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S. M. Patel College of Home Science

SET A - Life & Employability Skills Day Wise Schedule Batch 1

Session Date Day Time No. of Hours Topic (Session Wise)
1 28.04.2021 |Wednesday| 11:00 pm to 1:00 pm 2 Self Awareness- SWOT
2 29.04.2021 11:00 pm to 1:00 pm 2 Self Esteem & Self Confidence
Thursday
3 29.04.2021 02:30 pm to 4:30 pm 2 Life & Professional Goal Setting
Grooming, Personal Hygiene and Body language
4 30.04.2021 09:00 am to 11:00 am 2 & ' TIYBK y languag
Friday (Office Etiquette)
5 30.04.2021 02:00 pm to 4:00 pm 2 Resume Writing and Cover Letter
6 01.05.2021 09:00 am to 11:00 am 2 Job Search & Career options
Saturday
7 01.05.2021 02:00 pm to 4:00 pm 2 Group discussions
8 02.05.2021 Sunday |09:00 amto 11:00 am 2 Interview Skills
9 03.05.2021 09:00 am to 11:00 am 2 Interview Skills & Empathy
Monday
10 03.05.2021 02:00 pm to 4:00 pm 2 Interpersonal Skills
Total 20
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“Take up one idea. Make that one idea your life, dream of
it, think of it, live on that idea. Let the brain, the body,
muscles, nerves, every part of your body be full of that
idea, and just leave every other idea alone. This is the
way to success, and this is the way great spiritual giants
are produced.” ~ Swami Vivekananda

Priti Zaveri
International Life Skills Trainer

o Tyl
For More Information
What’s App: 9227121112



FINISHING
e © SEHOOE Gitie

Finishing School 2020-21

Online Training
Education Department,

Government of Gujarat
s FINISHING SCHOOL
Going

ONline

Smt. Anju Sharma, IAS Shri M. Nagarajan, IAS
Principal Secretary, Director, Higher
Higher and Technical Education &
Education CEO,KCG

CORE ACADEMIC PERSONAL & SOCIAL CAREER KNOWLEDGE
COMPETENCIES CAPABILITIES & TRANSITION SKILLS

Dr. Nandini Kannan Prof. A.U. Patel Dr. Mahesh Patel
Consultant, Advisor, KCG 0SD, Finishing School
Finishing School

Join us live on : [§[ive]

https://www.facebook.com/kcguj/

https://www.facebook.com/finischool Functionql Life Shi"S Emplogdbility
English Skills Skills

In Presence of-..

Principals, Coordinators , Trainers and Students....
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e Case Study Discussion

*Video Session ®

e Audio Visual Aids Interaction With Students

eStory time Q
eReview

Assessment

eQuiz Time

Review
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Self Awareness- SWOT



@

YOU
D IT

Self Awareness- SWOT




AN EMPLOYABILITY ENHANCEMENT INITIATIVE
OF
EDUCATION DEPARTMENT
GOVERNMENT OF GUJARAT

FINISHING -

%ﬁmﬂ"‘

SCHOOLS™s .. S

Self Esteem & Self Confidence
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Check It Out!
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& Albert Einstein

Self Esteem & Self Confidence
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Life & Professional Goal Setting
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Life & Professional Goal Setting
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 Specific (Clear, Concise, Tangible) ‘

* Measurable (Dollars, Volume, Time, Experiences)

Long Term Goals:

10-vear, S5-vear and 1-

yvear goals

* Actionable (You can actually make this happen)

Short Term Goals:

goals for the next 9

months, 6 months and 3

* Realistic (50% Realistic is fine)

months

Immediate Goals:

Times (Deadlines announced, Committed to) | 130 days-toom; oo

CEEER =




AN EMPLOYABILITY ENHANCEMENT INITIATIVE
OF
EDUCATION DEPARTMENT
GOVERNMENT OF GUJARAT

Priti Zaveri
International Life Skills Trainer

<hiho®

G O i n g For More Information
What’s App: 9227121112
. \ ‘ .
» L = =N ’Q A
. & . - v

’ ONline

J SETRgm,
Daya
A - —_—
Grooming, Personal Hygiene and
Body language (Office Etiquette)
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_ Corporate
Etiquette
& Protocol

Creating a
lasting
Impression

body contact
(e.g. shaking

sounds

closeness

(e.g. ‘invading
someone's

space’)

hands)

facial
expression
(e.g. frown)

