CSSITS-02
BLOCK-04

Certificate in Soft Skill and IT Skill

(CSSITS)
CSSITS-02
Soft Skill 3 & Practical

Block –4
Soft Skills Practical
UNIT : SOFT SKILLS PRACTICAL MANUAL

Prof. Jatin Naik - Prof. in English, Utkal University – Member
Prof. Asim Parhi - Prof. in English, Utkal University – Member
Prof. Ashok Mohanty - Communicative English, SOAU – Member
Dr. Ranjita Pati - Associate Professor, BJB College – Member
Dr. Abhilash Nayak - Regional Director, IGNOU – Convener

Course Writer
 Dr. Sharmila Subramanian ,
Principal, Astha School of Management

 Ms. Debidatta Das Mohapatra,
.

Asst. Professor, ASTRAL School of Management,
Bhubaneswar.

 Ms Sreerupa Rath, Free Lancer, Ex-Asst.Prof.

Course Editor
Dr. Kameshwari Moorty
Regional Director, IGNOU
Panaji, Goa

Dr. Sushanta Moharana
Academic Consultant, OSOU

Regional College of Management, Bhubaneswar
 Ms Prashansa Das, Academic Consultant, OSOU
© OSOU, 2017. CSSITS is made available under a Creative Commons
Attribution-ShareAlike 4.0
http://creativecommons.org/licences/by-sa/4.0

SOFT SKILLS PRACTICAL
Learning Objectives:









Understanding how to get ready for job
Learn how to develop a network.
Understand the difference between work-based skills and transferable skills.
Learn how to use jobs, internships, and volunteering
Practicing activities on goal setting and time management
Practicing activities on Presentation skills
Practicing activities on Group discussion and Interview skills.
Practicing activities on Emotional Intelligence and time management.

Structure
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1.2. Developing Your Skills and Experience
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1.4 Portfolio Making
1.5 Goal setting
1.6 Time Management Skills:
1.7 Communication Skill Exercises
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1.9 Group Discussion Skills Activities
1.10 Interview skills Activities
1.11 Emotional Intelligence Activities
1.12 Life skills Activities
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1.1 Getting Ready For Job
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EXERCISES
1.Where Are You Now? Assess your present knowledge and attributes by completing the selfinventory below. Where do you need to focus your efforts when it comes to your job search?
Yes Unsure No
1. I have a good understanding of my career options.
2. I have a good understanding of the work-related skills I will need in my
chosen career and a plan to get them.
3. I know where I can get useful information about careers.
4. I have created a transferable skills inventory.
5. I have a written up-to-date résumé.
6. I know how to prepare an effective cover letter.
7. I have both professional and social networks.
8. I have discussed my career objectives with my academic advisor.
9. I am comfortable in interviews.
10. I have chosen my major based on the job market.
11. I have chosen my major based on my personal interests.

2. Conduct an online search for job descriptions associated with your chosen career and think
about what tasks are accomplished in a typical day or week. If possible, also talk to someone
who is employed in that career. Note the kinds of writing skills that are involved in carrying out
job duties or tasks. Share your results with the class.
As you prepare to embark on your job search, you may be asking yourself a couple of questions:
I won’t graduate and be in the job market for a couple of years. Do I need to work on résumés
and networking now?
Yes, absolutely! Even though you aren’t yet graduating from college, there are many benefits to
starting now. As a student, you are likely to be applying for part-time jobs, internships, and even
volunteer positions. Networking is a process of building relationships, and the strongest
relationships are built over time. Having a good network will help identify interesting and relevant
opportunities. Having a résumé that summarizes your strengths and skills will give you an
advantage over other candidates who apply without a résumé, because job application forms rarely
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give the opportunity to highlight your strengths. Furthermore, a résumé is an updated record of
your skills and experience; it makes sense to capture your accomplishments as they happen and
will save you a lot of time in the future.
I don’t have any work experience. How can I write a résumé?
You may not have any work experience, but you do have experience and skills. Focus on your
transferable skills, and list examples of how you have used them. Think of organizations you have
been involved in and volunteer work you have done. It is OK to include high school
accomplishments if you've graduated within the last 3-5 years, and you can replace them with
college accomplishments as you gain them. It is also OK to include your GPA if you're proud of
it, because among other things a good GPA can help show that you are disciplined and organized.
1.2. Developing Your Skills and Experience
The employment market and job-seeking techniques have changed significantly over the past ten
years and will continue to change; it is not as easy as it once was to map out a clear career path.
However, a clear direction can still provide enough flexibility to respond to the changing needs of
today’s job market. In fact, building flexibility into your career plans is a requirement for achieving
a successful career.
Consider the ways in which the job market has changed—and what it may mean to your planning:




