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5.1 STUDENT SUPPORT 

5.1.3 CAPACITY BUILDING AND SKILLS ENHANCEMENT 

1.SOFT SKILLS 

 

Soft Skills Development:  Soft skills provide students with a strong conceptual and practical 

framework to build, develop and manage teams. They play an important role in the development 

of the students’ overall personality, thereby enhancing their career prospects. The soft skills 

training provides strong practical orientation to the students and helps them in building and 

improving their skills in communication, the effective use of English, business correspondence, 

presentations, team building, leadership, time management, group discussions, interviews, and 

inter-personal skills.  
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DEPARTMENT OF BUSINESS ADMINISTRATION-SHIFT-1 

IN  ASSOCIATION WITH IQAC  

ORGANIZES 

WORKSHOP ON INTERVIEW SKILL & RESUME WRITING 
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Programme Schedule 

 

CHIEF GUEST-Dr. S. R. M. SOKKALINGAM 

ASOOCIATE - Mr. PON BALA SUBRAMANIAM 

CONVENOR-Dr. BABITA PREM  

HEAD OF THE DEPARTMENT- Prof. R. LEONARD SOLOMON 

VICE PRINCIPAL-Dr. G. GAYATHRY 

PRINCIPAL-Dr. M. SIVARAJAN 

SECRETARY-Rev. Fr. MATHEW PALLIKUNNEL 

MASTER OF CEREMONY – Mr. N. JESON- III-BBA 

PRAYER SONG: DEPARTMENT CHOIR 

WELCOME ADDRESS – Mr. S. KARTHICK- III BBA 

CHIEF GUEST INTRO-Mr. VIJAY-III BBA 

REFRESHMENT TEAM:Ms. ASHNA, Ms. JENITHA- IIIBBA 

 

The following are the points discussed and practised at the workshop.  
 

Types of Resumes: 

• Hybrid 

• Functional(fresher) 

• Chronological(experience) 

How to Create a Fresher Resume: 

• Review the job description… 

• Select the format… 

• Add your contact information… 

• Include your professional summary… 

• Provide relevant work experience… 

• Include your educational background… 

• Highlight your skills… 

• Customise the Resume… 
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Sample objectives: 

• Seeking a challenging position in a reputed organization where I can learn new 

skills,expand my knowledge and leverage my learning. 

• Create value for my prospective eamployee thoughts my dedicated and intelligent 

efforts. 

• A highly motivated and hardworking individual looking for a responsible role in a 

reputable organization. 

Evaluation: 

Evaluate your body language in the last interview  

• Posture 

• Hands&hands shakes 

• Expressions 

• Proper eye-contact 

 

The 100% success formula lies on  

• Attitude  

• Discipline 

• Culture 
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