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TIME MANAGEMENT

Time managemant Is pradictable control an individual can exercise over a-series of events.
Na matier how arganised we are, there are always only 24 hours in @ dayand ai the end of the
day, generally, we gét a feeling that we still have a lot behind. Remember, time Is the one
resource whicht

e lclimited to 24 hours a ¢lay

s Can't barerovered if fost

¢ (Can't besharedor borrowed from others

s Can't be deposited in a bank and made to grow
e Can be either utilised cr wasted

Time doesn’t change and we cannpt change thetime, All we can actually manage is ourselves
and what we do wﬂh the time that we have. Many of s are prey to time-wastars that steal
time we could be using much mare productively, Tracking dally activities ls the first step to
effertive thime management. It helps you to Identify the value adding and non-value adding
activities which you actually di You're likely to waste valuable time in your work.on account of

s Telephoneintarruplions * Poarpianning
o Extended lunches or breaks * Procrastination
o Cluttered workspace * Paperwork

o Misfiled information “Waiting/delays
= Met surfing/emails * Drop-in visitors

» Mot setting sticking to priorities

You miay end up weasting anywhere between 40% and 70% of your useful time on account of
the earlior mentioitad time-wasters.

Time management needs a high level of commitment ta bring into practize, it might beinitially
fruztrating, but you would soon realise its importance and vaiue to your performance and
productivity, The following three step approach will help you to manage your time effectively,

1. Create time management geals:

Remember, the focus of time management is actually changing your behaviours, not
changing time. A good place to start is by ellminating your personal time-wasters, Start a
log and write down your goals and prﬂ.grEES for each _gn‘a'l_.ﬁa through your goal log €ach
!:ueel-t 1o make sure you are on the ﬂgﬁt track. Keeping a log on your com : U H!._TJ'LE Meost




convenient way of tracking you time management success: Italso tells you the propartion
of time you spend towards achisvement of your goals and sther activities, Initially, this
ration could bevery frustrating.

2, Implement a time management plan.

The abjective s to change your hehaviours 1o spend maximum time towards achioving
whatever goals you have set for yourself, sach as increasing your productivity or decreasing
yourstress, 5a you need to not only set your specific goals, but ldentify theright activities
and track them over timé to sae whather or mot you're accomplishing tham, itis more
important to-do the right things than just dojng things right,

3. Use time management tools.

Practise the following simple tips to use your time more effectively and sliminate the timea- |
westars

Be sure your systems are organised
Haye on your desk, the only fems you are dealing with.
Plan your week ahead

Spend some time at the beg_inﬁing._nf each weekor end of the previous week to plan you)
schedule. Taking extra time to do thos will help Increase your productivity and balance you |
important long-term projects with your more urgent tasks, Allyou need'is 15 to 30 minute: |
each week for your planning sessian, Your work-life balance also could be improved throug!
such-a-planning

Write things down

Bo nat raly on your memory to keep track of activities and information, Using a tosdo list
wrrite things down is 3 great way fo take control of your tasks and keep yourself arganised,

Prioritise ruthlessly

foreus and spend more time on items that realy matter-to you, URGENT-IMPORTANT is one
the prioritisation systems. Note thatall activities which are urgent may not be impartant 3l

: o1t _
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tasks for the day, which omésyeu MUST do which onas you SHOULD de-and which ones you
COULE do if time. parmits:

i
|5

Set time limits for tasks.
Estimate tha tlmes'ﬁ:_w gach of the activities including your rest periods. Sometimes you may
have to allecate the time where estimation could be- difficult, You need o sehadule time for

setting and evaluating vour goals, plaoning and reviewing. Plan only for 80% of the time you
‘B hiave; as some foreign elements dokeep croaping ln:

Think before acting; learn to say no.

K You tend to say ‘yes' to everything that comes In your way and regret letter for accepting it
Belore committing ti;:-_-a new task, stop to think about it before you give your answer. Sometimes
peaple are inhabit of doing ether people’s wark because of a ‘hera’ mentality. Instead, focus
on your own tasks and goals: Many people over-commit and get overloaded with too much
work, They say 'yos' when they really should be saying 'na’ Learn tosay 'na’. You will free up
time tospend on things that are more importantto you. ¥You may not be able to rofuga at all
timies but ey your biest to say ‘no’

Continuously improve yaurself
Wiake time in yourschedule tolearn new things and develop yeur natural talents and abilities.
Give up sométhing unnecéssary

Evaiuate regularly how you are spending yaur time. Many activitles we keep doing because
we have been daing it for years or for ‘just In case’. The best is to stop deing an activity that is
no longarnereccany ralavant andvalue adding and spend time doing something more valuable,

Eliminate procrastination
Do 1t now, Bon't unnecessarily keep postpaning,

Self-discipline

m=F R = =y

Self-discipline 5 a must foraffactive time management. foowhat vou aro dofmg arthic mimute
moving you towards vour goals and objectives? i not, don't doit.

Don't be a perfactionist at all Hmes

1 soime tasks don't require your best effort. Learn to distinguish between tasks that desarve to
be done excellently and tasks that just need to be done,

Being efficient dogan't ngcessarily mean that you are being .p!‘n_du:-tlh'e. Efficlancy and
effectiveness gre two differznt things. You nead to be effective while being efficlent. Avoid
taking on tasks that you can do with efficiency that actually doa't need to be dore at allJust

e
 PRINCIPAR-=..
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because you arg busy and getting things done doesn’t mean you are actually accomplishis
anything sipnificant.

The TIME i like a MAGICAL BANK for us. Each morning we awake {o recelve 86,400 secon

&5 a gift of [ife and when we go to slegp at night, any remaining time is NOT credited to 1
What we haven'tlived up that day Is lost forever, Yesterday Is forever gone, Each morming t
account s refilled, but the bankcin dissolve your account at anytime.. CWITHOUT WARNIN
S0, what will You do with your 85,400 seconds? Aren't they worth o much more than t
same amount of money? Think about that and anf-::l.r ew.rn.r semm;l of your fife, bacausa ti
races by somuch guickar than you think. Sa taks cara of yoursalf. be happy, leve dEEphf a

enjoy |ifel
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VALUES AND ETHICS

The Following principies describe the characteristics and values associated with ethical
behaviour and ethical decision making.

1. Accountability: Accountability is taking ownership. Ethical individuals acknowledge and
accept personal accountability for the éthical guality of their decisions and omilssians to
themselves, thelr assotiates, clients, colleagues

2. Commitment to excellence; Ethical individuals pursue sxcellence in perfarming theirduties,
givd are well-informed and prepared. They conssantly endeavour to Increase their skill in
all areas of responsitilicy,

3. Concern for other: Ethical individusls-are caring, compassisnate; benevolent and kind:
they believe in, 'help those in need’ and sesk to accomplish thelr business goals in &
manner that causes the least harm and the greatest positive good

4. Faimess: Ethical Individuals are fair and just in all dealings, They do nat misuse their
powers and do not use Indecent means to galn or malntain any advantage. Thay alco do
nottake undus advantageof other's mistakes or difficultiss, They manifest 2 commitiment
to justice; equal treatment 1o°all and tolerance for and acceptance of diversity. They are
open-minded and willing fo admit their mistakes and where approgriate, change their
positions and beliefs.

3. Haonesty: Ethical Individuals are honest and truthful in all their dealings and they do not
deliberately mislead or deceive athers by misrepresentations, over statemants, partial
truths, selective omissions or any other means.

b Integrity: EEhicatin dividuats show personal integrity and the courage of thelr convictions
by dong what they think is right even when there is great pressure o do otherwise. They
are principled, horourable and upright and they fight for their befiefs. They will not sacrifice
principle for expediency or be hypocritical or unserupulous.

7. Law ablding: Ethieal individuals abide by laws; rules and regufations:relating to their
personal, professional and bBusiness activitles.

