ST.JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM

| SEMESTER LIFE SKILL COURSE Time: 2Hrs/week
BCA 1001 (2) BASIC COMPUTER APPLICATIONS Marks: 50
(w.e.f:2020-2021-20AH’) SYLLABUS

Course Learning Outcomes:
After successful completion of the course, student will be able to:

1. Demonstrate basic understanding of computer hardware andsoftware.

2. Apply skills and concepts for basic use of acomputer.

3. Identify appropriate tool of MS office to prepare basic documents, charts, spreadsheets
andpresentations.

4. Create personal, academic and business documents using MSoffice.

Create spreadsheets, charts andpresentations.

6. Analyze data using charts and spreadsheets.
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Unit-1: (08 hrs)

Basics of Computers: Definition of a Computer - Characteristics of computers, Applications of
Computers — Block Diagram of a Digital Computer — 1/0 Devices, hardware, software human ware,
application software, system software, Memories - Primary, Auxiliary and CacheMemory.

MS Windows — Desktop, Recycle bin, My Computer, Documents, Pictures, Music, Videos,
Task Bar, Control Panel.

Unit-11: (08 hrs)

MS-Word : Features of MS-Word - MS-Word Window Components - Creating, Editing, Formatting
and Printing of Documents — Headers and Footers — Insert/Draw Tables, Table Auto format — Page
Borders and Shading — Inserting Symbols, Shapes, Word Art, Page Numbers, Mail Merge.

Unit-111: (10 hrs)

MS-Excel : Overview of Excel features — Creating a new worksheet, Selecting cells, Entering and
editing Text, Numbers, Inserting Rows/Columns —Changing column widths and row heights,
Formulae, Referencing cells , Changing font sizes and colors, Insertion of Charts, Auto fill, Sort.

MS-PowerPoint: Features of PowerPoint — Creating a Presentation - Inserting and Deleting Slides in
a Presentation — Adding Clip Art/Pictures -Inserting Other Objects, Audio, Video - Resizing and
scaling of an Object — Slide Transition — Custom Animation.

RECOMMENDED CO-CURRICULAR ACTIVITIES: (04 hrs)

(Co-curricular activities shall not promote copying from textbook or from others work and shall
encourage self/independent and group learning)

1. Assignments (in writing and doing forms on the aspects of syllabus content andoutside
a. the syllabus content. Shall be individual andchallenging)

2. Student seminars (on topics of the syllabus and related aspects (individualactivity))

3. Quiz, GroupDiscussion

4. Solving MCQ’s availableonline.



5. Suggested student hands onactivities:
e Create two folders, Rename the folder, create two files each using notepad and paint, move
the files from one folder to another folder, delete a file you have created, copy and paste
text withinnotepad.

e Create a letter head for your college with watermark, your resume, visiting card, brochure
for your college activity, organization chart for your college, any advertisement, Prepare
your Class timetable.

e Prepare your mark sheet, Prepare your class time table, Prepare a salary bill for an
organization, Sort the bill as per the alphabetical order of the names, Get online weather
data and analyze it with variouscharts.

e Create a PowerPoint presentation for a studentseminar.

REFERENCE BOOKS:

1. Working in Microsoft Office — Ron Mansfield -TMH.
2. MS Office 2007 in a Nutshell —Sanjay Saxena — Vikas PublishingHouse.
3. Excel 2020 in easy steps-Michael Price — TMHpublications



ST.JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM

| SEMESTER LIFE SKILL COURSE Time: 2Hrs/week
ED 1001 (2) ENTREPRENEURSHIP DEVELOPMENT Marks: 50
(w.e.f:2020-2021-20AH’) SYLLABUS

Course Objective: A Generic Course that is intended to inculcate an integrated personal Life Skill to
the student.

Learning Outcomes:

After successful completion of the course the student will be able to;

» Understand the concept of Entrepreneurship, its applications and scope.

» Know various types of financial institutions that help the business at Central, State and
Local Level

» Understand Central and State Government policies, Aware of various tax
incentives, concessions

» Applies the knowledge for generating a broad idea for a starting an enterprise/startup

» Understand the content for preparing a Project Report for a start up and differentiate
between financial, technical analysis and business feasibility.

Svllabus:

Unit-1: Entrepreneur ship: Definition and Concept of entrepreneurship - Entrepreneur Characteristics
— Classification of Entrepreneurs —Role of Entrepreneurship in Economic Development—Start-ups.

