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Towards Excellence,..

Department of Economics
organizes

15 days Skill Based Certificate Course

on “Biodiversity Conservation”

Under the Guidance of Internal Quality
‘ Assurance Cell |

Date: : Time: Venue: Classroom(Room
04/01/2021-22/01/2021 12:00 Hrs-14:00 Hrs No. 08)

7 Tl;aiué‘:% R rgamzer v g Pvrl;inc'ilr:r e
Dr. Pradeep Kumar Soni Dr. Aradhna Dubey Dr. S.N. Khare
Faculty Member (Economics) - IQAC Coordinator




Unit-I: Introduction to Biodiversity

o 0wy

2

Definition and Importance of Biodiversity.

Levels of biodiversity: generic, species, ecosystem.
Historical Preservatives on biodiversity conservation.
Current threats to biodiversity: habitat loss, population,
climate change. .
Case studies highlighting biodiversity hotspots and
conservation efforts. |

Unit-1II : Biodiversity Conservation

o
B.

-

D.

E.

Principles of Biodiversity Conservation.

Conservation strategies: protected arecas, restoration
ecology, sustainable land management

International agreements and organisations for Biodiversity
Conservation.

Indigenous knowledge and community-based conservation
approaches.

Ethical considerations in biodiversity conservation.

Unit-I1I : Biodiversity Assessment and Management

A.

B.
G
D

Methods for assessing biodiversity: Species inventories,
biodiversity indices, remote sensing.

Biodiversity monitoring and data management.

Invasive species management and biodiversity measures
Integrating biodiversity considerations into land use
planning and development project “E”. The role of
education and public awareness in biodiversity

conservation. -
&gﬁ;ﬂg
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Towards Excellence..

Department of Home Smence
organizes

15 days Skill Based Certificate Course
on “Food Adulteration”

Under the Guidance of Internal
Quality Assurance Cell

Date: Time: Venue: Classroom

13/01/2021-30/01/2021 12:00 Hrs-14:00 Hrs (Room No. 16)

Coordinator & Organizer: Principal:
Dr. Aradhna Dubey Dr. S.N. Khare
IQAC Coordinator 7




Curriculum for the Course

Unit-I: Introduction to Food Adulteration

A
B.
L.

Definition and types of Food Adulteration.
Historical context and significance.

Legal and regulatory frameworks.

| Unit-ll: Methods of Food Adulteration Detection

A.

ol

Chemical Analysis Techniques.
Microbiological Methods.
Physical Examination Methods.

Emerging technologies in detection.

Unit-lll: Prevention and control of Food Adulteration

A

B.
L.
D

[uality assurance and control measures.
Food safety management system.
Consumer awareness and education campaigns.

Regulamry‘ enforcement and penalties.

b
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To vards Exce!lenc

of Socmlogy

: | orgamzes

15 days Skill Based Certificate Course

on “Beauty and Wellness”

,{Aer the Guidance of Internal
Quality Assurance Cell

3

Uff*-‘*

, Datea Time: Venue: Seminar Hall
18/01/2021-&6/02/202’1 ~ 12:00 Hrs-14:00 Hrs

(Room No. 10)

Trainer: * Coordinator: Principal:
Dr. Anju Singh Dr. Aradhna Dubey Dr. S.N. Khare
Faculty Member (Sociology) IQAC Coordinator




Curriculum for the Course

Unit-I: Introduction to Beauty and Wellness

A. Overview of beauty and Wellness concept.

B. Importance of self-hygiene basic skin care routine.

C. Basic skin care routine “Healthy caring habits for
glowing skin and overall Wellness-care and
personal hygiene”.

D. Introduction to mindfulness and stress management
techniques.

Unit-II: Beauty Basics

A. Understanding different skin types and their care.

B. Daily skin care routine: cleansing, toning and
moisturising

C. Makeup Basics: Skin Care Preparation, Foundation,
Concealer, Mascara, Blush and Lipstick.

D. Hair Care Basics: hair types, washing, conditioning
and styling.

E. Importance of sun protection and proper sunscreen
use. '

Unit-II1: Wellness and Self-Care

A. Exploring different forms of exercise and physical
- Wellness.

B. Importance of sleep and strategies for improving sleep

quality.

Introduction to meditation and relaxation techniques.

Stress management strategies: time management,

setting boundaries and sclf-care activities. |

E. Body positivity and self-esteem builing exercisesgﬁi/:
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Govt. J.M.C. Mahila
Mahav1dyalaya, Mandla, M.P.