B, Leadership: Ethical individuals are conscious of the responsibilities and opportunities of
their place of leadership and seek to be pazitive athical role models by thelr cwn conduct,
Thay ereate and promote an environmient in which principled reasoning and ethical decision-
miaking are-highly regarded and raspected,

"5 Loyalty: Ethical individuals are loyal to theirclients, companies snd colleagues. They avold
undueinfluences and conflicts'of interest and make independent professional judgéments.
If they declde to accept other employment, they provids resssnable notice, respect the
proprietary information of thelr former empleyer and refuse to engage In any activities
that take undue advantage of their previous positions,

1. Promise-keeping and trustworthiness: Ethical individusls are worthy of truse. Theyare eandid
and forthcoming in supplying rélevant information and correcting misapprefensions of
facts. They make every effort to fulfil the spirit of their promises and commitments. Thay
da not unreasanably try to retionalise non-compliance or create juctifications farescaping
thelr commitments, i

_J'ﬁ 4 J_.fa —
£ PRINCIPAL
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11. Reputation and morale: Ethic individuals seek to protect and build good reputation fou
themselves, their profession and business, They enhance the morate of their associates:
colleagues and employees by avolting situations that might undermine respact and take
whatever actlons neﬂﬁ*&aﬁt&mrmﬂm-pmvﬂt the creation of such situations by others

12, HcE-‘a-J:I-El:t for others: Ethics Individuals show respect for human dignity, autonamy, privaey
r[ghts and Interests of all those whao ha'u'z a.stake In thelr dec{sﬁnm TI'fn!.r arg courteou
and treat all peaple with equal réspect and dignity regardless af sex, race ar nation
arigin. '

It 15 the peaple who bring ethical or unéthical and moral or immoral values and practices |
thie drganisation, society and community. It is worth noting that,

s Most papple behave athically to avoid some punishmarnt or to receive some reward.

o Many behave ethically to be good citizens and ra._ﬂ.pm[ye.:n family, friends and senior
o Very few behave ethically to pursue some ideal of doing the right things:

Compliance is about doing what you are regoired to mﬁfﬁws-nr ruEe.s:EIHEc!.-is aboutdaol
winat you should do becavse it 5 right, just and fair. Compliance often represents an ethi
aminimibim white athles represents astandard thatekcaeds the legal minimum.

Legaiity (s enfarcement, ethics is abligatory and merality comies from within,

"'.rry this simple questionnaire.
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Managing Conflicts

SOURCES OF CONFLICT

Conflicks can emarge from various sources; such as sharing material goods, principles, terriory
communication, policles, process andfor personalitles, We can cateparies them ds Instrumental
conflicts, conflicts of interast and persanal relational confiicts.

o [rstrymental conflicts concern goals, means, priosltias, pm:ed'ures and structuras,

» Conficts of interest-involyes distribulion of means such as money, time and space, or factors
that are important for the distribution of these means like importénce. awnership, power,
competence and expertise.

= Personal conflicts:are about guestions of identify, seif-image, relationships and prajudices/
Biases. Ralational contlicts may centre on lgyalty, breach of confidence, perceptions/values;
Facts and feelings, simple misunderstanding, poor communication; unfulfilled #xpectations,
lack of respedt or betrayal of friendship.

Resolving is not always sasy, It is important to identify the source of the ranflict and analyse
before declding the strategy for its resolution,

LEVELS OF CONFLICT

There are-& number of clues that can halp us to understand the tevel of conflict and whiat to do
gbeut it, The key |5 early infervention befors it l=ads toa neally difficult situation.

» Discomforts: Mething s sald, 1t may he ﬂlfﬁ:uh‘ to identify the problem, but things just don't
foel right.

s Incidente: This-takes the form of & minor outward clash) nooreal significant internal reactions:
teke place.

s Misunderstanding: The parties: bagin to have negative mages and perceptions of each-other It
15 st relatively nasy to fix at tis stage,

& Tensions! Megafive attitudes-apd slapoes are added (o négative Images and perceptions. Tepd
t becoms fived ousriime and hard to resolve.

& Crisist Behaviour ioaffected, normal functioning becomes difficult, extreme gasTiuras are
aontempiated, f not executed, Here persongl and sodal conflicts become: raally serious.

METHODS OF CONFLICT RESOLUTION

Table given describes the five most commaonly used methodsfor !einl".r_ing-n:'nﬂl'g:t and whenaach:
methed Is appropriate or Insppropriate to use. Biffarent situatlons require differeat| methods.

| e
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The ysafulnass of each method deponds on the context, issue, goals taachiave and the relationship
between partiss, However, collaboration is prefecred, if possible, because it resals in a win-win
for both on all parties:

Addressing conflick early allows the individuats involved to control the outcome and their awn
destinyg, Negotiation offers most control over the conflict and the outcome becadse the partias
work together 1o resolvie the conflizt. If the parties cannot work togethar 1o resolve the conffict,-
they may be mediztion, that iz, 4 e utral third party whio helps the conflicting parties, The mediator
does not resalve the conflict but puides the parties 1o develop thele cwe solutian{s), I mediation
daes not wark, Arkitration becomes the riekt option, that is, sn arbitrator £ sppointed 1o decide
the outcome, this taking the decision gutof the hends of the confiicting: parties: T arbitration
does not work, the final process for resalving the tonflict-is the jadiciary, in wihich & iodge ar jusy
decides the cutoome;

Methody Impact when used Appropriate when Inappropriate wher
Power or compete|One's powar, position or strangthl When power comes with| Losers are poweriss 1
[FIGHT) settles the confiict,, I'm okay| position of suthority, this{express themselve

‘vou're ngt OK

methad Bas been agroed
(fafady 8

ehEr COnCarsG.

Collabpration

Mutug respect and agreement-

B

Time i5-available; parties]

Time, commitment a

{FACE] work together to resolve rasults inf committed ta working|abllity are not prege
I'm okay,, You're OK tagether as we versus the
frobiems, not wethey,
Compromise &7 Each parfy Zives up m’mem?ng in| Both par'tl'a are Batrer|Solution bacamas:
regotiation prier fo mest midway, often|off with a compromisefwaterad down L

leaving both parties dissatisfied .|
| W are Dtk 56T of OF.

Hyan attempring 8 win-
ioze-stance,

commitment by Bi
parties is doubtiul,

Banial, avoifdancse

Paopla just avold & confhiot by

Conflict is relgtively

Lonfllct s impert

(FLIGHT) denylng its @xistance, |'m not ofay; unimpeortant, timlng isfand will not disapp
yau're not dkay, Wreng, 3 :ualiﬁ'g—uf’r' bt will continue

perng s nesded bulld,
Accommodating, |Diferences sre played down and| e preservation of the | If smoothing aver Ii
smoathing over surface harmany s maintaingd rajatjonship /s more|[to evading the is

{FREEZE)

Your're okay, I'm not okay,

important. ax ths

momart.

when others are re
to deal with it

some of the Skills which would help you to manage conflict resolution are:

« Assertive communication

Each pérsen Ras the right to be freated with respact, the vight 1o have and to express feelings,
spinions and Twants), the-right 1o be listened 1o and tzken seriously by ethers; Too often in conflict
situations, thesa: rghts get ignarad. Assertive, commanication s 2 :mlt.-? assertive behaviour,

& Collega OTA i
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that is, clearly expressing what vou feel and saying what you want, It s self-enhancing because it

shows g positiva firmness, Assertive befiaviour 8 révesled when you

- Aliowiother to complate thelr thoughts before voul speik,

- “Stand wp Tor the position that matches your felings or the evidench.
Make your own declsions based on what think &s right,

= Consider yoursell strong capable; but generally egual to other people.

Diwn responsibility with respect o your situation, your own and athers’ negds and rights.

There are three simple steps to communicating assertively:
1. [escribe the situation or ldea as clearly and specifically as yiou can

2. Express how you fesl about the sliuation, (Motes use "I or ‘My" statements 10 refer to how you
are feeling and what you are thinking.)

3, Specify what you want. Include a specific deadline.

For example, someone has pushed in front of you.in-a line for @ bus. If you chooss to respond
assertively, the following dislogue s approgristo:

Dencritie the situation: ‘Excuse mes Thare i5.2 lins-up kers of people whe all want ta:getl anio the
next bus; Some of is-have been waiting far over an hour.Express haow you fesi: 'l find it frustrating
that you just push into line without concern far others and thelr needs-to get to work on
time' Specify what you want dona: ‘| think it 5 only falr that you go/to the end of the line 2nd wait
el turn with thig rest af us

This s fust 3 simple examplk to demonstrate haw to use the assertive behaviour Now think and

practise about assertive hehaylours in the Fi‘;luri';:ui_n:g LT
Somegne you respect has expressed-an opinlon with which you strongly disagree

Someone in your organisation has a specific complaint that they, won't let go, even though it
has been dealt with sevaral fimes.

