" Understand what is meant by analytical skill
Participate in analysis based projects

Start with clear framework

Focus on the analytical skill relevant to the project
Pratice your analytical skills regularly

Identity analytical tools that can help

v" Seek feedback and new ways to develop

Researcher’s View

As explained by (Richards Heuer Jr. 1999) “Thinking analytically is a
skill like carpentry or driving a car. It can be taught, it can be learnt, and it
can be improved with practice. But like many other skills, such as riding a
bike, it cannot be learnt by sitting in a classroom and being told how to do
it. Analysts learn by doing”.

NN NN

Exercise : Suduko
Materials Required  : A paper, pen

Time Required :5-10 mts
Participant > Individual
Task (9 x 9 matrix shape) with a few squares filled

with the number.

Every row and every column should have 1 to 9 numbers without
repetition.

3 92
4 3 1
2|7
1 3 8
S5 116(7 3
3 8 6
513
3 8 o
62 1
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Solution: Can be practiced with 3 x 3 matrix, and can be extended
further.

Learning: The purpose of this task, is to make you to think in depth, If
you keep thinking deeply in the same way, you’ll definitely achieve the
result, Analytical thinking helps you go with various permutation and
combinations. This will be a great eye opener to know the importance and
ways of improving analytical thinking.

ﬁurther Readings \
o http://www.usnews.com/education/blogs/college-

admissions-playbook/2014/06/23/5-tools-to-develop-critical-
thinking-skills-before-college

e http://www.uvisor.com/important-analytical-skills/

o http://www.wikihow.com/Improve-Analytical-
Skills#step 1 1

o https://en.wikipedia.org/wiki/Analytical_skill

o https://www.brainygquote.com/quotes/keywords/analytical.ht
ml

o https://www.learn4good.com/games/logic-
puzzles/analytical-thinking.htm

o https://www.topuniversities.com/blog/how-improve-your-
\\analytical-skills /

Thewise discern, the foolish fail to see,

And minds prepare for things about to be
427
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Avoiding Fear to face public
Fight your fears and you’ll be in battle forever.
Face your fears and you’ll be free forever.
- Lucas Johnson

What is fear to face public?

There are people who converse in
telephone, but fear to face public.
Many people get nervous or self-
conscious on occasion, like when
giving a speech or interviewing for a
new job. But social anxiety, or
social phobia, is more than just
shyness or occasional nerves. With
social anxiety disorder, your fear of embarrassing yourself is so intense
that you avoid situations that can trigger it. This can otherwise be called
social anxiety or social phobia.

Social anxiety disorder involves intense fear of certain social situations—
especially situations that are unfamiliar or in which you feel you’ll be
watched or evaluated by others. These situations may be so frightening
that you get anxious just thinking about them or go to great lengths to
avoid them, disrupting your life in the process.

Underlying social anxiety disorder or social phobia is the fear of being
scrutinized, judged, or embarrassed in public. You may be afraid that
people will think badly of you or that you won’t measure up in
comparison to others. And even though you probably realize that your
fears of being judged are at least somewhat irrational and overblown, you
still can’t help feeling anxious.

Importance of avoiding fear to face public

More than just shyness, social phobia causes panic. Even
just thinking about meeting or mingling with others can cause a pounding
heart, dry mouth, shaky voice, rapid breathing, sweating, blushing, an
upset stomach — no wonder it sometimes feels easier to avoid other people
all together.
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Learning to relax in social situations is the key to avoid fear in facing
public. Once you feel calmer socially, then thoughts like: "What do | say
next?" disappear because you go into flow and allow conversation to take
its own natural path, without feeling you have to force it.

How to avoid the fear to face public

Stop being too cautions when meeting people. We avoid what frightens
us and are frightened by what we avoid. So start to actively put yourself
in social situations. In fact, even doing this in your mind as well as for
real will help show your unconscious mind that "this is normal".

Your imagination is a wonderful thing in its place. And if you use it
constructively, it can be of massive help. But using it to scare yourself is
like using a hammer to wash the dishes. Trying to imagine what people
think of you should be avoided.

Your mind needs positive instructions. Give yourself a 'target feeling' by
looking at times when you are comfortable with others.

Feel yourself superior to others. Treat yourself as a teacher and spend
some time with the known kids. Deal with people who are below your
age, same gender, less than your intellect.

You should also try to be insensitive in a few occasions. This will make
you to detach yourself from the situation (pressure).

Researchers View
According to (Harris 2011), Fear of public speaking is also a fertile
source of psychological suffering elsewhere in life. Many people have
solved the problem of what to do when a thousand pairs of eyes are
looking their way.

Exercise : Gather a few people, who are below your age,
same gender, less knowledgeable than you.

Materials Required  : White board, marker, duster, any topic
Time Required 110 -15 mts
Participant > Agroup of 5-10
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Task > You try to talk on a topic and discuss with your
group. Always look at the person who nods to your say.

Learning > You can feel the confidence talking to your
known circle, as they are less knowledgeable than you, below your age,
you can gain command over your thoughts, you can even feel superior.
You should also try to be insensitive in a few occasions. This will make
you to detach yourself from the situation (pressure). By repeating the
similar activity, you can sure you can easily avoid the fear of facing the
public.

/Further Readings \

o https://www.helpguide.org/articles/anxiety/social-anxiety-
disorder-and-social-phobia.htm

o https://blog.bufferapp.com/what-happens-to-our-brains-when-
we-have-stage-fright-the-science-of-public-speaking

o http://www.mayoclinic.org/diseases-conditions/social-anxiety-
K disorder/basics/symptoms/con-20032524 /

Fear the frightful and act wisely
Not to fear the frightful’s folly
428
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Avoiding stage fear
Best way to conquer stage fright is to know
what you’re talking about

- Michael H. Mescon

What is Stage fear?

Stage fear and performance anxiety are perfectly
normal phenomena that occur to many people. It
is important for you to understand what stage
fright is, so that you can fully overcome it.
There are two types of people in the world:
those who love speaking in public and those
who are scared stiff at the thought of it. Stage ‘
fear is the anxiety, fear or persistent phobia which may be aroused in an
individual by the requirement to perform in front of an audience, whether
actually or potentially. In relation to public speaking, this type of fear is
known as glossophobia or speech anxiety which is the fear of speaking
before an audience. Sometimes, the anxiety happens long before the
anticipated activity. There are many causes of stage fright but the most
common is that the individual lacks self confidence. There are a few
people who have Topophobia. Topophobia is the fear of certain places or
situations. The origin of the word topo in Greek is place and phobia is
fear.

Even the most confident performers can suffer from stage fear. Stage
fright is common for everyone from professional actors to presenters. If
you have stage fear, then you may start to feel nervous, shaky, or even
completely drained at the thought of performing in front of an audience.
But don't worry, you can overcome your stage fear by training your body
and mind to relax and trying a few tricks.

Importance of the stage

Every individual is happy to be given attention. Aren’t you feel
delighted, if you are given importance among a huge crowd? The answer
will be Yes. So every person likes to be on the stage, where others
witness your action, word, etc. During the kindergarten school days, kids

11
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will be expecting appreciation from the audience after their performances.
They don’t fear to be on the stage. Even in a few schools, during
assembly and other functions, children are given changes to be on the
stage and deliver things. Later, this has reduced in colleges as a
mandatory, and so many avoid being on the stage. Whereas the feel,
happiness, enjoyment, zeal, will make you fly on the top of the sky. Your
confidence level also improves due to the performance in stage. You‘ll
be known by many of your friends and unknown people. But due to
certain fear, many people avoid the stage. The best way to conquer freight
is to know what your are talking about.

A few reasons for stage fear

You don’t think your ideas are worth listening to, you don’t think you can
express your ideas well, or you fear the audience won’t like you while
you are speaking

You don’t feel prepared
Your past negative experiences
You don’t like to be judged

Your body is flooded with energy (adrenaline) because you sense an
emergency situation

New or unfamiliar audience or environment

How to avoid your stage fear?

Not even a single person in the world would be out of fear on his or her
first and foremost stage. Everyone is afraid of. The ways of avoiding the
fear is by Shift the focus from yourself and your fear to your true purpose
and contributing something of value to your audience. Stop scaring
yourself with thoughts about what might go wrong. Refuse to think
thoughts that create self-doubt and low confidence.

If you want to know how to overcome stage fright, just follow these steps.
Before you read, make sure that you know it helps if you have somebody
perform with you.

e Mind your breath
Its very important relax your mind and make it calm

12
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o Exercise
Not a heavy exercise, make a simple relaxed exercise or walk or jog

e Music
Hear some pleasant music to divert your fear before getting into the stage

e Drink
Do not drink too much water after your performance. You can take citric
juices, better to avoid coffee.

e Reach early
Always reach early to your field of play. This will give you relaxed
atmosphere

e Chit Chat
e Chit chat with the audience, this will reduce your fear and make
you so comfortable to perform on the stage.

e Audience selection

The secret to avoid your stage fear is do not look at the audience who
didn’t show any interest in seeing, listening to you. Don’t care about him.
Instead look at the person who enjoys your performance. You can
perform the entire show by seeing the person who nods at you. Or it also
helps if you have a lot of your close friends in the audience. The audience
wanted you to perform on the stage. Don’t worry about the end, but give
your best.

e Concept

Also feel that the audience do not have the knowledge in the concept of
your deliverance. This will give you more confidence. Use facts and
figures in your performance. This will attract the audience and forget
about any minor mistakes you do.

e Experience

Always remember, no person rode the bicycle without falling down, so
you not the only person who fears to come on stage. There were, are and
will be so many.

13
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Researcher’s View

According to (Salmon & Meyer 1992), Generally, stage fear does not just
go away; and a focused approach does lead to a reduction of the
profession, it can break or seriously hinder a career. In addition, it is a
hazard for the physical and mental wellbeing of the people it concerns.

Exercise : To avoid stage fear

Materials Required  : Stage, any object, known audience or empty
audience

Time Required 110 -15 mts

Participant > Agroup of 5-10

Task : You imagine that there are audience sitting in

front you. If you don’t have the option of the
stage, get in front of the mirror. Give your entire
trial performance.  Enjoy your performance.
Practice to look at a nodding person. Don’t get
upset, when you get stuck in between your
performance.

Learning : Your confidence level will improve a lot. Once
you are comfortable on the knowledge of what
you wanted to perform, the flow will be there.
You should also try to be insensitive in a few
occasions if you come across any negative
response. This will make you to detach yourself
from the situation (pressure). By repeating the
similar activity, you can sure you can easily avoid
the stage fear.

We fell while learning to ride a bicycle, but now
we are able to ride without falling down. The
only reason for this improvement is practice.
Always practice makes a man perfect.

14
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/Further Readings
o https://smallbiztrends.com/2015/10/overcome-stage-fright-
speaking-in-public.html

o http://www.wikihow.com/Overcome-Stage-Fright

¢ https://www.adaa.org/understanding-anxiety/social-anxiety-
disorder/treatment/conquering-stage-fright

! https://www.entrepreneur.com/article/238442

~

J

The pure fail not in power of words
Knowing grand council's moods and modes
721
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Body Language
If you want to find the truth
Do not listen to the words coming to you
Rather see the body language of the speaker
It speaks the fact not audible
- Bhavesh Chhatbar

What is Body Language?

Body language plays a very vital role in

corporate  world. The conscious and

unconscious movements and postures by

which  attitudes and  feelings  are

communicated or exposed is called Body

language. There are sometimes subtle and N

sometimes not so subtle movements, gestures, ' J

facial expressions and even shifts in our

whole bodies that indicate something is going on. The way we talk, walk,
sit and stand all say something about us, and whatever is happening on the
inside can be reflected on the outside. Body language is a type of non-
verbal communication in which physical behavior, as opposed to words,
are used to express or convey information. Such behavior includes facial
expressions, body posture, gestures, eye movement, touch and the use of
space. Body language must not be confused with sign language, as sign
languages are full languages like spoken languages and have their own
complex grammar systems, as well as being able to exhibit the
fundamental properties that exist in all languages. Body language, on the
other hand, does not have a grammar and must be interpreted broadly,
instead of having an absolute meaning corresponding with a certain
movement, so it is not a language like sign language, and is simply termed
as a "language™ due to popular culture.

Importance of Body Language

By becoming more aware of this body language and understanding what it
might mean, you can learn to read people more easily. This puts you in a
better position to communicate effectively with them. What's more, by

16
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increasing your understanding of others, you can also become more aware
of the messages that you convey to them. It's well known that good
communication is the foundation of any successful relationship, be it
personal or professional. It's important to recognize, though, that it's our
nonverbal communication. Body language can instantly help to evaluate
the interest of people. It is a personal way of expressing emotions when
words don’t help.

How to improve Body Language

Body language often has great impact in transmitting messages to the
listener. Facial expression and eye movements are very important while
conveying your feelings. Smile on the face reflects confidence. If you are
in meeting and you are not moving your eyes over all the participants, you
will fail to add impact. You need to maintain intensity of voice to match
the heat of the topic. Good posture coordinates your verbal language. If
you have right body posture, you can easily control your voice. Your body
weight needs to be equally balanced on the feet to have correct posture.
Try to notice your body posture when you are happy and confident. You
will find that your body is equally balanced and consequently, you are
taking full breath at ease and body is moving synchronously with your
voice.

You might want to practice in front of a mirror. It might seem silly but no
one is watching you. This will give you good feedback on how you look
to other people and give you an opportunity to practise a bit before going
out into the world. Another tip is to close your eyes and visualize how
you would stand and sit to feel confident, open and relaxed or whatever
you want to communicate. See yourself move like that version of yourself.
Keep your hands open, when you have discussion with the people. Look
at the listener’s eye and talk. It shows that you are confident on your
concept.

Researcher’s View

According to (Harmony 2011), Management expect their employees to
pay attention to the verbal and non-verbal habits. Once you are able to
determine the style of management, and the communication habits of the
colleagues and supervisors, then it will be able to figure out what is
expected of the employee throughout the workday.

17
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Exercise . Gather a few people, preferably homogeneous
group

Materials Required  : NA

Time Required :5-10 mts

Participant : A group of 25 -30

Task : You instruct the audience to listen carefully &

follow what you do.