You will likely be employed by many organizations in your lifetime. The idea of working
for a single employer is no longer the rule but rather the exception. In fact, Human
Resources and Skills Development Canada reports that people will have on average
approximately three careers and eight jobs over a lifetime. This trend means today’s
graduates need to be very flexible in their career plans and that they should make an effort
to identify and develop transferable skills in order to navigate the changing employment
market.
Five years from now, you may be working in a job that doesn’t even exist in the present.
As new technology accelerates and national and global priorities (such as going green or
national security) take on a new sense of urgency, new needs are identified and new jobs
will be created to fill those needs. Think about this: five years ago, a search engine
optimization (SEO) specialist was a job in only a handful of Web-centric companies. With
the meteoric growth of Google, SEO is now a common role in just about any marketing
department—and a job in relatively high demand. In the same way, the aging population
has created new opportunities in elder care, and new discoveries and approaches in science
have created fields like biotechnology and nanotechnology. Today’s students and job
hunters must become lifetime learners to keep up with new trends.
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The physical location of a job is no longer as important as it once was. Other than jobs that
require you to serve customers in a specific location or region or jobs that require
specialized equipment (as in manufacturing facilities), companies increasingly have offsite employees who stay connected via the Internet. This means that students and job
hunters should be able to demonstrate the ability to work independently and produce results
without consistent, direct personal supervision.
The growth of job posting sites online has created a glut of applicants for most posted
positions. You have access to millions of job opportunities via the Web, but so do hundreds
or thousands of other job seekers. Each employer must cull through hundreds of résumés
received for each job posted on the Web. Strategies for standing out in this crowded field
become very important.

These factors combine to create a job environment that is different from what most people might
expect. The way you prepare for a career needs to be more flexible and more personalized. Technology
will play an important role in your career development. Linking your demonstrable skills to the needs of
a job will be a key to your success.

1.2.1 Work Based Skillz
Many of the skills you will need are career specific: we call those work-based skills. These include
knowing how to use equipment that is specific to your career and mastering processes that are used
in your field. While some of these skills are learned and perfected on the job, you may be in a
vocational track program (such as for computer programmers, nurses’ aides, or paralegals) where
you are learning your work-based skills.
These are not the only skills you will need to be successful. The second set of skills you must have
are called transferable skills because they can be used in almost all occupations. These include
thinking skills, communication skills, listening skills—in fact, most of the skills we have been
stressing throughout this book are transferable skills because they are also key to success in life.
This skill set is very broad, and your extent of mastery will vary from skill to skill; therefore, you
should identify those skills that are most important to your career objective and develop and master
them.
Donna Dunning, writing on Dan Schawbel's Personal Branding Blog, lists her Top 9 Transferable
Skills as follows:
1.
2.
3.
4.
5.
6.

Managing change
Communicating
Leading
Learning
Working with numbers and data
Problem solving
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7. Achieving results
8. Working on a team
9. Thinking
As you reflect on the list above, you will find that you have at least some experience in many of
them, but you probably haven’t thought that much about them because you use them in so many
ways that you take them for granted. It is important to think about all your activities and consider
the skills you have applied successfully; your transferable skills inventory is larger than you may
think. For example, if you volunteer as a big brother or big sister, you have skills in active listening,
mentoring, time management, and probably coaching. If you have written a college paper, you
have skills in time management, researching, communicating, and writing.
Be aware of the ways you develop and master transferable skills. Keep a list of them, and update
it every month or two. That will be a valuable tool for you as you work with your career
development and ultimately with job applications.
1.2.2 Gaining Experience
Are you frustrated by the fact that even entry-level jobs require some experience? Yes, employers
look at your previous experience, and this often stumps students who are in the early stages of their
careers. Relevant experience is not only important as a job qualification; it can also provide you
with a means to explore or test out occupational options and build a contact list that will be valuable
when networking for your career.
But how can you gain relevant experience without experience to begin with? You should consider
three options: volunteering, internships, and part-time employment.




Volunteering is especially good for students looking to work in social and artistic
occupations, but students looking for work in other occupation types should not shy away
from this option. You can master many transferable skills through volunteering! Certainly
it is easy to understand that if you want to be in an artistic field, volunteering at a museum
or performance centre can provide you with relevant experience. But what if you want to
work in an engineering field? Volunteering for an organization promoting green energy
would be helpful. With a little brainstorming and an understanding of your career field,
you should be able to come up with relevant volunteer experiences for just about any career.
Internships focus on gaining practical experience related to a course or program of study.
Interns work for an organization or company for a reduced wage or stipend or volunteer in
exchange for practical experience. A successful internship program should create a winwin situation: the intern should add value to the company’s efforts, and the company should
provide a structured program in which the student can learn or practice work-related skills.
Internships are typically held during summers or school vacation periods, though on
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occasion they can be scheduled for a set block of time each week during the course of a
regular school term.
 Once you secure an internship (usually through a normal job application
process aided by a faculty member or the career guidance or placement office),
it is important to have a written agreement with the employer in which the
following is stated:
 The learning objective for the internship
 The time commitment you will invest (including work hours)
 The work the company expects you to do
 The work your supervisor will do for the college and for the student (internship
progress reports, evaluations, etc.)
This written agreement may seem like overkill, but it is critical to ensure that the internship
experience doesn’t degrade into unsatisfying tasks such as photocopying and filing.
Remember that a key objective of your internship is to develop relationships you can use for
mentoring and networking during your career. Befriend people, ask questions, go the extra mile in
terms of what is expected of you, and generally participate in the enterprise. The extra effort will
pay dividends in the future.