A-trignd has betrayed your confidence or hurt-you.

A pRfEON N Your prgamisation is.oonstantly aiking about another member-behind her back.
This s divisive and destrictive to your arganisstion,

s Active listening skills

Active listening Is essantiel to & successful conflict-resclution. We haye dealy with active

fistening in the chapter on communication skills Just to refresh, hore are some characteristics
of active listaning:

Listening |s; undefstanding what-issaid and what is not said and not just Iem:lingf.e}n_.
9 |
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Listen far the whale massage By paying attention fo hody IFNEUALE.,

Do nab prefjudge Becavse of previous Bistory, Fppearance, FCCEDT OF other ircelevan
charactaeristics,

Do nipt interrapt.

If you disagres, do not become 3geressive, Restate the speakec’s comments; present yo
paint of view and rétumn the dialogue to the speaker by asking for 2 reaction to your views.

Negatiation and mediation skills

Negatiation invalves discussions between two or more parties around specific kssues for t
purpose.af reaching I'I'rli_LII'L_J-BHI'p"Er_.'_!ltlifﬂETﬂW-H:ErEEnfEﬁf.Th‘ETSE_IJIE' is notwhether you negotiz
but rather how effective you are. The alm of negotistion should be win-win. Win-
riegotiation is an approach to negotiating that stresses common Interests and goals, By work
tegether, parties can seek creative solutions and reach decisions in which all parties can s
Negotiation is-a skill that can be improved with practice.

ROLE OF MEDIATION IN CONFLICT MANAGEMENT

You could he asked 1o be 2 mediater in various types of disputes, Mediation ks the Interventic
an acceptabie and impartial third party In a dispute. Mediation brings pecpie together 1o
ahout thelr conflict and sccept responsibility for finding a solution togethar. Before yoll scce
be mediaton ensure that-the following are-in- place:

Voluntary participation by all partiss

Fate-to-face ﬂi_s_l:qssl:ﬂn:_.

Eath party has the sime opportunity to speak, 1o present facts and perceptlons and (o he
All refevant information is shared

Thi agreament, Havlr{g been reached jointly, & accepted by Both the parties

Role of the Mediator

An é.ngpﬂ rl, who helps peaple toresolve a confilcting Situation

Listens 1o al opinfons duting the dispute

Helps toclarify parties” statements and: pesitions

Iz-impartial and unbiased

Doescnot have sny dedision-making respon:ibility

Helps-aach party undersiand the issue and the other parifes perspetiive

Does riot blame dnyone, 1s neutral and objective / /J
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o Does aot present hisiher personal opiniomn
» Compites:all information in 3 way that feads 1o possible stccess

= \Writes 3 musuzlly acceptable agreament that is specific (o the (ssues 10 be resalved

Skills Required for a Mediator

s Active listening: using Both verbal and nop-vertial behaviours 1o #xpress your atigntion 1o
what i being saic and showing that you undarstand the contest.

» Looking for facts: Once hath parties have described the situation, ik open-ended questions
tirat do not contiln any judgeément or criticism.

» [dentification of contraversial points: State the abvious points of cantraversy and describe
underlying emctions or possible Imerpretations 1o Both the partles, It Is often difficult for
conflicling partfes to say these points.

*  Baapte to reframeand rephrase c_uﬂ'trmri-i'siat polnts In such a way that the tensionand plaming:
are reduced,

s Facilitate agreement by assisting partles | identifying solutions to controversial points and
prioritise far actfon,

-
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CORRELATES OF HAPPINESS

The porsonality of some Individisals is ariented taward happingss, &5 we ganerally expenance
that some peopie are always happy. They never have any complaints about the environmant. Tl
inkeract with others ina pleasant way and- are-altrisstic. Some sthers ape-always unpleasant-and
never satisfisd. Some important findings are listed is foblows:

1,

10

14.

Selfestenm —Happy peaple have appropriate salf-estenm, Particulacly in Western cultuces it has been
proyid, Thiey see themishes s more intslligent and Hetter able 1o gel along with othersithan the svempe
persan, In feon they often hald poaltive iiluslans or moderately inflated views of themsdlves as gaad,
comgetent-and deshrahie It may o may not-be true o other celtures:

Internad locus of conteol = Happy peopie have 3 finmsensd of control) They feel more:contepl of evanis n
thair fives. They axperience less learmad helplessmess.

Optimism = Happy individualy: are optimistic, Thair aptimism permits them to perspyers ab tasks and
gltimately achieye mdre. fn addition, theirhaalthis biktar

Trust— Happy people trust othérs atd are perceived as baing trustwarthy by others. This contributas to g
potter image In the doclety and Impraved interparional relntions.

Albserce of torslon'and undue anidety— Happy oeople are mate redoxed dnd Ns i sed. They do not suffer
from magEerated ongfety, This resulty in beiter mentnl heglth,

Extrayarsion— Haopy people 322 fodnd to-be more extrduert - Henoe, they enoy moresesal Interaction
They are-more popular and |ess (onely.

Hardiness = Happinezs |5 pasitively refsted to hard ness-or the capanity todenl with Stress and nagative
sxpeniences. = the o2pacity, o dmal Wit Urnpleasant stuabionsin 4 postve wEy. b results e brtter
REeaith.

Easy t0-guk along with.— Happi piople v wblcdming geituiesardiihay gt intraduted 1o peaplawery
masily; Thiry interect wish others ina pleasant way

Maintaining good interpersanal relationships — Hagpy people cin eassy maintain gosd interpersansl
telgtions dnd enjoy good |nteraction. Thelr soelal adjustment |5 appenprhite.

Emotional stability = Happy Individuals snjoy smotional stahility a& theirnegative Ehp:erlen'tles.are
neutralizad o seme extent dos to theirheppinass:

Commiltimeant = It 15 s2enin research-that-hagpy pedple are more- comimitted to a-task or a relstionship.

Accepting challenpe — Happioess leads-to readiness to atcept more chalianges and d=al with thiem in 5
Detiar way

Rich social fe = o be-hagny we need tor sprend 5he o seaan hogis a g In sockal sethifgs trrespective of
whethar the Individual is an extravent oein inttavert, The most ohiious differance hetween the happhatt
Indivfduals grd othirs is that F'ra_pp',' pelapre hawe & rich and satisfactong ml:lzﬂ |5fel, mhﬂrms#_ Ehars: s
mardly eny. differsnce 0 their daily activitias:

Refationship with fanily and friends= Asiationships with family and frisnds-are retated 1o lde satsfaction
and happiness: Happy-people fke ko be sradnd other peogle: They tend o hieve s sUpportnme nativGric.of
clase ralatlonships.

Physical health —Phivsigal heslth cantribltes to happinass gt the individual is f;.e-p o enjoy varidus
Antivitien.

12 " PFH .JFH'- 30
AFS College of Arts & Sclence

WR. Colany, Bangalore-560 019,



Other corrolates are firandial security, selfdesslopment, getting a-gopd job, faith and anjoyment-of dally
activities. Losing 3 spolis becadse of either duath or divarce g fosinga loved J06 can' both bead 56 leng-term
decraases 0 overall happiness

Sirce centuries, philesopheérs and theclogians are trying to understand the exact pature of
mappiness. Now realth psychologists are focusing an the question by investigating-subjective
willbeing, people’s evalisations of thelr lives In terms of both thelr thoughts and thelr emotions
Iy any of the ways, subjective wallbeing is the measure of how happy people are,

—

Enfuneced

 Cremiviny

Lite satisfaction s pne's assessment of one's awn fife, 17 the difference between real and dessrved
sipuations i more, it is dissatisfaction, IFit |s negligible, It & 2 state i satisfaction. Happiness leads
te feeling good. Posithie smotians and a sense of wellbeing nesult in;:

s

Better interpersonal communication
Improved intrapersanal communication
Enhanced m_Llai;ﬁIit:,'

Heslth and strong immone sisiem
Success

salf-ragulation

Elbruism

Creativity

Frustration tolesadce capacity

;-Better cognitive capacities ke more focused atfentlon on the task.

