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SLNO 

 

NAME OF THE COURSE DEPARTMENT 

1 FOOD TECHNOLOGY 

 

BA ENGLISH 

2 COMMUNICATION VERBAL AND NON-VERBAL 

 

BA ENGLISH 

3 MASS MEDIA AND COMMUNICATION 

 

BA ENGLISH 

4 OFFICE AUTOMATION 

 

BCA 

5 INTRODUCTION TO ETHICAL HACKING  

 

BCA 

6 INTRODUCTION TO ROBOTICS 

 

BCA 

7 FLASH (FLOOR FOR ADDITIONAL SKILL HUNT) 

 

COMMERCE 

8 COMPREHENSIVE PALIATIVE CARE ESSENTIAL 

 

BSW 

9 ENVIRONMENTAL AND SUSTAINABLE STUDIES 

 

BSW 
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Office Automation (ICAS/BCA/21-01/OA)  

 (2021-2022) 

SYLLABUS 

UNIT 1 

Understanding  Word Processor:Introduction to Office Automation, Creating & Editing 

Document, Formatting Document ,Advance Features - Mail Merge, Macros, Tables, File 

Management, Printing, Styles, Template.          

          (4 Hours) 

UNIT 2  

Electronic Spread Sheet:Introduction to Spread Sheet, Creating & Editing Worksheet, Formatting 

and Essential Operations, Formulas and Functions.    

                                                     

    (5 Hours) 

UNIT 3 

Powerpoint basics: Terminology, creating presentations, importing images, drowing, transitions.    

Presentation using : Presentations, Creating,Manipulating & Enhancing Slides, Organizational 

Charts, Charts, Word Art, Animations and Sounds                

             (2 Hours) 

 UNIT 4 

Communications and collaboration:Basics of electronic mail,Getting an Email Account,Sending 

and Receiving Emails,Accessing sent Emails,Using Emails,Instant Messaging. 

                                                          (2 Hours) 

UNIT  5 

Introduction to online jobs: working with different freelancing website.             

                (2 Hours) 

 References 

1. Absolute Beginner’s Guide to Computer Basics, Michael Miller,Prentice Hall. 

2. Introduction to Office Automation, By Charlene W. Sox   

 

 

https://www.google.co.in/search?sca_esv=5671541490ad1cde&sca_upv=1&hl=en&sxsrf=ADLYWIJqigXRvjNxsfRlI-QS23mj3gCKvw:1717734120654&q=inauthor:%22Charlene+W.+Sox%22&tbm=bks


 

Practical (15 hours) 

  

Objectives 

• To make students familiar with general purpose office automation tools. 

• To practice office automation projects 

Prerequesties 

    Basic knowledge of computer fundamentals 

Lab: Office automation 

  

1. Write a letter to your friend describing the college arts fest. 

2. Write a short note on your favorite movie. 

3. Prepare a question paper for office automation including short answer,long answer and 

essay type questions. 

4. Prepare a marksheet and grade card of your first internal examination. 

5. Prepare  a billing system of college store. 

6. Prepare a PowerPoint presentation based  on highlights of college events 

 

 



Introduction to Ethical Hacking (ICAS/BCA/21-02/EH) 

(2021-2022) 

SYLLABUS 

UNIT 1: Fundamentals of Ethical Hacking and Lab Setup (6 hours) 

Introduction to ethical hacking, basics of networking, Introduction to Virtual Machines, Overview 

of essential tools (Nmap, Metasploit, Wireshark). 

UNIT 2 : Information Gathering and Scanning (6 hours) 

Reconnaissance techniques, Network scanning, Enumeration.                                                 

 

UNIT 3: Vulnerability Analysis and Exploitation (6 hours) 

Vulnerability scanning, Exploitation basics, web application vulnerabilities. 

UNIT 4: System Hacking and Wireless Network Security (6 hours) 

System hacking techniques, wireless network security, cryptography basics. 

UNIT  5: security best practices (6 houre) 

Hardening systems and networks, Implementing firewalls, IDS and IPS, Ethical hacking life styles. 