1. Tell them to raise their hands and so you too raise your hands
The audience will raise their hands

2. Tell them to rotate their hands and so you too rotate your hands
The audience will rotate their hands

3. Tell them to rotate their head and so you too rotate your head
The audience will rotate their head

4. Tell them to touch their eyes but you touch your ears

The maximum audience will touch their ears

Learning : This exercise will show you the importance of
the body language, though the words and actions are together, people give
importance for the actions rather than words, so body language is very
important than words.

/Further Readings \

o https://www.mindtools.com/pages/article/Body_Language.htm

o https://en.wikipedia.org/wiki/Body_language
o http://www.careerride.com/Soft-Skills-Body-language.aspx

o http://www.positivityblog.com/index.php/2006/10/27/18-ways-
K to-improve-your-body-language/ /

Just standing in front would suffice
For those who read the mind on face
708

18
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BOLDNESS
Whatever you can do, or dream you can, Begin it
Boldness has genius, power and magic in it
- Johann Wolfgang Von Goethe

What is Boldness?

The quality of having a strong, vivid
or clear appearance. Willingness to
take risks and act innovatively,
confidence or courage.

Boldness depends on situations.
At work, boldness is the willingness
and confidence to take initiative even
if the task seems tough or impossible. At relationships, boldness means
being honest and frank in a gentle way to your loved ones. In life,
boldness is standing up for what you believe in and being firm on your
belief, come what may. Boldness is the quality to express one's mind or
thoughts through words or actions, honestly and it is not without worrying
about what the rest of the world or other person thinks about it. Boldness
is willingness to take surprisingly bold risks.  Boldness doesn’t mean
lacking fear or anxiety, rather it means pushing past these to do what is
right or what makes your heart feel.

Importance of being bold

Everyone in our life needs to take a decision at some point of time. Only a
bold person can take a decision. If you’re not bold enough to take a
decision, then decision of others will be imposed on you and you have to
proceed with their decision(s). Boldness will lead you to take a step
forward in your career. In other words, making bold decisions is hard at
first, but gets easier with practice. In general, all successful managers and
leaders are bold.

How to improve boldness?

You need to develop an attitude of speaking out in your day to day life.
Otherwise you won’t develop the courage to be bold to speak either in
your presentations or chatting with your friends and family members.
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Practice saying what’s on your mind when you’re with just one other
person or a small group. The important way to improve boldness is try to
learn to say “No” when feel saying no. Once you start refusing certain
things which you are not willing to do, it’s the first step to get the
boldness within you. In some cases, you can even pretend as if you are
bold enough. You can also imitate or follow somebody who is dare
enough to show the boldness. Don't confuse being bold with being
aggressive. Aggressiveness often involves imposing your viewpoints or
actions on others. Boldness has nothing to do with the people around you.
It's about overcoming your fears and taking action.

Researcher’s View

According to Worline (2002), Sustaining high quality performance in
organizational contexts requires employees to act with boldness.
Organizations rely on employees to display boldness when completing
their job tasks and interacting with customers, team members and
subordinates. Boldness plays a pivotal role in ensuring company
representatives accurately reflect organizational values, policies and
procedures. Given its critical nature, an examination of the approaches
that organizations use to effectively develop boldness within the
waorkforce is imperative.

Exercise : Arole play can be done

Assume you as a sales person. All the customers, clients are unknown to
you; don’t know their expectations; not sure about their feedback after
your presentation; ultimately no idea about your sales closure

Materials Required  : Product brochure, Meeting hall atmosphere

Time Required 110 -15 mts
Participant :2-5
Task : Strange situations normally leads to fear due to

many unknown factors. Need to close the sale

Learning : The first and foremost skill required for the
sales person is boldness. This courage will help him to proceed with the
sales closure by the following activity. Using the technique of FABIng.
Feature of the product — facts and figures of the product or service
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Advantage of the product — Positives about the product or service Benefit
of the product — the way it is benefited to the customer

ﬂurther Readings \

o https://www.quora.com/What-is-boldness-ldeally-how-much-
boldness-at-work-life-relationships-generally-should-one-
possess

o http://www.matthewcornell.org/blog/2007/3/5/if-not-now-
when-the-importance-of-being-bold.html

o http://www.wisdomcommons.org/virtue/14-boldness/essays
! http://www.speakingaboutpresenting.com/content/being-bold//

Braving death the bold envoy
Assures his king's safety and joy
690
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COMMUNICATION SKILL
Communication is the human connection and it is the key to
personal and career success
- Paul J. Meyer

What is Communication skill?
Communication skill is the development
of communicating effectively. In general,
communication is the act of transferring
information from one place to another. It
can be categorized into four. It may be
vocal (using voice), written (using
printed or digital media such as books,
magazines, websites or emails), visual
(using logos, maps, charts or graphs) or non-verbal (using body language,
gestures and the tone and pitch of voice). Being able to communicate
effectively is the most important of all life skills.
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the communication model

Compared to other skills, communication plays a very vital role. Many
students think that communication skills refer only to English speaking.
Whereas, we would like to pinpoint a very important aspect on
communication skills even in their own mother tongue. The purpose of
communication is to transfer ideas from one person to the other
irrespective of the language. The ability to convey or share ideas and
feelings effectively.

Importance of communication skill
The ability to communicate
information accurately,
clearly and as intended, is a
vital life skill and something
that should not be overlooked.
It’s never too late to work on
your communication skills
and by doing so improve your { — { UJ ]M }
quality of life.
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Professionally, if you are applying for jobs or looking for a promotion
with your current employer, you will almost certainly need to demonstrate
good communication skills. Communication skills are needed to speak
appropriately with a wide variety of people whilst maintaining good eye
contact, demonstrate a varied vocabulary and tailor your language to your
audience, listen effectively, present your ideas appropriately, write clearly
and concisely, and work well in a group. Many of these are essential skills
that employers seek.

There is a beautiful quote by Scott Peck “The overall purpose of human
communication is — or should be — reconciliation. It should ultimately
serve to lower or remove the walls of misunderstanding which unduly
separate us human beings, one from another”.

Verbal communication skills are ranked first among a job candidate’s
‘must have’ skills and qualities. The ability to communicate effectively
with superiors, colleagues, and staff is essential, no matter which industry
you work in. Workers in the digital age must know how to effectively
convey and receive messages in person as well as via phone, email and
social media. The purpose of the language is to transfer ideas from person
to the other. Language can be of two categories — written and spoken.
Further written can be sub divided into two as writing and reading;
likewise spoken can be sub divided into two as speaking and listening.
All these four are important for a person to say that he or she possess
communication skill. There are cases, where a good orator may not have
the skill of writing, likewise, a good writer may not be a good orator.
Mastering in all four skills is a real communication skill.

Among the four skills the easiest skill is listening skill, second easiest skill
is reading skill, third easiest skill is speaking and the fourth easiest or
toughest skill is writing skill.

Level of
. Easiest Effort Grammatical
Skill Skill Task required knowledge
required
You listen
Listening | First somebodies No Not at all
speech
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You read
Reading | Second som_ebodles Less Not at all
written or
printed material

You speak your

Speaking | Third ideas More More
Writing | Fourth | YU WLe YOUT | The Most | The Most

Reasons for not able to communicate in English

Before we proceed on the reasons for not able to communicate in English
and the ways to overcome it, let’s consider as, many students or people
willing or wanted to speak in English, but struggle to speak.

There are many more reasons for students or people not able to
communicate in English with their friends, peers, superior, subordinate,
teachers, etc. At least one or two following reasons would definitely suit
you in struggling to speak in English.

Did schooling in mother tongue
Fear

Grammar

Lack of words (vocabulary)

No atmosphere

Sentence formation

Not interested to speak

Others comment

© ©o N o gk~ wDdhE

Pronunciation
10. Shyness
11. Struggling to get ideas

Ways to improve Communication skill
There are so many ways to improve communication skill. Overcoming
the above mentioned reasons for not able to communicate in English will
definitely help to speak good English.
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1. Did schooling in mother tongue

Many of the students would have studied their schooling in their mother
tongue. They might not have enough opportunities to speak, but the
question is “are they willing to speak in English”, if the answer is yes,
then they should forget the past. No one in the world is capable of
changing the history or can reverse the clock. The only solution is interest
to learn English.

2. Fear

Fear is a very generic term. The reason is, even if someone is asked to
speak on the stage, it will be very difficult for a person to speak either in
their mother tongue or English. So it’s an escapism to say due to fear |
am not able to speak in English in front of others. This fear is also an
interlink with shyness.

3. Grammar

It is a very common issue, many of the non-English natives have. This
small anecdote will help you to remove this barrier. When we were kids,
did we speak the sentence using correct tense in our mother tongue. If
you say ‘yes’, then you are big liar. Definitely not. Now, do you make
the similar kind of mistakes in your mother tongue? May not. What is the
reason for it? There are so many reasons — somebody corrected your
mistakes and you started correcting it further; not only that you are used to
your mother tongue, similarly, if somebody corrected your English
grammar, accept it and get it corrected and proceed further.

Eg: I will went to cinema.

If you are able to find a mistake in the tense in the above example, its
more than enough to build your English language — will (future tense) and
went (past tense), both will not be together in a single sentence.

Most importantly, are we speaking our mother tongue with full grammar
specifications nowadays? Certainly not. If we speak so, then there would
not be must listeners for us. Always keep in mind as the purpose of
communication is to transfer ideas to your listener(s).

4. Lack of words (vocabulary)

Many of the students or people say, “I am weak in vocabulary”. | believe

that a 12 standard student will know 5000 English words. As a college
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student, definitely you would be knowing more than that. Always kind in
mind that when it comes to vocabulary, these four things are very
important — Meaning of the word, Pronunciation of the word, Usage of the
word and Spelling of a word. If these four are known to you for a word,
then you will never forget that word.

Gone are those days, with the help of dictionary you learn 10 words a day
and practice it, having a pocket note and compelling yourself. Instead,
whenever you come across a new word, learn it. It will certainly improve
your communication skill. Learning should a fun.

5. No atmosphere

Some students or people say, | don’t have an atmosphere to speak in
English (i.e. I don’t have circumstances or a need to speak). Sharpening
the saw should be done regularly, once the saw gets rust, it will be very
difficult to make use of it, and likewise being in touch by speaking the
language will keep you moving forward, otherwise, kick starting at a
demanding situation is pointless.

6. Sentence formation

As we discussed earlier on lack of words, forming a sentence is similar to
that. Is it possible to make a small sentence with the known words? — You
come here; Let’s go to canteen; When will you come? For forming a
sentence please do not go with grammatical structure of sentence pattern —
subject, verb, object, predicate, etc. As you do not speak your mother
tongue using these kind of grammatical formations, ignore grammar in
forming a sentence.

7. Not interested to speak

If a person knows how to speak, then the approach towards him or her
should be different. The person need not be considered here, as he is
comfortable in speaking English. Knowing the reason for him or her not
speaking should be dealt different. This is similar to a person who feels,
there is no atmosphere to speak.

8. Others comment

This happens to many of the students and people. You feel shy to speak
in English, due to others’ comment. One thing keep in your mind. If you
see who all comment you, may not speak good English. This anecdote
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will clear path of how to deal with others comment. Assume in a
coeducation class, there are a few lovers. Can you guess, who are all will
comment on these pairs?, Yes its very simple, those who do not have
pairs, will comment on these pairs, likewise those who do not able to
speak good English, only will comment on the persons, who try to speak.
There are two ways to tackle this situation. One thing is either you
accommodate the person or ignore the person. To identify the person, ask
yourself the questions. This might be too harsh, but it is to be followed
here.

a. Will you stab your friend with a knife at his or her back?
b. Will you plug out the growing leaves and spoil the growth of it?

If the answer is “Yes’ for both the questions, then it is high time to ignore
the person

If the answer is “No’ for both the questions, then accommodate the person

9. Pronunciation

Many of the students and people struggle in this part of ‘pronunciation’.
Many of us do not belong to native English speaking people. Our mother
tongues vary. In this case, certainly, there will be an influence of your
mother tongue in the language of English while pronouncing. No one can
learn any language without the base of their mother tongues, likewise,
influence of mother tongue is inseparable.

Some mother tongue speakers say ‘office’ as ‘Oofice’, ‘college’ as
‘coolege’; some others say ‘coffee’ as ‘kapy’, common difference as
‘entrepreneur’ as ‘antreprenuer’, etc.

The most important thing is, without making mistakes, you can’t learnt a
language. In due course, you’ll automatically get corrected yourself.

10. Shyness
Others comment, fear and shyness are more or less interlinked. One
reason supplement the others. Why do you feel shy?, Because others may
comment on you. Why others comment on you? Because of the fear and
making mistakes. Shyness and fear are within us, whereas comment is
from outside. So it is better remove shyness within you to succeed in
speaking English.
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11. Struggling to get ideas

Many of the people feel, they struggle to speak in English because of not
able to get ideas. This illusion has to be strongly removed from their
minds. We get or generate ideas through our mother tongue. So blaming
on English for struggling to get ideas is highly unfair.

Though we have discussed so many reasons for not able to speak in
English, the most important solution to overcome these issues is - Can you
speak at least wrong English? Speaking wrong in any language without
shyness and fear is the first step to learn a language.

This example will remove all your doubts.

We all knew how to ride a cycle. We would have learnt riding a cycle
when we were kids. During our learning of riding a cycle, does any one
of us learnt without falling down (forget about the support either by
wheels or somebody). The answer would be ‘No’. Are we still falling
down? ‘No’. Why? What is the reason for not falling down nowadays?
The reason is very very simple and explicit. PRACTICE. Yes. The key
word is practice. You keep speaking either wrong English or perfect
English, it will definitely fetch you to improve your English language skill
as well as communication skill.

The below figure shows the different kind of students or people.