Asa result of all of these, the individual enfoys longeyvity, Happiness is comparatively-a stable:
characteristic. It varies due 10 some rmajor e events; &'ﬂ:p-:li'ien;l - and changes:




7Cs Model for Professional Excellence

The s model for professional edcellence is an attempe to foglcally bring together all those skills;
gualities and attributes wihich are Important from the Empi-nlrga'hlilt-,- point of vial it-is nat [st
frepartant to have these 708 at the tme of éntry into the corporate workd, they dre afso necessary
for tong-termosucoess in all your professional sndesvours. '

The 7Cs are mutually non-exclusive and complement each other For example, if you have a high
leve! of tommitment, you are ikely 1o have kigher caompetence ar with good couTage, your
communication skill i likely to be better. The following brisf description of 705 would Relp you
unoerstand them: better and astablish your awn improvement plah.

Ty of Professional Excellente

Cotiipetenpe _ " Communication
Chimister
Congem
Coaraize
‘ %’L—\_& ™
Clmirninment Crewiivib
CHARACTER

Yaur chamacter is "whio and what you really are' 1t ls not Just what you display for othess 1o ses, it is
wha you are, eyen when no one s watching, Abraham Lincain said, ‘reputaticn e the shadew.
Characteristhe tree' Character comprises of vour culture and consclence. Good character is thinking
and deingtha right thing because it is rfight to think #nd do what is right '

the right thing because itis right to think and db what is right.

Key Determinants of your E'riirathpr

Trustworihingss e hanest; don't decelve, cheat, steal; be reliabie; bulld good reputation, be I_tr!,rai
Lo vaur Tamily, friends: 3nd country

Respect Redpect others; he tolerant; use good manners and language; dos't hurt anyone’
deal ealinly with insuits and disagresments

Carng Be kerid) b2 compassionste and show vou care] express gratitude] fargive otherd;
hel peapte in meed

Fairpess: Piay by rules; fake tirms and shars; be open-minded; listen to others: dan't sxplai

others; don't blarme other; treat ali fairly

Responsibiling Pan; dooyour tasks; give 1008 keep trying: be salfdistiplined; think of conseqeances
betore acting; be-accoyuntable for vour werds, actlons and attitudes

Citleenaklo Yolunteer for community service; coaperata; vote; bea good nelghboor: phey

W rites-dnd régulations: Fespest uul:h.:rrl;':,r; protect gnvir
J
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COMPETENCE

Competande |5 the abllity of 3 persan to petform a task successfully or efficlently. It san/indication
af a'person bring physically, mentaly; imellectuaily, emotianally, sockslly and culturadly it in any
situation, Competence & a combination of knowiedge, skills and attitude. Companles laak for
braat-hased knowledge, multi-disciplinary $kills-and positive attitude when they hire graduates,
knowledgs 5 avsiiable In classrooms; books and llbraries, while skills and attitude Building is 2
Joint sffort bEtwinen yoau and your institotian.

CONCERN

Cancern s an expression of recognising 2 prablematic suation and showing serfousness to resolve
thiz probilem. & worried personsees 3 probiam and a concernad person solves 2 problam, Expressing
cancern abiout B constaint and overcoming the samie is a desired professional quakity.

‘Concern also means to thifk aboul others” prablams and shoricomings and help them to overcome

those. Thay, could be your family, neghbourhiond, co-workers ond community. It @& important to
realiss that oo ane s perfect, and therefore people need your halp 6 the same Way 3y you, nay
eeed theirs You shobfd be-honest; loval apd consistont with-the person you help.

There are many svenues avaliable for comimunity service.

CREATIVITY

Genrge Bermard Shaw sald ‘Seme people se8 the things as thay exist and a5k the guestion WHY; |
impagine things which don't exist and ask the guestion WHY NOT" That is creativity, Creativity Is an
abllity to came up with new [deas and diffarant ways of doing things. 1t involves chalenging the
status quo and thinking about 2 different situation b rapiece the same.

Famous baseball player Yogi Serra said 'IFyou kiep dolng things you haye bawn dobng, you will anly
get results you have been getting” Think differantly, sct differently, be imaginative and you will be
o different professianal

COMMUNICATION

The aeed for communication skifls is renked number 1 amongst the skill cequirements by companies.
I is impertant in virtually deery career and sector That you may-seek pRatament in. Actording to
Willlam Schaffer of Sun Micrdsestams; 'If There’s aneskiflscthats regwired for-siaccess in this

industry, 5 communitation skill,

A study published o the Journal of Career Planning B Employment asked almost 250 employers
“What skillsare mast impartant for college graduate® Their cverawhelming response. was written
and oral communication skiils, followed by Interpersonal skilks, teammwork and apalytical abilities.
The importance of communicating efecthily on the job s cleay However, fe.e!].i.ﬁatin;m of the fzct
that communication skills often make the differance between being hired and being refected In
the first place is pecessary Therefi;:_ve. having strong written and vul;li_nl b_u_s}né-s.*. Lommunicailon
skills will make you more competitive, more pramotable and more prodictive on the job, Yoy
miust devalop these <kills now d@s A student, bafars you enter the job markat, He]ng(.? ERG
egmmunicate well can boost your overdll performance: 'lf . )
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COMMITIMIENT

Twa fundamental conditions far commitment ar=.

s Tha firstis having a-sound setof beliefs, It issaid 'Stand for samething or you'll fall for anything'
This finks with-the character,

= Thesecpnd is.faithfal adherence to those beliefs with your behaviaur and actions. Possikiy the
best description of commitrment Is ‘persistence with a purpose’

Commitment is most difficult and miost readily pravan during tough Times, & ship’s captain earms

his reputation If the sunvives the sterms. WhHeR your competition is tough, Whan money dries up

or when the glamour of success wears off, this is when [1 is easiest 1o compromise your

commitments. The real test cormes when yols can hold the ling against the sasy route of comromise,

COURAGE

Courage is not samething that you display only i cases of emergendies or while performing same
gdventurois tasks It is notsomething thatcan be borrowed from or lent to somebody when reguired
through lessons. Courage s-a way of ife-and comes from within, [tisas much a habit as anything
glse; such as getting up, brushing your teeth in the morning or drinking coffes,

The real test of courage 15 or should be in sur normal daily lves; Eor example.

s The courage 1o speak triath at-all times; because fies are the Diggest and most chvious sart of
cowardice that pecple hide bering

s The courage taspeak our mind -and not-stay siteat. We aoe at times afraid that other people
might not agree with us or there will be conflicting views and conflict is tnpleasant. But not
speasking your mind can lead to moch worse gnpleasintngss.

® . The cuurpge-té stand up for what we believe-in, The coursge 1o follow ethics, public T, Fulas
and reeulations and make oiher people Tollew them too, The cotra g to resist those who take
Easy Ways aut, which leads to carruption and tape,

Meark Twain hias sajd, 'Courage Is not the sbsence of fear [t is acting In spite of I, & courageous

persan; then, is someniie who feels Tear, recognises fear and still goes on to do what heor she

balieves s right:
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Basic Information Technology (IT] Skills
Microsoft Office

Microsaft Office or mare popularly known as M5 Ditfice, it a suite of interrelated desktop
applications, servers-and services for the Microsaft Windows and Mac- 85 X operating systems it
was first introduced by Micrasoft in 1988 for Mac 08, The versian for Windows came put in 1930,
Dnier the years, Office a'pp_fiﬁg_ﬁurps have grown substantially with shered features such s a comman
spallchacker OLE data Integration and Microsalt Visusl Basic for Applications scripting language,
Micrasoft also positions Office as 8 development platform for line-of-batiness sofware under-the-
Office Business Apphcations (D8A) brand.-

AT the Time of writing this-book, Office-2013 was the latest version of Mitroseft Office. As the-
world beoomes Incrazsingly connected and clowd camputing becomeas more mainstream, online
productivity softwars Nas been gaining mamentum among small and medium sized businesses.
The mosl popularonfing offerings include Googls Does fram Googla-and Office. 365 from Microsoft
It is impaortant to be familiar with ot least office productivity suite and many stadents should
expect-to use these tools on-an almost dailly basls.

