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Course Content

Unit 1:  Introduction to Spreadsheets

▪ Basic concepts of worksheets and workbooks

▪ Implementing File level security

▪ Protecting data

▪ Exchanging data using clip board

▪ Object linking

▪ Working with inbuilt mathematical, statistical, logical, financial functions…..



Unit 2: Data Analysis in Spreadsheets

● Consolidating worksheets and workbooks

● Choosing charts and plotting graphs

● Creating sparkline graphics

● Pivot tables – creating , modifying, Producing reports, creating charts

● Calculated field and calculated items

● Recording and execution of macros



Unit 3: Word Processing

● Formatting techniques

● Working with tables

● Create newspaper columns, book marks, Cross referencing

● Adding hyperlinks

● Checking grammar and style

● Converting text to table and vice versa

● Table math

● Linking and embedding



Unit 4: Databases
● Introduction to Database development
● Creating tables, working with fields
● Assigning field properties
● Setting primary keys
● Record manipulating, sorting and filtering
● Creating  query by design and wizard; multitable
● Using operators and expressions
● Working with forms
● Understanding property sheets
● Creating basic reports and sub reports; placing

controls on reports



   Creative writing - SEC

Credit distribution
Lectures- 0
Practicals - 2     

DEPARTMENT OF ENGLISH



WHY CREATIVE WRITING?

Are you an aspiring poet or blogger? Want an internship as content
writer or an advertiser? Want to tell your own story? Most importantly:
Do you hesitate to share your original compositions?

The answer lies in this Creative Writing course as it paves way for
your strategic progress. It will assist you to hone your writing skills
and enhance your creative faculty. Apart from equipping you with
the right tools to write in di�erent genres (poetry, novels, film or
television scripts), it will help you to develop a writing style which you
can be implemented in di�erent fields like Journalism, Media,
Publishing, Screenwriting and Advertisement.



SYLLABUS

The Skill Enhancement Course (SEC) on Creative Writing is divided into
three units:

1. The Art and Craft of Creative Writing
2. Processes of Creative Writing
3. Writing and Publishing

Assessment
● I.A. - 25
● Practical- 25
● Semester end- 50

Tap on the link for syllabus: http://www.du.ac.in/uploads/new-web/21092022_SEC.
pdf



LEARNING OBJECTIVES AND OUTCOMES

Objectives:

● Inculcate practical skills in students by mapping their creative talent
● Perform hands-on activities to develop the creative skills of students

Outcomes:

● Students will become sensitive to the texture of literary language
● Students will be better able to venture into publishing and pursue

versatile career opportunities
● Students will be able to express themselves creatively through poetry,

prose, and theatre



Digital Marketing
Skill Enhancement course

DEPARTMENT OF COMMERCE AND BUSINESS ECONOMICS









SKILL ENHANCEMENT COURSE

FINANCE FOR EVERYONE

DEPARTMENT OF COMMERCE
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PAPER OUTLINE
●  The syllabus consists of 5 Units.
     Unit 1 : Introduction,Financial Planning & Budgeting

     •Meaning,Importance &Scope of Financial Literacy
     •Various Financial Institutions
     •Types of Budgets, Budget surplus & deficit
Unit 2:Banking Services
      • Banking products and services
      • Types of Bank deposit Account
      • Debit Cards {ATM Cards) and Credit Card,
         Security and precautions against & online frauds



PAPER OUTLINE
Unit 3 : Financial Services from Indian Post Office
      • Post office Savings Schemes
      • International Money Transfer Services
      • NSC,PPF, Senior Citizen Saving Scheme

Unit 4 : Insurance Services
  • Life Insurance Policies
  • Types of Life Insurance Policies
  •Postal Life Insurance & Rural Postal Life
    Insurance



PAPER OUTLINE
Unit 5: Stock Markets—Basic Concepts
      • Terms used in Stock Markets: SENSEX,NIFTY
         IPO,FPO, OFS
      • DEMAT, Bonus Share, Preference Share,
         Debentures, Stock Split, Equity Shares
         Buy Back of Shares, Primary Market
         & Secondary Market
       • Mutual Fund and Various Schemes of
         Mutual Fund
       • Call Option & Put Option, Derivatives
       • Blue Chip & Defensive Stock



LEARNING OUTCOME

The Learning Outcomes of this course are as follows:
● After studying this course, students will be able to understand

the importance of Financial Literacy and the institutions
Providing financial services.

● After studying this course, students will be able to choose
instruments for investment in shares.

● After studying this course, students will be able to plan for life
insurance and property insurance.

● After studying this course, students will be able to open, avail
and manage services offered by Post offices.

● After studying this course, students will be able to open, avail
and manage services offered by Banks.

● After studying this course, students will be able to Prepare a
financial plan & Budget .