Do Not Have
Interest to Speak
Have
English Knowledge

@ Have

Interest to Speak
Do Not Have
English Knowledge

1 Reward the person
- Have interest to speak and Have English knowledge
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2 Motivate the person
- Do not have interest to speak but have English knowledge

3 Train the person
- Have interest to speak but do not have English knowledge

4 Get rid off the person
- Do not have interest to speak and do not have English knowledge

Researcher’s View

Clement & Murugavel (2015) has pointed out that there is a big gap
between the various methodologies of teaching the language and the
confidence levels of the students. This scenario affects the employment
opportunities of thousands of students in India. In addition, it is revealed
that there is a training need for the communication skills to improve
employability skill. All the four major elements of communication —
Listening, Reading, Writing, and Speaking (LRWS) should be given
attention.

Exercise . Instructions are interpreted differently if not
understood properly

Materials Required  : A few sheets of equal sizes

Time Required 110 -15 mts
Participant : A group of people
Task : Ask your audience to close their eyes. Then you

instruct the audience to fold the papers as per your instruction to make an
origami (decorative shape). Start giving the group several instructions to
fold and rip their paper several times then ask them to unfold their paper
and compare how it looks like.

Learning : Make the point that each paper looks different
even though you have given the same instructions to everybody. What
does this mean? Ask the group if you think the results would have been
better if they kept their eyes open or were allowed to ask questions.

Communicating clearly is not easy, we all interpret the information we get
differently that’s why it’s very important to ask questions and confirm
understanding to ensure the communicated message is not distorted.
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Further Readings
o https://www.skillsyouneed.com/ips/communication-skills.html

o http://www.amoud.edu.so
o https://youtu.be/xSD5ATW3DX8

Since gain or ruin speeches bring
Guard against the slips of tongue.
642
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COMPUTATION SKILL
Computations are everywhere,
once you begin to look at things in a certain way
- Rudy Rucker

What is Computational skill?

Computational skills are defined as the abilities
to calculate basic addition, subtraction,
multiplication, and division problems quickly
and accurately using mental methods, paper-
and-pencil, and other tools, such as a calculator.
This requires the selection of the appropriate
arithmetic operation. Computation thinking is ! i
the thought processes involved in formulating a problem and expressing
its solution(s) in such a way that a computer—human or machine—can
effectively carry out. A computation method is used to find an answer in
regards to any given problem. The most common computation methods
make up the majority of basic math functions.

Importance of Computational skill

Many students or freshers who appear for competitive exams require this
computational skills at the most. They continue to score very low on
standardized mathematics tests. On an average students do not
demonstrate an adequate level of mathematical competence. The ability to
perform routine mathematical procedures, they insist, is the foundation of
mental computation and estimation, and is fundamental in developing
mathematical understanding and problem solving competence, the
ultimate goal of learning mathematics.

o Memorization cannot be the primary method of learning mathematics

e Learning math is a process of construction. Children build on what
they know. We cannot simply transmit information to them

o Algebraic and geometric concepts should be integrated throughout the
curriculum

o Every concept ought to be presented in a variety of ways
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o Examples and problems should be based on the real life experiences of
children

o Cooperative learning techniques are especially helpful in learning
problem-solving skills

Ways to improve Computational skill

Computational skill is to be improved among the job searches. By
adopting a few methods, it can be easily improved. One of the easiest one
is on mathematics. Memorization cannot be the primary method of
learning mathematics. So learning math is a process of construction.
Children build on what they know. We cannot simply transmit
information to them. Every concept ought to be presented in a variety of
ways. Examples and problems should be based on the real life
experiences. Cooperative learning techniques are especially helpful in
learning problem-solving skills.

Researcher’s View

According to (Brock 1993), “Employers focus more and more on an
employee's ability to compute at increasing levels of sophistication. The
reason for this is simple technology requires it. Moreover, the introduction
of sophisticated management and quality control approaches such as
statistical process control (SPC) demand higher mathematical skills”.

Exercise : Connecting the nodes with the given values
Materials Required  : Picture of the nodes and values

Time Required 110 -15 mts
Participant > Individual / A group of 3-5
Task . Inside the first node there is a value of 1 which

means that this node is connected to just one node ...
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Solution . After connecting the nodes

Learning

logical, analytical and computational skills

: Doing this task will help the participant to apply

o

/Further Readings

http://www.ernweb.com/educational-research-articles/the-
importance-of-computational-skills-in-the-new-mathematics-
curriculum/

WwWw.courseweb.stthomas.edu

https://www.ernweb.com

~

Who marches without plans and ways
His field is sure to foster foes.
465

33



Skills For Success

CURRENT AFFAIRS
If you don’t know history
you don’t know anything
- Richard Puz

What is Current Affairs? P
The two words — current and affairs come N e et Mfairs
together to given an interesting name to a Q M

subject of study. Current means recent, q’]'

day to day life and affairs means events, | ™

CareerlT

!*w,&}v Y "‘A‘

issues, etc. Therefore current affairs are ‘

the day to day incidents and events around

us. Technically current affairs is defined % s
as a genre of broadcast journalism where

the emphasis is on detailed analysis and discussion of news stories that
have recently occurred or are ongoing at the time of broadcast. Current
affairs is an explanation and analysis of current events and issues,
including political or industrial controversy or public policy issues.
Current affairs comprise of news, information, awareness and
comprehension on all that is happening in the world — it is related to every
walk of life. It covers all topics ranging from business, sports, money,
politics, education, employment, crime, and ethics so on and forth. I am
sure all of us like news related to a particular sector, or area. But, it is
advisable to be updated for your all round growth. Please do not rely on
bluffers or unauthorized source of information, wrong information will
not lead you anywhere.

Importance of Current Affairs

Public knowledge of current affairs have changed very little, despite
dramatic changes in the media and information revolution. On an average,
today’s citizens are as able to name their leaders, and are about as aware
of major news events, as was the public nearly 20 years ago. Isn’t this
worrying you? In today’s well-connected world we are so less concerned
about what’s happening around us — the current affairs. It is so important
to be connected to the world; we all are directly or indirectly affected by
what goes around us. We cannot exist in vacuum — all by ourselves,
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therefore being connected with world is as important as eating and
sleeping. If you don’t know the government policies, laws, rules and
regulations of the land, however educated you are, people will tag you as
“ignorant.” and there are many people out there to cheat you if you are not
updated. Current affairs help us stay protected. When a person is updated
he/she is a pleasure to talk to. Keeping yourself up-to-date with current
affairs makes you stay healthier mentally as well as physically. There are
lesser chances of these people to suffer Alzheimer’s because they
constantly think and analyze. Secondly because they gather so much news
they stay fit by changing their living habits in every walks of life.

Ways to improve the knowledge of Current Affairs

You need to grasp the news from the television news hours, news papers,
Internet, news magazines, business magazines, radio, talk shows, and
word of mouth — from anywhere. The professional bodies while
conducting examinations always test the student’s knowledge of current
affairs. Aspirants who wish to crack IAS, Bank PO/clerks, LLB, PSUs,
SSCs or entrance examinations like MBA, etc cannot succeed those
exams without in-depth knowledge of current affairs.

e Read news papers regularly. Take any newspaper of your choice. Read
it daily by making a time slot for reading the news paper. Glance at it
from first to last page once, and then read those important news items
(of your interest) meticulously. Make notes of important points. Make
it your habit. If you’re reading about controversies, gather information
of social, economic and political background of the happening. Find
out what are the critical issues. Who are those people expressing their
views, what are their perspectives in relation to the issue. Think about
the biases. Think about the news from different angles.

e Do a SWOT analysis of the issue and think about solutions. You are a
responsible citizen of the country and you have a view point of your
own.

e Think of a solution — you just can’t read about a crisis and leave it
there. Start analyzing the situation; discuss your views with your
teachers, friends, parents and others. You will hear many others views.
This will give you a larger picture.
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o Include in forums — Involve yourself in various discussions, debates
for better understanding of the concept

e Join some group on Internet such as Face book/Twitter express your
views. This is how you will grow.

Researcher’s View

According to (Halfmantr, 2000), “Current affairs and general knowledge
are the integral part of generally all of the competitive exams. The
importance of current affairs and general awareness hold good not just for
the written exams per se but also for the group discussion and interview
stages”.

Exercise : Need to improve the knowledge on current
affairs

Materials Required  : Newspapers

Time Required 130 —45 mts
Participant : 1 participant
Task : Read the various topics in the newspaper on the

regular basis, then prepare the chain of events of the particular topic based
on your understanding

Learning : This regular practice not only helps you to
understand the chain of events, but also helps to attend the competitive
exams and to train others, who are in need of

Further Readings
¢ http://drvidyahattangadi.com/why-current-affairs-knowledge-is-
important/

e www.jagranjosh.com

e www.oxforddictionaries.com

Who have wisdom they are all full
Whatev'r they own, misfits are nil.

430
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DECISION MAKING
You are the CEO of your own life
Start making executive decisions today

- Stephen Luke

What is Decision Making?

The thought process of selecting a
logical choice from the available
options. When trying to make a good
decision, a person must weigh the
positives and negatives of each
option, and consider all the
alternatives. For effective decision
making, a person must be able to
forecast the outcome of each option as well, and based on all these items,
determine which option is the best for that particular situation. In the
wider process of problem solving, decision making involves choosing
between possible solutions to a problem. Decisions can be made through
either an intuitive or reasoned process, or a combination of the two.
Decisions need to be capable of being implemented, whether on a
personal or organisational level.

Importance of Decision Making

Decision making is a process of selecting the best among the different
alternatives. It is the act of making a choice. Decision making requires
courage. This is because every decision involves a certain amount of
uncertainty. With every decision there is the possibility of failure. But it is
not possible for a person to advance in life unless he is willing to make
decisions, with no guarantee of success. All successful leaders and
managers are firm decision makers. Making a decision is very important
as well taking a right decision is much more important for an employee.
Taking the right decision based on the pros and cons of the situation,
alternatives and forecasting will lead to the profit for the organisation
through the maximum utilization of the resources effectively. Deciding
what not to do is as important as deciding what to do.
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Ways to improve Decision Making

Decision making is the process of making choices by identifying a
decision, gathering information, and assessing alternative resolutions.
Using a step-a-step decision-making process can help you make more
deliberate, thoughtful decisions by organizing relevant information and
defining alternatives. This approach increases the chances that you will
choose the most satisfyifng alternative possible.

- ldentify the Decision

- Gather information

- ldentify alternatives

- Weigh the evidence

- Choose among the alternatives
- Take action

- Review your decision

If you want to avoid feeling discomfort or fear when making hard
decisions, get practice by doing it a lot. There are so many management
games on improving the decision making process. Playing chess is
considered to be the best strategy game by many, this classic game helps
build skills in visualizing future goals or outcomes and recognizing
patterns that will evolve based on the likelihood of future decisions during
play. The best strategy game players are able to project very long
sequences of moves.

Researcher’s View

According to (Mitchell, 1973), “Participative efficacy (collective) is the
extent to which group members believe that their group has the ability and
skills to successfully participate in decision making. In theory,
participative decision making’s effects on performance may stem from
how people use it instrumentally to create situations that are more
favourable to their effectiveness”.

Exercise : Need to improve the decision making skill.
Materials Required  : Chess board
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Time Required 110 -15 mts

Participant : 2 participants

Task : Play the game using your logic

Learning : Decision making skill will improve through
playing the game of Chess

/Further Readings \

o http://www.matthewcornell.org/blog/2007/3/5/if-not-now-when-
the-importance-of-being-bold.html

o http://www.businessdictionary.com/definition/decision-
making.html

o https://lwww.skillsyouneed.com/ips/decision-making.html

( http://www.syros.aegean.gr/users/tsp/Books/eng/lOLEINO.pdf/

Think and dare a proper deed
Dare and think is bad in need.
467
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DRESS CODE
No matter how you feel get up, dress up and show up
- Regina Brett

What is Dress Code?

A dress code is a set of standards that DRESS FOR
companies develop to help provide

their employees with guidance about

what is appropriate to wear to work.

Dress codes range from formal to

business casual to casual. The

formality of the workplace dress code

is normally determined by the number

and type of interactions employees

have with customers or clients in the workplace. In workplaces that are
frequented by clients who expect their counsellors to exhibit
professionalism and integrity, the dress is often formal. A more casual
dress code is normally adopted for employees with no customer or client
contact. This is the dress code that the majority of employees want.
Competitive employers allow this dressing for work. Depending on the
organization, the dress code may be written in great detail, or in the case
of a casual dress code, very little detail is necessary. Dress code plays an
important role in culture and traditions. India is a secular nation with
various religions, unity, integrity and has various cultures. There by due to
the culture influence it has a great impact on the lifestyle of the society,
politics, cinema, fashion industry, television, cultural events etc.

Importance of Dress Code

The major reason why dressing in proper business attire is important for
every business professional is because it presents a visual image and sends
a message that the employees are professional. The importance of a dress
code for professionalism varies somewhat by industry. The purpose of a
dress code is to provide guidance to students and parents as to appropriate
attire for school and at any school function. Appropriate dress, along with
basic etiquette, is one of the most common associations made to
professionalism. We form first impressions and overall judgments about
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people by the way they dress. If the way someone dresses affects the
perception of your company's customers or business partners, it is
important to maintain a standard of dress that creates a positive
impression. No standard or casual dress standards may make employees
comfortable, but the point of professionalism and etiquette is to make
others comfortable. In addition, the dress code is a primary means of
helping students learn a skill, which is required for success in getting and
keeping employment linked to attire. Keep in mind that the candidate
dressed in a suit and tie is going to make a much better impression than
the candidate dressed in scruffy jeans and a T-shirt.