Whan it comesta Micrgsaft Office, studepts shoutd be well versed with one-of more of the follawing
gppligakions:

» M5 Word

o S Exgel
WIS PowerPoint
* TS5 Qutlook

Dther Microsaft Office tools that are not essential hut whose knowledge tan yastly improve
employabiity are meptioned as follows:

& W5 Visip
= WS CneNdote

Cipally for grofessionals who ara-likely 1obe inthe programme masagemen] rmles. s profect i
an excallent resource for planning and managing project respurces ad schedubes,

A mentioned earlier, you Fee not expected tobe expert on the shove programs, 0 fel nobiody is
Howsver, you showld be able 1o use them reasanably well for you to be considered for an
smployment By & compamy. Those who can afford should attend coaching classes to learn M3
Office.ar even obtaln certifications from Microsoft. | would, however, recommend seli-learring
with hard practice a5 the best way to scquire IS Office knowledge and skills. '

Microsoft Word

microsoft Word is 3 word processor package that helps you 1o créate, gdit, format and print &

docsment, it is quite fiexibie and easy 10 use. It is ane of the most popular word processors for

Windows. It was s number o user friendly menus and commands. It provides the facility 1o save the

docufmant automatically after pressing save commands, 1T wai options ot spell and gra i frar checking
|

3

—

ﬁFEEﬁ!I!e e of Afls & Sclencd
AR ﬂukmg.ﬁﬂlﬂﬁﬂfrﬁﬂﬂ 03, /




and mall-merge, which 88 not available in 'other word processing ‘softwars. It also fets you to add
images, tl||-_'-art, disgrams and different font or design choices. The mzin file formats are doc (M5
Ward 97-2003) and daex [MS World 2007 cnwards)h. Your curriculum vitae {CV] nay be-your first
attempt towke WS World effectively. Some of the K5 Ward features that you should be familiar
with are as tollows:

s ¥ou can create profesgonal documents Bstousing builtin and custom templates;

o You can essily manage 3rge documents using featurss like:creating table of contents, index
and crossreferences.

o You ean work enomuoltiple dodumients simuamnea sy,

& AntoCorvect and AuteFormat features catch bypagraphlcal arrors-autdmatically and alfow you
o wse: predefined shorfouts and typing patterns to goickly fermat your documents, It checks
the-sgelling of each word fram-top ta bottam one by one-2nd iF there s a spelling mistake, the
sugeested changes or ignoring prompts apoear asa spelling dialogis box You have options of
using various dletionaries

s The print-zoom faciity scales o documant an different paper sizes and allows yoir-to print out
muitiple pages an & single sheet of paper.

-  The nested fables beatures supparis putting: one tableinsida: anather table.
e You can export and save your word docements in POF 2nd XPSfite format.

® |t hata facility to.craate tablec automatically. You can create 3 table having any iumber of rows
srid columns having difforant size. of cally,

= THe mall merge fadlity shable the process of merging Lofme Torm of dddress database with 2
form of |etter o freate 7 gioup of individual Istter, Mail merge is usad to print letters, enveiopes,
miailing fabels; el

Microsoft Excel

bicrosot Excal, alsd known a5 M5 Excel, iz a spreadsheet and mathematics program that can miks
caloulations and graphs based on the data entered. The tile formatsare sie (for WS Excel 2003} and
adsx (for WS Excel 2007), M5 Excel hasspreadsheetsin which number of sheels can be added as per
aur reguiremants, Each sheet consists of rows; calumns and.cells, Every cell has different addrecs
Sum, product, stbtraction, division and many, mathematical andl logical functions are avaitatle
with this zpplication. You tan alea. find other features buch ac tables, thans, clip art, 8 it Is-the
most imgartant softwara for all kinds or basiness applications where database is (o be processed,
Euery Imanagéer needs to te fRmiliar with warinus featires of Excel. in fact Fora Fn;'nnﬁen M5 Excal
i5 @ must a5 he is required to make decisions besed onanalysis and [ogical deductions. Some-af the
ko TEaburesof M5 Excel are maptioned &5 undar

= Hyperlink allows you 1o lpk ang file to arnother file or page with the use of Eicel.
« Clipare helps you to ad jmages, You can alse add sudio and video clips,

a  Charts allow you to make effective presentations of trends ﬂr'p-jzl'fﬂ{:‘nihcl! wiriatian, efe.

A"
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» Tables are created with différent fislds, for exsmple, name, age, sddress, roll number, s¢ we
add 3 table to fill these values,

= Iatheitatical funciions include =dd, subtract, divide and multiphy

" L@g:l.:ai ‘fuﬂf‘['[,ﬂf]ﬂ Inclode:- akerage;, suim; mad and- product,

s Images and backarounds for the shest.

« Macros are used for recarding events for futuce oss.

" W can add databese fram-other sources With daz fsatns

» Sorting and filter is used to sort data and fiter so that repetitions will be remevead.
» Dats validation tools.

o Grouping and ungrouping of data;

e Page lapout Teatures Include themes,. colour, sheets, marging size, backgrounds, breaks, print,
titlag, sheets helght, width, scaling, grid, headings, views, bring to front of font or back
alignmeant,-etc

Microsoft PowerPaint

Microsoft PowerPaint, morg known as M5 PowerPoint, & a program thot creales presentation and
siide shiows, This software appfication has virtually replaced 35 millimetre slide shows of the past.
WIS PowerPoint enables the user to create dynamic, informational slide, shiows through the use 'of
text, praphics-and animations. Shde shows crested with the:softwara are often displayed on
proleclion scréens for business, training or adusstional presensstions, although they can be
distributed: as stand-slone files: The shides could wither be-printed on transparencies to be:used
on-overhead profeciors or could simply be saved in a file for use on liguid-crystal display [LOD)
prajectors. Additiorally, the slides can be arranged and printed as handouts Tor reference. SOme
of the key features ol using N5 PowerPoint-are:

« _PowerPolnt provides-an array.of pre-designed 1empiates from which can choose a particular
template 10 make your sHdes. You can also start witha blank presentation and set the colours
_an:l fants, ete., accordisg 1o your own _spﬁu"t'lcatiuni.

o ¥ou can usean auto lavautor 3 biank screen to make your slide. You cah then ehoose: 10 atdd &
combination af text and graphics ta =uit the needs of the presentation and apply animation to
eithar of these elements to create & dynamic affect.

» ¥Youcanaddas many sliders and make tham as content rich as vour systein can handfe; there are
no limits imposed in the software itsel,

& Onge the stide show is-complete or nearing complatian, You can anM;'T.ew It and rehearde your
presentation To.get a-fesl for'the length of tme the presentation will run. Yoo can ga back and
de epimie aditing an the presentation structirs and contents to adjust 1o the fime available.

» . Opce finished. the slide show can be cun from within PowerPalnt br saved as 3 Powerfaint
viewer file for access on system that don't have the full version Tnstatled.
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o Video and/ audio cenialso beadded Into yaur M5 FowerPaint presentation.

& For mpreadvanced user Adobe Flash and oither applications can/be user [oadd cdstomlsed
speclal effects and Inferacthing

When using PowerPaind, It is lmporant to remernber that the ‘dide. show' s a preasentation tool
and nat the presentation itself, Learning How to Lss' thisapplication well 5 not symonymous with
being & guod presenter, The uses of Powerfaint seem to be endless. Almast-any presentatio ncan
be prhanced thraigh visual ard sound sffects and this application has becoma the standard 100l
tdoso.

Microsoft Qutlook

Microsoft Outiook or MS Buticok is the standadd fask management and communication softwane
found in most business settings. fts integraticn with the corporate exchange serverallows the
user-to communicate with erations of Dutlook on other computers, In other words, co-warkers:
can share comacts; calenders and personal mastages theough the softwara. Whather far persanal
B Business doe, Dutionk dan provide 3 058 with' & varleby oftesls and features such-as:

1, Emaik The most commen use af W5 Qutlogk isits emall functionality, When Outlook was-
Introduced, it was desiznad to/ be a simple-emaii client, not a full-functioning Information manager.

The emall feature incledes support Tor a variety of web-baset! email accounts tincluding I'iﬂil:rﬂfr'qft's

own Hotmal and Live miail). Post Office Proteool [PRP3) aceounis, |Fienmmat Ma‘r}sagz-..ﬁu:r:u_ss Frotocol

IMAP] accounts and axchange accounts.

