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express is the
ability to impress.”




Unit I: Employability Skills

Entrepreneurship

1. What Are Employability Skills?

Employability skills are the essential abilities that help a
pers«ongé'ta J6b, keep it, and grow in their career. These e
notJob‘speuflc technical skills, but general qualiti
behavior employers value in the workplace.
B Examples :
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Skills Important?

Employability skills are important because they ar
universal—needed in every job, industry, or caree
path.
3 Here’s why they matter:
%7 Increase Chances of Getting Hired: Employers
often choose candidates who show strong soft skil
over those who only have technical knowledge.
«/ Career Growth: These skills help you perform

tter and grow into leadership roles.
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“Hard skills may get
your foot in the
door, but soft skills
open the rest of the

building?”
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organlze and run a
business e to make a profit.

Importanc

N -
- l

,
”Mﬂwpwi S -

AL — Never glv aS||y ’ e ?
f=otivated — ves in thelr and takes iniﬁ R

——

‘_*_‘




“Social entrepreneurs
don’t just make
money — they make a
difference.”

\

What is Social Entrepreneurship?

Social Entrepreneurship is the process of
building solutions to social, environmental,
or cultural problems while also maintaining
a sustainable business model.

< Focus is on impact first, profit later.

< Uses creativity and business principles to
improve society.

€ Examples of Social Enterprises
«{ SELCO India — Provides solar energ
solutions to rural areas
@ Goonj— Turns urban
rural resources
® Barefoot Colle
become solar €
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jalities, behaviors, and social abi
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Jeople communicat

Y/ Communlcatlon
7/ Teamwork

7 Adaptability

‘ Problem-solving /
Time management Vi
eadership —— -
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ft Skills vs. Hard Skillss R0
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Soft Sk | Hard Skillsh, “Your degree gets
Peoplg /7 - e " Task-oriented ™ _ your foot in the door.
T ey~ Includes technical or Your soft skills open it

Include

f
‘ s e N OB sspecific skills further.”

Difficult to measure \\\\ Easy to'kest or quantify B =
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Resume vs.

Resume L ‘; CV (Curriculum Vitae)
Short (1-2 pages) R L Loh}ﬁhd./d'etéﬂ,gd_,

Focuses on skills and wol

Used for jobs

’ /,'f: e
1.Chronological — List l@f ‘ex|

by date (most recent first) 4 -

¥ Use a resume when
i\ Usea CV for acade

than job history.
Best for: Freshers or those with career
gaps.

3.Combination — Mix of both; highlights
skills + timeline. ¢
Best for: People changing fields or withf&
diverse experience. 7L
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ployer — it must be short, formal, and

3 OX* 18
3 Resume Mists
Avoid

1.X Spelling ¢
grammar errors —

Always proofread!
2.X Too much or -

avant info—Keeg
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Digital & Presentation Skills

How to Plan, Prepare & Deliv o Presen‘tatlons — p— —

WPLAM""‘"

*Know your audience (age, purpose, interest)

Y PREP@BE —

msesstides:-keep textminimak.add yisuals, _#F===

_é’"'*—:"

Digital th'emy' ———————
L S ——— e —

*MS Office (Word, PowerPoint, Excel)
*Email & file Management
D-Creating-Profiles _

:-:the,u;ke yOUVSp,J;.Q;;jZ}'*” e —_—-—-;—;_;é-“jj_' 4;’: 11 rLinkedIn; jabyp rtakls (I|;-e Naukrl com, Indeed)
PTimie your presemtatior-(OMfooTgngh==""f =i= | lKe orbios professiongl:a upélgted Sy
,)7? 3 i Sy r ........
“Maintain t — S — Jowh links,
Use gestures & voicd m dL}]ﬁtion = e AV ) rshar ersonal info 5 e
*End with a summarjor quote *Enabl ctor tlca. .
a? Be smart. cur -Wi
) - 5 - . -
£ “Great presentations inform, inspire, and invo e.”
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Unit lIl: Grammar and Comprehension

Mastering Language

' English Sentences and Phrases

*A sentence expresses a complete thought and contains a subject and a verb.

Example: She is reading a book.

A phrase is a group of words that adds meaning but doesn’t have both subject and verb.
Example: In the morning, under the table.

Q Complex Sentence Analysis
A complexsentence has one main clause and one or more subordinate clauses.

Example: Al h she was tired, she completed her homework.
Structure™ J § Transformations

1.Active to Passive Voice

(3 She writes a letter. > A letter is written by
her.

2.Direct to Indirect Speech

(3 He saia | am busy.” - He said that he

“Mastering grammar is
mastering

communication.”