Part-time employment may be an option if your study schedule provides enough free
time. If so, be sure to investigate opportunities in your field of study. Ask your instructors
and the career guidance or placement office to help you generate job leads, even if they are
not specifically in the area you want to be working in. It is valuable and relevant to hold a
job designing Web sites for an advertising agency, for example, if your specific job
objective is to produce event marketing. The understanding of how an advertising agency
works and the contacts you make will make the experience worthwhile.

If you are lucky enough to have a job in your field of study already and are using your college
experience to enhance your career opportunities, be sure to link what you are learning to what you
do on the job—and what you do on the job to what you are learning. Ask your supervisor and
employer about ideas you have picked up in class, and ask your instructors about the practices you
apply at work. This cross-linking will make you a much stronger candidate for future opportunities
and a much better student in the short term.
KEY POINTS
Be sure you can identify and show mastery in transferable skills as well as work-related skills.
Experience through volunteering, internships, and part-time jobs will illustrate to potential employers that
you can work in your chosen field, but it is also instrumental to help create a network of colleagues to
enhance your career development.
Page 6 of 26

EXERCISE
Transferable Skills Inventory
In the list of forty transferable skills that follows, underline five skills you believe you have mastered
and then describe specific ways in which you have used each skill successfully. Then circle five skills
you think are important to your career that you have not mastered yet. Describe specific steps you plan to
take to master those skills.

Active listening

Decision making

Negotiating

Researching

Active learning

Editing

Observing

Selling

Analyzing

Evaluating

Organizing

Speaking a second language

Budgeting

Forecasting

Perceiving Feelings

Supervising

Coaching

Goal setting

Persuading

Teaching

Communicating Handling a crisis

Planning

Teamwork

Consulting

Handling details

Problem solving

Time management

Creative
thinking

Manipulating
numbers

Public speaking

Training

Critical thinking Mentoring

Reading

Visualizing

Customer
service

Reporting

Writing

Motivating

Skills I have mastered

Examples
them

of

how

I

used
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Skills I still need to master

How
them

I

will

master

1.3 Developing Networks
The Power of Networking
There is some wisdom in the saying that it’s who you know that brings success in getting a job.
Consider the following:




It is estimated that only 20 percent of new jobs and vacancies are advertised or posted.
A Web posting for a job typically yields over 150 applicants for a position.
Sixty to eighty percent of jobs are found through personal contact and networking.

What exactly is networking? In its simplest terms, it is the process of engaging others in helping
you reach an objective. Three words in this definition deserve a closer look:
The process of networking involves three basic phases: prospect identification and management,
making contact, and follow-up.
All Contacts Are Equal, but Some More So Than Others
The first phase involves identifying whom you should be speaking to and pinpointing the people
who can introduce you to them. This is like the game Six Degrees of Kevin Bacon applied to your
own life. Whom do you need to speak to? That really depends on your objectives. If you are trying
to learn about an occupation, it can be just about anyone involved with that field. If you are in the
process of trying to land an internship or a job, you want to reach the person who will make the
hiring decision.
Your objective also defines how you get started with your networking. In the first case, you might
want to start with people you met at an industry conference; in the job-specific case, you’ll want
to think about whom you know in that company or who might know someone in that company. If
you don’t have any contacts who fit that description, whom do you know who lives in the town in
which the company is based or in a nearby town?
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Your success in this phase of networking will be driven by the quality of the candidates (those
who can directly influence your ability to reach your objectives) as well as the quantity (those who
will lead you to the most contacts). This is why there is no such thing as a bad contact.
As important as having contacts is your ability to access those contacts when you need to. That is
where contact management comes into play. Don’t be caught wishing you could call someone you
met three weeks ago…if you could only remember what you did with their business card! There
are countless ways to keep track of contacts, from writing names in an address book, to keeping a
Rolodex, to using a computer-based contact management system os simply an Excel spreadsheet.
Choose a system you feel comfortable with—comfortable enough to use regularly. A sophisticated
system that has all the bells and whistles is no good to you if you can’t use it.
Let technology help you in this endeavour. Your computer, PDA, or smartphone probably has
features for capturing contact information and retrieving it based on keywords, and most will even
connect with your calendar for scheduling and reminders. Consider Web-based applications such
as those offered by Success Hawk (http://www.successhawk.com) and networking sites focused
on professional networking, such as LinkedIn. Whatever your choices, invest the time to learn to
use them well; you’ll be very glad you did.
Building a network requires consistent work, and a strong network will take time to achieve. That
is why we recommend you start building your professional network now—even early in your
college career. Your network should include anyone who might have a connection that will help:
family, friends, neighbours, past and present coworkers, bosses, people you met through
associations and clubs (especially business associations), alumni from your college, and
acquaintances you have met via online networking.
When you capture your contact data, use relevant keywords to help you search your database and
shape your contact activity. One of the most overlooked pieces of information that you should be
sure to capture is the source of the contact. That’s what turns a “cold call” into a “warm call”—
and it helps engage the prospect. If a friend introduced you, be sure to note that friend’s name; if
you met at a party, note the name of the host and the occasion; if you met at a conference, note the
conference and date. You should also use other keywords so that you can quickly find the contacts
that will be most effective for each of your objectives; keywords might describe the area of
specialization, organization membership, or type of contact (family, friend, colleague, etc.).