(e.g. laughing)

ways of talking
(e.0. pauses,
stress on words)

posture
(e.g. slouching)

appearance
.. untidi
non-verbal (g bncgey)
communication/
body language i

movements
(e.g. nodding)

hand
eye movements moveme.nts
(e.g. winking) (e.g. waving)
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Resume Writing and Cover Letter
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Wiy do it? —

Curriculum Vitae

How will it get done? o
e wan Length As long as it needs to be
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KEY : Keep it positive and to the point. 1
There is flexibility in the structure § Jobscan

Functional | Skills Format > Best for

N Those who have a mix of relevant
Combination SR~ st and simiar work expoinces

@@5

Resume Writing and Cover Letter
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— Step—-1
Y Log On : www.mycosmosjobs.com
| g 3

¢ & e

Search Your Dream Job

— CANDIDATES RECRUITE

How to search Job ?
Step-2
Register with us.

News
Job Paper

Portals — Advt
Most Relatives

Powerful / References

Tool - Employm .
Few Online Platform

Online il
News

/fndeed‘“ CANDIDATES

mycosmosjobs.com provides excellent platform to job seekers for un-skill and skilled
candidates. Just make a free registration and leave rest upon us. You will be updated
frequently from us regarding your dream job’ Just verify your phone and email. Find the job

Q Linked [}

naukricom

monster’ Tim&Sy!gﬂBw?&CmgM Shlne.' you love! So, what are you watting for? Hurry up and register today!
MyCosmosj.%)s
CAREER ' - Step — 3 Ref: Finishing School
JOB OR BUSINESS Step-4 S -
Search your dream job. T

HOBBY
PASSION

Search Your Dream Job

PROFESSION

How to find Right ot PROBLEM
PROFITABLE :
PROFESSION -

5 JOB(S) FOUND.

Uity Cotiage - et e
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GD Topics: Check 100+ Latest 2020
Group Discussion Topics Solved

Opening Body Conclusion : ; :
& National Education Policy (NEP)
Introduce yourself Support your views Summarise and =
j and share your Wi?y? Iogi)::al points try to build ‘{ @ Lock Down
‘ viewpoint consensus 3
| s e - @ Work from Home
jCOMMUNICAUON Bopy INITATIVE
sws L LANGUAGE ABILITY . @ COVID 19 Impact
w J G % & Gig Economy
" (¥ Global Recession
. . . . v Chinese App Ban
Topic Group Discussion Hints & Evaluation w H ? v be
KNOWLEDGE Why do it?
u'mafs the need?
What should it do?

GROUP
BEHAVIOUR

LISTENING
SKILLS

CREATIVITY HO

‘L&&L&“

Group Discussion

Skills Judged in GD

;i

Knowledge Verbal : Language Team Building Leadership
clarity

Reading aptitude Team Management Assertiveness

Relevance Listening skills Group Dynamics Time Management

Originality Speaking skills Conflict resolution Decision Making

Creativity Non- Verbal : Posture Rapport Problem Solving

Awareness Eye Contact Initiative investigative ability

Judgment Body Language Emotional
Intelligence

Group Discussion

Facial Expressions
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What's the need? w AT
What should it do?
How will it get done?
Interview S
PURPOSE OF AN INTERVIEW Rills
The Interviewer (Employer) |The Interviewee (Candidate) ‘ :
- — - | NV 11 U Pre-Interview
Does the candidate have Does this job match my _ :
the ability to answer the skills and areas of interest? ) ool i oy £ e
questions (confidence)? i «Have ol copes ofpour esumeandorpine sy tbermterl
Does the candidate have Will it provide me i Txiﬁﬂfﬁﬁ;ﬁfﬁ
the skills for the particular ~ opportunities for growth? PEpioia o
job? S
Wil the candidate fit in the Wil it be a value add on my wErlaboo ay x ‘ The Interview
job role? resume? *FRSTIMPRESSION: Walk alkad ok the pat e Conde. o
Y I
™ 12inta -mwsmum Mﬁrm&mht
g “"‘ -muwnmu:mp:.&:?xwm,&mm,w
« TELL YOUR STORY: Suz{artvadllmd the best candidate
a R
= Never dis Do not ha « MONEY: Wait until the end or at least half way through the interview
S_V[N e [ BH-I- to ask about the job's financial particulars.

Dress Arrive In Body Expect The N N[
Appropriately Good Time Language Unexpected Questions
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Emotional Intelligence & Empathy



Self-

Rezulakion Motivation

Emotional
Intelligence

Empathy

Someone in distress

7’

Feeling
care and
warmth for the
other person

Feeling
SOIow or
concern for the
other person

Compassion
Sympathy

Emotional Intelligence & Empathy

¢ Emotional Self-Awareness

Emotional
Self-Awareness

Understanding encourages

thinking

about the

implications of emotions.