Dos
v' Carry a simple, professional handbag

v Groom your hair, long hair can be pulled back into a low bun

v" If you have any visible body piercings or tattoos, remove and / or cover
them

v Wear comfortable fabrics that will breathe, resist wrinkling and retain
their shape

v" Wear low-heeled shoes
v" Wear minimal make-up with a conservative lipstick colour

Don’ts
% Have chipped nail polish

Have excessive body odour or perfume
Have runs in your stockings
Plunging necklines, low rise pants, belly shirts, or see through shirts

%
%
%
% Show too much skin.
% Wear ill-fitting clothes
%

Wear skirts, shorter than your knees

41



Skills For Success

Ways to improve Dress Code

The following mentioned are a few career tips and work outfit ideas on
how to improve the dressing skill for work and perfect business dress tips
for success:

General Tips
» Avoid neon colours and overly flashy clothes

o Don't wear strong perfume or cologne

* Dry your hair

» Make sure your clothes fit

» Pay attention to your bag

» Pay attention to your watch

e Understand what's appropriate in your industry
» Wear glasses that fit

» Wear rich colours to portray authority

» Wear well-kept, polished shoes

For women
» Don't be too sexy

» Don't over-accessorize
» Get regular pedicures
* Your jewelry shouldn't make noise

For men
* Avoid ankle socks with slacks

» Facial hair shouldn't overwhelm your face

» Grow facial hair on a weekend or vacation

» Show sophistication with 'smart casual' style
e Trim your beard
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Researcher’s View

According to (Sangimino, 2010), “The dress code at a business sets the

tone for the company.

But companies need to be aware of their

employees, their environment and their customers before setting a strict or

sweeping dress code”.
Exercise

Materials Required
Time Required
Participant

Task
dress code

i. Formal wear

ii. Semi-Formal wear
iii. Wedding wear

iv. Party wear

v. Casuals at office
vi.  Sports wear

vii. Casuals at home
Learning

: Dress up

: Dresses for every occasion
: 7 days

> Individual

: Allocate each and every day of the week with a

> You can know the differences among all these

dress codes and accustom with the various wearing styles

Further Readings

o https://content.wisestep.com/dress-success-workplace/

o http://www.lingfieldpark.co.uk/race-info/is-there-a-dress-code/

e http://stylecaster.com/dress-code/

Full-worded men by what they say
Their greatness to the world display
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EMAIL ETIQUETTE
An email can make or break a potential opportunity for you,
So send and respond to them wisely

- Leila Lewis

What is email etiquette?

Email etiquette refers to the principles of
behavior that one should use when writing or
answering email messages. Because email is
less personal than a phone or in-person
conversation but quicker to send than a letter, it
is possible for serious breaches of manners to
take place. Etiquette is important because it
implies polite behavior and helps to build =
relationships with people whether it is in the workplace or at a
party. Etiquette is one way to show respect for other people and to request
respect from other people. It is proper netiquette to be conservative in
messages you send and liberal in messages you receive.

Importance of email etiquette

We all understand the importance of good ‘people skill” when it comes to
our interpersonal communication. It helps us get the results we need. Our
communication determines the opinion others have on us — knowledge,
ignorant, pleasant, rude, professional or immature. When it comes to
email etiquette, its not as easy to control how others perceive us, and yet
its even more important. Why? Because what you write and how you use
email can affect whether your email gets delivered, received or responded
to — and what that response is! Without immediate feedback a document
can easily be misinterpreted by its reader, so it is crucial that to follow
basic rules of etiquette to construct an appropriate tone. Nearly all of us
are familiar with email and most of us use it daily for both personal and
professional reasons. Like letter-writing of not so long ago, there is an
accepted etiquette, or rules, that help us avoid confusion and
misunderstandings. Even if you have been writing emails since a very
young age, there is standard Email etiquette that is necessary for both
personal and professional use.
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Ways to improve email etiquette

o Do use a professional salutation

v' Using “Hey,” “Yo,” or “Hiya” isn’t professional, no matter how well
you know the recipient

v" Use “Hi” or “Hello” instead

v" To be more formal, use “Dear (insert name).” Using the person’s name
in the salutation -- “Hello Robert” -- is quite appropriate, but remember
not to shorten a person's name unless you're given permission to do so

e Reread every email before you send

Always consider that once an email is sent, it cannot be retrieved (yet). If
you must write an angry email, write it as a draft and wait overnight.
Revisit the email in the morning and then make a decision on whether to
send the message. Some of us can remember pushing enter and maybe
wishing there was a delete button!

e Acknowledge every mail

When somebody expects a response from your side for the email, it is
always better to reply the mail as Thanks, I’ll get back to you. This will
avoid repetitive email from the sender and also gives the sender that the
email has reached you and the content is read and understood.

e Using signature

Especially in the formal makes when you use outlook express or MS
outlook, people have a tendency to keep the signature. This signature will
occupy more internet data and space. To avoid this, when you
correspondent with your colleagues internally or to the known recipients
or the loop or continuous email, it’s always better to avoid the full
signature like logo of the company, full address, designation, contact nos.
landline, extension, mobile, email id, website, etc. instead you can keep a
short signature content, whereas for external customers or clients, you can
use the full signature.

Don't assume the recipient knows what you are talking about

o Create your message as a stand-alone note, even if it is in response to a
chain of emails. This means no “one-liners.” Include the subject and
any references to previous emails, research or conversations
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e Your recipient may have hundreds of emails coming in each day and
likely won’t remember the chain of events leading up to your email

e Do double check your response, before sending to multiple
recipients

When writing an angry email, consider the consequences not only for you

but for the intended recipient(s). Most of us would not go and complain to

our boss that a colleague took an extra 10 minutes for lunch, but as the

email is a written form of communication with delayed response time, it

might seem appropriate to complain in an email.

Dos
v" Use active language

Use positive language
Check whether you have to attach something

v

v

v" Use simple readable font

v" Use known and understandable abbreviations -BTW, ASAP, etc.
v" Use smileys only when needed

D

on’ts

% Use passive and / or abusive language

% Use all capital letters

% Use fancy fonts which are not easy to read

% Use SMS / chat language —thx, cu, ur, ur ...

% Attach huge files unless it is a must

% Forward without the permission / knowledge of original sender
% Ask for a read receipt unless it is a must

x

Don’t forward spam emails, hoaxes, jokes — unless you are sure you
wanted to do it

x

Ask to recall a message

x

Indulge in flaming (hatred message)
% Respond to flaming
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Researcher’s View

According to (Danielle 2009), “Electronic mail is undeniably has become
an essential aspect of business operations. It is a communication tool that
has many advantages. Electronic communications allow business
professionals to connect and collaborate in new ways”.

Exercise : Sending emails
Materials Required  : Alternate email ids

Time Required 110 -15 mts
Participant . Individual
Task > You can share the content to your alternate

email id and can check how it is being received. You can try to attempt
all kind of options available in email

Learning : By sharing these kind of mails either in BCC or
CC will help you to have a track of improvements

mrther Readings \

o https://www.reference.com/technology/definition-email-
etiquette-c9b0f917ch8bc8ec

https://en.wikipedia.org/wiki/Etiquette

http://study.com/academy/lesson/what-is-email-etiquette-
definition-examples.html

https://www.wikihow.com/Improve-Y our-Email-Etiquette

http://emilypost.com/advice/email-etiquette-dos-donts/

K https://www.goodreads.com/quotes/tag/email /

Not harsh, the envoy’s winsome ways

Does good by pleasant words concise.
685
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GRAMMAR - BASIC

Grammar is to a writer what anatomy is to a sculptor, or the scales to
musician.

You may loathe it, it may bore you, but nothing will replace it, and
once mastered, it will support you like a rock
- BJ Chute

What is Grammar?

Grammar is the way in which words are
put together to form proper sentences.
Every language has grammar.
Grammar is the sound, structure, and
meaning system of language, each
language has its own grammar. People
who speak the same language are able to £ : il
communicate because they intuitively know the grammar system of that
language -- that is, the rules of making meaning. Let’s consider the
commonly used official language English for further discussion. English
grammar is the way in which meanings are encoded into wordings in the
English language. This includes the structure of words, phrases, clauses,
and sentences, right up to the structure of whole texts. There are historical,
social, cultural and regional variations of English. Grammar is of two
types - Prescriptive grammarians - A prescriptive grammar is a set of rules
about language based on how people think language should be used and
Descriptive grammarians - A descriptive grammar is a set of rules about
language based on how it is actually used. In a descriptive grammar there
IS no right or wrong language.

Importance of Grammar

Grammar skills are important to be an effective leader. Proper grammar is
also essential for understanding English as a second language as well as
for learning a new language, since all languages
follow grammatical patterns. ~ Grammar is important because it is the
language that makes it possible for us to talk. Grammar names the types of
words and word groups that make up sentences not only in English but
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also in any language. As human beings, we can put sentences together
even as children. A knowledge of grammar has a proven impact on
writing, reading, mastering your own language, learning foreign
languages, and general thinking. So grammaris bound up with the
meaning and effect of what we write and say; it gives us the words to talk
about the choices we make when we communicate. Proper grammar is
also essential for understanding English as a second language as well as
for learning a new language, since all languages follow grammatical
patterns. In both situations, grammatical inconsistencies make influential
words less poignant.

Ways to improve Grammar

Improve your grammar by writing and practicing any new rules or words
you've learned. Keep a journal, write short stories, or even just email back
and forth with friends or family. Concentrate on improving any problem
areas you might have or mistakes you often repeat. Don't rely solely
on grammar checkers.

++» Read English newspaper
v" If you read English newspaper every day, you will understand what is
happening around you

v It is necessary for learners to read English newspaper every day,
because they can learn more spelling and grammar

v" | would suggest reading English newspaper every day to improve your
reading skills and writing skills

Listen to English songs
If you turn on the radio or television, you can learn English without
pain

ANEX

v' Listening to English songs can help you learn a lot of vocabulary and
pronunciation

<

You can learn English at any time

X3

S

Do more grammar exercises
Practice online grammar

AN

Keep talking with your friends
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v" Practice from the school grammar notes

Researcher’s View

According to (Wiens 2012), “The recruiter cares about grammar for two
reasons. One, he points out, is that in this digital age, when we
communicate increasingly in written texts and posts, we project ourselves
through our written words. Another reason is that poor grammar shows a
kind of sloppiness. Recruiters hire people who pay attention to detail”.

Exercise : Translation - writing
Materials Required  : White sheet, pen

Time Required 130 —45 mts
Participant > Individual
Task : Write an essay in your mother tongue, then

write the same in English with the same tense

Learning : This will help you to overcome the mistakes in
your grammar with the help of translating the content from your mother
tongue to English. This practice will reduce your grammatical mistakes
drastically.

Further Readings
o www.wikihow.com/Improve-Your-Grammar

¢ https://www.thoughtco.com/why-does-grammar-matter-1691029

o https://www.varsitytutors.com/blog/7+tips+to+improve+your+gr
ammar+skills

Grammar and logic learn so that
-Foes you can boldly retort
- 725
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GROUP DISCUSSION
Discussion is an exchange of knowledge

An argument an exchange of ignorance

- Robert Quillen

What is Group Discussion?

A discussion group is a group of
individuals with similar interest who
gather either formally or informally to
bring up ideas, solve problems or give
comments. A group discussion (known
also by wvarious other names such
as discussion board, discussion forum,
message board, and online forum) is a general term for any online
"bulletin board" where you can leave and expect to see responses to
messages you have left. In short, the GD panel is testing whether you
know the topic well, are able to present your point of view in a logical
manner, are interested in understanding what others feel about the same
subject and are able to conduct yourself with grace in a group situation.
Group Discussions can be topic-based or case-based. Abstract topics,
Factual Topics, Controversial Topics — Controversial Topics are those that
are argumentative throughout nature. They are intended to generate
controversy.

Importance of Group Discussion

Most organizations today are very clear about the skills and knowledge
that they look for in a candidate while screening. This was not the case a
decade ago. Group Discussion has been a part of the Selection process for
admission into most of the top Business Schools and one of the selection
processes for recruitment to the companies. The concept of Group
Discussion has not been a part of the regular academic curriculum in
Colleges and Universities. So, students usually face a lot of problem in
this area of the Selection Process. Let us first understand why Group
Discussion is conducted. Group Discussion is a methodology or in a
simple language you may call it an interview process or a group activity.
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It is used as one of the best tools to select the prospective candidates in a
comparative perspective. GD may be used by an interviewer at an
organization, colleges or even at different types of management
competitions. Group discussion helps to gauge whether the candidate has
certain personality traits and/or skills that it desires in its members. The
group of candidates is given a topic or a situation, given a few minutes to
think about the same, and then asked to discuss the topic among
themselves for 15-20 minutes. The size can be between 8 and 15.

Group discussion helps you
o to understand a subject more deeply

o to improve your ability to think critically
e insolving a particular problem

e to make a particular decision in the group
 the chance to hear other students' ideas

e to improve your listening skills

 the confidence in speaking

e to change your attitudes

Group discussion helps the evaluator
o to understand the candidates interpersonal skills

 toidentify the candidate’s ability to work in a team
¢ to understand ones attitude
e inselecting a perspective candidate in a perspective methodology

A few skills evaluated in a Group discussion
e Interpersonal skill (IPS)

o Communication

o Leadership skill

o Coordinating skill
e Team building skill
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¢ Reasoning skill
o Assertiveness
o Negotiating skill
e Logical thinking

Characters in GD
e Assertive / Aggressive

- one who is very active in the group
e Table fan

- one who faces at the speaker all the time during argument, discussion or
even when there is a parallel conversation

o Passive listener

- one who is inactive in the group due to aggressive speaker or doesn’t
have points to share

o Leader

- one who emerges as a situational leader

e Jumper

- one who jumps into the topic immediately
e Trouble maker

- one who shows his argumentative skills

e Balancer

- one who is very smart enough to interfere with logic, middleman
between jumper and trouble maker

e Interrogator
- one who never speaks or answers, but always question others

Ways to improve Group Discussion
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Any GD can be divided into three phases — Introduction (Initiation),
Discussion and Conclusion (summarizing). It is very important to
concentrate in all the three phases.

Sitting formation

A perfect group discussion circle can be formed by ensuring your left
knee is adjacent to your left side member’s right knee. In this way the
circle can be formed very easily.

Phase | - Introduction (Initiation)

Once a topic is given for the discussion, don’t be in a hurry to start with.
It is mandatory to start the discussion, but it also important not to start the
discussion without knowing anything on the topic. You will get backfired
if the start is not good enough for you. The easiest way is to greet the
group members, introduce the topic once again to your members, tell them
the time limitations, and how to go about the discussion like pros and cons
in general, and most important thing is to give a lead on your talk to
someone to proceed with.