Personal Contact
Being in the right place at the right time has much less to do with luck than with the art of personal
contact. Contacts are everywhere, and you don’t know when you might turn one to your advantage.
Page 9 of 26

You may feel a little awkward following these tips at first, but with practice you will become quite
adept at meeting new people and adding them to your network.











Be prepared. If you are going to a conference, a party, or even a class, know ahead of time
which people or kinds of people you want to meet. Be prepared with topics you can steer
your contact toward so you don’t spend two minutes awkwardly talking about the weather
and then slink away.
Be confident. Prepare and learn a short introduction for yourself. Be factual, don’t brag,
and give enough information about yourself to prompt your contact to ask questions.
Be curious. The best way to get contacts to want to know you is to show you want to know
them. Observe them before you step up to them. Is there something unique about them, the
way they are dressed, or perhaps what you may have overheard that you can ask about? “I
couldn’t help but notice that lovely necklace; is that from a local designer?” or “You have
such an interesting accent; do you mind if I ask where you’re from?” After you ask the
question, listen actively to keep the conversation going.
Be prepared (part 2). Have a good supply of personal cards to give out to contacts; that will
prompt them to give you their contact information, too. You don’t have to be in business
to have “business cards.”
Be courteous. If someone you know comes up to you while you are speaking with a contact,
introduce them; if you see that the contact is getting antsy, tell them you enjoyed meeting
them and then move on. Don’t trap them!
Be prepared (part 3). Set yourself up for networking success by discreetly writing a word
or two on the back of their card to jog your memory in the future. “World-class rodeo
clown” will certainly help you remember who Jack Smith at Triangle Financial was.

Make the Call
What you say in your networking calls or e-mails will depend largely on the objective of your
networking effort. (Is it to learn about an occupation or industry? Seek a job-shadowing
opportunity? Ask for a job?) But some networking basics and elements of etiquette apply to all
contacts:





Be mindful of your contact’s time. Keep your calls and e-mails courteous but brief. If
you are calling, ask if it is a good time to talk.
If this is a first contact, tell the contact where you got his or her name. “I was referred
to you by our friend Janet Smith” or “My colleague Richard Stewart suggested I call you”
or “I heard you speak at the International Genius Conference” (remember the contact
source information in your contact database?). This turns an interrupting cold call into a
warm call with an interested individual.
Be specific about how the contact can help you. Know what you are asking for and do
so directly. Don’t be shy.
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Use your network for more than just asking for jobs. It is a great vehicle for learning
about new trends in the industry, for launching “trial balloons” for ideas or concepts you
are developing, and for seeking advice on practical aspects of your occupation.
Help others in your network. Networking is not a one-way endeavour. Be willing to offer
your assistance whenever you can; the fact that you are still in college doesn’t mean you
can’t be of value. You may be able to get an introduction to an instructor for a person in
the industry or help that person’s daughter learn about your college.

Care and Feeding of Your Network
Much of the success of your networking efforts depends on what you do after you’ve hung up after
a call or received an e-mail reply. The first step is to thank your contact for his or her help. Do
this right away; any thank you after twenty-four hours of your contact can be considered late. Find
a reason (not just an excuse) to keep in touch with people in your network. If you read an article
people in your network would be interested in, send them the link. If you run across a problem one
of your contacts might help you with, don’t be shy—give him or her a call to ask for help. If you
meet someone you think a contact would like, make introductions. Send a follow-up note of
thanks to a person who gave you a particularly productive lead. Let him or her know what you
were able to accomplish. People like to know they are on a successful team. Finally, if a person in
your network asks you for help, do what you say you will do.
Key Points




Networking is an ongoing process that involves identifying and managing prospects,
making contact, and following up.
All contacts are good contacts.
Common courtesy and follow-through are the catalysts of good networking.