Unit-11: Idea Generation and Project Formulation: Ideas in Entrepreneurships — Sources of New
Ideas — Techniques for Generating Ideas — Preparation of Project Report —Contents; Guidelines for
Report preparation — Project Appraisal Techniques —Economic Analysis-Financial Analysis-Market Analysis.

Unit-111: Institutions Supporting and Taxation Benefits: Central level Institutions: NABARD;
SIDBI,— State Level Institutions —DICs — SFC - Government Policy for MSMEs - Tax Incentives and
Concessions.

Reference Books:

Arya Kumar, Entrepreneurship, Pearson, Delhi

Poornima MCH, Entrepreneurship Development —Small Business Enterprises, Pearson, Delhi
Sangeetha Sharma, Entrepreneurship Development, PHI Learning

Kanishka Bedi, Management and Entrepreneurship, Oxford University Press, Delhi

Anil Kumar, S., ET.al., Entrepreneurship Development, New Age International Publishers, New Delhi
Khanka, SS, Entrepreneurship Development, S. Chand, New Delhi

Peter F. Drucker, Innovation and Entrepreneur ship

A.Sahay, M. S. Chhikara, New Vistas of Entrepreneurship: Challenges & Opportunities

Dr B E V L Naidu, Entrepreneurship. Seven Hills Publishers
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Suggested Co-Curricular Activities(As far as possible)

Group Discussion

Debate

Seminar

Visit to an SSI and preparing of an outlineReport

Invited Lecture by a Bank Employee on the Bank Support to a Start Up.
Chart showing tax concessions to SSI, MSME both direct and indirect.
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Model Question Paper Format
Time: 1 1/2 hrs (90 Minutes)

Max. Marks: 50Time: 1 1/2 hrs (90 Minutes
Section -A(Total: 4x5=20 Marks)

(Answer any four questions. Each answer carries 5 marks
(Total 8 questions. At least 1 question should be given from each Unit)
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Section-B

(Total: 3x10 = 30 Marks) (Answer any three questions. Each answer carries 10 marks
(Total five questions. At least 1 question should be given from each Unit)
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Subject Committee Members
ProfM.Venkateswarlu
Dept. of Commerce, S V University, Tirupathi
Dr D Jayarama Reddy
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Vetted by:
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ST.JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM

| SEMESTER LIFE SKILL COURSE Time: 2Hrs/week
HVPE 1001 (2) HUMAN VALUES AND PROFESSIONAL ETHICS Marks: 50
(w.e.f:2020-2021-20AH’) SYLLABUS

Learning Outcomes:

On completion of this course, the UG students will be able to

v"Understand the significance of value inputs in a classroom and start applying them in
their life and profession

v Distinguish between values and skills, happiness and accumulation of physical
facilities, the Self and the Body, Intention and Competence of an individual, etc.

v Understand the value of harmonious relationship based on trust and respect in their life
and profession

v"Understand the role of a human being in ensuring harmony in society and nature.

v Distinguish between ethical and unethical practices and start working out the strategy to
actualize a harmonious environment wherever they work.

UNIT: 1 Introduction — Definition, Importance, Process & Classifications of Value
Education

+« Understanding the need, basic guidelines, content and process for Value Education
¢+ Understanding the thought provoking issues; need for Values in our daily life
¢+ Choices making — Choosing, Cherishing &Acting

% Classification of Value Education: understanding Personal Values, Social Values,
Moral Values & Spiritual Values.
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UNIT: 2 Harmony in the Family — Understanding Values in Human Relationships

v" Understanding harmony in the Family- the basic unit of human interaction

v Understanding the set of proposals to verify the Harmony in the Family;

v" Trust (Vishwas) and Respect (Samman) as the foundational values of relationship

v’ Present Scenario: Differentiation (Disrespect) in relationships on the basis of body,
physical facilities, or beliefs.

v" Understanding the Problems faced due to differentiation in Relationships

v Understanding the harmony in the society (society being an extension of
family): Samadhan, Samridhi, Abhay, Sah-astitvaas comprehensive Human Goals

v Visualizing a universal harmonious order in society- Undivided Society
(AkhandSamaj), Universal Order (Sarvabhaum Vyawastha)- from family to world
family.

UNIT: 3Professional Ethics in Education

v Understanding about Professional Integrity, Respect & Equality, Privacy, Building
Trusting Relationships.

v' Understanding the concepts; Positive co-operation, Respecting the competence of other
professions.

v" Understanding about Taking initiative and Promoting the culture of openness.

v" Depicting Loyalty towards Goals and objectives.



Text Books:

R R Gaur, R Sangal, G P Bagaria, 2009, A Foundation Course in Human Values and
Professional Ethics.