Towards Excellence...

Department of Political Science
organizes

15 days Skill Based Certificate Course

on “Personality Development”

Under the Guidance of Internal
Quality Assurance Cell

Date: Time: Venue: Seminar Hall

01-02-2021 to 23-02-2021  12:00 Hrs-14:00 Hrs (Room No. 10)

Trainer: Coordinator: Principal:

Dr. Anjli Pandya Dr. Aradhna Dubey Dr. S.N. Khare
Assistant Professor (Pol. Sc.) IQAC Coordinator
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1. Andrews, Sudhir (1988). How to Succeed at. Inte o eWs. 21st (rep.) Tata McGraw-Hill, New
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Delhi.

Hindle, Tim (2003) Reducmg Stress E ,,,entlal Manager series. Dk Pubhshmg
Lucas, Stephen (2001). Art of ubllc Speaklng Tata - Mc-Graw Hill, New Delhi.

R b b )

Petes S. ]., Francis (2011); oft%Skllls and Professwna] Communication. Tata McGraw-Hill
Education, New Del}%}fif’f&‘%k s

qraf, 1.5, , (201 ) “eFipcafasTa” , AT T THIIA|
8. Smith, B. (2004) Body Language. Rohan Book Company, Delhi.
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1. BaSICS;Q or:h unication: https://www.glowandlovelycareers.in/en/course- detanl/nut-156/baSlcs of-
commgnlcatlon

By

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

3. Self-Presentatlon https://www.glowandlovelycareers.in/en/course- detalllnut-161/se|f-presentatlon




\’é(;urse Code

V1-PSY-DEVT

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
- o To develop effective communication skills
e To realize the role of technology in personality development
Expected Job Role / e Growth and value addition in the respective job profiles
career opportunities
Credit Value 4




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

Personallty, Success, and Facmg Fallures

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)

Time Management

Resume writing and mock interview sessions
Communication skills

E-mail writing

15
2;
3.
4.
5
6.

I
Concept of Personality. What is success? - Hurdles in achlevmg 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 Emp]oyability 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
I Communication Skills and Digital Etiquettes 10

30

Project/ Field trip

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

personality.
2. Visit to personality development training 1nst1tute and submit its report.




Text Books, Reference Books, Other resources

Suggested Readings:

]2

oAl E e ey

5

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

Covey, Stephen. (1989). The 7 Habits of Highly Effective People. NY: Free Press
Hindle, Tim (2003). Reducing Stress. Essential Manager series. Dk Publishing.

Lucas, Stephen (2001). Art of Public Speaking. Tata - Mc- Graw Hill, New Delh1

S, We, “oidad T e, e TR |

Petes S. J., Francis (2011). Soft Skills and Professional Communication. Tata McGraw-
Hill Educatlon, New Delhi

i, ®. F., (2014) “Afdd@ e, HRAH TebRE|

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

Suggested equivalent online courses:

1.
2.

3.

Basics of Communication: https //lwww.glowandlovelycareers.in/en/course-detail/niit-156/basics-
of-communication
Social Etiquettes: https://www.glowandlovelycareers.in/en/course-detail/englishedge-904/social-

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




- Gevt. J.M.C. Mahila
‘Mahavidyalaya, Mandla, M.P.

rds Excellen

~ Department of Hlndl

|
' organizes

- 15 days Skill Based Certificate Course
- on “Management of Office Work”

Under the Guidance of Internal
; Quality Assurance Cell

Date: Time: Venue: Seminar Hall

01-03-2021 to 25-03-2021 12:00 Hrs-14:00 Hrs (Room No. 10)

Trainer Coordinator ol Princii)éi .
Dr. S.P. Dhumketi Dr. Aradhna Dubey Dr. S.N. Khare
Associate Professor (Hindi) IQAC Coordinator
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Project/ Field trip: Visit to a modern office
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1) Chopra, R.K. and Gauri, Priyanki, Office Management, Himalaya Pubhshmg House, Mumba1
- 2) V Balchandran and V Chandrasekaran, Office Management, Tata McGraw Hlll Ne “‘Del
3) Ghosh, P.K. “Office Management”, Sultan Chand and Sons, New Delhi % o

4) Duggal, Balraj, Office Management and Commercial Correspondence, éjKltab Mahal New Delhi




Year: First Year

Pro/ ram: (Alerti\ﬁc‘a(ted Session: 202.1:2.,2 =

Course Code “VI1-OFM-OPPT

Course Title Office Procedure and Practices

Course Type : Vocational

Pre-requisite (if any) Open for All

Course Learning After studying this Course the Student will be able to

outcomes (CLO) Understand Office record keeping, Record management and Filing.

