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 RAMAKRISHNA MISSION VIDYAMANDIRA (BOSE HOUSE CAMPUS) 

 

PROGRAMME FRAMEWORK 

Name of the course Employment Enhancement Programme 

Aims & Objectives 

• To make the students confident of Reading/ Listening/ Speaking/ 

Writing in English impeccably and with utmost enthusiasm. 

• To familiarize the students with different styles of communication. 

• To enlighten the students with the 7 concepts of communication. 

• To make the students understand the barriers of communication. 

• To train the students and make them comprehend various aspects of 

interview skills. 

To provide comprehensive training on advanced features and functionalities 

of Excel, enabling participants to solve intricate business problems 

effectively. The objective of this course is to enable participants to create 

dynamic and interactive dashboards for data visualization and reporting 

purposes. 

Applied aspects 

In today’s globalized world, education and world of work have become 

increasingly diverse and inclusive. This has led to an increased need for 

effective communication across different languages and cultures. Language in 

practice is an applied field that helps us to better understand how languages 

works in different contexts 

• The market-driven utilitarian functions (global communication, career opportunities, 

mobility) 

• The welfare-driven social function (English as a source for Indian languages) 

• The ideology-driven identity projection function (translating and projecting India so that 

English becomes a ‘window on India’). 

The Advanced Excel Course explores deep into the practical applications of 

Excel beyond the basics, focusing on equipping participants with the skills 

needed to excel in various professional domains. Here's the significant applied 

aspects covered in such a course. 

Connect with the 

contemporary 

knowledge system 

Developing one’s communication skills can help all aspects of its user’s life 

and living, from the professional life to social life and everything in between. 

Contemporary knowledge system encompasses the fundamental knowledge, 

Science, Engineering and Technology, Humanities and Social Sciences 

through a structured classification. NEP 2020 has emphasized the importance 

of integrating Indian Knowledge System (IKS) and Indian Language System 

(ILS) in Indian Education. Language in practice, i.e., communicative 

competence will play a pivotal role in the days to come. Language across 

curriculum, language across disciplines will be an open access in this respect. 

In today's rapidly evolving technological landscape, staying connected with 

contemporary knowledge systems is crucial for mastering advanced Excel 

skills. Here's how you can ensure you're aligned with the latest developments. 
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CURRICULUM 

TOTAL CREDIT : 10 FULL MARKS : 100 

EACH CREDIT : 15 HOURS COMPREHENSIVE ASSESSMENT : 20 

COURSE DURATION : 6 MONTHS PERIODIC ASSESSMENT: 80 

 

  COURSE CONTENT HOURS 

UNIT 1  GRAMMAR & USE OF THE GRAMMATICAL TOOLS 

 12 

Module 

I 

Basic grammar, prescriptive/descriptive approach, grammar, acceptance, 

communication, contextual grammar, spoken and written grammar 

Module 

II 

An exercise in using different grammatical structures in the subject. 

Determining the use of the above grammatical tools forms various texts 

such as newspapers, poems, stories, etc. 

Module 

III 

Words and phrases used for conversation, comment, question, order, 

suggestion, rejection, possibility, ability, satisfaction, commitments, etc. 

Module 

IV 

TENSE  ,  Subject Verb Agreement  , Voice , Antonyms Synonyms  ,. 

Prefix and Suffix ,  Parts of Speech Narration  ,  Writing on a given Topic  

UNIT 2 PUBLIC SPEAKING & GROUP DISCUSSION 

 12 

Module 

I 

• Definition and Purpose 

• Operation: 

• Instructions 

Module 

II 

• Useful sentences for introduction and conclusion 

• Watch the crowd 

• The role of accent, tone, 

Module 

III 

• Body language 

• Genres: speech, rhetoric, improvisation, debate, etc. 

• Personality traits were tested. 

• Combat general anxiety and nervousness on stage 

Module 

IV 

• Take responsibility for GD 

• How to kesep GD happy 

• Body language during GD 

• Types 

• GD personality traits tested 

• Mock DGs  

 

UNIT 3  JOB TRAINING & PRESENTATION SKILLS 

12  Module 

I 

• Listening, reading, and language comprehension/telephone 

• skills (oral communication and listening exercises) 
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• Interview 

Module 

II 

• Specific activities in writing skills. 

• Write a business letter 

• Write log 

• Circular 

• Writing Application for Jobs. 