Phase Il - Discussion

This phase is the major portion of the GD, where you have to exhibit your
logical inputs — statistics (if any), background of the topic (if suitable to
the topic), importance of the topic, etc.; interpersonal skills (IPS) —
motivating your teams members to give their inputs, being an arbitrator,
good listener, negotiator, convince and be convinced, team player, etc. At
last nevertheless to say on the importance of body language — how you
sit?, how you give attention to others when they speak?, how you behave
during arguments?, relaxed sitting posture or attentive posture?, looking at
the speaker or looking away from the group? looking everybody and
speak or look only one person? etc. are to be concentrated.

The most important thing is to jot down the important points during the
discussion, which will help you in summarizing the discussion.

Phase 111 — Conclusion (summarizing)

This is the final phase of the GD. It is always better to summarize the
discussion. But the question is who has to summarize the discussion. The
observer may not ask by pin pointing an individual to summarize it. So it
is better you initiate my summarizing the discussion with the help of the
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points. This summary need not be the single solution or alternative
solution or various solutions for the issues of the topic. It can be even just
a summary of all the group members.

Evaluation model

This evaluation method will help you to understand the way GD is being
conducted. In general the evaluator (observer) will not be a part of the
group members. He keeps observing the discussion and will not interfere
until the discussion gets over. As the members are new to the observer,
he’ll substitute the nos. based on the sitting order. He’ll observe many
aspects — leadership skills, motivating ability, team playing skill,
interpersonal skills, summarizing skills, etc. The purpose of the GD is not
to judge your expertise knowledge on the topic, but other important skills
such as interpersonal skills, leadership, coordination, body language, etc.

Topic: Group No.
Evaluator:
Introduction | Interpersonal . Body Conclusion
(Initiation) Skill (IPS) L((igl)c Language | Summarizing Igg;l
O] (20) (10) (5)

©|m|~|o|u|slw|v|e]| £ L

Researcher’s View

According to (Mandal, 2008), “Group Discussion is a process, and for the
satisfactory outcome of the process, participants should follow a
procedure, which is referred to as code of conduct. One should be careful
and meticulous while doing the Discussion”.

Exercise : Group Discussion
Materials Required  : Paper, pen, any topic

Time Required 120 - 25 mts
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Participant : Agroup of 8 -12

Task : A topic is to be discussed in a professional
manner with the help of all the participants. Involvement of all the
participants lead to an effective discussion.

Learning . Different types of characters emerge during a
GD Each person should take a fair share of the time available Purpose of
GD - Information sharing / Decision making / Selection purpose

ﬂurther Readings \

o https://www.gvtjob.com/types-group-discussion/

o http://www.drypen.in/group-discussion/what-is-group-
discussion-and-its-importance.html

o http://placement.freshersworld.com/what-is-group-
discussion/33122049

e http://www.managementstudyhg.com/characteristics-and-

k purpose-of-group-discussion.html J

Think and dare a proper deed

Dare and think is bad in need.
467

56



Skills For Success

INTERPERSONAL SKILL
The challenge that many people face
when interacting with others is that
they lack the necessary interpersonal skills needed to be effective
- Robert W. Lucas

What is interpersonal skill?
Interpersonal skills are fundamental to
successful relationships at home, at
school, at work and socially.
Interpersonal skills are the life skills we
use every day when we communicate and
interact with  other people, both
individually and in groups. Interpersonal
Skills become so natural that we may take them for granted, never
thinking about how we communicate with other people. With a little time
and effort you can develop these skills. Good interpersonal skills can
improve many aspects of your life, both professionally and socially, as
they lead to better understanding and better relationships. Interpersonal
skills are also sometimes referred to as social skills, people skills, soft
skills, or life skills. Although all these terms can include interpersonal
skills, they tend to be broader and therefore may also refer other types of
skills. Many people also use the term communication skills for
interpersonal skills, but interpersonal skills covers more, including
decision-making and problem-solving, plus working in a group or team.

Importance of interpersonal skill

Interpersonal skills are not just important in the workplace, our personal
and social lives can also benefit from better interpersonal skills. People
with good interpersonal skills are usually perceived as optimistic, calm,
confident and charismatic - qualities that are often endearing or appealing
to others. Employers often seek to hire staff with 'strong interpersonal
skills' - they want people who will work well in a team and be able to
communicate effectively with colleagues, customers and clients. People
who have worked on developing strong interpersonal skills are usually

57



Skills For Success

more successful in both their professional and personal lives. Through
awareness of how you interact with others - and with practice - you can
improve your interpersonal skills. Interpersonal communication skills are
essential to develop other key life skills. Being able to communicate well
with others is often essential to solving problems that inevitably occur
both in our private and professional lives. Even if you don’t work in
customer service, sales, or PR, interpersonal skills form an integral part of
your professional toolbox. From collaborating on a project with an
insecure colleague to liaising with an important external stakeholder, you
need the confidence, empathy, and communication skills to make the most
of every interaction.

Ways to improve interpersonal skills
Interpersonal skills are a combination of various skills — communication
skill, listening skill, empathetic feel, etc.

Listening

Listening is different from hearing. Being attentive to somebody’s speech
or talk is listening. If somebody feels that their words are being listened,
the first step for interpersonal is improved. So focus on your basic
listening skills.

Way of disagreeing

All the time we can’t agree with others opinion. There are at times where
we may disagree with some of our friends, colleagues, relatives,
neighbours, etc. How do you express your disagreement is very important
in interpersonal skills. Always consider the issue and the person who
expresses it separately. It is one of the easiest ways to tackle the issue
very pleasantly. Once you decide to consider the issue and the person
separate, you can have stress-free approach. Justifying your point is more
important than blaming the other person’s mistakes or words or actions.

Practice Empathy

Do not look always in terms of your view, there are at times you need to
look in terms of others too. An issue has so many ways of approach. By
considering empathetic, you’ll have a different way of approach towards
an issue, this will give a different solution too.
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Talk in terms of others’ interest

This approach is very important to improve your interpersonal skill. The
reason is very simple. Nobody is ready to listen for what they are not
interested. So to improve your rapport with the person, it is always
important to speak, discuss what the other person is interested in. i.e.
sports, music, politics, career development, etc.

Cultivate a positive outlook

People give attention towards a colleague who’s upbeat and optimistic.
Additionally, they’re more likely to respond in a positive manner to him
or her than to someone who’s negative. Make the surroundings positive by
reminding yourself every day of the good things about your life and your
job. If you’re upset about a personal matter, set those feelings aside until
after work. And if you’re stressed about a work issue, look for the positive
in the situation and try to build on that.

These approaches will definitely help you to improve the interpersonal
skills, which is very very important to be a team player and get things
done.

Researcher’s View

According to (Ferris, Witt, & Hochwarter, 2001), Interpersonal Skills
(IPS) are the life skills we use every day to communicate and interact with
other people, both individually and in groups. Social skills, social
competence, people skills, soft skills, social self-efficacy, and social
intelligence are just a few terms often used to describe IPS.

Exercise : Gather a few people unknown people, make
them to know each other in a short span

Materials Required  : Nil

Time Required :15-20 mts
Participant : A group of 15 -20
Task : Out of the members present, randomly make a

pair, it can preferably an opposite gender. Make them interact for 10-
15mts. Lead the discussion towards knowing each other in all aspects.
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Learning : This will make the participant to overcome the
fear of interacting with a new person. It also creates an interpersonal skill

/Further Readings \

o https://www.skillsyouneed.com/interpersonal-skills.html

o http://www.kellyservices.co.in/US/Careers/Career-Tips-and-
Tools/Nine-tips-for-improving-your-interpersonal-skills/

o http://interpersonalskillsonline.com/exercises-and-games-to-
k improve-interpersonal-skills

Temper, descent, defects and kins
Trace well and take companions
793
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INTERVIEW ATTENDING SKILL

Big jobs usually go to the persons
who prove their ability to outgrow small ones
- Ralph Waloo Emerson

What is Interview attending skill?
Preparation to attend the interview is one
of the basic skills required to become -
successful in interviews.  The word
interview is derived from intreuve which )
means sight between. So it is a personal o O o
and official meeting between the
interviewer and the interviewee, with a "o
definite purpose of selection to a position = =

in the company. Thorough preparation

helps to build confidence on yourself. Interview is a two way process.
Both listening and presenting yourself are very important skills.
Presenting the positives on yourself is important rather projecting more
about you.

Importance of Interview attending skill

Interview is one of the main processes in recruitment. Whether you’re
searching for your dream job or simple part-time employment to bring in
extra income, an interview is typically an important part of the application
and hiring process. By brushing up on some of the skills required for a
successful interview, you can improve your chances of securing
employment. The interview process is often a daunting experience. It is
important that you have the right skills and experience for the job but it is
also important that you are able to convey the skills and experience you
have on that particular day. If you are in the right mood and have prepared
for your interview you are more likely to present your skills and
experience well and present a better picture of yourself as the right person
for the job.
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Ways to improve Interview attending skill

Succeeding in the interview is the ultimate aim of the applicant. In certain
cases, the applicants are rejected or not selection not because of lack of
performance but due to comparison with other applicants. The applicant
should not get dejected for these kind of rejections. The candidate has to
be equip themselves in certain areas.

First Impression

As the saying goes, first impression is the best impression, need to be very
careful in gaining the positive impression at the first sight of the
interviewer.

Confidence

The level of confidence in you helps to perform better in the interview.
Either lack of confidence or over confidence will spoil the performance in
the interview.

Listening skills

Listening to what the interviewer asks for is very important. Don’t be in a
hurry to jump for your reply without listening properly. Incomplete
listening will make you to give half baked answers.

Communication

Nevertheless to say, right word at the right place is very important.
Concentration on you language part makes you feel comfortable in the
discussion during interview.

Proper attire

Dress code as per the job or the company has to be wore. Suitable and
appropriate attire makes the interviewer feel, the candidate has given due
importance for the interview and job.

Ask questions

Be very sure that as a candidate you have to sell your capabilities to the
interviewer. Don’t get too much tensed, be relaxed. Whenever you have
a chance to ask questions to the interviewer, do not hesitate to ask
questions. This will give a good note on your questioning ability.
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Researcher’s View

According to (Pierce, 2011), “It is very important for the candidate not try
to act or misconstrue the facts to the way the interviewer wants to get. If
the employer suspects any mistruths, then the whole interview is
compromised. The career prospects in the company will definitely be
affected if any lies or contrary personality traits come to light in the
future”.

Exercise : Prepare yourself for the interview; get your CV
ready — Mock Interview

Materials Required  : Curriculum Vitae

Time Required 110 -15 mts
Participant : Agroup of 3:1
Task : Conduct a mock interview with a panel of three

and attend the interview. Try to answer and respond to the interviewers
question. Make it a challenging one. Circulate among yourselves the role
for betterment

Learning : This method of attending more and more mock
interviews will help you to attend the real time interviews without any fear
and crack the same

/Further Readings \

o https://www.skillsyouneed.com/ips/interview-skills.html

o http://www.irishjobs.ie/careeradvice/interview-advice/

o http://www.youthcentral.vic.gov.au/jobs-careers/job-
interviews/attending-interviews

o http://work.chron.com/skills-required-attend-interview-

k 2281.html /

Pleasure, gold, fear of life Virtue-

Test by these four and trust the true
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LATERAL THINKING
Rightness is what matters in vertical thinking.
Richness is what matters in lateral thinking

- Edward de Bono

What is Lateral thinking?

Lateral thinking is the means of
solving problems by an indirect and
creative approach, typically through
viewing the problem in a new and
unusual way. Idea generation and
problem solving technique in which
new concepts are created by looking at
things in novel ways. Whereas the
logical wvertical thinking carries a
chosen idea forward, the sideways lateral thinking provokes fresh ideas.

Importance of Lateral thinking

Lateral thinking is the art of looking at things sideways, and not choosing
the obvious answer. When we think lateral, we look a little bit deeper into
things. Lateral way of thinking is expected to be practiced. Lateral
thinking leads us away from the rules and structure we normally
encounter, this can be a mental block on our creativity. Breaking the rules
won’t necessarily lead to creative ideas, but is one avenue, and staying on
the same road may eventually lead to a dead end. Companies prefer to
have candidates with lateral thinking. Lateral thinking is the ability to use
your imagination to look at a problem in a fresh way and come up with a
new solution. Without lateral thinking, companies can’t innovate and
create new products — they’re just stuck with doing the same old thing,
perhaps more efficiently than before, but they won’t be able to lead the
way. Any company that wants to stay ahead of the competition needs to
recruit graduates who are capable of lateral thinking. Lateral thinking, is
the ability to think creatively, or "outside the box" as it is sometimes
referred to in business, to use your inspiration and imagination to solve
problems by looking at them from unexpected perspectives. Lateral
thinking involves discarding the obvious, leaving behind traditional
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modes of thought, and throwing away preconceptions. It's very important
in careers such as advertising, marketing, the media and artand design
where you may get questions in the selection process.

Ways to improve Lateral thinking

Creativity is one of the major keys for lateral thinking. Creativity is just
connecting things. When you ask creative people how they did something,
they feel a little guilty because they didn’t really do it, they just saw
something. It seemed obvious to them after a while. That’s because they
were able to connect experiences they’ve had and synthesise new things.

Intellect sees what everyone else sees and thinks what no one else had
thought. If somebody asked to add a few numbers in your mind: 3997,
4993, 5996, 6998, 2995. If you want to add them in the conventional
way, they are really tough numbers to be added and a threatening mental
torture too. Instead if you try in this manner: 4000-3, 5000-7, 6000-4,
7000-2, and 3000-5, the answer is 25000-21 = 24979. In this way the
problem becomes pleasure, when the approach towards the issue is dealt
differently.

Use a dictionary, book or magazine for random ideation
Take a book, close your eyes, open the book and pick a word that you
relate to your issue. If this word is not giving you a new idea start again.

Make a list of the top 5 words related to your issue
Now start your brainstorm but you cannot use those words anymore.

Random search on the internet
Go on YouTube and click on video titles that you would normally not
click on. Do that for 10 minutes. It always gives fresh and new ideas.

Write a 6 word story of your problem
Make it simple avoid jargon. Your story should include images that will
appeal the imagination.

