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Course Title: JOB READINESS COURSE 
 
Nature of Course: Audit Course (Value -added) 
 
Course Duration: 30 hours 
 
Course intended for:  Semester V students of undergraduate degree programmes 
of - BCA, B.Sc(IT), B.Sc(Biotech),B.Sc(Hons.)Maths, BA(Hons.) English, B.Com(Pass), 
B.Com(Hons.) and BBA. 
 
Course Credits: 2 
 
Course Code: SECJ-5551 
 
Objectives of the Course: 
 
It is a specialised programme structured to prepare the students ready and 

adaptable for their professional career. The students will be able to set goals for 

themselves with the exposure provided to them during the course. The main 

purpose of the course is to enhance their life skills, increase their capacities for 

adapting to professional environment and teaming up. They will learn the 

importance and art of synergising with others and working in teams. It will help 

them to realize their potential and set high but realistic goals.  

 
Learning Outcomes: 
 

On successful completion of this course, students will be able to: 
 

• Build confidence and have positive attitude  

• Have an overview and exposure of job markets to realize their potential 

• Get inputs on critical thinking and leadership qualities 

• Comprehend how speaking skills can help them excelling in job 

interviews 

• Acquire knowledge of team work  

• Share their ideas in the group and improve their listening skills 



• Learn skills of self-introduction to represent themselves and to write a 

well drafted resume  

 
 
 
CURRICULUM 
 
Course Code: SECJ-5551     Course Credits: 02   Contact Hours: 30 
 

          
MODULE TITLE HOURS 

I Goal Setting and Ambition 2 Hours 

II Positive Attitude and Self Confidence 2 Hours 

III Career Options and Job Markets 2 Hours 

IV Resume Building 4 Hours 

V Presentation Skills 4 Hours 

VI Public Speaking 4 Hours 

VII E-Mail Etiquette and Telephonic Conversation 2 Hours 

VIII Organizational Structure and Corporate Jargons 2 Hours 

IX Personal Interviews 4 Hours 

X Final Assessment, Feedback and Closure 4 Hours 

     
 
 
 
 
EXAMINATION 

 
➢ Total Marks: 25 (Exam: 20 and Internal Assessment: 5) 

 
➢ Final Exam: Multiple Choice Quiz and/or practice/mock tests - Marks – 20; 

Time: 1 to 2 hours depending upon the batch size of 10-20 participants  
 
➢ Internal Assessment: 5 (Assessment: 3; Attendance:2) 



 
o Comparative assessment questions (medium length) in the 

beginning and at closure of the programme. Marks: 3; Time: 0.5 
hour each at the beginning and end. 

 
➢ Total marks: 25 converted to grade for final result 

 
➢ Grading system: 

 
90.1% -100% marks: O grade 

 
80.1% - 90% marks:  A+ grade 

 
70.1% - 80% marks: A grade 

 
60.1% - 70% marks: B+ grade 

 
50.1% -60% marks: B grade 

 
45%- 50 % marks: C grade 

 
35%-44.9% marks: P grade 

 
Below 35% marks: F grade 

 
Absent: Ab 