Examination Scheme

Total Marks : 100 Marks
Internal Assessment : 25 Marks
Practical Exam(Internal) : 25 Marks
End Semester University Exam : 50 Marks

The Internal Assessment for the course may include
Class Participation, Assignment, Class Tests,
Projects, Field work, Presentation, amongst others
as decided by the Faculty



Skill Enhancement Course

Personality Development
and

Communication

APPLIED PSYCHOLOGY
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The aim of the paper is to help students to:

a) Develop interpersonal and effective communication skills

b) Develop problem solving skills and understand its influence on behavior and

attitudes of individuals

Learning Outcomes

After doing this course students will be able to do understand -

a) The importance of oral and written communication in day-to-day working of the

organization

b) Interpersonal skills and problem solving

c) The role of body language in effective communication



Unit 1:Introducation , need for communication, Process of communication, written

and verbal Communication, Visual Communication, Signs, Signals and Symbols,

Silence as a mode of Communication, Inter-cultural, Intra-cultural, Cross cultural

and International Communication, Communication through Questionnaires,

Business Letter Writing, Electronic Communication.

Unit 2: Business cases and Presentations, Letters within the Organizations, Letters

from Top Management, Circulars and Memos, Business Presentations to Customers

and other stakeholders, presenting a Positive Image through Verbal and Non-verbal

Cues, Preparing and Delivering the Presentations, Use of Audio-visual aids, Report

Writing.



Unit 3: Barriers to Communication, Improving Communication Skills, Preparation of

Promotional Material, Non-verbal communication, Body Language, Postures and

gestures, Value of time, Organizational body language, Importance of listening,

Emotional Intelligence. Working individually and in a Team, Leadership skills,

Leadership Lessons, Team building, Feedback, Feed forward Interpersonal skills-

Delegation, Humour, Trust, Expectations, Values, Status, Compatibility and their

role in building team- work Conflict Management.

Unit 4: Negotiation Skills, Types of Negotiation, Negotiation Strategies, Selling skills-

to customers, Superiors, peer groups, team mates, and subordinates, Conceptual

Selling, Strategic Selling, Selling skills –Body language.





POLITICAL LEADERSHIP AND
COMMUNICATION

Course Objective
● To understand the cross-cutting multi-disciplinary linkage of the subject.
● To gain a basic understanding of specific concepts and critical review of

political communication and election campaign studies.
● To be able to construct a linkage between political communication and

leadership.
● To learn conceptual frameworks and qualitative research skills for the

analysis of modes and techniques of political communication and
leadership.

Course Learning Outcomes
On successful completion of the course, students would be able to:

● have a professional/career oriented insight by facilitating their journey
as media managers, policy makers, political analysts, journalists, and
public relation officers in government agencies, political parties and
higher education.



POLITICAL LEADERSHIP AND
COMMUNICATION

Syllabus

• Unit I: Explaining Political Communication
� Meaning, Nature and Scope
� Evolution and Transformation

● Unit II: Exploring Leadership
� Themes, Theories and Typologies
� Participation and Performance

● Unit III: Expanding Political Communication and Leadership: Orientation
and Action

� Developing Communication and Leadership through Research
� Strengthening Techniques of  Communication and Leadership



POLITICAL LEADERSHIP AND
COMMUNICATION

Syllabus

• Unit IV: Extending Political Communication and Leadership: Research Issues
and Challenges

� Researching Communication and Leadership through Survey: Opinion Poll,
Exit Poll

� Examining Contemporary Issues and Challenges in Communication and
Leadership

● Unit V: Executing Political Communication and Leadership: Empirical and
Professional Implications

� Psephology as an Art and Vocation

� Exploring Career Options



POLITICAL LEADERSHIP AND
COMMUNICATION

Course Credits – 2
Lecture – 1
Practical – 1

Examination Scheme and Mode
Total Marks – 100

Internal Assessment – 25

Practical Exam (Internal) – 25

End Semester University Exam - 50
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Name of the paper: Prospecting E-Waste For
Sustainability  (SEC)

      Department : Physics, Botany and
Political Science



SEC: Prospecting E-Waste for Sustainability
� Total credits: 2

� The course consists of practical (4 periods per

week)

� Analyzation of environmental impacts of E-waste.

� Learning of Sustainable Management of e-waste

� Role of national and international regulations on e-

waste management.

� Understanding of methods of handling e-waste

management at different stages.

� Holistic view on recycling, treatment and disposal and

related legislative rules



Course Contents

SYLLABUS
INCLUDES

❖  Identification and segregations of various types
of e-waste.

❖  Dismantling and handling process.

❖  Environment protection laws on e-waste
management.

❖  Understanding of regulatory mechanisms on e-
waste management.

❖  E-waste handling in metro cities.

❖ Inventory of the e-waste disposal mechanisms.

❖  Study of evolution of e-waste management
rules.

❖  Study of international laws.



https://d3i71xaburhd42.cloudfront.



Department : Political Science
SEC –B.A(H) – Semester I

Paper Name:
Prospecting E-Waste For

Sustainability



Course  Objectives

The Learning Objectives of this course are as
follows:

● To provide in-depth knowledge on the
effective mechanisms to regulate the
generation, collection, and storage of e-waste.

● To gain insights into the internationally/
nationally acceptable methods of transport,
import, and export of e-waste within and
between countries.