EXERCISES





Give yourself twenty minutes to list one hundred people you know. Now give yourself
another twenty minutes to write one or two words next to each name to describe how he
or she could help you network.
List three things you should do whenever you contact someone for the first time.
Describe two things you can do to overcome shyness and network effectively in a personto-person setting.

1.4 PORTFOLIO MAKING
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DIGITAL PORTFOLIOS
You have invested a lot of time in putting together your portfolio and preparing for the interview
process. Employment portfolios are a necessity in today's job hunt, but if you really want an
employer to notice you, develop an electronic portfolio. You may ask, what are electronic or
digital portfolios? The links below will introduce you to them.
Regis University Electronic Portfolio Project - e-Portfolio basics
DePaul: The Career Center - Showcase Your Work in an Online Career Portfolio
Digital Portfolio Best Practices: How to Make a Portfolio that Pops
The Process & Resources
Each of you will individually create a digital portfolio using one of the Platforms for Creating EPortfolios listed. Video tutorials, articles, and student examples are provided. One of the most
user friendly and heavily recommended sites to use as a beginner is Weebly, and Steps to
Creating a Weekly e-Portfolio are listed in the next section. Consider the artifacts you will be
sharing with your portfolio. Would another platform meet your needs better?
Following are the sites for creating digital portfolio:
 Google Sites: This is one of the best platforms we have been recommending for teachers
over the last few years. Students can use it to create and host their own digital portfolios.
The site is simple and easy to use and they can set up their new website within minutes.
They can create as many pages as they want, then upload their content, and share with
others. Site Help has everything students need to effectively use Google Sites.
 Weebly: This is another good website students can use to create digital portfolios. Like
Google Sites, Weebly provides users with a simple drag and drop editor that allows you to
design your website the way you want. No HTML or coding knowledge acquired. You
simply select a template, customize it with your own content and publish it to the web.
 Google Slides: Google Slides can be used to create digital portolios in the form of a
presentation. There is actually a pre-made template for that. This Portfolio template
provides students with a tentative layout and structure to build their own portfolio.

 Seesaw: Seesaw is a powerful tool to help students create and share digital portfolios. It
allows them to capture and showcase their learning in multiple formats. They can include
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videos, drawings, text notes, links, and several other materials to their portfolios. Teachers
and parents can easily access and check students work.
 Evernote: This is another practical option for creating digital portfolios. Students record
their thoughts using notes then enhance these notes using things such as photos, audio files,
links, and attachments. Evernote provides various organizational features that enable users
to effectively organize their work so it can be easily searched and accessed across different
devices.
STEPS TO CREATING A WEEBLY E-PORTFOLIO
 The first step to creating a Weebly digital portfolio is to create a free account. Creating a
Weebly Account Tutorial will assist you with this first step and also with choosing a
design, or theme, for your e-portfolio. After you select a theme and subdomain name,
Weebly offers you a short tutorial. It is a good idea to watch this tutorial and take notes.
 The next step is creating pages for your portfolio. For assistance with creating pages and
tips on making the portfolio employment focused, watch Tutorial on How to Create Pages
in a Weebly Account. After creating pages, one of the easiest pieces of the portfolio
building process to complete consists of uploading your artifacts, which are certificates,
pictures, or other evidence of your achievements. Using Elements and Uploading
Artifacts provides specific instructions on how to upload your artifacts.
 In order to upload your resume to Weebly, several steps are required. Your resume is most
likely saved as a Microsoft Word document. You could upload this document to Weebly,
but it will appear as a link and requires more effort from the employer to access it. As a
Microsoft Word document, others could also open the document and make changes to it
for their own purposes. The best way to secure your resume is to save it as a PDF
document. Change Your Resume from a MS Word to PDF Document demonstrates how
to complete this step.
 After changing your Microsoft Word resume into a PDF document, the next process is to
convert your PDF into a JPG file. This is the final step in preparing your resume for the eportfolio. Convert PDF Resume to JPG provides step-by-step instructions on how to
achieve this goal.
 One of the most challenging pieces of the portfolio to develop is a welcome statement on
the home page. This statement consists of three paragraphs, and in order to ensure proper
grammar and spelling, it is a good idea to initially develop these paragraphs in a Microsoft
Word document. The first paragraph introduces yourself to the reader, and the second
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paragraph highlights your skills and qualifications. It does not repeat your resume; it is a
summary. The third paragraph shares your goals, aspirations, and plans for the future. This
could be the career field you are pursuing or plans on continuing your education to enter a
field. Customizing Your Home Page on Weebly will guide your through this process of
creating the Home page of your digital portfolio.
 During the program, you created projects displaying your development of 21st century
skills. It is ideal to share evidence of your knowledge and competency of the skills required
to be career ready in your digital portfolio. Create a new page and name it to reflect a
summary of the contents (ex. "21st Century Skills"). For each project you created, write a
brief summary of the skills practiced as the project was being developed. Use the P21
Framework Definitions to help you with the summary.
 To evaluate your e-portfolio, print the Employment E-Portfolio Rubric. After evaluating
yourself and making any necessary changes, publish and share the portfolio with other
students on Edmodo for peer feedback.
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Exercise:
Create a digital portfolio to introduce yourself and showcase your achievements. When
creating your portfolio, think about your audience. Who will be viewing it? What impression
are you wanting to make? What are best practices for making a digital portfolio stand out?
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
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1.5 Goal setting
Most people have a dream in life, a vision of who or what they'd like to be in the future. At a
minimum, everyone has interests and values that determine what they want out of their lives. Even
so, trying to set to achievable goals that you'll work for over the course of many years can be
daunting. It can be hard to know where to even begin, and the things you hope to achieve may
seem impossible. But, If you're well-prepared you may be able to set goals for your life that are
just as fulfilling to work toward as to achieve.
Developing Life Goals
1. Think about what you want. Many people have only a vague sense of what they want from life.
In this first step, your task is to starting converting ideas like "happiness" or "security" into things
you would like to do.
 Get a pen and some paper and start writing down things that are important to you in life. It's
okay to be general at this stage, but try not to be vague.
 For example, if the first thing that pops into your head is "happiness," that's fine. But try to
define that term. What does "happiness" mean to you? What would you consider a happy life?
2. Write about yourself.
One good way to start moving from general to specific is to do some free-writing about yourself.
Think about your personality and your interests. This can help you define what is most important
to you.
 Try writing about how you enjoy spending your time. Begin your brainstorm by writing down
what you enjoy doing and what excites you.
 Don't limit yourself to activities or experiences that you think are productive or "worth doing."
The point of a brainstorm is to get down as many ideas as possible, and this list will be useful
later on in the process.
 Write about things you are interested in and/or would like to learn more about. Are you
interested in science? In literature? In music? Any of these could become lifelong pursuits.
 Write about things about yourself you'd like to improve. Are you hoping to develop your skills
as a public speaker? As a writer? As a photographer? Again, these can all become life-long
pursuits.
3.