Bhatia, R. & Bhatia, A (2015) Role of Ethical Values in Indian Higher Education.
References:
= lvan lllich, 1974, Energy & Equity, The Trinity Press, Worcester, and Harper Collins, U

= E.F. Schumacher, 1973, Small is Beautiful: a study of economics as if people mattered,
Blond & Briggs, Britain.

= Sussan George, 1976, How the Other Half Dies, Penguin Press. Reprinted 1986,
1991

= Donella H. Meadows, Dennis L. Meadows, Jorgen Randers, William W. Behrens I,
1972, Limits to Growth — Club of Rome’s report, Universe Books.

= A Nagraj, 1998, Jeevan Vidya EkParichay, Divya Path Sansthan, Amarkantak.
= P L Dhar, RR Gaur, 1990, Science and Humanism, Commonwealth Publishers.

= A N Tripathy, 2003, Human Values, New Age International Publishers.

Mode of Evaluation:

Assignment/ Seminar/Continuous Assessment Test/Semester End Exam.

Co curricular Activities:

1. Visit to an Old Age Home and spending with the inmates for a day.
2. Conduct of Group Discussions on the topics related to the syllabus.
3. Participation in community service activities.

4. Working with a NGO like Rotary Club or Lions International, etc.
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ST. JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM

| SEMESTER SKILL DEVELOPMENT COURSE Time: 2Hrs/week
EA 1001 (2) ELECTRICAL APPLIANCES Marks: 50
(w.e.f: 2020-2021-20AH’) SYLLABUS

Learning Outcomes:
By successful completion of the course, students will be able to:
Acquire necessary skills/hand on experience/ working knowledge on multi meters, galvanometers,
ammeters, voltmeters, ac/dc generators, motors, transformers, single phase and three phase connections,
basics of electrical wiring with electrical protection devices.
Understand the working principles of different household domestic appliances.
Check the electrical connections at house-hold but will also learn the skill to repair the electrical
appliances for the general troubleshoots and wiring faults.

SYLLABUS:

UNIT-I (6 hrs)

Voltage, Current, Resistance, Capacitance, Inductance, Electrical conductors and Insulators, Ohm's
law, Series and parallel combinations of resistors, Galvanometer, Ammeter, VVoltmeter, Multi meter,
Transformers, Electrical energy, Power, Kilowatt hour (kWh), consumption of electrical power

UNIT-II (10hrs)

Direct current and alternating current, RMS and peak values, Power factor, Single phase and three
phase connections , Basics of House wiring , Star and delta connection , Electric shock, First aid for
electric shock, Overloading , Earthing and its necessity, Short circuiting , Fuses , MCB , ELCB,
Insulation, Inverter, UPS

UNIT-I11 (10hrs)

Principles of working, parts and servicing of Electric fan, Electric Iron box, Water heater; Induction
heater, Microwave oven; Refrigerator, Concept of illumination, Electric bulbs, CFL, LED lights,
Energy efficiency in electrical appliances, IS codes & IE codes.

Co-curricular Activities (Hands on Exercises): (04 hrs)
[Any four of the following may be taken up]

1 Studying the electrical performance and power consumption of a given number of bulbs
connected in series and parallel circuits.

2. Measuring parameters in combinational DC circuits by applying Ohm’s Law for
different resistor values and voltage sources

Awareness of electrical safety tools and rescue of person in contact with livewire.
4. Checking the specific gravity of lead acid batteries in home UPS and topping-up with
distilled water.
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5. Identifying Phase, Neutral and Earth on power sockets.

6. ldentifying primary and secondary windings and measuring primary and secondary
voltages in various types of transformers.

7. Observing the working of transformer under no-load and full load conditions.

8  Observing the response of inductor and capacitor with DC and AC sources.

9. Observing the connections of elements and identify current flow and voltage drops.

10.  Studying electrical circuit protection using MCBs, ELCBs
11.  Assignments, Model exam etc.

Reference Books:

A Text book on Electrical Technology, B.L.Theraja, S.Chand & Co.,

A Text book on Electrical Technology, A.K.Theraja.