“



- Paragraph & Story Writing ertl ng Skl I IS

’

*Paragraph Writing:.A group of s
N

focus on a single |dea- ——
£ Structure: Toﬁ.%ntenmpp

sentences + Concluding semn
«=[1 Example top/c ”_Im_g@nc q‘
Management”
*Story Writing=N
characters, setting, plot, conflict, and
resoluhn:;  —— | -

+. Tig: Use a beginning-middle—end
structure.

@ Starter.line: “It was a rai
the unexpec& '
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- Précis M £z W
Length E Viuch shi@iier the
Style Fc 35 your own expressions
Tip ude on Keep the original m€aning intact



3 Formal Writing: Letters & Emails , - — / Structure of a Formal Letter:

*Formal Letter: Used for official communi ?_;\;}:Sender’s Address e
Subject  2.Date

3.Receiver’s Address

4.Subject (one-lfne summary of the purpose)

: ation (Dear Sir/Madam)
.Body.
o: Purpose of the letter
= in Content: Details of
' est/information
. Conclusion: Gratitude or next steps
7.Closing (Yours 'sih'éé’r’_ély/fai_t_lnfu'l,l_y),
8.Name & Signature - S At

e J

- Polite'greeting and closing

Use professional tone .

Keep it short and to the poir '
- .,-,::7

\%

Y Effective Email (

- Subject me& | ecific (e.g., "Request for Internship — B.Sc.
Student") e

N Greeting:\Use “Dear [Name/Sir/Madam]”
4[] Opening Line: State your purpose right away
2 Body: One or two short paragraphs
] Closing Line: Thank them or express exp:
«4[] Sign-off: “Yours sincerely / Regards”
i Signature: Your full name, design
® Maintain proper grammar, avoi
and always proofread before sendit




UNIT IV: Skills for Interviews _
e ® M nterview Tips
=

® Practice with a friend or teacher
"o 18 ito observe b

INess

tervie
ter
n

Traditional

First-level

oom/GoogleMe

5.Group Interview — - < Dress Professionally — Formal, neat,

o and appropriate.
together. SRREPProp

= Carry Essentials — Resume, certific:

on Time —
Ites earl 2 |
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( B, Non-Verbal Communication J
sture: Sit straight, |€2 O S| interest
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Office Manners & Communlcatlon

& Gender-Neutral Behavior ® Communication Etiquette
*Treat everyone with respect, regardless of *Speak clearly and politely.
gender. eListen actively without interrupting. ?
*Use inclusive Ianguage (e.g., “team,” *Use formal gr'_——_" emails and fa€e-to-face
“everyone,” not “guys” or ”Iadles") “e— : conversations. [§ ;é ——
:-°Av0|d stereotypes ar mnptlons based LB b *Avoid slang or.éasual Ianguage in professmnal
. der. 3 settlngs :
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indful of tone and body language.
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List‘n When otherse Interrupt or talk over others

Use ‘lase” and “thank you Use rude or demanding language —

Dress "'ppropriately for the office Wear overly casual or inappw clothes
\Respon'd promptly to emails/messages Delay riplffor ignﬁe*eo pe

Respect persenal space Invade privacy,g

-Be punctual for meetings Arrive late or unprepe



Q Problem-Solving Steps
1.ldentify the problem: Understand what needs to
be solved.

2.Gather information: Collect facts and data
related to the problem.

3.Consider options: Think of possible solutions.
4.Evaluate options: Weigh pros and cons of each
choice.

5.Make a decision: Choose the best solution.
6.Take action: Implement your decision.

7.Review results: Check if the problem is resolved
and learn from the experience.

Decision Making & Financial Literacy

W\ Impgortance of Legal & Financial

erstand your rights and
Sibilities. #
*Make informed decisions about money.

*Avoid common financial mistakes.
*Plan for your futurejco
/ ‘

& Mini Box: Why Every Teen Shotld Know About PF, Tax, Loans

Term

PF (Provident Fund)

Tax

Loans

Why It Matters

A savings scheme for retirement; teaches the importance of
saving early.

Helps you understand deductions, budgeting, and civic
responsibility.

Knowing interest, repayment, and borrowing smartly
prevents debt problems.




€ Key Highlights of All 5 Units

*Unit I: Employability skills and entrepreneurship

empower career growth and innovation.

*Unit ll: Soft skills and presentation skills enhance
‘your professional image and digital literacy.
_+Unit lll: Master grammar, comprehension, and

formal writing for clear communication.

*Unit IV: Prepare effectively for interviews, group
“discussions, and use confident body language.
~*Unit V: PEich_g'cagwﬁorkplace etiquette and develop
flecision-mii:(iﬂg & financial literacy skills.

et— — — -

f .q.i'u.'

i Summary Slide

B .

“Communication + Skills =
Career Wings” =
=