Brain writing

You should practice this in a group of minimum 5 people. Write your idea
or goal on a paper and you give it to the person sitting on your right. This
person should write a solution on your paper and give it to the person
sitting on his/her right and so on.
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Start writing, don’t stop until you’ve hit 500 words
This is a free flow exercise. Don’t think just write.

Lateral thinking makes new ideas possible. Sometimes, one way of doing
this is to take two random, unrelated ideas and put them together to create
something new.

Researcher’s View

According to (David Gonzalez, 2001), “Lateral Thinking is an attitude of
the mind in generating new ideas and solving intractable problems,
supported by unconventional thinking techniques. Lateral thinking looks
for individuals to adopt a more generative versus selective mindset in
solving problems and creating new ideas”.

Exercise : Through a game of nine dots, we can definitely
know the importance and ways of analytical thinking

Materials Required  : A paper, pen

Time Required :5-10 mts

Participant > Individual

Task : Nine dots (3 x 3 matrix shape) with even space
in all the sides

Participant has to touch all the 9 dots using 4 straight lines, without
removing the hands
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Solution

Learning : The purpose of this task, is make you to think
not in a usual way, If you keep thinking in a same way, you’ll get the
same or similar result, but in a different way. Lateral thinking, Think out
of the box, etc. This will be a great eye opener to know the importance
and ways of improving analytical thinking.

/Further Readings \

e http://advcreativity.weebly.com/lateral-thinking/first-post

o https://targetjobs.co.uk/careers-advice/interview-
questions/321043-give-an-example-of-your-lateral-thinking-
tricky-graduate-interview-question

o https://www.kent.ac.uk/careers/sk/lateral.htm

\ /

Even the gentle peacock’s plume

Cart's axle breaks by gross volume
475
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POSITIVE ATTITUDE
A negative thinker sees a difficulty in every opportunity
A positive thinker sees an opportunity in every difficulty

- anonymous

What is Positive attitude?

A Positive  Attitude Leads to Success and
Happiness. A positive attitude helps you cope
more easily with the daily affairs of life. It
brings optimism into your life, and makes it
easier to avoid worries and negative thinking.
With a positive attitude you see the bright side
of life, become optimistic, and expect the best
to happen. It is certainly a state of mind that is well worth developing.
Positive thinking, Constructive thinking, Creative thinking, Optimism,
Motivation and energy to do things and accomplish goals, and an attitude
of happiness are a few of the manifests of positive attitude.

Importance of Positive attitude

Watch your attitude, it’s the first thing, people notice about you. A
positive frame of mind is important and will help you in many ways -
Expecting success and not failure, making you feel inspired, it gives you
the strength not to give up, if you encounter obstacles on your way, it
makes you look at failure and problems as blessings in disguise, Believing
in yourself and in your abilities, enables you to show self-esteem and
confidence, You look for solutions, instead of dwelling on problems, and
You see and recognize opportunities. A positive attitude leads to
happiness and success and can change your whole life. If you look at the
bright side of life, your whole life becomes filled with light. This light
affects not only you and the way you look at the world, but it also affects
your environment and the people around you. If this attitude is strong
enough, it becomes contagious. It's as if you radiate light around you.
Positive thinking leads to positive feelings like happiness, satisfaction,
pleasure and contentment. By contrast, negative thinking can lead to
pervasive negative emotions like fear, anger and jealousy. Negative
thinking can all too easily become a bad habit. Positive emotions not only
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affect your mental health, but also have been shown to boost the immune
system, increasing resistance to illness and disease. Practicing positive
thinking exercises can reverse the effects of negative thinking and free
you from the negative-thought treadmill.

Ways to improve Positive attitude

Being indifferent towards others or neglecting one’s task is a negative
attitude. Sometimes one single event can ruin an entire day and an
unpleasant interaction or experience at night can overshadow the
enjoyable parts of our day. With this awareness that our mind tends to
cling to the negative, we can intentionally focus on the good parts of our
day to offset this imbalance. Don’t let it harden you and don’t expect the
worse. If you wait for bad things to happen, chances are it will or you’ll
narrow in on the bad in the midst of the many good things you’ve missed
along the way.

v' Love your job
We can’t all have jobs that we adore, but even if you are not happy at your
job, there are some techniques to keep yourself and your energy positive

v" Be proactive instead of reactive
Always think well in advance and do the task

v" Focus on present

Giving importance for the past and worrying about the future will spoil
the present, forget the past and live for the present. “Forget the past, See
the Good, Stay Grateful”

v" Surround yourself with positive people

Hanging around the negative thinkers, will pull you down. It’s always
better to be around the positive thinkers. This will help you to get the
vibrations of positive feelings. As we know, working with others who
have positive attitudes is contagious. Their positive attitudes will help
you to experience the similar happiness. Never let the competitive
environment of the work place change your positive energy and
attitude

69



Skills For Success

v Turn failures into lessons
Learn lessons from the failures of yours and others, it will make us to
move forward

v" Use positive words to describe your life
The positive vibration will help us to lead the life very smoothly, negative
words will reduce the effective vibrations around you

Researcher’s View

According to (Akanshi & Gupta 2016), “Resistance is usually created
because of certain blind spots and employee attitudes with the technical
aspects of new ideas. Management should take concrete steps to deal
constructively with these employee attitudes. An organization must
develop new vision and a new faith in the workforce before it can
approach the organizational change process. The doors are open for the
positive attitude employee in improving the organization”.

Exercise : Change your words - Change you mindset
Materials Required  : Sheet of paper and pen

Time Required : 25— 30 mts and continuous
Participant > Individual
Task : Need to write and practice the positive key

words. For Example:

| don’t understand - What am | missing?

I can’t make this better - | can always improve I’ll keep trying

I can’t read - I’m going to train my brain in reading

Learning : These kind of positive words help you in
keeping yourself very positive in all your works and actions.
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ﬂurther Readings \

o http://www.fulfillmentdaily.com/10-habits-to-grow-a-positive-
attitude/

e http://www.successconsciousness.com/positive_attitude.htm

o http://www.gaiam.com/discover/509/article/develop-positive-
attitude-workplace/

o https://www.livestrong.com/article/125062-positive-thinking-

K exercises/ J

Let thoughts be always great and grand
Though they fail their virtues stand
596
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PRESENTATION SKILL
“Presentation is about persuasion, presentation and people skills”
- Shiv Khera

What is presentation skill?

A presentation is a means of
communication, which can be adapted
to various speaking situations, such as
talking to a group, addressing a meeting
or briefing a team. Presentation skills
are the skills you need in delivering vV a*
effective and engaging presentations to a variety of audiences. These
skills cover a variety of areas such as the structure of presentation, the
design of the slides, the tone of the voice and the body language it
conveys. An effective presentation makes the best use of the relationship
between the presenter and the audience. It takes full consideration of the
audience's needs in order to capture their interest, develop their
understanding, inspire their confidence and achieve the presenter's
objectives.

Importance of presentation skill

Employers are demanding graduates with excellent communication
(written, oral, and listening) skills. Thus, a student's presentation in the
classroom becomes an important element in delivering positive learning
experiences. The purpose of a presentation is to inform, persuade, inspire
or entertain. The oral presentation rests on more subjective elements, such
as the attitude of the presenting team, enthusiasm and intensity of the
members, their speaking skills, and other non-verbal forms of
communication. Making a good oral presentation is an art that involves
attention to the needs of the audience, careful planning, and attention to
delivery. The basics of effective oral presentation are use of notes, visual
aids and computer presentation software.

e It helps to improve your confidence in front of crowd
o It helps at the time of job interviews

e It also helps to improve your English speaking skills
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e It also helps to develop skills in power point presentation, writing a
speech or a report

o At corporate level it helps you at the time of Board Meetings
o In colleges, it helps to get good score in internals

Ways to improve presentation skill

A presentation is a means of communication, which can be adapted to
various speaking situations, such as talking to a group, addressing a
meeting or briefing a team. To be effective, step-by-step preparation and
the method and means of presenting the information should be carefully
considered.

v’ Attend other presentations

Attend as many presentations as possible to learn the way of giving a
presentation. You can learn at least a few things from each and every
presentations.

v Meet and Greet

Do your best to chat with people before your presentation. Talking with
audiences makes you seem more likeable and approachable. Ask event
attendees questions and take in their responses. They may even give you
some inspiration to weave into your talk.

v" Use Positive Visualization

You imagine a positive outcome to a scenario in your mind, it's more
likely to play out the way you envision. Instead of thinking "I'm going to
have a tough time out there™ and visualizing yourself throwing up mid-
presentation, imagine yourself facing a lot of applause while presenting
with the enthusiasm. Positive thoughts can definitely be incredibly
effective.

v’ Take Deep Breaths
Before giving a presentation, it is always better to take a deep breath. It
helps to get rid of fear. It also helps to concentrate on your presentation.

v Smile
Face the audience with the smile. It helps to increase confidence and feel
comfort to give your presentation. The support from those who respond
to your smile it really a great strength during the presentation.
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v Work on your pauses

There are instances that in your presentation, if you plan well, you can
also expect queries, doubts, appreciation and dejection from the audience.
You can plan with pauses and can enjoy your presentation.

v' Don’t Try to Cover Too Much Material

It is always a feel for the beginners to provide all the details in a single
presentation. It need not be done like this. You can cover various areas
and also give room for the audience to ask questions and interact with
you.

v' Actively Engage the Audience

You can engage the audience by effective interaction method. It is always
suggested to get at least three acceptance (acknowledgement) from the
audience. Once that is done, the audience will almost agree to your views.
Entertain and involve the audience. Create eagerness to listen to your
presentation.

v" Use a Power Stance

Always occupy the center of the dais while giving your presentation. It is
also important to stand in two legs parallel, if standing without podium.
In case of moving and giving a talk, it should not look monotonous, it
should be go according to your words and actions.

v" Drink Water

Drinking water and relaxing yourself during the presentation will always
be a good idea for the beginners. The time you take to drink water will
give you enough time to think and react while presenting. It also reduces
the dryness in your throat due to tension, fear and lack of content, ideas,
etc.

v" Join Toastmasters

There are so many clubs, forums for general discussions. Joining in those
kind of forums, will help to increase confidence, networks, etc. for your
betterment of performing well during the presentation.

v Admit you don’t have all the answers
No one in the world has the correct answers known to all the questions.
So admit as you don’t have answers for the questions asked to you.
Accepting the unknown will give a chance to know many things.
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v" Practice

Rehearse your presentation, as many times as you feel needs
improvement. You can practice in front of the mirror, you can also get
help from your friends, even otherwise, you can shoot your presentation
thro’ your mobile camera and can do required corrections.

Researcher’s View

According to (Bernd, 2008), “Minimum requirements for a graduate of a
tertiary institution should be ample proficiency in spoken and written
language, a certain amount of self-esteem that will be reflected in
conversation skills and body language, adequate discussion skills and of
major importance, good presentation skills in order to be able to market
oneself and one’s ideas”.

Exercise : Gather a few people, who are below your age,
same gender, less knowledgeable than you and make them listen to your
presentation

Materials Required  : White board, marker, duster / power point
presentation / charts, any topic

Time Required 120 —30 mts

Participant > Individual

Task : Need to give a presentation with a very well

known topic, with all kind of required inputs — font style, font size, proper
bulleting, proper alignment, proper background, pictures, charts, graphs,
etc.

Learning : These kind of regular practices will get you a
get knowledge to give an effective presentation by motivating the
audience
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/Further Readings
o https://www.goodreads.com/quotes/tag/presentation-skills

o https://www.cleverism.com/skills-and-tools/presentation-skills/

o http://www.wordstream.com/blog/ws/2014/11/19/how-to-
improve-presentation-skills

! https://tefltastic.wordpress.com/worksheets/presentations/

~

/

Though learned much his lore is dead
Who says no good before the good.
728
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PUBLIC SPEAKING
Public speaking is the art of diluting two minute idea
with a two hour vocabulary
- John F Kennedy

What is Public speaking?

Public speaking is the process or act
of performing a speech to a live
audience. This type of speech is
deliberately structured with three
general purposes: to inform, to
persuade and to entertain. Public
speaking is the process of
communicating information to an audience. It is usually done before a
large audience, like in school, the workplace and even in our personal
lives. The benefits of knowing how to communicate to an audience
include sharpening critical thinking and verbal/non-verbal communication
skills. Public speaking skills help you to communicate important messages
inside and outside the organisation. Public speaking in a business is
critical, as managers should communicate what they are thinking in a clear
manner. A manager should know his audience. Public speaking skills are
important for leaders. You should be able to ask questions, state what
your organisation needs, represent a position on an issue, respond to other
people’s opinions and build consensus. Effective public speaking helps to
realise your goals of your business in an effective manner. Public
speaking is otherwise called oration.

Importance of Public speaking

Make sure you have finished speaking before your audience has finished
listening. The success of the presentation will be judged not by the
knowledge the speaker sends, but by what the listeners receive. There are
three things to aim at in public speaking —

o First, to get into your subject,

o Then to get your subject into yourself, and
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o Lastly to get your subject into the heart of the audience.

If you can speak, you can influence, if you can influence, you can change
lives. Public speaking is an audience participation event, if it weren’t, it
would be private speaking. Either you win or lose the battle to hold your
audience can be decided in the first 30 seconds of a given presentation.
Public speaking is important to entertain. Whereas informative and
persuasive speech making is focused on the end result of the speech
process, entertainment speaking is focused on the theme and occasion of
the speech. Communication is the backbone of our society. It allows us to
form connections, influence decisions, and motivate change. Without
communication skills, the ability to progress in the working world and in
life, itself, would be nearly impossible. The four basic types of speeches
are:

e toinform,

e toinstruct,

¢ to entertain, and
o to persuade

Many people have a real fear of public speaking. Some people get phobic
about it, and dread being up there with everyone paying close attention to
them. Speaking is an important method for communicating knowledge
and expressing ideas. Being able to verbally communicate effectively to
other individuals or to groups is essential in school, business, as well as
your personal life.