I, Calendar; users can enter dppointments, events and me.ei:r:?gs and haye them displayed on the
_E!LFI'TEDF: calendar 1 a0 alsa.bBe 'E-F,'l'-LI'FI fo-remind (sers of those app_nintmant::'.a'ﬁrj eveEnts wiatg
pop-up message, email and sven through = text message. Outlonk & also designed 1o handie
multipie calendars, 56 @ user can have a personal catendar with personal events (birthdays, dinner
dates etg) and & calendar-for Bisiness purposes (maelings, busingss trips, BLC ) P wElr company
usesan Exchanges sarver, you il e ablo 1o sharg calehdars with cosorkers ahd access any
valendars - they Hﬁpp&ﬂ to-be-sharing: Thisis perfact-for setting up-a meeting tims or scheduling
appeintments syith clients;

3. Contacts: Qutlook features an addrass hook function, It offersspace 1o 2dd personal informiation
for & wsers contacts including photos, home pages, email addresses; phone numbers; hirthdays
and more. The contact Hist Is then integrated fnto Outloak's emall function, making it simple to
eantact chents from one place. 1T vour comyary has a networked telephone systain [ntegratad
wiith Microsoft Gutinok, o'user can dial mntat_‘rﬂinmbg by clitking tha phong pnumbear in the contacts
list. If wsing Gutiook on dn Exchange s&rver a/user tan share and access contacts from other Users
on the netwiark, '

4. To-de list: Outleok can provide its users-a daily to-do 15t 10 stay on Task aimply enter the bisks
that reed to be complated, with a due date and time and Outlook will affer reminders and display.
the list prominently on its start page, If using ap Exchange server, émployers can creste to-do fists
for empioyess to completa. ' '

5. Syncing: Outlookaliows a user 1o synchrontse {synced| email, ralendars, tasks and contacts with
various web-based seriices, soch as MS Dffice onling. 11 'alio cin be synced with-any Windews
mobile phane, alfowing for the ultivate portability of & user's sssential miarmation. Whether on
the go or working fram homie; 3 user can any information needed, ' f*.-_ A
21 2 = (4
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INTERNET SKILLS

The Internet & not just your web amail. it is evarything that goes over those wires from ane
computer 1o ancther: the emall ita_grlﬂ websites, massenger [such as Yahoo Messenger of M5
Messanger or MEN Messenger|, phone calle on Skyps mestages from 2n automsted teller machine
(ATM) t0 & bank and the'list 5 unending: Because of all these things, the “Internet’ |5 3 Eigantic
library, as well as a woridwide massage board, telephane natwork and publishing medlum, it |3
open 24 hours 3 day and you Can fird anyvihing vou want there and say nﬁl,.iﬂ'rln_g Yo want.

Curvfent ayents and hloge ac well as nfarmatlon about afmost any subject are available |n depth
angl are up o gate. This is incredibly valuable far Evary 'SLII:Ijl}l..'I.' Wou| Can Il'n.il[ii:t':l.l hany of the
colleges and research organisations ate ‘on the web' f you appreciate the richness of the Web and
the Internet and et the benefits vourseif, then you will be better able to utilise the services on
tham. You dun't have to know how te do those technical things yourself If you know what is
wsefil) pau will Be -ghis to makage yoursalf

You need to fearn. new skills 1o understand how to/use the Internel o that you cin ese it affectivaly,
and to e bl bo-pet eontral of the informaticn and communitation. Infernat skills would enabie
you to:

e | Dbtaln more fnformstion

»  Communicsie with omfers electronically

#' - Social networkmg

= | Parforating commerclal transactions elactronically
o Eesarming

o Developing yvour own websites/ blogs
Browsing Web

Microseft Internet Explarer-and Goegls Chrome.are currently the mast popular lnternet browsers,
(Mamy Mac users prefer the Safoari browser ) The competition batween the two Browsers o
dodinate the markel bas lad to continlous improvements to the saftware, Google Hihmme has
ratertly entered the markst of hraws.mg the net and also gemng vary popular Once yiu spend
time o the Web, you'll feef that thers'I5 na I:mlt ta i whal you can L:I'sn:wer

A website has one of maore related web pages; denehding bn how!it’s designed. Web, pages o 3
site are loked m’guﬁ:r thraugh a system 3F hyperlinks, enabling you to jump between them by
¢licking on a fink. In.order ta locate anling data, the wab servars that host the information, 2ach
have a upfgle numerical address,

With hundreds of millions af websites and mare roming oniine u’mh.r wu will undoubledly find
ohEs you wart to revisit, Bookmarks and Favourites save those wed aﬂdresses 0o can return
to thiem guickly, without having o remember and retype them, When you lsinch your wab browser,
a pregefined web page, known as the Home page, appears. The mobile smart phones have the
shility to access infarmation cn the weh, Connacting to the Met from a device that stips Tl}tﬂ} ar

pocket- iz really wonderful,
- o] T
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»  \idea and audio can alsy be sdded inta your M3 PowerPoint prasentaticn.

* For more advanced wser, Adebe Flash and other applications can be uzed to add customised
specil effects and [RETICHVRE

When ustng PowerPaint, It & Important to rementbier that the “slide show' is @ presentation toal
anid not the presentation itseld, Learning how Lo use this application well | not synomymous with
being & good presenter. The uses of PawerPdint seem 1o be endless, Almost any presentation can
be enhanced through visual end sound effects and this appfication has bezome the stendard tool
toidoso.

Microsoft Outlook

Microseft Dutiook oF M5 Outlook is the standacd task management and éommunication softwane
fowind in most business settings. its integration with the corporate gxchange server allows the
user bo cemmunicate with iterations. of Outiook on other computers, In ather words, co-warkers
can shara comacts, calencers and personal messages theough the software, Whether for personal
or buskidse ute, Dutiook can provide a'user with a varlety of ‘toois and features such 45!

1. 'Email: The most common use af M5 Outlook is its emall Tunctionality, When Cutlook was
Introduced, it was de;__lgn-e-d i e simiple emall clisnt, not afull-functioning I.hfmr'r'ua-tl-url ianagsg.
The email festure indudss support for a varlety of web-based emiall accounts {Intluding Microzoft’s
awin Hotmaliand Live mialll. Past Office Protocel | PO accounts, Intarmes Message pccess Profocol
INAP ) Accotnits and dxchanges accounts

Z Calendar; users cin anter appolntments, events and meetings and have them dispiayed on the
Butlook calendar, it Gin aldc be set-up to remind users of thise sppointmants-snd events via a
pOp-uUp message; @mail and even through & text message. Dutiook is also designed to handie
miultiple calendars, 5o uset can have a personal calendar with personal events (birthdays, dinner
hates, etc) and 3 calendar Tor Busiiess purpsses |meeiigs, BusmessArips; ete ) I your company
psas an Exchanges server, wou will be: able to share calendars, with co-woerkers-and access any
talendars they happen o be sharing: This s perfect-for setting Lpoa meeting Time or scheculing
agpointmants with clients:

¥ Contacts: QOuilook features an address hook function, Itoffers space ta add personal infarmation
for a user's comacts Ingfuding photos, home pages, emall addresses, phone numbers, hirthdays
and more. The contact list is then integrated Into Outiogk's emall Tunction, making It simple 1o
cortact cilents fram one place, [ yous company kas @ networkad telephgne system integrated
with Microsatt Outlook, a usen can dial contacts simply by clicking the phane number in the Lontacts
ist. If using Outtook on'an Exchange servar a user can share H_I_'!I:l atoisy contacts fram othar users
o the nehnork,

4. To-do list: Qutlook can provids its Gsers a dally to-do fist to 5tay on tase Simply enter the tashs
that need (o be completed, with.a due date and time and Gutlook will offer reminders and display
the list prominantly on it-start page, | If ugingan Exchange server, employers aan create to-da lists
far amployess to completa.

5. Syncing: Qutiook allows & usér ta synchronise (synced) emall, calendars, tasks and contacts with
various web-based services, ';u.:l.':l. as MS Office onfins. It also can be svniced with -any Windoars
miokile phirme, allowing-ior the Gitimate porahiiity of 3 vesrs gasential irformatian: Whathar on
the gpo-or working from home, & user can any information needed, ' LP_-
2k
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¥ou éan-dio-a host of things using Internet such #s.online Job search, shopping. finding cheaper
tethonks, learning and planning your trips 2nd boying movie tickels.