  

 References 

1. Introduction To Ethical Hacking For Beginner, By Subhash Bahadur Thapa . 

2. Ethical Hacking and Penetration Testing Guide, By Rafay Baloch .   

 

 

https://www.google.co.in/search?sca_esv=5671541490ad1cde&sca_upv=1&hl=en&sxsrf=ADLYWIIu0fZRpRCjpuzc1W5-5vwEmIEg0Q:1717733367246&q=inauthor:%22Subhash+Bahadur+Thapa%22&tbm=bks
https://www.google.co.in/search?sca_esv=5671541490ad1cde&sca_upv=1&hl=en&sxsrf=ADLYWIKtAAh2ijFFVb8RJEwMSzxxqmGWHg:1717733450384&q=inauthor:%22Rafay+Baloch%22&tbm=bks


 Introduction to Robotics (ICAS/BCA/21-03/IR)  

(2021-2022) 

SYLLABUS 

UNIT 1:   Introduction to Robotics (5 Hrs) 

- Overview of robotics and its applications,- Safety guidelines in robotics 

UNIT 2: Electronics Fundamentals (5 Hrs) 

- Basics of electricity and circuits,- Introduction to components resistors, capacitors, etc.- Hands-

on circuit building 

UNIT 3: Introduction to Coding( 5 Hrs) 

- Introduction to algorithms,Basics of programming languages ,- Writing and running simple 

code 

UNIT 4: Electronics for Robotics( 5hrs) 

- Sensors and actuators in robotics,- Understanding digital and analog signals,- Integrating 

sensors into circuits 

UNIT 5: Coding for Robotics (5hrs) 

- Introduction to robotics programming platforms like Arduino),- Writing code to control simple 

robotic movements 

UNIT 6: Mechanics for Robotics( 5hrs) 

- Understanding mechanical systems,- Gears, motors, and pulleys,- Hands-on mechanical 

assembly 

 

 

References 

1. Introduction To Robotics: Mechanics And Control, 3/E, By John J. Craig . 

2. Make Your First Robot, By Vineesh Kumar K K.  

 

 

 

 

 

https://www.google.co.in/search?sca_esv=e993daa5ef008a5b&sca_upv=1&hl=en&sxsrf=ADLYWILUxd5K_DQOMe3jw8ckjjLVBhNCQA:1717734777390&q=inauthor:%22John+J.+Craig%22&tbm=bks
https://www.google.co.in/search?sca_esv=e993daa5ef008a5b&sca_upv=1&hl=en&sxsrf=ADLYWIIWti7_-UeFL7HKI5VKewZxwnB6Cg:1717734831687&q=inauthor:%22Vineesh+Kumar+K+K%22&tbm=bks


PG DEPARTMENT OF COMMERCE AND MANAGEMENT STUDIES 

.. SYLLABUS FOR FLASH ADD-ON COURSE .. 

 

Module 1: Introduction to Employability Skills (10 hours) 

Session 1 (2 hours): Understanding Employability Skills 

Course Orientation 

Definition and importance of employability skills 

Key employability skills: communication, teamwork, problem-solving, adaptability, etc. 

Session 2 (3 hours): Communication Skills 

Effective verbal and non-verbal communication 

Listening skills and active listening techniques 

Public speaking skills 

Session 3 (3 hours): Teamwork and Collaboration 

Importance of teamwork in the workplace 

Strategies for effective collaboration 

Dealing with conflicts in a team setting 

Group games and activities 

Session 4 (2 hours): Problem-solving, Critical Thinking and Adaptability 

Problem-solving techniques and methodologies 

Critical thinking skills development 

Understanding the need for adaptability in the workplace 

Resilience and coping with change 

Adapting to new technologies for excellence 

Module 2: Personal Development and Professionalism (10 hours) 

Session 5 (2 hours): Career Planning and Goal Setting 

Setting SMART career goals 

Developing a pleasing personality 

Identifying resources for career development 

Session 6 (3 hours): Self-awareness and Emotional Intelligence 



Understanding personal strengths and weaknesses 

Emotional intelligence in the workplace 

Self-regulation and empathy 

Professional behavior and ethics 

Session 7 (3 hours): Networking and Relationship Building 

Importance of networking for career growth 

Building professional relationships 

Networking strategies and tools 

Session 8 (2 hours): Professional Online Presence 

Building a strong LinkedIn profile 

Managing social media presence for professionalism 

Leveraging online platforms for career advancement 

Module 3: Practical Application and Preparation (10 hours) 

Session 11 (3 hours): Business Writing and Cover Letters 

Crafting a professional resume 

Writing effective cover letters 

Tailoring resumes for specific job applications 

Written communication skills: emails, reports, and professional correspondence 

Session 12 (2 hours): Interview Skills 

Preparing for job interviews 

Answering common interview questions 

Practicing mock interviews 

Session 13 (5 hours): Final Project and Presentation 

Case studies and practical problem-solving exercises 

Applying employability skills to a real-world scenario 

Group project or individual assignment 

Presentation of findings and reflections 

Oral communication practices and activities 

 









 


