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NOTICE

Value Added Course-Soft Skills and Professional Development
BBA First Year-Batch 2022-2025
1st March, 2023 to 6th March, 2023

This is to inform all the students of BBA first year-Batch 2022-25 who have registered for the value-

added course that 30 hours training on Soft Skills and Professional Development organized by

DME in association with Barclays Bank will start from 1t March, 2023.

Training Period-30 Hours over a period of 6 days

5 hours daily (within college hours)

Kindly read the following points carefully:

1.

CAEE B

7.
8.

0.

The training sessions will be conducted in classroom (4t Floor DME).

The timings for the training shall be from 10 am to 3.45 pm (45 minutes lunch break in between).
Attendance will be mandatory on all days.

Attendance will be taken every day twice: Pre-Lunch and Post Lunch.

Expert trainers for soft skills and professional development will come from outstation
(Bangalore/Pune), hence no repeat sessions will be conducted.

Students should strictly wear formals on all days and DME dress code is mandatory on the
assessment day.

Students to carry their own food and water.

Professional Decorum and discipline to be maintained throughout the training.

Students to carry a notebook and a pen to write down the important notes in the training session.

10. Fulfillment of following criterion is required for certification:

a. Attendance on all days of training (6 days, pre-lunch and post lunch)

b. Assessment on the last day of training

11. Kindly refer to the timetable below

Days Pre-Lunch Pre-Lunch Lunch | Post Lunch Session

Session Session 1:45pm




Expectation Corporate
Settings Jargons and
commonly used
terms
Self SWOT Self-Introduction
Analysis
Resume and CV Cover Letter
Netiquette Telephone
Etiquette
Power Dressing Personal
Grooming
Assessment Assessment
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Goal Setting Exercise

Self-Introduction

Art of Conducting
Meetings

Art of Handling

Conversation

Body Language

Assessment

Kindly adhere to the aforementioned guidelines and timetable carefully.

Rarpon
[Prof. (Dr.) Poorva Ranjan]
Head, DME Management School