Understand about Office Forms, Register and the Mail management.
Understand the Budget and Audit system in the Office.

Understand the procedure and Record keeping of various deductions like
Professional tax, Goods and Service tax, Income tax, Provident Fund and
Insurance.

Expected Job Role / Office Assistant in Modern Offices

career opportunities

Credit Value 4

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

I Office Record Management and Filing : 10

Meaning of Records and Types of Records, Principles and Objectives of Records
management and records keeping, essentials of record. management system,
centralization and decentralization of record keeping, record management process,
Components of record management.

Meaning and importance of filing, characteristics of a good filing and indexing,
methods of filing, classification of files. Advantages and disadvantages of filing
system, concept of paperless office, digitalization and retrieval of records,
retention, weeding and destruction of old records.
Keywords/Tags: Record Management, Record keeping, Centralization,
Decentralization, Filing, Indexing, Digitalization.




Office Forms and Registers : 10

I
Introduction, meaning and importance of forms, advantages and disadvantages of
the use of forms, type of forms, factor affecting forms design, principle of form
design, entry of material in stock register and its management.

Postal management : meaning, importance and objectives of Postal Services,
inward and outward process, sending of documents, dispatch of official documents,
using postal and courier services, centralization and decentralization of Post-
Management.

Keywords/Tags: Office Form, Stock Register, Inward, Outward, Document, Post-
Management.

Office Budget and Audit 10

111

Office Budget: Concept, Necessity, Types of Office Budget, Monthly, Quarterly
Semi-annual and Annual Budget, Essentials of a Budget, Estimation - planned and
non planned expenditure, recurring and non-recurring expenditure, Pre-requisites
for Preparation of Budget, Budget Control.

Audit: Definition, importance and audit process, Meaning of Voucher, Types of
Voucher, Importance of Vouching, Verification, Meaning, Process of Verification
of Office Assets, Office Assets and Consumables Register, Maintenance and
Disposal of Consumables & Fixed Assets.

Keywords/Tags: Budget, Audit, Voucher, Recurring Expenses, Non-recurring
Expenses, planned Expenses, non planned Expenses, Consumables.

Practical

The student shall intern with a modern office and lean the practical aspects of 15
Office Record Management and Filling, Office Budget and Auditing and Should
acquire the practical Knowledge of basic level of Office Forms and registers.

The student shall gain Practical Basic Knowledge of specialized records 15
maintained by office concerning professional tax deduction, Goods and Service
Tax, Income Tax, Provident Fund and Insurance, Service Records, Financial and
Legal Records.

II

Project/ Field trip: Visit to a modern office

7

e

Text Books, Reference Books, Othéi’ resources

Suggested Readings:
1) Chopra, R.K. and Gauri, Priyanki, Office Management, Himalaya Publishing House, Mumbai

2) V Balchandran and V Chandrasekaran, Office Management, Tata McGraw Hill, New Delhi
3) Ghosh, P.K. “Office Management”, Sultan Chand and Sons, New Delhi
4)Duggal, Balraj, Office Management and Commercial Correspondence, Kitab Mahal, New Delhi

Suggested equivalent online courses: https://onlinecourses.swayam2.ac.in/cec21 mg24/preview




Govt. J.M.C. Mahila
Mahavidyalaya, Mandla, M.P.

Department of Hlstory

organizes

15 Days Sklll Based Certificate Course on
“Tourism, Transport & Travel Services?”

Under the Guidance of Internal Quality
~Assurance Cell

Date: Time: Venue: Seminar Hall
- 08-11-2021 to 26-11-2021  12:00 Hrs-14:00 Hrs (Room No. 10)

Coordinator Trainer
Dr. Aradhna Dubey ‘Dr. S.N. Khare
IQAC Coordinator ’ (Princinal)
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Bhatia A. K.: International Tourism Fundamental & Practices, Sterling Publishers, New Delhi, 1995.
Bhatia A. K: Tourism Development. Principles, Practices & Philosophy Sterling Publishers, New Delhi,
1995.

Negi J. M. S.: Tourism & Travel Concepts and Principles, Gitanjali Publlshlng House, New Delhi.
Holloway, J.C., The Business of Tourism, McDonald and Evans, PIymounth 1993.

