Employability

Skills Training

What are Employabilit
Employability skills are those s y%ﬁicessary {o]

getting, keeping and being succe ajob
Personal@ ment
Com lon Skills

,@ anagement
6 Teamwork

QJ Interpersonal Skills
\%Q Leadership

Mastering Interview Skills
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Personality Development module

Personal development is all about having the right
attitude towards work and the organization yod work
for. Employers look for people who are.keen to
develop and learn.

Personal development is also concerned with how
iIndividuals evolve their working practiees and attitudes
to work. Self-motivation and copfidence are key areas
of personal development asgis“personal appearance
and how others perceive g/on

1) DEFINING NEED OF L\FE

2) The Power of FOEUS

3) AKRASIA andRARADIGMS

4) ESSENCE OF CHANGE

5, JMEANING OF SUCCESS

6) QUALITIES OF A SUCCESSUL
7) MEANING OF AIM

8) WHAT IS PERSONAL
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9) GROOMING AND APPERENCE
10) PERSONAL HYGIENE

11) GOOD MANNERS

12) BODY LANGUAGE Q
13) FACIAL EXPRESSION .\L
14) POSTURE \ y

15) ATTITUDE ®

16) DISCIPLINE %

17) SINCERITY

18) HARDWORK Q\)Q
19) PUNCTUALITY, %
19) CREATIVIT \

10) INTEGRI RALITY

11) SKILLS TO DEVELOP
12 % COMMUNICATION
13) PERSONAL LIFE

14) MANAGEMENT EXPECTATIONS
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Communication skills module

Developing Effective Communication Module contains the following

1

N

2
3)
4
S)

N

N

6
7)

N

Basics of COmmunication- Understanding.and tive
usage and Inportance \‘
Barriers of Communication

®
N
Shannon's COmunication Model &
Types of Communication %
Verbal Communication @
- Written and Email Q
Hearing and Listen

Non-Verbal ation

- Eye C

-Fac% ssion

sture and Body Orientation
- Proximity
- Paralinguistic
- Humor
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8)
9)
10)

11)
12)

1)
2)
3)
4)
5)

- Telephone Etiquites - Very useful for BPO and Customer
Services and Office conversations

Essentials of COmmunication DO's and DONT's
Improve Existing level of Communication & Benéfits

Telephone Etiquites - Very useful for BPO,and _ Customer
Services and Office conversations

Listening Skills

Questioning - Useful in interviewsS\Infgrmation  Gathering,
Adminstrative reporting, Glieat \req@irements gathering.

TIME MANAGEMENT

Management Time

Drawhacks of Time Mismanagement
Secrets of Manageing TIME

Tools Used to Manage TIME

Benefits of Time Management
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TEAMWORK SKILLS

1) What is Team Q®
2) What of Teamwork QJ

°
3) Team Fundamentals \

NN
4) Trouble Shooting Team Issue (b
- Task Issues %®

- Relationship Issues

- Conflict Managem%

Presentation Skills

CON%
\Y

\%‘.teps of Presentation Skills
- Strategy
- Structure
- Presentation Style

- Handling Questions
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Leadershig

1) What is Leadership Skills

2) Qualities of a Leader .\QJ

3) Different Styles of Leadership

4) Leader Vs Manager &

Masterin

QY

1) Objects Qerview

2) atc% ody Language

lcal Questions
4) petency Based Interviews

5) Matching Skills to Requirements

6) Your Answers

BH Edutech , Hyderabad - 500072
bhedutech@gmail.com - 7386889967




7) Qualities Employers Seek
8) Competencies Required by Company

9) Your Questions
10) Interview marking Sheet

11) Interview Rating Scale Q&
12) What creates a Bad Impression \QJ

13) After the Interview ®

®
14) Telephone Interviews (b\
15) Other Types of Interviews ®
16) Psychometric Tests %
17) Preparation is the Key_to ESS

QQ)
6\3\‘
\QZ‘
Q
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