3 Understanding
Understand complex

emotional information
and how emotions are
linked to relationships

Using leads to focusing on 7‘
2motions and related L
nformation.

2 Using
Use emotions to

facilitate cognitive
processes

——>

4 Managing
Manage emotions to

promote emotional,
intellectual, and personal
growth

Managing encourages
openness to feelings.

v

1 Perceiving

Perceive, appraise, and
express emotion

Perceiving emotion
leads to automatic
influences on
cognition )

AWarcness

evement Orientation
* Adaptability

*Emotional Seif-Contro

e Empathy
» Organizational Awareness

Relationship
E Management

» Inspirational |.eadership
* Teamwork

» Coach and Mentor

s Influence

» Confiict Management

Self-
Management
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Interpersonal Skills




......................................................... : |nterpersona| Wellness 5ystem Model

H Be clear and concise
Communication : et e asona T
) &5 Do not use long sentences ::.......,'E':.’.v.f:.":,m LT :r-nl;lnn:znlv:a-
skills and tips erandl o i ot =

Reflection, Critical Thinking, Risk Taking »

Stick to the main points. ENVIRONMENTAL

Personal Impact «
Social Consclousness

Listening skills

There is no way to be a

INTERPERSONAL Diversity, Acceptance, Tolerance «
« Relationship with Self & Others Interdependence, Respect «
- Conflict Management Healthy Living Environment -

« Positive Vibrations

« Self Awareness
good communicator . Collaboration FINANCIAL
without listening! ‘Awareness, Assertlveness +Belonging “nhmllnn.gPut:l'::'I-
=p= -Power Hudiget, Debt Loud +
But what is important is to Ba poslhve and e e +Fun Lov et Planeing
listen carefully, with pahent ) Equity, Investments, Savings -
attention. .
Ehe posmivefattitude hafs Ia %%Eﬁmmm - IW:,E:ES,.:‘TC,‘“‘.IZ
wer ¥ SS! +Heal Work Environment ronic Disease, jons »
réllggopnosh?ps ?n éﬂcs?ﬁ%;f .mmmngumm:ﬂmm Exercise, Health, Self-Care, Rest +

+ Job Satisfaction, Career Opportunity Nutrition, Weight Management =
+ Competencies, Problem Solving Focusing, Self Motivation «

Remember that it is

always a pleasure to speak NEGOTIATION
Use b“’y 'anguage with positive people.

The signs and signals of
your body always send
messages to your partner.

Be respectful

People love to see that
someone respect their
efforts, opinions and
abilities.

Be confident

If you are introvert and
unsure, there are many
tips and techniques that

are helpful to learn.

Remember to speak
politely to everyone.

When you are confident, it
is easy for other people to
trust you and to rely on

Feedback

Giving feedback show that

you are not just a passive A
listener.

value

BMS@//

|
-

Interpersonal Skills

]
' Today Tomorrow
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Hard Working Procrastination
Adaptability Short temper
Ready to learn new things Self Doubt
Truthful

Opportunities Threats
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Self Awareness
by Shireen Nagqvi
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Vishal, Rajesh and Shikhar are three friends who are always together and have very good understanding between them. They
have been together since school and their friendship only flourished in the adulthood.

Once a tiff between Rajesh and Shikhar took a larger form and resulted in big fight. Rajesh told Shikhar something that made
Shikhar break his friendship with Rajesh and they never talked again. Vishal stayed neutral, tried a lot to resolve the conflict, but
could not succeed. She maintained his friendship with both separately.

Once Shikhar met with an accident and was admitted to hospital. His family was not in town, so Vishal received a call from
hospital. He could not leave from office due to urgent meeting, so he called Rajesh for help.

Without a moment’s though, Rajesh reached the hospital, stayed with Shikhar through the treatment and sat with him in hospital
room. Vishal reached as soon as he got free from the office, and Rajesh took a leave.

Vishal was thinking that now the friendship among all 3 of them will be like before. However, as soon as Rajesh left, Shikhar said,
“Rajesh came just to pretend that he is a good person. Such a fake friend!”

Vishal got out of the room and called Rajesh to tell him what Shikhar just told him. According to you, who is at fault? What could

have been done differently? How each person is right or wrong through their perspective? What would you do in the place of any
of these three friends? Can you use emotional bank account for the same? ,
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OBJECTIVE

1am a goal-oriented person
with well-developed
communication skills. | am

hard working by nature and a
impeccable team player. | am
also, very responsible person,
with the abilities to multitask.