Syratt Gwenda, Manual of Travel Agency Practice, Butterworth Heinmann, London, 1995.

Stevens Laurence, Guide to Starting and Operating Successful Travel Agency, Delmar Publishers Inc.,
New York, 1990.

Goddy B. & Parkin I., Urban Interpretation: Vol. |, Issues and Settlngs Vol. Il Techniques and
Opportunities, Working Papers, School of Planning, Oxford Polytechnic, 1991.

Pond K.L., The professional Guide: Dynamic of Tour Guiding, Van Nostrand Reinhold, New York,
1993.
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1. http://nios.ac. |n/med|a/documents/tour|sm 337 courseE/337 Tourism Eng/337
Tourism Eng L20A.pdf/

2. www.cbseacademic.nic.in/web materiaI/Curriculum/VocationaI/2018/Tourism/XII/
Travel%20Agency%20and%20Tour%200peration%20Business%20XIl.pdf/

3. Travel agency and tour operations lecture (slideshare.net)

Airport Ground Handling (Introduction) (slideshare.net)
5. Visa Services Details | Passport Seva Visa Services (passportindia.gov.in)
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~ PartAlIntroduction

Program: Certificate

Year: First Year = Session:2021-22

C‘ou‘rse Code

VI-TNT-TTTT

Course Title

Tourism, Transport and Travel Services

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 Understand the core concept of tourism, travel and transport
services.
e Practically perform passport and visa formalities.
e Manage airport ground handlings.
e Independently escort the tourists group and guide these groups
and individual tours also.
e Understand and practically know the procedure and functioning of
travel agency. -
Expected Job Role / Airport ground staff, airport manager, air ticketing, tour escort, tour

career opportunities

manager, itinerary designer

Credit Value




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

Introduction to tourism: Nature, scope, significance and components of tourism.

II

Types of tourism: Inter—regional and intra-regional tourism, inbound and
outbound tourism, domestic, international tourism

III

Forms of tourism: religious, historical, social, adventure, health, business,
conferences, conventions, incentives, sports and adventure, senior tourism, special
interest tourism like culture or nature oriented, ethnic or ‘roots’ tourism and VFR

Travel Agency and Tour Operation Business: Linkages and arrangements with
hotels, airlines and transport agencies and other segments of tourism sector.

Approval of Travel Agents and Tour Operators: Approval by Department of
Tourism, Government of India. IATA rules and regulations for approval of a travel
agency, Approval by Airlines and Railways.

VI

Functions of tour and travel agent: travel information and counselling to tourist,
rail and air ticketing and reservation.

VII

Functions of tour and travel agent: Itinerary preparation and marketing of tour
packages.

- VIII

Case study of some cultural events: Ganga Mahotsava, Lucknow mahotsava and
Taj Mahotsava, Khajuraho dance festival etc

Guiding and escorting concept: Meaning, Concepts and Types of Guides:
Conceptual meaning of Tourist Guide. Procedure of getting guide licence

Duties and Responsibilities of tourist guide: (A) Review of itinerary, Participant
list, accuracy, timings and practicality, Identifying the group or individual
traveller’s special needs, Checking Vehicle, Locating Vehicle and contacting
driver;

XI

Duties and responsibilities of tourist guide: (B) standard of dress and personal

 grooming; Greeting participants and introducing self; Leading the participant:

Skills in leading the group, General instruction to Participants at monuments,
sacred places and crowded areas, Giving Commentary, answering Questions,
concluding a tour.

XII

Travel formalities: Passport, Visa, Health requirements, taxes, customs, currency,
travel insurance, baggage and airport information




Airport ground handling operations: Cooperation between airlines and service

XIII :
providers

XIV Airport ground handling operations: Duties of the station manager and his 2
deputies, Principles of customer service

XV Airport ground handling operations: Facilitation and simplifying passenger 2
travel, Baggage handling

- Practical .
Promotion and advertisement: Preparaﬁon of Brochures and Adveﬁisements for
different tours. )
Preparation of itinerary: 10 itineraries of different regions and different seasons 2
under the guidance of any travel agent.
Procedure for domestic and international hotel reservations: Documentation related 2
with Hotel Reservation/Configuration/Cancellation, Preparation of Hotel
Other Service Vouchers, Procedure and documents involved in informing Sub- 2
Agents for services; Procedure of checking and passing the bills of the
transport/hotels and Guide/escorts, RBI guidelines/Rules regarding the foreign
exchange transactions.
Ticketing: rail ticket procedure, air ticketing, 2
Passport & visa: Document Required for Passport and Visa, Types of Visas, 2
Procedure of Passport and Visa.
Research Project: Each student is required to do field study related to tourism 2
industry.
Project for guide — Students have to prepare one project as a guide and have to 2
demonstrate and submit this project. -
Visits to different sectors — Travel, Advertisement agencies & other sectors of 2
Tourism Industry. Preparation of a report on it.
12