Cloud computing Is-a recent development of the Internet. Instead of buying software; installing it
B your Computer, upgrading it perindically and staring 3t your data on your hard drive, with claud
computing you use software applications online, as a service, All you need is your computing
device and an |miemet connection

Social Networking

Internet has become-a place far human Interaction in the 217 cantury, Sockal networking sites have
expinded [ the recent yedrs, allpwing: millons of people around the world 10 meet and interatt
together: Seme of the most popular networking sites are:

1.

Fau;a.hmk it bk uemme miore or-fess the standard of docial networking with over & billion
Lusars. | am certain averyone-reading this book has a Facebook scoount. The prinsary fuaction of
the Facabaok platform has been to conrect wsers with friends and family. Busingsses create
Facobook poges and gathier followers, hElping with their product promations and gathering
customer fecdivack

Twitter: It provides a platform for Usets to broadeast short messages-callad tveets-io heir
sofigwers. Along ‘with Facebagk, twittae has found tremendous adoption from businesses 1o
Incregse product awsrsness among thelr loyal fans and prospective customers. Businesses.
ofter use these pletforms to-gather insights about their layal customers- siich as what are.
customers-Hking, what are they 1alking most abaut, eic, The insights gathered from thase
platforms altow businesses 1o fine tuna thell product offerings to better mn_ar&"r.'liu:r_tf:lrner'
reqllremenis.

Linked In; It is the most popular professional networking siteand can be 2 tremendous value
for the professionals of sy stage in their carear EuUdrn.g a rich fietweark s ane l;if the Keys to.
achieying professional success and Linkadln is the perfect tool 1o Relp you bulld it, You can
connect with vour proféssors, managers, colieagues, customers Bnd partners and stay in touch
With

You Tube; it is not exactly @ social netwark in the. traditional sanse. Itis the werld' mast popular
vidao-sharing platfor accessed by milffons of people each day, These are hundreds of milllons
af videos on You Tube:-right from cooking pav bhaji to dogs skating. But 5.3 profetsional the
true power of You Tube i that it provides you & free platform for showasing yourselt be-it
ahout vodr amazing skils ar abbut 3 product your company is Irying to-promote.
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Circular

The following Staff members have beenassigned the duties-and responsibilities of * ['-Iln‘.nh'.f" for the
acadenie year 2020-2021 online pasent ikl mentor meeeing (o be heldon 12, 1% 2020, :

Tlee following mentors kindly make necessary arrangements,
Concerned mentors please inform the students about the :n.netmg, Arid Please Kindly Upload the
marks: list of the students of conpern ﬂl.!rmﬁnmunﬂs prioely:

“Tlmings: 12.36bm to | 30pm

- [ &l Mame of the Class Class Combination
“ﬂ. iy, Teachers '
' Br./Prof _." }‘Wu :
1 H.N, Usha g 1-¥YEARBA. (HEP) ~
E Sunil Kumar. K WJIYEAR BSE, i .{Ff_‘!-.-ij i
3 Sarvamangala, N Y EAR B.Se, (CBZ)
4 Ashwiai, _Ft-*'J;._._'q [aW L FYEARBA. (HEK) =
- s Hareiesha, M.C - YEAR B.A; (SKPSY) |
- T PP e 1 A T L ] 1
[ = L T el i
7 | Naisn __|u_:1'_l-‘_:"E..ﬂ|I~‘- 8.4, (SKEPSY)
| Bhageerath| B.N | LYEAR B.A. (HEM)
| I-YEAR BUA [(HEM] |
| Y EATR B, (HEM) |
. ] Sonz Bal. M d}-vﬁan’ B.5¢ (PERMY
10 Sathyappa Mayvak, M PILYEAR B Sc. (ERE) +
S Vel TYERRBR (B g;ﬁ ph - £EF5
12 Mﬂi ILYEAR BA. [HEK) :
. 13 THarmsnithas HISYEARBA, (HEP) |
118 | Gayathn. 5€ I-YEAR B.A. [(HEF)Z |
15 Sujstha C Lagalif q i FILYEAR BA. I (HEP) .
16 Marnatha. | VAR E-:f'-.}r"-ﬁ'l‘ bﬁf (SEPSYISKPSY) L~
17| Shruthi B L IE-Y EARBAA. (HER) - |
18 | byt Pu Uof e _:%Aﬂr‘t' EAR 8,50, (BCM)
18 |Seogeethi 5 g gl L IH-YEAR B Sc,, | [CBZ) .
20 cathyashrag i YEAR B.CA. I. |
| IEYEAR B.CA, |

| HH-YEARBC A |

> u..l' R
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Acharya Pathasala College of Arts & Science

Marasimharaja Colony, Bangalore 560 019.

oy
Prof.iK.N.SHARADA DEVI, n.5¢c,
Principal —l/c
Mo, APS fARS/ [2019-20 Date; 14.02.2620

CIRCULAR

A meeting of Mentﬂrlrpgrent Ward is scheduled to be held on
22.02.2020 from 8-30 a.Ir;L n:ﬁu:r:rds. All the students are instructed to
bring their parents without fail to the meeting. Failing which their hall
tickets for Il, IV &VI semester Bangalore University / Bengaluru Central

_Univeristy Examinations will be not be issued. The details of Mentor,

Class and room allotment s enclosed. Tf there is na response from

students/parents, kindly bring it to the notice of Principal.

PRINCIPAL
PRINCIPAL
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Y W
The following Staff members have been assigned the duties of "MENTOR" for the -J_-f.ﬁﬁ' e

it

academic year 2015-20
Sl No. | Name of the Mentor Class Combination
1 PROF. H.N. USHA - -YEAR B.A, (HEP)
2 ASST, PROFESSOR GAYATHR! -YEAR B.A. (HEP)
3 PROF. H.L VARALAKSHMI I-YEAR B.S¢, (POM)
4 ASST, PROFESSOR PRIVANKA I-YEAR B .9¢c., (Ch7)
5 ASST, PROFESSOR ASHWINL R I-YEAR BLA. (HEK]
[-YEAR BiA. (8K Psy)
s ASST, PROFESSOH MAMATHA, J -YEAR B.A. (SEPSY)
7 ASST. PROFESSDR HAREESHA. M.C |-YEAR B.A (SKPSY)
8 ASST. PROFESSOR BHAGEERATHI I-¥YEAR B.A. (HEM) L
H-YEAR B.A. (HEM)
[M-YEAR B.A. (FEEM)
9 ASST, PROFESSOR SONA BAI [-YEAR B.5e. (PCM)
10 ASST, PROFESSOR SATHYAPPA MAYAK | IEYEAR B.Sc. (CBZ)
11 ASST. PROFESSOR MANIULA, D I-YEAR B.A. {SEPsy)
12 ASST, PROFESSOR SHAUTHL B -YEARB.AL [HEK)
13 PROFESSOR SUUATHA LAGALI [I-VEAR B.A. (HEP)
14 ASST. PROFESSOR DR, TILAK KUMAR | [EYEAR BLA (HEP)
H-YEAR B.A. (HEF)
[_@ ASST. PROFESSOR MAMATHA. | HE-YEAR B.A, {SEPSY)
(T | ASST, PROFESSOR HAREESHA. M C | II-YEAR BLA. (HEK)
17 ] AsST PROFESSOR ?::;}Enﬂ‘r’ﬁ. BP T-YEAR BSc., (PCH) l

1y | B SRR e

s ot 5‘1.:‘
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Phore :- Office : 26603192

Acharya Pathasala College of Arts & Science
Warasimharaja Colony, Bangalore - 560019,

Prof. H.GG. Ramesh Babu, M.Sc., M.Phill M.Sc.. (Comp.Sc.,)

Principal

Ref. No. APSA&S/ /2018/19

Circular
The following Staff members have been assigned the duties and
responsibilities of “MENTOR™ for the academic year 2018-19.
Allottment of Rooms for the Parent Ward Mentor meeting to be held
on 02.03.2019 are mentioned below.