YASHVI HINDOCHA

EDUCATION

S.M Patel College of Home Science, Vidyanagar, Anand
* SemIVGPA-7.92

GLS Institute of Business Administration

(One year drop out)

WORKSHOPS
«  3day-Entreprencur workshop
o Softskill workshop
*  ADROIT'19, National Tech Fest on Food Processing Technology
CERTIFIED COURSE
«  Data Entry Operator (Curriculum as approved by Gujarat
Government)
o Training in Manufacturing (Level 2) & COVID- Food Safety
Supervisor (a FoSTaC program)
SKILLS
« Interpersonal
o Leadership
« Activelistening
« Problem solving

PERSONAL DETAIL

«  Fluent in Hindi, Gujarati, English
«  Hands on knowledge M Office

REFERENCES
Vijaya Agarwal (agarwalvijaya06@gmail.com)

Event management

Human being

Shillong City

5 Favourite
Rachi Sukhadia place

Black car

My home

Indian currency

Strength

1) Hardworking & creative
thinking

2) physical activity

3) Sports & gymnastics
( physical exercise )

4 ) trustworthy & honest

5 ) imaginative

Opportunity

1) As soon as clear the
competitive exam

2 ) active social worker

3 ) Be aresponsible house
member

Weakness
1) Emotional person
2) consistency

3) some time feel
nervousness

4 ) worrying about
career

Threats

1 ) A different type of
therets but face it.

FINISHING
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MME TO SPOR’

Strengths Weaknesses
Hard Working Procrastination
Adaptability Short temper
Ready to learn new things Self Doubt
Truthful

Opportunities Threats
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Interaction With Students

aily Online Quiz v" GD Online Practice
ssessment Test v" Online Mock interview

> O




FINISHING
Going

Trainer’s Over all Experience Conducting Online Session SCHooOL; Ohfine

Finishing School Trainings Going Online was a big challenge in many ways not only from my own self , Students And
Coordinators too. Talking about all in Specific is as follows:

* Experience with Students : Initially Ice breaking on the day 1 was not the challenge at all , making them speak or keeping them
involved till the end and Teaching them was so enjoyable & full of interaction as one of the strategy which proved to be more
beneficial in creating the current of learning in the group.

* Experience with Coordinators : Going with the current Trend and Scenario | found Coordinators and Teachers were very supportive
and Encouraging to the students for more active participation. Regular communication with Trainers and surprise checking during
the training was quite encouraging for trainer and students as well.

* Self performance : Creating An impact as trainer online is the biggest challenge and matter of concern for the trainer. Well | found
that the students were so much ready to learn new things that as trainer | was felt so blessed for receiving such a Energetic, &
Enthusiastic Class. Gradually we could easily built rapport and share their views and even clarify their doubts too. Especially, Group
Discussion and Interview Skills Session broke the barriers completely and interpersonal skills session actually made the Trainer
Student Relationship bond So strong that spontaneously they were and Assignment Submissions and each team members along
with leaders prepared the documents and submitted in given time were prepared for final submissions. As trainer | found this was
the true impact created which was as good as physical training.

* One Special Comment for readiness of students who are struggling with net connectivity yet open to new learning. Over all very
-~ Satisfactory Results achieved in Online Training.

€

Priti Zaveri
International Life Skills Trainer



Priti Zaveri
International Life Skills Trainer

Zealous, energetic and approachable, Priti calls herself a lifelong learner who believes that ‘Life doesn’t become
meaningful until you give meaning to it. In order to give meaning to life, she decided to work with Adolescents & Youth.

In her career spanning 23 years, she has been a certified trainer and an avid education counselor. In her current role, she
is a partner for Swayam- The Power Within You, Training (Physical & Online) and Psycho - Spiritual Counselling Hub
Caters to the various clients across PAN INDIA , USA & DUBAI

Being a certified International Trainer for Life Skills, Priti specializes in conducting a wide range of Life Skills & Behavior
Modification Programs aimed at inspiring and empowering the participants towards achieving success in their lives. Her
programs tap on the ability, experience, knowledge, skills and attitudes of people. As a facilitator her unique talent is in
helping people learn through real life examples in a very simple way. She conducts programs for professionals, youth,
teachers and parents too.

Priti holds a Post Graduate Diploma in Guidance & Counseling, in Psychology from The M. S. University Baroda. She has
been certified Child Psychologist from Penn Foster University, USA. She has undertaken a research on Preventing Bullying
& Dealing with Negative Peer Pressure in Indian context.
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