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1. Andrews, Sudhir (1988). How to Succeed at Interwews 21st (rep.) Tata McGraw-Hill, New
Delhi. D

2. Covey, Stephen. (1989). The 7 Hablts oleghly Effective People. NY: Free Press

3. Hindle, Tim (2003). Reducing | Stress Essehtlal Manager series. Dk Publishing.

4. Lucas, Stephen (2001). Art of Publlc Speakmg Tata - Mc-Graw Hill, New Delhi.
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6. Petes S. ], Francis (201 oft Skills and Professional Communication. Tata McGraw-Hill
Education, New Delhil " 4

7. gmat, dt.%., (2014)“3@'%111%?51’& ety SR

8. Smith, B. (2004} Body Language. Rohan Book Company, Delhi.

1 Basms uf Co?n}mumcatlon https://www.glowandlovelycareers.in/en/course- detallfnut-1 56/basics-of-

p commumc ion
253 ~Soma! Ethuettes https://www.glowandlovelycareers.in/en/course-detail/englishedge-! 904Isoc|al-euguette
3. SelfWPresentatlon https://iwww.glowandlovelycareers.in/en/course-detail/niit-161/self-presentation
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Course Code

Course Title PERSONALITY DEVELOPMENT

Course Type Vocational

Pre-requisite (if any)

Open for all

Course Learning

After studying this course the Student will be able to

outcomes (CLO) e To cultivate skills for successful life and learn to handle failures
e To learn the process of goal setting and SWOT analysis
e To understand the importance of time and stress management
e To develop core skills for employability
e To develop effective communication skills
e To realize the role of technology in personality development
Expected Job Role / ¢ Growth and value addition in the respective job profiles
career opportunities :
Credit Value : 4
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Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr
Total No. of Lectures/ Practical: L-30hrs/P-30hrs

Personality, Success, and Facing Failures

Concept of Personality. What is success? - Hurdles in achieving success, Factors
responsible for success, developing effective habits. What is failure? - Factors
affecting failures, learning from failures, overcoming failures, power of faith,
practicing faith, SWOT analysis and Goal-Setting (Specific, Measurable,
Achievable, Realistic, Time-bound- SMART goals)

I Time and Stress Management and Employability Quotient 10
Time as a Resource, Identifying Time Wasters, Techniques for better Time
Management, Introduction to Stress, Causes and Effects of Stress, Managing
Stress

Resume building, The art of participating in Group Discussion, Interview-
Frequently Asked Questions, Mock Interview Sessions

Communication Skills and Digital Etiquettes 10
Communication Skills: Effective reading/writing/listening skills, Hard skills &
soft skills, overcoming stage fear, role of body language, art of professional
presentation, use of audio & visuals in presentations, social etiquettes

Use of Information & Communication Technology (ICT) in day-to-day
management, Effective use of social media, E-mail etiquette, Netiquette, Useful
electronic gadgets and mobile applications

SWOT analysis .
Goal-Setting (SMART goals) 30
Time Management

Resume writing and mock interview sessions
Communication skills

E-mail writing

(= e M i

Project/ Field trip

1. Submit a report based on your learning from the life of any one successful

personality.
2. Visit to personality development training institute and submit its report.
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Text Books, Reference Books, Other resc

Suggested Readings:

1. Andrews, Sudhir (1988). How to Succeed at Interviews. 21st (rep.) Tata McGraw-Hill,
New Delhi.

2. Covey, Stephen. (1989). The 7 Habits of Highly Effective People. NY: Free Press

3. Hindle, Tim (2003). Reducing Stress. Essential Manager series. Dk Publishing.

4. Lucas, Stephen (2001). Art of Public Speaking. Tata - Mc-Graw Hill, New Delhi.

5. W@, We, “dfdad & e, S Y|

6. Petes S. J., Francis (2011). Soft Skills and Professional Communication. Tata McGraw-

Hill Education, New Delhi
. gHf, ®.%., (2014) “AfFd fA@rar, HRAH TbR—|
8. Smith, B. (2004). Body Language. Rohan Book Company, Delhi.

Suggested equivalent online courses

1. Basics of Communication: https:/www.glowandlovelycareers.in/en/course-detail/niit-156/basics-
of-communication

2. Social Etiquettes: https://www.glowandlovelycareers.in/en/course-detail/englishedge-904/social-
etiquette

3. Self-Presentation: https://www.glowandlovelycareers.in/en/course-detail/niit-161/self-presentation
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