Timings : 08.30am to 01.30pm

Date :

23-02-2019

Sl.. Noj MName of the Mentor | Class Combination Room No,

L. H.N. Usha I1B.A HEP 01

Z, M.C. Hareesha IB.A HEK & Library

SkPsy

G J. Mamatha IB.A SEPsy PSy Lab

4, S.C. Gayathri HBA HEFP 03

5 R. Ashwini &I B.A | HEK Library

&. Mamatha. J & I-‘t‘i}’%lr[}g I & I B.A | 8EPsy Psy LAb

T Sujatha C Lagali [ B.A HEP 03

8 H.L. Varalalkshmi I B.Sc PCM Seminar Hall

9 H.B. Priyanka I B.5¢c CBZ Seminar Hall

10, K. Sunil II B.Se PCM Seminar Hall

[ 10. B.P. Sowmya Il B.5c PCM Seminar Hall
11. GM. Ashwini I BCA CS Dept
12. Sathyashree IT & ITI BCA CS Dept
'_—'_:H_rﬁﬁu—rm._.—.
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Phone :- Office : 26603192

) Acharya Pathasala College of Arts & Science
Marasimharaja Colony, Bangalore - 560 019,

Prof. H.GG. Ramesh Babu, M Sc., M Phill. M.Sc., (Comp.Sc.,)

Principal
Ref. No. APSA&S/ 2017/18 Date : 21-04-2018
CIRCULAR
3 The Mentors are hereby informed to intimate regarding Parent -

Mentor-Ward meeting to be held on Saturday, the 28" April 2018.
The Mentors have to collect the Feed back forms, Shortage of
attendance, Internal Assessment marks and enter the same in the
data sheet provided by the convener. Further they have to prepare a
list of parents who have not received the call.

e
£ .
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Phone - Office ; 26603192 ~

M Acharya Pathasala College of Arts & Science
by Narasimharaja Colony, Bangalore - 560 (19.

Prof. H.GG. Ramesh Babu, M Sc, M Phil M Se | (Comp.Sc.)

Princips|

Ref. No. APSA&S/  /2018/19

Circular

Date

07-09-2018

The following Staff members have been assigned the duties and

responsibilities of “MENTOR” for the academic year 2018-19.

Allottment of Rooms for the Parent.Ward Mentor meeting to be held
e el

._.-.-—_-I—-n'lh.-l-" i
on 08.09.2018 are mentioned below.
e i
Timings : 08.30am to 01.30pm

4

.

e n i

- 81.. Mo] Mame of the Mentor | Class Combination Room No.
b H.M. Usha E | B:A HEP i
2. M.C. Hareesha 1B.A HEK & Library

SKPay

% J.Mamatha IB.A SEPsy PS8y Lab
1 S.C. Gayathri | 1BA HEP 03
5. R. Ashwini I & 111 B.A | HEK Library
& D Manjula I1& 1 B.A | SEPsy 04

F7 Sujatha C Lagali I B.A HEP 03
B H.I.. Varalakshom I B:5c PCM Seminar Hall
9 H.B. Privanka [ B.S¢ CBZ Seminar Hall
k), K. Sunil Il B.Sc PCM Seminar Hall
It B.E. Sawmya I B.5c PCM Seminar Hall
. GM. Ashwini [ BCA CS Depr
12 Sathyashroe H & T BCA €S Dept

PRINCIPAL ::“:-;r«‘}he:,-:{ iﬁql#




Telephome: 080-35603192

Acharya Pathasala College of Arts & Science

Marasimharaja Colony, Bangalore —560 019.
Website: apsartsandscience.orgt mail apscollegeofartsscience@gmail.sem

SOFT SKILLS TRAINING

The Placement Cell of our college organized a Soft Skills Traming
programme for our students to equip them with communications skills, resume
writing, general aptitude, grammar skills, motivation skills etc. On
31.03.2017 .5ri.Rajendra Kulkarmi of X-Plore consultancy was the facilitator. This
program enhances opportunities for the employment. The beneficiaries were final
year BA, BSc, BCA and MA students. There were 60 participants, Prof. H.G.
Ramesh Babu, the Principal, Prof. Marina George. Vice —Principal and all the

faculty members were present. Certificated were distributed for all the participants,

i
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Spoken English interactive Session

The TQAC cell of our college has arranged aspoken English interactive session on 08-02-2019 at
300 pm in the seminar hall, APS College of Arts and Science for the benefit of all students and
faculties by Mr. Bhaskar Joshi, Language Expert and Coach, Head and Mentor, Talal Englich
Coaching Centre, Basavansgudi, Bengaluru. The session was. intersctive and he emphasized
more on communicative skills which me required for the current day emploviabality. He
demonstrefed the mock mterdaew skills and motivaled all the smudents and stafi. Prof. H G
Ramesh Bubu, Prancipal, addressed the gathenng and he profuicly thanked resoiree person for
mspiring the smdents, Vice Principal, IQAC Coordinator Prof. Maring (George proposed the vole
of thanks: There were | 30 participants,

.l.

i :
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SPOKEN ENGLISH PROGRAMME
REFORT

Acharva Pathasala College of Arts and Science in association with the
Times of India organized the inaugural function of Teach India (Spoken Enghsh
Programme) initiated by 1QAC on Thursday, 13" May 2021 at 10.30 am,

The Inaugural Programme was conducted online dunng COVID-19
Pandemic, in the presence of the Chief Guest S A R Acharva, General
Secretary, APSET. Smt. Rajini Menon, Representative of CSK initiatives,
Tines of India in Bengaluru, briefed about the importance of taking up the
course. This course was free for our sindents. The Presidential address of this
Online Inaugural function was delivered by Dr. B layashree, Principal. Acharva
Pathasala College of Arts.and Science.

The inangural programme was Tollowed by the selection process for final
vear BCA and other combination students, under the supervision of Rajini
Menon with the help of wvolunteers. 15 students were selected for the
programme.

The classes were conducted from Monday to Friday between 3:30 to 5:00
P.M, for a duration of 1.30 hours. 44 classes were conducted onlme. It was
activity based and practices on  communication skills, pronunciation,
conversation in English, meaning of different words, different words arising
from the same alphabet, pick and speak and the like were gziven. They were also
trained on interview skills like conversation, attire and the kind of gesture to be
maintained in an interview. A mock interview was conducted to help students
get the experience of an interview. Out of 15 students 10 students could artend
regularly. The remaining has network issues. The certificates issued by Times
of India for successful students with more than 73% attendance were given
away by Sri. A. R. Acharya, General Secretary, APSET.

(T3 LR
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A BRIEF REPORT ON STUDENT PARTICIPATION IN ¥
ACADEMIC YEAR ‘2020-21°

On 2 Feb 2020, nine swdems from APS College of Ars and Science participated in
‘Rathsapthami Yoga Utsav-2020°, held at Vidhan Soudha, Bangalore. They performed 108
Surya Namskaras and received Participation certificate.

| Pﬁﬁimmt
Coilege of Arts
ﬁgcmfﬁmﬁﬁ“ 013.
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e On ll-Jan 2020, YOGOTHSAVA-2020 was organised by SHIVAJYOTHI YOGA
KENDRA, at Rajajinagar, Bangalore. Ning students from APS College of Arts and Science
participated and won YOGA NIDHI AWARD-2020. Participation certificate was issued to
the students and college team won the trophy. Yoga teacher, Dhanlakshmi C. P. was
awarded as the Best Yoga Teacher.

1 =0cE cletiecgm- J020TgdEmEFuETD SRTT i 33
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* On 1/6/2021, International Yoga Quiz-2021 was conducted in online mode. Ten students
from APS College of Arts and Science participated and received Participation certificate.

—

CERTIFICATE OF PARTICIPATION
Indic Inspivalions congratulates

O completing Interantional Yo Doy (UL Uonbest hiedd i e 2001
W salule vy efforl. Keep partichpating!

-«_,q".. —

CERTIFICATE OF PARTICIPATION
Imcie bspivations congrotulates

Divya Bai

U commpletinne tatermational Vg Dav (U1 Contest held Tn/Jume 204
Wi nahute vour eifort. Keep panticipating
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o On 19" Jan 2020, National Level Open Yoga Championship -2020 was organised by
MNational Level Open Yoga Championship at P. Kaligna Rae Gana Mantapa, Mysuru.
Nine students from APS College of Arts & Science participated, bagged Gold Medal and
also received Participation certificate.
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From 27" - 29" August 2021, Online National Level Open Yoga Champienship 2021 was
organised by Shivajyoti Yoga Kendra. Ten students from APS College of Arts and
Science participated in the event. Shiva Kumar 8. was awarded First prize, Second prize
was awarded to Gunashekar J. from 6" Sem BS¢. Two Consolation prizes were awarded
to Divya Bai from BA and Darshan M. from BCA. Students received College Team
trophy.
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