Ways to improve Public speaking

Public speaking skills needs to stem right from the play school of a child
and the quality gets high as we mount the ladder of professional success.
It is also said that all the great speakers were bad speakers at first. Some
of the factors are out of the speakers control. However the remaining 98%
of the success will depend on how well the presenter follows the
Preparation, Practice and Performance.

v Voice Techniques
e Speak clearly
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Vary the pitch and tone of your voice, let it rise and fall, make it louder
or softer

Vary the pace, speaking slower or even using silence to emphasize key
points

Speak in the accent and way that is natural to you

Be organized
Being prepared breeds confidence

Write down key ideas on a note card to keep your thoughts straight
Research don’t just fake it

Be clear
Avoid fillers — uh, um, like mmm ....

Avoid repetitive phrases “lets see ...” “let me think” “another thing”

Silence is not your enemy, pausing to collect your thoughts or take a
deep breath is good

Be Direct
Make eye contact

Don’t be afraid to look down to collect your thoughts but be confident,
its your topic

Make your audience believe

Body language
Posture — standing straight makes you look like you are in control

Open arms
Synchronize your words and hands movement

Chinup

Researcher’s View

According to (llya, 2010), “Public speaking is one of the most common
and pervasive fears. Many people have to confront it on a daily basis
because jobs across a range of industries require employees to perform in
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front of others. This means that learning to beat the fear of public

speaking is a key part of professional success”.
Exercise : To develop the skill of public speaking
Materials Required  : Chart paper, sketch / LCD, Laptop

Time Required 110 -15 mts

Participant > Individual

Task : Prepare a talk with the known or interested topic
Learning : Public speaking is an art anyone can develop

Your self-esteem increases when you are able to speak from a platform It
is one of the easiest skills that could be developed in you in a short time

and through very little expenses

/Further Readings

o http://study.com/academy/lesson/what-is-public-speaking-and-
why-do-i-need-it.html

e Www.amanet.org

e www.forbes.com

! WWW. merrian.com

~

Who know the art of speech shall suit
Their chosen words to time in fact
712
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REASONING CAPABILITY
Reasons are the pillars of the mind
- Edward Counsel

What is Reasoning capability?

The process of thinking about something in
a logical way in order to form a conclusion
or judgment. The ability of the mind to
think and understand things in a logical
way. Reason is the capacity for consciously
making sense of things, establishing and
verifying facts, applying logic, and changing or justifying practices,
institutions, and beliefs based on new or existing information. Reasoning
is associated with thinking, cognition, and intellect. Logic is the study of
reasoning. Deduction is a form of reasoning in which a conclusion follows
necessarily from the stated premises. A deduction is also the conclusion
reached by a deductive reasoning process. Three types of reasoning are
inductive, deductive, and causal. Reasoning by analogy argues that what
is true in one set of circumstances will be true in another, and is an
example of inductive reasoning. Deductive reasoning refers to arguments
that derive specifics from what is already known and includes syllogisms.

Importance of Reasoning capability

Knowing whether an argument is valid or invalid is a valuable skill. Logic
is essentially the study of reasoning or argumentation. We all use reason
all the time to draw inferences that are useful to us. Reason is the method
of thinking in an organized, clear way to achieve knowledge and
understanding. Since it is @ means, its importance and significance is in its
method. Its base is perception, and its method is reason. We gain
knowledge through observing reality. Logical reasoning tests (also known
as critical reasoning tests) are designed to assess a candidate's ability at
skills such as how to interpret patterns, number sequences or the
relationships between shapes. Logical reasoning advanced objective
questions and answers and tests for online practice. The logical
reasoning, also known as critical thinking or analytic reasoning, involves
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one's ability to isolate and identify the various components of any given
argument.

Ways to improve Reasoning capability

Having high reasoning skills can help in work, school, and interpersonal
relationships. There are variety of ways to change your reasoning skills
for the better. Engage in activities that encourage critical thought, work on
altering your thought patterns, and learn to recognize irrational thoughts

Keep trying new things

A great way to improve reasoning skills is to keep trying new things. The
mind is like any other muscle. It requires exercise and stimulation. Make a
point of trying out new hobbies and activities on a regular basis.

Reading

Reading in general is great for improving critical thinking. However,
fiction specifically can allow you to be more comfortable with uncertainty
and ambiguity. This can lead to more sophisticated thinking as well as
more creativity.

Play games
There are variety of games that require you to reason. Strategic board
games, games like chess, and word games all help reasoning skills.

Create

Forcing yourself to create on a regular basis can improve reasoning skills.
You don't necessarily have to be highly adept at a creative activity but
forcing the mind to try new things can increase reasoning skills. Try to
play a musical instrument. Take up drawing. Write a poem. Compose a
short song.

Identify your biases
Everyone has biases, whether they are aware of them or not. If you want
to improve reasoning skills, try to identify your biases.

Use your imagination

Before making a choice in a given situation, pause to imagine a variety of
possible outcomes. How do you feel about these outcomes? What's the
worst care scenario? Best case scenario? What is reasonably most likely to
happen? Why? Also, do not neglect to consider the viewpoints of others
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affected by your decision. This can help you explore your decision
through a variety of angles.

Avoid catastrophic thinking

Many people catastrophize situations when they're upset or stressed. For
example, you might think you'll be financially bankrupt forever if you
need to pay for car repairs one month. If you get rejected romantically,
you might decide you're not destined for love. Try to keep in mind that
one setback or misfortune is not necessarily indicative of things to come

Researcher’s View

According to (Raymond & Amitabh 2012), “The terms thinking, problem
solving and reasoning are closely related. The set of activities that they
denote overlap with each other considerably. It also refers to the person’s
ability to invent solutions to the problems. Management started providing
training to their employees on reasoning ability”.

Exercise : Solving the puzzles and equipping yourself for
competitive exams

Materials Required  : Collection of puzzles from competitive exams /
websites

Time Required 145 - 60 mts
Participant > Individual
Task 18,27, 125, 343, ?

Soln.: Prime nos. cube: 23, 33 5° 7°
10, 30, 130, 350, ?
Soln.: Prime nos. cube; 23+2, 3%+3, 5%+5, 7°+7

Learning : Thinking in all possible aspects with logic,
speed, etc.
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/Further Readings
o https://lwww.wikihow.com/Improve-Reasoning-Skills

o https://www.wikijob.co.uk/content/aptitude-tests/test-
types/logical-reasoning

o http://philosophy.hku.hk/think/critical/ct.php

o https://www.merriam-webster.com/dictionary/reasoning

\_

/

Weigh well the end, hindrance, profit
And then pursue a fitting act
676
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SUBJECT KNOWLEDGE

Knowledge is of two kinds.

We know a subject ourselves, or

we know where we can find information upon it.

- Samuel Johnson

What is Subject knowledge?

The term content knowledge refers to the
body of knowledge and information that
teachers teach and that students are
expected to learn in a given subject or
content area, such as English language
arts, mathematics, science, or social
studies. Subject (domain) knowledge
refers to the content one have. It comes
by learning. Education gives the domain knowledge - theory and
practical.  Subject knowledge is an awareness or understanding of
someone or something, such as facts, information, description, skills
which is acquired through experience or education by perceiving,
discovering, learning. Subject Knowledge is the integral aspect of
education. It gives light and vision. It gives the knowledge to classify the
things.

Importance of Subject knowledge

Knowledge is arguably one of the most valuable assets for an
organization; in fact, knowledge alone can give one company a distinct
competitive advantage in the market. Knowledge encompasses far more
than intellectual property such as processes and methods that might be
unigue to an organization; today, knowledge is a plethora of traditional
intellectual property, training, data on the market at large and the
company’s audience, -prospects, and customers, and more. Knowledge
alone doesn’t make or break a company’s success, however. How well a
company applies knowledge to their business processes and protects it
from leaking outside the organization, on the other hand, can certainly be
a catalyst for a company’s rise or demise. With the body of knowledge
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maintained within most companies today, secure and comprehensive
knowledge management has become an essential piece of the puzzle.
Subject knowledge may be learned in school and from books. There are
typically designated levels of competency and a direct path for excelling.
For example, a person may take basic and advanced accounting courses,
gain work experience and study for and take the Certified Public
Accountant (CPA) exam. In contrast, learning most soft skills is not
taught well in schools and does not have a set path, and soft skill is
learned by trial and error. For example, a person learns patience by
effectively communicating with others and quietly waiting his turn for an
activity. Subject knowledge helps an individual in:

e Enabling the person to deal with life as a whole

e Leading an independent life

o Development of social life

e Procure a job, to earn a living

o Allocation of resources and developing technology
o Maturity and integration of personality

e Harmonious development

o Cultivation of civilized society

Subject Degree | PASSPOR JOB

knowledn

An investment in domain knowledge pays the best interest. A man without
subject knowledge is like a building without foundation. Subject
knowledge is necessary to be a professional in particular concern.

Ways to improve Subject knowledge

Subject knowledge’s are quantifiable, such as proficiency in a foreign
language, earning a degree or certificate, operating a machine, or
programming a computer. Hard skills are often listed on a job applicant's
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cover letter and resume so employers know the applicant's qualifications
for an open position. A few ways to improve the subject knowledge are:

v' By teaching others

One of the best ways to improve your subject knowledge is to share your
knowledge to others. By repeating this, you gain the confidence on the
subject and also have a chance to explore more and more knowledge.
Teaching your friends, juniors will definitely enrich your subject
knowledge.

v" Continuous reading

As learning is a continuous process, continuous reading helps you to
improve your subject knowledge. There may be certain grey areas, which
demand more and more reading for better clarity. Continuous reading will
support you better lucidity.

v Doing many degree on particular domain

Possession of many degrees and diplomas in a particular domain will
enrich your knowledge in certain areas. As similar concepts are being
discussed in a particular domain, which is being repeated in various
diplomas and degrees, improvement of subject knowledge will happen
automatically.

v' Attending exams (self-realization)

Attending online exams for self-assessment will increase the knowledge
of your subjects. Self-introspection will be an indication of your subject
level. You need to attend as many exams as you can to gain more and
more subject knowledge.

v" Paper presentation, Journal publishing

This is an another way of enriching your subject knowledge. Once you
start presenting papers in conferences, seminars, workshops, etc., the
research knowledge will get automatically enriched. Journal publishing is
an art. The research papers require in-depth subject knowledge as you
need to refer many reviews.

v" Doing many research and projects
Research and project works need enormous efforts in a particular domain
area. Doing research is not an easy task, unless and otherwise you have

87



Skills For Success

an exhaustive interest and knowledge. Doing research and projects in
certain areas will unquestionably expand your subject knowledge.

Researcher’s View

According to (Evans et al. 2008), “The analysis indicated that where
subject knowledge was concerned, trainees focused on individual pupil
development or assessment for learning or organizational aspects rather
than considering the range and depth of subject and pedagogical
knowledge they themselves needed to learn and develop and how to go
about this”.

Exercise : Strengthening your core area

Materials Required  : Sources of information — books / websites /
journals / newspapers / external help / study centre / training institutes
Time Required 130 —45 mts

Participant > Individual

Task : Need to identify your core area, try to enrich the

knowledge and expertise in that particular area

Learning : Continuous exploring in a particular area will
make you an expert

/Further Readings \

o http://www.docurated.com/importance-of-knowledge-management/

e https://www.google.co.in/search?q=what+is+subject+knowledge+m
eans&og=WHAT+IS+&ags=chrome.0.69i5912j69i57j013.3988j0j7
&sourceid=chrome&ie=UTF-8

e https://www.google.co.in/search?q=quotes+on+subject+knowledge
&og=Quote&ags=chrome.0.69i5969i57j69i61j69i6012.13448j0j8&

k sourceid=chrome&ie=UTF-8 /

As deep you dig the sand spring flows
As deep you learn the knowledge grows
396
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TECHNICAL KNOWLEDGE
Technical knowledge is not enough.
One must transcend techniques so that the art becomes an artless art,
growing out of the unconscious
- DT Suzuki

What is Technical knowledge?
Technical knowledge is an
understanding of modern technology,
its working and advances. It enables
you to understand a field. Your
detailed understanding of anything
that can be applied or reasoned with in
any shape or form for any issues or
applications is technical knowledge. If
you know how to use the hidden
functions on your smart phone, can
work the latest gadgetry and gizmos
blindfolded, and understand the basics of the programming that makes
them function, then you have a high level of technological knowledge.
Technical skills are the knowledge and abilities needed to accomplish
mathematical, engineering, scientific or computer-related duties, as well
as other specific tasks relating to technology. "Technical knowledge"
refers to the ability to complete complex tasks. Technical knowledge
differs from general knowledge, such as knowing about history or
philosophy. The exact set of skills considered technical knowledge varies
depending on the field of work.

Importance of Technical knowledge

Technical knowledge can be either explicit or tacit. Explicit knowledge
can and should be stored in company standards and manuals. Those
involved in work processes should be trained based on these standards,
ensuring they perform their tasks in accordance with the knowledge and
practices contained in these manuals. Tacit knowledge, on the other hand,
cannot be written down, but is developed by people through life
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experience. It is like whistling or riding a bicycling, where compiling a
simple standard would not work. People can only learn, in fact, through
practice. So when we lose an employee, we lose all the knowledge they
have accumulated over time. It is important to remember that knowledge
is only valuable when it is applied. The ultimate importance of technical
knowledge is that it will allow humanity to migrate from its planet, solar
system, and galaxy, extend itself over the universe, survive forever (not in
its present form of course), that is, even beyond the “end” of the universe
itself, and fulfil the purpose of mind.

¢ You can be marketable with the technical expertise

e You can make good decisions aligning technology and organizational
goals

o General awareness of possibilities

Ways to improve Technical knowledge
Technical knowledge is a combination of Technical skills, technical
experience and technical understanding.

v" Technical skills
e \arious courses

e Certificate courses
e Practice

v" Technical experience
o Family business

e Summer internship projects
o Part time jobs
o Volunteer

v" Technical understanding
e Books

e Courses
e Mentors
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Researcher’s View

According to (Dye, 1993), “Job knowledge tests are used in situations
where applicants must already possess a body of learned information prior
to being hired. Examples of job knowledge tests include tests of basic
accounting principles, computer programming, financial management,
etc”.