Field Visit/ Training : Each student is required to participate in a 2-3 days
Field Study tour. The objectives behind the field tour are to provide practical
knowledge of tourist resources of the country and to analyze the existing
infrastructure and amenities of tourism development and to examine future
prospects of tourism promotion




Text Books, Reference Books, Other resoﬁes =

Suggested Readings:

1. Bhatia A. K.: International Tourism Fundamental & Practices, Sterling Publishers, New Delhi,
1995. :

2. Bhatia A. K: Tourism Development: Principles, Practices & Philosophy Sterling Publishers, New

" Delhi, 1995. ‘

3. Negil. M. S.: Tourism & Travel Concepts and Principles, Gitanjali Publishing House, New Delhi.

4. Holloway, J.C., The Business of Tourism, McDonald and Evans, Plymounth, 1993.

5. Syratt Gwenda, Manual of Travel Agency Practice, Butterworth Heinmann, London, 1995.

6. Stevens Laurence, Guide to Starting and Operating Successful Travel Agency, Delmar Publishers
Inc., New York, 1990.

7. Goddy B. & Parkin I., Urban Interpretation: Vol. I, Issues and Settings; Vol. Il Techniques and
Opportunities, Working Papers, School of Planning, Oxford Polytechnic, 1991.

8. Pond K.L., The professional Guide: Dynamic of Tour Guiding, Van Nostrand Reinhold, New York,

1993.

Suggestive digital platforms web links

1. http://nios.ac.in/media/documents/tourism 337 courseE/337 Tourism Eng/337 Tourism

Eng L20A.pdf/

2. www.chseacademic.nic.in/web material/Curriculum/Vocational/2018/Tourism/XIl/Travel%2

OAg'encv%20and%ZOTour%ZOOperation%ZOBusiness%20XIl.pdf/

Travel agency and tour operations lecture (slideshare.net)

Airport Ground Handling (Introduction) (slideshare.net) ;

5. Visa Services Details | Passport Seva Visa Services (passportindia.gov.in)

o
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15 Days Skill Based Certificate Course on

Date:

10-11-2021 to 30-1 1-2021
Time:

12:00 Hrs-14:00 Hrs

Venue: Seminar Hall (Room
No. 10)

 Trainer ' Coordinator Principal
Dr. Pradeep Kumar Soni  Dr, Aradhna Dubey(IQAC Dr.S.N.Khare
{Faculty Member Coordinator) |

(Economics)t
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https://nptel.ac.in/content/stor:

AR FRTES T A/ qTEEETEA/ TSI

Export Import Policy, Publisher: Ministry of Commerce, Government of India, New Delhi.

Electronic Commerce by N. Janardhan, Publisher: Indian Institute of Foreign Trade, New Delhi.

Nabh1 s Exporters Manual and Documentation, Publisher: Nabhi Publication, New Delhi.

Nabhi's New Import Export Policy, Publisher: Nabhi Publication, New Delhi.

Export-What, Where, How by Ram Paras, Publisher: Anupam, Delhi.

2 it RfSew wewid aafes
Suggested équivalent online courses:
age2/courses/110105031/pr_pdf/Module-31 %20pdf..pdf

https://onlinecourses.nbtel.ac.in/noc20 mgS54/preview

~ (PROF. PAVAN MISHRA)
: Chairman
Central Board of Studies (Commerce)




= PartAIntrOductIOIl -

Program: Certificate/

e

Year: First Year Session:2021-2022

Course Code

V1-COM-EIMT

Course Title

Export/Import Management

Course Type

Vocational

Pre-requisite (if any)

Open for All

Course Learning
outcomes (CLO)

After the successful completion of the course, the student
shall be able to-:
e Understand the Import & Export Procedures in India
e learn the essential documents for importing and exporting
e Understand the different types of tariff and non-tariff barriers
e Understand marine insurance and its uses.
e Infer the Government’s Export Assistance and promotion schemes
in India and various poiicies framed under it

e Gather the differences between Risk Management, Treatment,
Avoidance and Reduction along with Business Continuity
Practices.

