PERSONALITY DEVELOPMENT
SYLLABUS

OBJECTIVES:

To understand the scope of communication skills personality and its development

To develop core skills for development of self

To cultivate interpersonal for successful life

UNIT -1 Personality Development Skills

* Introduction to personality
e Definition
¢ - Elements of personality

e Determinants
e Self-Esteem and Self-Confidence

e Thinking and Problem Solving Skills

UNIT-2 Interpersonal Skills

e Hard Skills and Soft Skills
e FEffective Communication
e Social Effectiveness

e Leadership
e Personal Grooming

e Personal Hygiene

UNIT-3 Body Language

Introduction of Body Languaga

Definition
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UNIT-4 Interview Preparation

Introduction of Interview Preparation
Resume Writing

Dress Code

Mock Interview

How to be Successful in an Interview
Preparation of Self Interview

Skills for successful interview
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COMMUNICATION SKILLS

SYLLABUS

OBJECTIVES:
To understand the scope of communication skills personality and its development
To develop core skills for development of self

To cultivate interpersonal for successful life

UNIT-1 Communication: An Introduction

Definition ,Nature and Scope of Communication
* Importance and Purpose of Communication

® Process of Communication

* Types of Communication

* Effective Communication

®* Communication Techniques

® Barriers to Communication

UNIT-2 Non-Verbal Communication

® Personal Appearance

® Gestures, Postures

e Facial Expression

® Eye Contacts

* Body Language

* Time Language

* Tips for Improving Non-Verbal Communication

UNIT-3 Listening skills

* Purpose of Listening
* Listening to Conversation (Formal and Informal)
* Active Listening an Effective Listening Skill

o Benefits to Listening
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®* Academic Listening (Listening to Lectures)

L]
UNIT-

Listening to Talks and Presentations

4 Oral Communication Skills

Importance of Spoken English
Status of Spoken English in India

International Phonetic Alphabet Symbols
Spelling and Pronunciation

Asking for and giving information

Congratulating people on their success
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TIME TABLE

SESSION 2015-16

Communication Skills and Personality Development

Time: 10:00 -11:45 AM

S .NO. DAY COMMUNICATION | BREAK PERSONALITY
SKILLS 10:45- DEVELOPMENT
Loadiel | 10:00-10:45 AM | 11:00AM 11:00 - 11:45 AM
1 | MONDAY DR. S. FRANCIS B \ DR. DIVYA SHARMA W
TUESDAY MR. VIVEK R MR. KAILASH
2 a SHARMA \ SHARMA \
3 | WEDNESDAY | DR. M.K. SHARMA E \ MRS. SUMAN \
PANDEY
4 | THURSDAY | DR.S. FRANCIS A \ DR. DIVYA SHARMA \
5 | FRIDAY MRS. RASIKA K \MRS. REENA SHUKLA}
MALAVIYA
6 | SATURDAY MR. VIVEK \ MR. KAILASH \
SHARMA SHARMA
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PERSONALITY DEVELOPMENT

EXAMINATION, MARCH 2015-16

Time: Three Hours Maximum Marks: 80
Notes: Attempt all the five questions. All questions carry equal marks.

UNIT-1

1. What do you understand by personality development ?

Or

What is difference between Self-Esteem and Self-Confidence ?

UNIT-2
2. What is the effective communication? Explain it with example ?
Or

What do you understand by Hard Skills and Soft Skills?

UNIT-3

3.. Explain the types of body language?

Or

Describe the function of body language?
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Value Added Course
On

Communication SKills and Personality Development

Vipra, Arts Commerce and Physical Education College Raipur Chhattisgarh

Certificate

|
Ui Kokt has successfully completed one month Value Added Course l

I
This is to certify that j.{;oi" ................. ’
on Communication Skills & Personality Development from 1 January 2016 to 30 January 2016 \

conducted by Education Department, Vipra Arts Commerce and Physical Education College Raipur,
Chhattisgarh. We wish all the best for future endeavour.

'\,'z\'\\,b,.u-_-r T el \
Dr. Meghesh Tiwari

Dr. Divya Sharma
Principal |

Course Co-ordination
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