Exercise : Strengthening your Technical knowledge
Materials Required : Your technical related practical components /
equipment / machinery / software / hardware

Time Required 130 —45 mts

Participant > Individual

Task : Practicing the job oriented aspects as much as
possible

Learning : Exploring continuously in a particular area will

make you an expert

@urther Readings \

o https://prezi.com/lzz1sjeaypkl/the-importance-of-technical-
knowledge/

o https://www.investopedia.com/terms/t/technical-skills.asp
o https://www.thebalance.com/technical-skills-1ist-2063775
o https://www.stevepavlina.com/blog/2006/08/10-ways-to-

k improve-your-technical-skills/ /

Speaking out thoughts in clear trends

Wisdom subtle sense comprehends
424
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TELEPHONIC ETIQUETTE

Communication must be HOT —Honest, Open and Two-way

- Dan Oswald

o~

Tone of Vaica

What is Telephonic Etiquette?

Proper telephone etiquette is very
important. Remembering to use proper
telephone etiquette, whether answering
the phone or making phone calls,
leaves callers with a favorable
impression of you. Presenting a Ll
professional image, both in person and
on the telephone, is very important in
the Office Skills profession. Taking
care of the customers over the telephone and making them feel well
informed and appreciated is essential. Telephone etiquette means being
respectful to the person you are talking with, showing consideration for
the other person's limitations, allowing that person time to speak,
communicating clearly and much, much more. Your voice must create a
pleasant visual impression over the telephone.

Importance of Telephonic Etiquette

The tone plays a very important role as the guest cannot see you. Your
voice sets up the perception in the Guest’s mind. Words that we use are
also important but not as important as Tone in a telephone conversation.
Telephone communication is a very important part of the day-to-day
affairs of a business firm. Such communication creates an impression
about the firm in the minds of its investors, customers, suppliers and other
parties associated with it. Sometimes, a telephone conversation gives an
associated party the first impression about a business firm. Answering a
business call at your workplace involves a different approach relative to a
regular, non-business call. When customers call your company, they
expect your undivided attention. It can potentially make or break a
business relationship. Effective telephone skills are predicated on strong
communications skills. The four major means of communication are
speaking, reading, writing, and listening—with listening being the most
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important part. Listening involves sensing, interpreting, evaluating, and
responding. The telephone is often the first point of contact a customer or
client will have with a company so it is very important that you make a
good impression when you’re answering the phone. Obviously in specific
telephone-related jobs such as sales, customer service and marketing,
you’re going to need to adopt different styles and techniques in order to be
successful

Ways to improve Telephonic Etiquette

Talking with an individual on the phone can often be a difficult task.
Without seeing the face, messages can become muddled and meanings
misinterpreted.

To improve your telephone communication skills, be sure to master the
following tips:

v" Be positive
Projecting an enthusiastic, natural, positive and attentive tone while on the
phone can help a receiver feel comfortable during a conversation.

v' Clarity

Be clear in your words, whatever you speak should be heard properly by
the receiver. Many issues arise mainly due to the ambiguity in our talk.
Clear pronunciation with sufficient pause will help to have flawless
conversation.

v Know your timeline and be short

Keep the conversation very short and sweet. Do not converse unnecessary
things, which may prolong the time. Everybody needs time for himself or
herself, considering this, talk to people at the right time — may not be early
morning or late night.

v" Purpose of the call

Start your conversation by greeting the person over phone and share the
purpose of your call. Also get the concern from the person to talk in a
suitable time. Once its done, thank the person for spending his time for
you.
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v" Smile through the phone

When you answer the phone, smile as you greet the person on the other
line. Although it may be a bit of a cliché, a smile can truly be heard
through the telephone. Smiling as soon as you connect, receiver will begin
the interaction positively and create room for a productive and friendly
exchange.

v Avoid external disturbances
A due care should be taken while talking to a person over phone by
avoiding external disturbances such as noise and signals.

v" Avoid fillers and keep it interesting
Sufficient pause over the conversation is always necessary, but it should
not make the listener get bored by unnecessary fillers.

v Summarize your call
Before you finish you talk, its always better to summarize your call with
the purpose of your call, what have you discussed and the process.

Researcher’s View

According to (Ellen, 2009), “Cell phones allow us to keep on top of every
business deal and to be quickly accessible to anyone who might have a
question or need assistance. The way it is being used is of utmost
important in every conversation. Telephone etiquette can improve as well
decline the business based on the approach. They can also be a
tremendous irritation if used inappropriately”.

Exercise : Talk to an unknown person over phone

Materials Required : Mobile / Landline, Your friend with Mobile /
Landline

Time Required 110 -15 mts
Participant > Minimum two
Task : Call a person, who is not known to you and try

to talk for 10mts. with any topic

Learning : This will develop your telephonic etiquette by
conversing effectively at anytime with anybody
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/Further Readings
o http://www.supportbiz.com/articles/managing-growth/six-tips-
good-business-telephone-etiquette.html

o http://officeskills.org/telephone_etiquette.html

o https://lwww.skillsyouneed.com/rhubarb/customer-service-
telephone-skills.html

\

)

Spotless men speak what is sweet
And grasp in others what is meet
646
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TYPING ABILITY
Communication is a skill that you can learn.
Its like riding a bicycle or typing.
If you are willing to work at it,
you can rapidly improve the quality of every part of your life
- Brain Tracy

What is Typing ability?

Typing is the process of writing or
inputting text by pressing key on a
typewriter, computer keyboard, cell
phone, or calculator. The action or skill
of writing something by means of a
typewriter or computer. User interface
features such as spell checker and auto
complete serve to facilitate and speed up typing and to prevent or correct
errors the typist may make. A typing speed above 40 WPM (Words Per
Minute) is higher than the average score, and over 100 WPM is usually
considered a high speed (when it is achieved with zero errors). An error is
a mistake, and making mistakes in typed correspondence is frowned upon
by employ

Importance of Typing ability

Typing is one of the most valuable skills that everyone must have it.
Whether you are an expert in hardware or a programmer or whatever you
are, typing is must. If you want to be a productive person, you must know
how to type fast. You need to do extraordinary things in order
to get extraordinary results. Keyboard Classroom is a unique typing
program developed by educators using a precision teaching technique
called “fluency”. Fluency is the repetition of a skill until it is mastered.
This repetition will build muscle memory in the fingers. Once all the
typing combinations are mastered then you will be able to touch type
quickly and accurately throughout the rest of your life. It is a life-long
skill needed in society today
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Ways to improve typing ability

Comfortable keyboard

v Keyboards come in different shapes, including ergonomic models that
may be feel more comfortable while you’re typing. If you aren’t typing
effectively with your current keyboard, you may want to test some
ergonomic keyboards to find one that offers more comfort while you’re
working

v" Keep the size of the keys in mind. The larger they are, the easier it will
be to type. That means you may want to look for a keyboard where the
keys that you use most often, such as the letters and numbers, are
larger than other keys

v A keyboard with concave keys that fit the shape of your fingers is a
good option if you're looking to eliminate errors in your typing as you
try to increase your speed

v It's best to choose a keyboard with keys that have strong tactile
feedback, which means they offer enough resistance to alert you that
the stroke has registered. The resistance also keeps you from
accidentally hitting keys as you're typing, so you can type more
quickly

Familiarize yourself with the keyboard
v While most keyboards have a fairly standard set-up, some may have
different features or different layouts

v Make sure to read the instructions or manual that comes with your
keyboard so you know what all of the keys do and what shortcuts may
be useful to you

v Once you understand what all of the keys do, try to create a visual
layout of the keyboard in your mind that you can call upon when

you’re typing

v' Many keyboards are equipped with time-saving keys that provide
shortcuts for common commands or keystrokes

v' Be sure to read up on your keyboard's shortcuts to help increase your
speed
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Arrange your fingers properly
v The most important step to improve your typing speed is ensuring that
you place your fingers correctly on the keyboard

v" Rest the index finger of your left hand on the “F” key and the index
finger of your right hand on the “J” key

v' These two keys usually have slight bumps on their surface, so you can
feel for them without actually looking at the keyboard

v' The other three fingers on your left hand should rest on the “A,” “S,”
and “D” keys, while the the other three fingers on your right hand
should rest on the “K,” “L,” and “;” keys, place your thumbs on the
space bar

/ The rOW With the “A,H “S,” “D,H “F,” “J,” “K,H “L,H and “;H keyS iS
known as the home run because it’s the row that your fingers always
start at and return to while you’re typing

v" When you arrange your fingers on the keyboard, curve them slightly,
but keep your hands relaxed.

v' Make sure that your keyboard is centered directly in front of your
body.

Use the proper fingers to strike the other keys

v When you’re typing, you will hit all of the keys on your keyboard from
the home position, that means certain fingers are designated to strike
certain keys for the most efficient typing. In most cases, you’ll use the
same fingers from the home row to hit the keys that line up in the rows
above and below

v' Strike the “1,” “2,” “Q,” and “Z” keys, in addition to the “A” key, with
your left pinky

v' Strike the “3,” “W”, and “X” keys, in addition to the “S” key, with
your left ring finger

v' Strike the “4,” “E”, and “C” keys, in addition to the “D” key, with your
left middle finger

v' Strike the “5,” “6,” “R,” “T,” “G,” “V,” and “B” keys, in addition to
the “F” key, with your left index finger
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v

v

v

v

Strike the “7,” “Y,” “U,” “H,” “N,” and “M” keys, in addition to the
“J” key, with your right index finger

Strike the “8,” “I,” and “,” keys, in addition to the “J,” with your right
middle finger

Strike the “9,” “O,” and “.” keys, in addition to the “L” key, with your
right ring finger

Strike the “O,H “_'H “:,H “P,H “[,H “],H “‘,” and “/” keyS, in addition tO
the “;” key, with your right pinky

Hit the “Shift” key with the pinky on the opposite hand from the finger
that you’re using to strike the other key

Hit the spacebar with whichever thumb feels most comfortable to you.

Practice regularly

v

v

v

As with most skills, the only way to truly improve your typing speed is
to practice on a regular basis

The more that you type, the more comfortable you’ll become with the
layout of the keyboard and the proper positioning of your fingers

You'll also develop muscle memory when you're typing common letter
combinations, so your typing will become faster and more accurate

One of the best ways to practice is to repeatedly type sample passages
over and over again, you can find plenty of passages online that are
geared toward improving your typing accuracy and speed

When you're practicing, focus on accuracy first, make sure that you're
typing each word correctly and achieving proper spacing and
punctuation

Once you feel like your typing has become accurate, you can work on
improving your speed

Practice doesn’t just mean taking online typing tests,writing emails to
friends and family and posting on online forums can help sharpen your
typing skills and increase your speed.
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Take regular breaks

v Make sure to take breaks as needed while practicing, if you push
yourself too hard, you run the risk of wearing yourself out, or even
worse, suffering an injury, such as carpal tunnel syndrome, when you
start to feel any discomfort in your hands or wrists, stop typing for a
little while to give yourself time to rest

v" To keep yourself from working too hard, set up a practice schedule by
designating a certain amount of time each day to practice your typing

v" However, build breaks into your schedule to keep yourself fresh. For
example, you might decide to type for 30 minutes each day, taking
breaks every ten minutes or so.

Researcher’s View

According to (Samta, 2013), “Hard skills are the technical expertise and
knowledge needed for a job. Job skills like typing, writing, math, reading,
and the ability to use software programs helps the candidate to do things
effectively. The speed of the typing skill outshines the candidate from
others. Effective usage of keyboards to key-in the documents will reduce
the time spent on alignment and perfection”.

Exercise : Typing at a speed of 45 word per minute
without or with less mistakes

Materials Required  : Computer / Laptop / Typewriter

Time Required 130 —45 mts

Participant > Individual

Task : Completing three pages

Learning : The beginners can learn by typing asdf; Ikj

using all your nine fingers. This will increase the speed. It also helps you
to avoid looking at the keyboard
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/Further Readings
o http://www.learn2type.com/typingtest/typingspeed.cfm

o https://www.ratatype.com/learn/
o https://www.keyhero.com/

o http://touchtype.co/index.php/typing/tests/41

.

Wise able men with power invest
Not by fondness but by hard test
515
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ROLE OF TRAINING INSTITUTES IN DEVELOPING
SKILLS

There are so many training institutions concentrate on these kind of skills.
The student lacking in particular skill either can get improved on his / her
own or can get trained from the training institutions.

Educating students with a comprehensive and deep set of skills that are in
demand would be of tremendous importance for the employability of an
individual as characterized by four overall skill factors — Job, Aptitude,
Soft and Technical — JAST.

However, while all the Employability skills remain important, students
consider soft skills the most important skills. Interdisciplinary will help
the students to be more employable. Students knew the importance and
interested to learn the Soft skills.

Colleges and teachers should recognize that Soft skills are important and
include soft skills as part of the desired learning objectives that teachers
should foster in their students. Technical knowledge and Aptitude are
fundamental to students; however, they are not all. Students’ soft skills
need to be honed as well.

The role of institutions is to prepare their graduates to meet the demand
for skills from different sectors. Institutions should customize program
outcomes based on the demand of the companies. Interdisciplinary will
help the students to be more employable. Institution Industry Interaction
will give more exposure to the students’ community to know the
application of the Overall Employability skills.
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ROLE OF EDUCATIONAL INSTITUTIONS TO AVOID
UNEMPLOYMENT ISSUES

Growth of management institutions and engineering colleges are high in
India. The mushroom growth of these types of colleges is one of the
reasons for unemployment. Reasons for unemployment can be considered
in two different angles. They are lack of job opportunities in one side and
lack of employability skills to the applicants on the other side. The lack
of quality students, lack of quality faculty members and lack of proper
infrastructure which lead to unemployable students in Indian society. The
reasons for lack of quality students such as intake of students; lack of
quality faculty members such as inexperienced faculty members; and lack
of proper infrastructure such as non-availability of labs are a few issues.
The ways of minimizing the gap between the job opportunity &
employability skills and the remedial measures through the application of
Equivalence Relation in discrete mathematics is made easy for the
understanding.
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