● To develop a holistic view on recycling,
treatment, and disposal of e-waste and related
legislative rules.



Course Learning Outcomes

The Learning Outcomes of this course are as follows:

● After studying this course, students will be able to
holistically analyze the environmental impacts of e-waste.

● After studying this course, students will be able to apply the
skills and various concepts for sustainable management of
e-waste.

● After studying this course, students will be able to decipher
the role of various national and international regulations for
e-waste management.

● After studying this course, students will be able to provide
specific recommendations for improved methods for
handling e-waste at different stages such as generation,
collection, storage, transport, and recycling.



Syllabus



Assessment

Internal Assessment + University Examination = 100
(25) + (75) =

100



SEC - Public Speaking in
English Language and

Leadership

Department of English

Credit Distribution:
Lecture  0
Practical  2



Learning Objectives and Outcomes

Objectives

● To impart leadership skills along with adequate communication skills
● To create leaders with ethics and resilience in industry-based fields as well as social fields

Outcome

● Students will become effective communicators with leadership skills

● Students will be responsible citizens and employ their newly-gained skills in their future
endeavours

● Students will strengthen their critical mindset and present constructive viewpoints



Syllabus

Unit 1
Introduction to Effective Communication

Unit 2
Public speaking and how to write public speech

Unit 3
Leadership Skills and execution of public speech

Unit 4
Ethics in Public Speaking and Mock parliaments

Tap on the link for syllabus: http://www.du.ac.in/uploads/new-web/21092022_SEC.pdf



Assessment

● Internal Assessment : 25 marks

● Practical Examination : 25 marks

● End Semester Examination : 50 marks

I.A. may include Class participation, Assignments, Projects, Field Work,
Presentations etc.



SEC - Visual Culture and
Photography

Department of History
Objectives

To appreciate and express the cultural significance of photography as visual art and understand
its evolution and purposes.



Learning Outcomes

● Students will be able to acquire knowledge of the cultural and historical
importance of the visual medium.

● Students will be able to develop a thorough knowledge of concepts and
skills in creating photographs.

● Students will be able to develop a craftsmanship in creating
aesthetically creative photographs.

● Students will be able to learn to identify and analyse semiotics in
photographs.



Syllabus

● I. Historical Background and Basics of Visual Communication- A brief
history of the Visua Arts in relation to Culture

● II. Theories of Visual Communication:  emphasis on theory, semiotics
and the study of signs.

● III. Photographs of Visual Communication: skills to learn camera and
lighting skills

● IV. Camera, Compositions and Accessories-skills about camera
accessories



Learning of Practical skills

● Visual storytelling

● Writing captions

● Fundamentals of Design

● Basic shots

● Camera lenses and accessories

● Photo-features

● Basics of photojournalism

● Electronic flash and artificial lights



कौशल संव��न पा��म
Skill Enhancement

Course (SEC)
in Hindi

रचना�मक लेखन
�ह�द� �वभाग



रचना�मक लेखन

● रचना�मक लेखन का सीधा अथ� है अपने �ान के आधार पर �कसी भी नयी चीज क� रचना
करना।

● हम जो �फ�म देखते ह� �या वो  ऐसे ही बन गई है �या ? �कसी ने उसक� रचना क� होगी,जो
�क उसने खुद क� क�पना श�� से क� होगी या उसने अपने यथाथ� म� देखते �ए उस कहानी
को �लखा होगा।

● ऐसे ही हम कई �कार क� �कताब� अलग-अलग लेखक� ने �लखी है। आ�खर यह पु�तके ऐसे
ही तो तैयार नह� �ई होगी, �कसी ने तो उनक� रचना क� होगी और यही रचना�मक लेख है।



रचना�मक लेखन…

● रचना�मक लेखन से हम� कह� न कह�  आव�यकता ज�र पड़ती है। इस पेपर म� रचना�मक
लेखन, कैसे कर�? इसका �व�प �या है? इसक� �वशेषताए ं�या है?

● �व�भ� �वधा� जैसे -क�वता, कहानी, नाटक , �नबंध, सं�मरण,आ�मकथा, या�ावृतांत,
�रपोता�ज, �ं�य आ�द म� कैसे रचना�मक लेख �लखने म� �स�ह�त ह�? इससे स�ब��त बात�
पर यह पेपर के���त ह�।



�ावहा�रक पहलू

● रचना�मक लेख �लखने से आप ��ए�टव ��� बन सकते ह� । य�द �लखने का शौक है, आप
एक अ�े और लेखक बन सकते ह�। कंट�ट राइ�ट�ग को भी कै�रयर के �प म� चुना जा सकता
है। लोगो के सामने अलग-अलग कंट�ट क� ��तु�त- वी�डयो, कहा�नयां, ऑ�डयो देकर उनका
मनोरंजन �कया जा सकता है।

● वत�मान म� ���ट मा�यम और इले��ो�नक मा�यम के �लए कंट�ट लेखक के �प म� ब�त
अ�धक अवसर उपल� है।



THANK YOU
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