• Write a resume 

Module 

III 

• View planning and structure 

• Tricks to relate to audiences and different types of audiences. 

• Effective use of Chalk & Talk, OHP, LCD, and PowerPoint. 

DIGITAL SKILL 

UNIT 4 
Excel Introduction , Formatting and Proofing & Mathematical 

Functions

 12 

Module 

I 

• An overview of the screen, navigation and basic spread sheet concepts 

• Various selection techniques 

• Shortcut Keys 

• Using Functions – Sum, Average, Max,Min, Count, Counta 

Module 

II 

• Currency Format 

• Formatting Dates 

• Custom and Special Formats 

• Formatting Cells with Number formats, Font formats, Alignment, 

Borders, etc 

• Basic conditional formatting 

Module 

III 

• SumIf, SumIfs , CountIf, CountIfs Average , If, AverageIfs, Nested 

IF, IFERROR Statement, AND, OR, NOT 

• Today, Now 

• Day, Month, Year 

• Date, Date if, Date Add 

• EO Month, Weekday 

UNIT 5 
Advanced Paste Special Techniques , Sorting and Filtering & Data 

Validation 

12  
Module 

I 

• Paste Formulas, Paste Formats 

• Paste Validations 

• Transpose Tables 

• Filtering on Text, Numbers & Colors 

• Sorting Options 

• Setting Up Print Area 

• Customizing Headers & Footers 

• Designing the structure of a template 
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Module 

II 

• Number, Date & Time Validation 

• Text and List Validation 

• Custom validations based on formula for a cell 

• Dynamic Dropdown List Creation using Data Validation – 

Dependency List 

UNIT 6 LOOKUP FUNCTIONS  & PIVOT TABLES 

12  

Module 

I 

 

• Vlookup / HLookup 

• Index and Match 

• Creating Smooth User Interface Using Lookup 

• Nested VLookup 

•  Reverse Lookup using Choose Function 

• Worksheet linking using Indirect 

Module 

II 

• Creating Simple Pivot Tables 

•  Basic and Advanced Value Field Setting 

•  Classic Pivot table 

• Choosing Field 

• Filtering PivotTables 

• Modifying PivotTable Data 

• Grouping based on numbers and Dates 

• Calculated Field & Calculated Items 

•  Arrays Functions 

• What are the Array Formulas, Use of the Array Formulas? 

• Basic Examples of Arrays (Using ctrl+shift+enter). 

• Array with if, len and mid functions formulas. 

• Array with Lookup functions. 

• Advanced Use of formulas with Array. 

 

SUGGESTED READINGS 

• Learning Microsoft Excel from Basic to Advanced Kindle Edition - Karl Brian 

• A Practical Guide to Mastering Excel 1st ed. Edition, Kindle Edition  

• A practical book of communication Skills — Meenu Pandey   

• Teaching English as Communication — H. G. Widdowson  
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ASSESSMENT 

COMPREHENSIVE ASSESSMENT (20) PERIODIC ASSESSMENT (80)                                                                       

● Project Work  

● Term Paper  

● Essay Writing  

● Inter forum Debate  

● Extempore  

● Quiz                                               

  

Theory : 50 
 

● CBT Evaluation  

● Online Test  

● Objective Test  

● Class Assignment  

● Home Assignment 

● Paper Presentation 

                                                                       

 

Viva-voce : 20  

 
● Oral Exam   

● Group Discussion   

● Role Play  

● Quiz     

                                                                                             

Class Performance : 10                                                                                       

 

ELIGIBILITY CRITERIA  

• Academic Qualification: Qualified H.S. or equivalent level of examination 

• Age: No bar 

• Gender: No bar 

 

PROGRAMME DETAILS  

• Duration of  the Course: 6 Months 

• Total Hours: 150 

• Mode of Instruction: Offline 

• Medium of Instruction: Bengali & English 

• 75% attendance in the classes is mandatory 

• At the end of the course, all the participants will be given certificates by Swami 

Vivekananda Research Centre (SVRC), Ramakrishna Mission Vidyamandira. 

• During the conductance of the course the decision of the college authority is final. 





https://rkmvmbosehouse.com/
https://www.youtube.com/channel/UCVAf8cDvCR9OLVCdyrQb7jg
https://www.facebook.com/profile.php?id=61554735807949
https://rkmvmbosehouse.com/courses