Performance and design of AC machines, M.G.Say,ELBSEdn.,

Handbook of Repair & Maintenance of domestic electronics appliances; BPB Publications
Consumer Electronics, S.P.Bali, Pearson

Domestic Appliances Servicing, K.P.Anwer, Scholar Institute Publications
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MODEL QUESTION PAPER
Max. Marks: 50 Time: 1% hrs (90 Minutes)

SECTION-A (4x5M=20Marks)

Answer any four questions. Each answer carries 5 marks
(At least 1 question should be given from each Unit)
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SECTIONB (3x10M = 30Marks)

Answer any three questions. Each answer carries 10 marks (At
least 1 question should be given from each Unit)
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ST. JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM

| SEMESTER SKILL DEVELOPMENT COURSE Time: 2Hrs/week
IP 1001 (2) INSURANCE PROMOTION Marks: 50
(w.e.f: 2020-2021-20AH’) SYLLABUS

Learning Outcomes:
By successful completion of the course, students will be able to;
1. Understand the field level structure and functioning of insurance sector and it’s role
in protecting the risks
Comprehend pertaining skills and their application for promoting insurance coverage
Prepare better for the Insurance Agent examination conducted by IRDA
4. Plan ‘promoting insurance coverage practice’ as one of the career options.
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SYLLABUS:
Section I: 06 Hrs

Introduction of Insurance - Types of insurances. Growth of Insurance sector in India -
Regulatory mechanism (IRDA) - Its functions

Section I1: 10 Hrs
Life Insurance plans. Health insurance plans. Products and features. Contents of
documents— Sales Promotion methods - Finding prospective customers —Counselling — Helping
customers in filing - Extending post-insurance service to customers.

Section 111 : 10 Hrs
General Insurance - It's products (Motor, Marine, Machinery, Fire, Travel and
Transportation) and features. Contents of documents. Dealing with customers — Explaining
Products to Customers - Promoting Customer loyalty. Maintenance of Records.

Co-curricular Activities Suggested: (4 hrs)
Collection of pamphlets of various insurance forms and procedures
Invited Lectures by Development Officers concerned

Mock practice of selling of insurance products
Preparation of working documents
Assignments, Group discussion, Quiz etc.
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Reference books:
Principles of Insurance, Himalaya publishing House
Principles and Practiceofinsurance, "
Fundamentals of insurance,
Life and General Insurance Management,”
Financial services, Tata McGraw hill
Insurance Principles and Practices, Sultan Chand & Sons

Websites on insurance promotion
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ST. JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM

| SEMESTER SKILL DEVELOPMENT COURSE Time: 2Hrs/week
PN 1001 (2) PLANT NURSERY Marks: 50
(w.e.f: 2020-2021-20AH’) SYLLABUS

Learning Outcomes :

On successful completion of this course students will be able to;

1

2.
3.
4.

Understand the importance of a plant nursery and basic infrastructure to establishit.
Explain the basic material, tools and techniques required for nursery.

Demonstrate expertise related to various practices in anursery.

Comprehend knowledge and skills to get an employment or to become an
entrepreneur in plant nursery sector.

Syllabus:

Unit-1 :Introduction to plant nursery 06 Hrs.

arwbdE

Plant nursery: Definition, importance.

Different types of nurseries —on the basis of duration, plants produced, structure used.
Basic facilities for a nursery; layout and components of a good nursery.

Plant propagation structures in brief.

Bureau of Indian Standards (BIS-2008) related to nursery.

Unit- 2 :Necessities for nursery 09 Hrs.
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Nursery beds — types and precautions to be taken during preparation.

Growing media, nursery tools and implements, and containers for plant nursery, in brief.
Seeds and other vegetative material used to raise nursery. In brief.

Outlines of vegetative propagation techniques to produce planting material.

Sowing methods of seeds and planting material.

Unit-3 :Management of nursery 09 Hrs.
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Seasonal activities and routine operations in anursery.

Nursery management — watering, weeding and nutrients; pests and diseases.
Common possible errors in nursery activities.

Economics of nursery development, pricing and record maintenance.
Online nursery information and sales systems.

Suggested Co-curricular activities (6 Hrs.)
Assignments/Group discussion/Quiz/Model Exam.
Demonstration of nursery bed making.

Demonstration of preparation of media for nursery.

Hands on training on vegetative propagation techniques.

Hands on training on sowing methods of seeds and other material.
Invited lecture cum demonstration by local expert.

Watching videos on routine practices in plant nurseries.

Visit to an agriculture/horticulture /forest nursery.

Case study on establishment and success of a plant nursery.

Suggested text books/reference books :

Ratha Krishnan, M., et.al. (2014) Plant nursery management : Principles and
practices, Central Arid Zone Research Institute (ICAR), Jodhpur, Rjasthan

Kumar, N., (1997) Introduction to Horticulture, Rajalakshmi Publications, Nagercoil.
KumarMuishra, K., N.K. Mishra and Satish Chand (1994) Plant Propagation, John
Wiley & Sons, NewJersey.



