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Course Objective/s: 

This is a specialized certificate course with a clear-cut focus on the interview techniques as one 

of the most important aspects for every student. This certificate course will help the students to 

crack the interviews and to enhance communication skills and self confidence. This course will 

help the students to understand the all-interview techniques which needed for growth in 

competitive world. This certificate course will enhance the interview skills                            of students. 

1. To develop the interview skills. 

2. To prepare the students to deal with interview questions 

3. To organize the students to deal with problematic people. 

4. To develop the professional personality and positive attitude  along the students. 

  Course Outcome/s: 

1. After the course completion the students would develop good interpersonal relations  

with other individuals at work place.  

2. The students will learn the time management and professional manners and etiquettes.  

3. Students will able to learn interview techniques. 

4. Additional qualification acquired without disturbing daily schedule. 

Unit No. 
Name and Contents of Units 

Number of 
Lectures 

   Unit-I 

Communication Skill 

Meaning and importance of communication, Communication 

process, Email writing, Network Building, Public Speaking, 

Letter Writing, Spoken Skills, Reading Skills, Listening Skills 
15 

Practical: What are the most important communication skills? 

Describe in details with example. 

 

Unit-II 

    Interview Preparation 

    Concepts of Interview, Resume & Cover Letter Writing, Self-

introduction writing, Self SWOT analysis, introduction to 

Linkedin, Interview Etiquettes, Professional Grooming Sense. 
 

15 
     Practical: Studentds should prepare a resume including all 

details. 

 

Unit-III 

    Interview Interaction 

    Types of Interviews and How to face them, Types of interview 

rounds, Basic interview questions, How to Face Negative 

questions in Interview, Types of Tests 

 

15 



Practical: What are the 10 most common interview questions and 

answers? Students should visit to HR Department and understand 

the different steps of Selection Process. 

Unit-VI  

     Time and Stress Management   

     Importance of Time management, Team Building and 

Management, Decision Making, Self-Motivation, Stress 

Management, Attitude Values and Commitments, Prioritization of 

Work, Conflict Management, Leadership Skills. 

 

15 

Practical: Describe and Practice different techniques of Stress 

management.   
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