Fill the Questionnaire:
What are is your academic ranking?
Are you updated with the latest developments in the field?
How many professional journals you subscribe or read regularly?
Are you a member of any professional body or attend any meetings?
Do you have a career plan?
Can you analyse a problematic situation and plan to get out of it.
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Have you ever given any job responsibility and delegated it separately?
Do you take initiatives in your work?
You have any dream job or dream company to work with based on your academics?
Do you have defined goals for your personal and professional life?
Define your goal?

4. Imagine your future. Think about your ideal future. What does it look like? Ask yourself
questions that will help you get to a detailed picture For example, imagine you are trying
to decide on a long-term career. Here are some questions you might ask:






What time do you want to wake up every morning?
Where do you want to live? The city? A rural area? A foreign country?
Who will be there when you wake up? If it's important to you have to have a family? If so,
a job that requires a lot of long trips out of town might not be the best choice.
How much money do you want to make?
The answers to these questions may not be enough to point you toward a single dream job,
by they can certainly help you rule some out.

1.6 Time Management Skills:
Time management is a self- management technique which helps employees plan their work as well
as leisure, ahead of time:
Exercise:
1. Reflect on a particularly busy day that you had in the recent past. List the tasks that you managed
to accomplishduring that day. Could you have done things in better order/manner?
Original order:
Time

Task

(from….to…)

Example:
had
breakfast,checked
facebook,whatsapp updates, dove to
college, prepared notes, attended lecture,
gossip with friends in canteen, creative
work..etc.)

7:00am-7:30 am
7:30am-8:30 am
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8:30 am to 9:30 am
9:30 am to 10:30 am
So on…………………

Rearranged/Planned order
Time

Task

(from….to…)
7:00am-7:30 am
7:30am-8:30 am
8:30 am to 9:30 am
9:30 am to 10:30 am
So on…………………

1.7 Communication Skill Activities
1. Listening skills:
Read aloud the paragraph and answer the questions:
Danny was sitting in class looking out the window. The skies were grey and it looked freezing
cold out. Then snowflakes started falling. At first there were just a few but in a few minutes all
Danny could see was falling snowflakes. Just then the teacher told the class that this was going to
be a big storm and tomorrow would be a snow day. Everyone started clapping and laughing and
high fiving each other!
 What did the sky look like when Danny looked out the window? (grey; cold; snowflakes)
________________________________________________________________________
 What did the teacher tell the students? (there would be a big storm; tomorrow would be a
snow day)
________________________________________________________________________
 How do you think the teacher found out that there was going to be a big storm? (phone;
internet; other teacher)
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________________________________________________________________________
 Why did the students start clapping and laughing and high fiving each other? (no school
the next day
________________________________________________________________________

2.Speaking skill practice:
Read the paragraph and answer the questions:
Everyone was coming for dinner to celebrate Matthew’s 10th birthday. They were having Burger
King for the birthday and Sofie and her big sister were chosen to get the food. There were 10
people coming and everyone was getting double cheeseburgers. Sofie was also supposed to get six
large orders of French fries and lots of extra ketchup. They didn’t need to buy any drinks because
their Aunt Rosie, who was coming to the party, was bringing all the drinks. When it was time to
order, Sofie and her sister remembered the order but when it was time to pay, they did not have
the money. They must have left it on the kitchen table!