ST. JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM

| SEMESTER SKILL DEVELOPMENT COURSE Time: 2Hrs/week
PR 1001 (2) PUBLIC RELATIONS Marks: 50
(w.e.f: 2020-2021-20AH’) SYLLABUS

Course Outcomes:
After successful completion of this course, the student will be able to:

1.
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Understand the historical background and role Public Relations in various areas
Have insight into the use of the technological advancements in Public Relations
Comprehend tools of Public Relations in order to develop the required skills.
Understand the ethical aspects and future of Public Relations in India

Develop writing skills for news papers and creation of Blogs.

Syllabus:

Unit |
06 Hrs

Unit 1l
10 Hrs

Unit 11
10 Hrs

Co-cur
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Public Relations-Meaning, Definition, Nature and Scope, Historical Background,
Technological and Media Revolution and Role in Business, Government, Politics,
NGOs and Industry.

Concepts of Public Relations-Press, Publicity, Lobbying, Propaganda, Advertising,

Sales Promotion and Corporate Marketing Services, Tools of Public Relations-
Press Conferences, Meets, Press Releases, Announcements, Webcasts
Public Relations and Mass Media, Present and future of Public Relations in India,
Ethics of Public Relations and Social Responsibility, Public Relations and Writing-
Printed Literature, Newsletters, Opinion papers and Blogs

ricular Activities Suggested: (04 Hrs)

Invited lecture by local field expert/eminent personality on Public Relations
Visit to Press

Opinion Survey, Media Survey and Feedback

Case Studies

Organising mock press conferences, exhibitions

Assignments, Group discussion, Quiz etc.

Reference Books:

1.
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Brown, Rob, Public Relations and the Social Web, Kogan Page India, New Delhi,
2010.

Cutlipscottetal, Effective Public Relations, London,1995.

Black Sam, Practical Public Relations, Universal Publishers,1994.

S.M.Sardana, Public Relations: Theory and Practice.

J.V.Vilanilam, Public Relations in India: New Tasks and Responsibilities, SAGE
Publications India Pvt Ltd, NewDelhi2011.
Websites on Public relations.



ST. JOSEPH’S COLLEGE FOR WOMEN (AUTONOMOUS) VISAKHAPATNAM
| SEMESTER SKILL DEVELOPMENT COURSE Time: 2Hrs/week
TG 1001 (2) TOURISM GUIDANCE Marks: 50
(w.e.f: 2020-2021-20AH’) SYLLABUS

Learning Outcomes;
By successful completion of the course, students will be able to:
1. Understand the basic tourism aspects
2. Comprehend the requirements, role and responsibilities of profession of a Tourist
Guide
3. Apply the knowledge acquired in managing different groups and guiding in at our
4. Explain basic values related to tourism and heritage

Syllabus:
Unit I: (06 hrs)

Tourism — What is Tourism - Characteristics of Tourist Places — Guidance in Tourism
- Meaning of Guidance — Types of Tour Guidance - Government/Department
Regulations

Unit I1: (10 hrs)
Types of Guides — Characteristics of a Guide - Duties and Responsibilities of a Guide
- The Guiding Techniques —Guide’s personality- Training Institutions — Licence.
Leadership and Social Skills - Presentation and Communication Skills - Working with
different age and linguistic groups - Working under difficult circumstances — Precautions
at the site -Relationship with Fellow Guides and Officials.

Unit 111: (20 hrs)
Guest Relationship Management- Personal and Official - Arrangements to Tourists —
Coordinating transport - VISA/Passport -Accident/Death -Handling Guests with Special
Needs/ Different Abilities —Additional skills required for Special/Adventure Tours -
Knowledge of Local Security and Route Chart — Personal Hygiene and Grooming -
Checklist - Code of Conduct

Co-curricular Activities Suggested: (04 hrs)
1. Assignments, Group discussion, Quiz etc.
2. Invited lecture/training by local tourism operators/expert/guides
3. Visit to local Tourism Department office and a tourist service office
4. Organisation of college level short-duration tours to local tourist sites.

Reference Books:

1. Jagmohan Negi (2006); Travel Agency and Tour Operations, Kanishka
Publishers, NewDelhi
2. Mohinder Chand (2009); Travel Agency and Tour Operations: An Introductory Text,
Anmol Publications Pvt. Limited, New
3. Pat Yale(1995); Business of Tour Operations, Longman Scientific & Technical, New
Delhi
4. Websites on Tourism guidance.



