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College with Potential for Excellence
Edueation to Excel
SBRR MAHAIANA FIRST GRADE COLLEGE
Affiliated to University of Mysore, and Accredited by MAAC with ‘A’ Grade
layalakshmipuram, Mysore 570012
Department of Commerca

CAREER _ GUIDANCE _WITH _SOFT _SKILL TRAINING
PROGRAME

Syllabus: - on areas Total: 30 hrs
) Analytical skills for Problem solving b) Aptitude Assessments.

Unit-1 Zhrs
1. Analysing the Analytical Ability
2. Case study
3. Team Activity
4. Brainstormin
Linit -2 2 hrs
1. Drill Down
2. Brain Teasers
3. Root Case Analysis
4. Decision Tree Analysis

Unit- 3 2hrs
1. Introduction to Fish Bone- cause & effect

2. Individual Activities
3. Pareto Analysis
4. Assessment Activities / Problems/ Technigues
Unit-4 2 hrs

1. Business Communication — Oral

2. Business Communication- written
3. Activity learning
4, Evaluation/ Assessment
Unit- 5 4 hrs

1. Reading Comprehension, Attention to detail & Aptitude
Reading skills, aptitude Tests

Reading Comprehension practical tests

Evaluation test, Reading skills
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Unit-B 6 hrs
1. Customer Management '

A Communication & service

What is customer service?

Business phone Etiguette

Structure of a customer call

Essential skills — Customer service

Empathy, paraphrasing, listening skills

pealing with different kinds of customers

Customer complaints

10. Customer service through Email & chat support
Practice scripts
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Unit- 7 2hrs
Corporate Etiquette

What is corporate Etiquette objectives
The Golden Rule (your attitude matters)
What must one avoid at the workplace?
Importance of being punctual

Cubicle Etiquette

While in the Elevator

At the cafeteria

. Business Introduction

10. Office largons.
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11, Practice scripts

Liniit- 7 2hrs
Corporate Etiquette
What is corporate Etiguette objectives
The Golden Rule {your attitude matters)
What must one avoid at the workplace?
importance of being punctual
Cubicle Etiquette
While in the Elevator
AL the cafeteria
. Business Introduction :
10. Office Jargons.
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