Record yourself speaking and learn from the playback.
Look at the pronunciation while speaking?
Concentrate in your fluency and vocabulary?
Modulate the tone of your voice while recording.

1.8 Presentation Skills Activities
Solve the following exercises on Presentation Skills:
1. Write a brief summary of a class or presentation you personally observed recently; include
what you learned. Compare with classmates.
2. Search online for an informative speech or presentation that applies to business or industry.
Indicate one part or aspect of the presentation that you thought was effective and one you
would improve. Provide the link to the presentation in your post or assignment.
3. Pick a product or service and come up with a list of five points that you could address in a
two-minute informative speech. Place them in rank order and indicate why.
4. Make a 10-minute Power point Presentation on any one of the following topics:
1. My favorouite gadget
2. Jurrasic World
3. Reality shows in Indian Television
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5. Self Assessment Questionnaire on Presentation Skills

Enter a score for all of the 20 questions below. Use a score of 1 to mean NEVER and
a score of
5 to mean ALWAYS.
Your
score
1.
I identify some basic objectives before planning a presentation.
2.

I analyse the values, needs and limitations of my audience.

3.

I write down some main ideas first, in order to build a
presentation around them.
I incorporate both a preview and a review of the main ideas.

4.
5.

6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.

I develop an introduction that will catch the attention of my
audience and still provide the necessary background
information.
My conclusion refers back to the introduction and, if appropriate,
contains a call-to-action statement.
The visual aids I use are carefully prepared, simple, easy to read,
and make an impact.
The number of visual aids will enhance, not detract from, my
presentation.
If my presentation is persuasive, I support it with logical
arguments.
I use anxiety to fuel the enthusiasm if my presentation, not hold
me back.
I ensure the benefits suggested to my audience are clear and
compelling.
I communicate ideas enthusiastically.
I rehearse so there is a minimum use of notes and maximum
attention paid to my audience.
My notes contain only key words so I avoid reading from a
manuscript.
My presentations are rehearsed standing up and using visual
aids.
I prepare answers to anticipated questions and practise replying
to them.
I arrange seating (if appropriate) and check audio visual
equipment in advance of the presentation.
I maintain good eye contact with the audience at all times.
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19.

My gestures are natural and not restricted by anxiety.

20.

My voice is strong and clear, and not monotonous.
Complete all 20 questions

1.9 Group Discussion Skills Activities:
A good group discussion, has
1. An Introduction
2. Body
3. Conclusion
You should be able to display the following Discussion skills while participating in a Group
Discussion:
1.Starting the discussion
 Introducing the topic
 Suggesting a framework
2.During the discussion









Asking for opinions
Making suggestions
Summarizing and moving on
Agreeing and disagreeing
Responding with a reason / an example
Interrupting
Clarifying
Assisting weaker candidates

3.Closing the discussion
 Summing up
 Assigning responsibilities
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Exercise:
1. Arrange a Group discussion in any of the following topics and then assess yourself in the below
mentioned points:
1.
2.
3.
4.
5.
6.

Computing habits have spoiled language skills
Bank Scams are reaction of fragile system
Is the youth of India Confident or Confused?
Hard work or Smart work?
Bharat & India - 2 different strokes?
Problems unite us, Religion divides us

Assessment of Yourself in the following points:
a)
b)
c)
d)
e)
f)
g)
h)

Subject knowledge
Arrangement of ideas
Expression/presentation
Non-verbal communication: Posture/hands/eye contact/facial expressions
Voice qualities: Speed/clarity/flow/sequencing/pitch/toneLanguage: Sentences/words
Leadership skills
Intrapersonal skills
Team skills

1.10 Interview skills Activities:
MOCK Interview: To prepare yourself for the employer interview be the first time to make the
most of every single interview opportunity by being fully prepared!
1. Read the following questions—find out the answers and write down it.
Practice and rehearse the questions in.! Sit down with a friend, a significant other, or your
roommate and go through all of the questions. Let your peer take a mock interview of yours:








Tell me about yourself.
Why should I hire you?
What is your long-range objective?
What is your greatest accomplishment?
How has your education prepared you for your career?
Are you a team player?
Have you ever had a conflict with a boss or professor? How did you resolve it?
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What is your greatest strength?
What is your greatest weakness?
If I were to ask one of your professors (or a boss) to describe you, what would he or she
say?
What qualities do you feel a successful manager should have?
If you had to live your life over again, what one thing would you change?
How would you describe your ideal job?
Why did you choose this career?
When did you decide on this career?
What goals do you have in your career?
How do you plan to achieve your career goals?
How do you personally define success?
Describe a situation in which you were successful.
What do you think it takes to be successful in this career?
What accomplishments have given you the most satisfaction in your life?
Would you rather work with information or with people?
What motivates you?
Tell me about some of your recent goals and what you did to achieve them.
What are your short-term goals?
What are your mid-range goals?
What would your past manager say about you?
Are you a goal-oriented person?
Where do you want to be ten years from now?
Do you handle conflict well?
What major problem have you had to deal with recently?
Do you handle pressure well?
Why did you choose to attend this college?
What changes would you make at your college?
What were your favorite classes? Why?
Do you enjoy doing independent research?
Who were your favorite professors? Why?
Why is your GPA not higher?
Do you have any plans for further education?
How much training do you think you'll need to become a productive employee?
Why do you want to work in the _____ industry?
What do you know about our company?
Why are you interested in our company?
Do you have any location preferences?
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How familiar are you with the community that we're located in?
Are you willing to relocate? In the future?
Are you willing to travel? How much?
Is money important to you?
How much money do you need to make to be happy?
What kind of salary are you seeking?

1.11 Emotional Intelligence Activities:
A.Read the text quickly. Choose the best title for each paragraph from A-F below and write
the letter in the box. There is one more title than you need.
(EI) involves the idea that cognition and emotion are interrelated. From this notion stems the belief
that emotions influence decision making, relationship building, and everyday behavior. After
spending hours waiting eagerly in the pouring rain and having nothing to show for it, is it even
possible to squelch such intense feelings of anger due to injustice?
From an EI perspective, emotions are active mental processes that can be managed, so long as
individuals develop the knowledge and skills to do so. But how, exactly, do we reason with our
emotions? In other words, how intelligent is our emotion system? Those skilled in the perception
of emotion also are able to express emotion accordingly and communicate emotional needs.
Using emotion to enhance cognitive activities and adapt to various situations is the second
component of EI. People who are skilled in this area understand that some emotional states are
more optimal for targeted outcomes than others.
I also includes the ability to differentiate between emotional states, as well as their specific causes
and trajectories. Feelings of sadness or disappointment can result from the loss of a person or
object, such as your concert tickets. Standing in the rain, by most standards, is merely a slight
annoyance. However, waiting in the rain for hours in a large crowd will likely result in irritation
or frustration.
Emotion management includes the ability to remain open to a wide range of emotions, recognize
the value of feeling certain emotions in specific situations, and understand which short- and longterm strategies are most efficient for emotion regulation (Gross, 1998). Anger seems an appropriate
response to falling short of a goal (concert tickets) that you pursued both fairly and patiently. In
fact, you may even find it valuable to allow yourself the experience of this feeling.
Titles
Management of Emotion

Paragraph Number
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Understanding of Emotion
Perception of Emotion
Use of Emotion to Facilitate Thinking
Emotional Intelligence
B. Look back at the time when you transitioned from school environment to a college campus.
Was it an easy change for you? List the stressors you confronted at the time of transition and how
you dealt with them.
______________________________________________________________________________

1.12 Life skills Activities
Read the following case study and answer the question below:
The Butterfly Effect
It was 1960 and meteorologist Edward Lorenz was working in his lab. He was entering data into
his computer in the hopes of modeling weather patterns when he stumbled upon a theory that is
known as ‘The Butterfly Effect’. He was entering wind speed, air pressure and temperature into
three separate equations that were linked in a mathematical feedback loop. This equation allowed
Lorenz to predict weather patterns.
One day Lorenz was in a bit of a hurry and opted to take a shortcut when entering the data. He
rounded the numbers to the nearest one thousandth rather than to the nearest one millionth (for
example, .407 instead of .407349). As a scientist, he knew this would change the result – however
he expected only a minor change. Lorenz was astounded to discover that this tiny change made a
profound impact on the final resulting weather pattern. This discovery led Lorenz to ponder: Does
the flap of a butterfly’s wing in Brazil cause a tornado in Texas? – Thus you have ‘The Butterfly
Effect’ theory.
Approximations alter the final result. Unaware of this we blithely make approximations.
Q.1What are the lessons to be learnt from Edward Lorenz Life?
______________________________________________________________________________
______________________________________________________________________________
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______________________________________________________________________________
______________________________________________________________________________

Q.2 Identify a list of community services that you, as individual, can render in the following areas
in your immediate neighborhood?
Senior Citizens

Children living in slums

Environment-related issues

List the skills you would need to render community service in each of the above areas.
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