Expected Job Role /
career opportunities

Business Opportunities

Manufacturer Exporter, Merchant Exporter, Manufacturer cum Merchant
Exporter, As a Consultant

.| Job Opportunities

Shipping and Logistics, International Marketing, | Documentation and Legal ,
Banks / Trade Advisory , Airlines and Cargo

Credit Value

4




Total No. of Lectures + Practical (in hours per week): L-1Hr / P-1 Lab Hr

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

I International Bodies, Export Import Cycle, IEC Online Application, Types of 10
Transportation, Containers and Packaging, IncoTerms and Payment Terms
: Continents, Opportunities and Myths

International and Local Bodies

Export - Import Cycle

Online IEC Application Types of Transportation, Containers and
Packaging

Different type of Delivery Terms and Cost - Risk involved

e Different type of Payment Terms and Risk involved

II Product and Market Selection & Research, Verification of Buyers and 10
Importance of Exhibition Visits and Identifying Buyers, Communication

e Selection of Product for Export
Importance of Product Selection and Source of Finding New Products
Selection of Market for Export ‘
Importance of Market Selection and Identifying Potential Market
Importance of Trade Fairs and Exhibition for Export Promotion
How to find Genuine Buyers
Buyers Communication and Verification

III Performa Invoice, LC, Pre and Post Shipment Documentation, GST & 10
Custom Clearance and Documents Practical
eImportance of Proforma Invoice and various aspects

eFull LC Clauses

ePre and Post Shipment Documents and understanding its need
oGST and Custom Procedures

eHow to fill Pre & Post Shipment Documents - Practical

Import Procedures and Documents, Risk Management & Government
Benefits
eImport Documentation and procedure

¢ECGC, Insurance, EEFC and Forward Contract
e Export Incentives




Preparing Quotation :

Finding Buyers and Gathering Data

Discussion on Product Portfolio

B2B Listing

Online Marketing

Social Media Marketing

Buyers verification

‘Buyers calling

Practical Sessions by Industry Experts, covering all aspects of Import and
Export

Project/ Field trip :- Visit to Import /Export unit

Text Books, Reference Books, Other resources

Suggested Readings: :
1. Export Import Policy, Publisher: Ministry of Commerce, Government of India, New Delhi.

3. Nabhi's Exporters Manual and Documentation, Publisher: Nabhi Publication, New Delhi.
4. Nabhi's New Import Export Policy, Publisher: Nabhi Publication, New Delhi.
5.Export-What, Where, How by Ram Paras, Publisher: Anupam, Delhi.

2. Electronic Commerce by N. Janardhan, Publisher: Indian Institute of Foreign Trade, New Delhi.

Suggested equivalent online courses:
https://nptel.ac.in/content/storage2/courses/110105031/pr pdf/Module-31%20pdf..pdf
https://onlinecourses.nptel.ac.in/noc20_mg54/preview

(PROF.PAVAN MISHRA)
Chairman
Central Board of Studies(Commerce)




1.C. Mahila

Mahavidyalaya, Mandla, M.P.

Towards Excellence...

Department of Home Science
| organizes

15 days Skill Based Certificate Course

on “Fundamentals of Nursing”

Under the Guidance of Internal
Quality Assurance Cell

Date: Time: Venue: Classroom

01/12/2021-27/12/2021  12:00 Hrs-14:00 Hrs (Room No. 11)

Coordinator & Trainer: - Principal:

Dr. Aradhna Dubey Dr. S.N. Khare

Associate Professor (Home Science)
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Curriculum for the Course
Unit-I: Introduction to Nursing | '

[verview of Nursing Profession: History, Roles and Responsibilities.

Nursing theories and models.

Ethical and legal aspects of Nursing practice.

- =

Communication Skills in Nursing.
E.  Cultural competence and diversity in health care.
Unit-1I: Basics of Nursing Skills
A.  Vital Signs Assessment: temperature, pulse, respiration and blood
pressure. |
Patient hygiene and personal care

Positioning and transferring patients.

Infection control and prevention.
E.  Medication administration and dosage calculations.

Unit-ll: Patient Assessment and Care Planning

A.  Healthy Assessment techniques: Physical Examination and Health
History. '

B.  Documentation and Charting.

Nursing Process: Assessment, Diagnosis, planning, implementation
and evaluation.

D.  Patient education and Health Promation. .
E.  Care planning for common health conditions: respirgtory,
cardiovascular, gastrointestinal, muscugﬁaetal ete. X P
principal _ S
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