
 

Jaipur Engineering college and research 

centre, Shri Ram ki Nangal, via Sitapura 

RIICO Jaipur- 302 022. 

 

Academic year- 

2024-2025 

 

 

 

 

Jaipur Engineering College and Research Centre, Jaipur. 

Department of Electrical Engineering 

 

 

Faculty Development Program 

on 

Employability Skill Development Program 

(6 Days) 

Introduced by JSW MG Motor India Pvt. Ltd.,  

under MG Nurture initiative from 2nd  to 7th  Sept’24. 

 

 

 

 

 



 

Jaipur Engineering college and research 

centre, Shri Ram ki Nangal, via Sitapura 

RIICO Jaipur- 302 022. 

 

Academic year- 

2024-2025 

 

 

Index 

S.No Content 

1 Purchase order 

2 Training Schedule 

3 Detailed Report 

4 Certificate 

5 Photographs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Jaipur Engineering college and research 

centre, Shri Ram ki Nangal, via Sitapura 

RIICO Jaipur- 302 022. 

 

Academic year- 

2024-2025 

 

Purchase Order 

 



 

Jaipur Engineering college and research 

centre, Shri Ram ki Nangal, via Sitapura 

RIICO Jaipur- 302 022. 

 

Academic year- 

2024-2025 

 

 

 

 

 

 

 

 

 



 

Jaipur Engineering college and research 

centre, Shri Ram ki Nangal, via Sitapura 

RIICO Jaipur- 302 022. 

 

Academic year- 

2024-2025 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Jaipur Engineering college and research 

centre, Shri Ram ki Nangal, via Sitapura 

RIICO Jaipur- 302 022. 

 

Academic year- 

2024-2025 

 

Report 

Day 1: Course Orientation and Pre-Course Assessment 

Trainer: Ishleen Kaur 

Total Hours: 3.5 

Introduction 

The first day of the training program commenced with a Course Orientation, followed by a Pre-

Course Assessment - Aptitude (Written Test). The session aimed to familiarize participants with 

the course structure, expectations, and objectives, while also evaluating their existing knowledge 

and skills through an aptitude test. 

Course Orientation 

The session began with an introduction to the training program, outlining the key modules and 

learning outcomes. The facilitator provided an overview of the curriculum, delivery methods, 

assessment criteria, and expected competencies. Key aspects covered included: 

 Understanding the purpose and benefits of the course. 

 Overview of the training schedule and key learning milestones. 

 Guidelines for active participation and engagement. 

 Introduction to the facilitators and support team. 

Pre-Course Assessment - Aptitude (Written Test) 

To gauge the baseline knowledge and analytical skills of participants, a written aptitude test was 

conducted. The test assessed various cognitive abilities, including: 

 Logical reasoning and problem-solving skills. 

 Numerical and verbal reasoning abilities. 

 Basic analytical and decision-making skills. 

 Time management in handling aptitude-based questions. 

The results from this assessment will help in tailoring the subsequent training modules to address 

any identified gaps and ensure effective learning. 

Experiential Outbound Learning (OBL) 
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Following the assessment, participants engaged in an Experiential Outbound Learning (OBL) 

session. This session was designed to provide hands-on learning experiences outside a traditional 

classroom setting. Key activities included: 

 Team-building exercises to enhance collaboration and interpersonal skills. 

 Problem-solving tasks that required critical thinking and adaptability. 

 Outdoor challenges designed to build confidence and resilience. 

The objective of OBL was to encourage participants to step out of their comfort zones, engage in 

experiential learning, and apply theoretical concepts in practical scenarios. 

Adaptability & Ability to Learn 

The next segment focused on the importance of adaptability in today’s dynamic and fast-paced 

professional environment. Discussions and activities centered around: 

 Developing a growth mindset to embrace challenges as opportunities for learning. 

 Enhancing learning agility to quickly acquire and apply new skills. 

 Overcoming resistance to change by fostering a proactive approach. 

Through interactive exercises, participants explored real-world scenarios requiring adaptability 

and identified strategies to enhance their ability to learn and evolve. 

Sustaining & Thriving in Competitive Environments 

In today’s highly competitive landscape, sustaining and thriving require resilience, strategic 

thinking, and collaborative efforts. The session addressed: 

 Managing Stress: Understanding stress triggers and implementing effective coping 

mechanisms. 

 Working in Teams: Exploring the dynamics of teamwork, effective communication, and 

conflict resolution. 

 The Power of Collaboration: Highlighting the benefits of working collaboratively to 

achieve common goals. 

Participants engaged in role-playing activities, group discussions, and case studies to practice 

stress management techniques and collaborative strategies. 

Conclusion 
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The first day of the training program provided participants with a solid foundation for the journey 

ahead. The combination of orientation, assessment, experiential learning, and skill-building 

activities ensured that they were well-prepared to navigate the rest of the training effectively. Key 

takeaways from Day 1 included: 

 Clarity on course objectives and expectations. 

 Self-assessment of aptitude skills. 

 Practical exposure to team dynamics and adaptability. 

 Stress management strategies and the significance of collaboration. 

The insights gained from these sessions will serve as stepping stones for personal and professional 

growth in the upcoming training days. 

 

Day 2: Communication Skills Training 

Trainer: Ishleen Kaur 

Total Hours: 2.5 

Introduction 

The second day of the training program was dedicated to developing Communication Skills, with 

a special focus on Telephone Etiquette. The session was conducted by Ishleen Kaur, an expert 

in professional communication and corporate etiquette. 

Session Objectives 

 Enhance verbal and non-verbal communication skills. 

 Understand the principles of effective communication. 

 Learn professional telephone etiquette and business communication standards. 

 Improve listening and speaking skills for workplace interactions. 

Key Topics Covered 

1. Fundamentals of Effective Communication 

 Importance of clarity, conciseness, and coherence in communication. 

 Verbal vs. Non-Verbal Communication: Understanding tone, gestures, and expressions. 

 Active listening and barriers to communication. 
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2. Workplace Communication Strategies 

 Communicating with colleagues, managers, and clients professionally. 

 Developing confidence in public speaking and presentations. 

 Handling difficult conversations and giving constructive feedback. 

3. Telephone Etiquette 

 Answering business calls professionally. 

 Using the correct tone, pitch, and language while speaking on the phone. 

 Handling customer queries and complaints effectively. 

 Practicing role-plays on professional telephone conversations. 

Interactive Activities & Learning Methods 

 Role-playing exercises on telephone conversations. 

 Group discussions on communication challenges. 

 Listening exercises to improve comprehension skills. 

 Case studies on real-world communication scenarios. 

Key Takeaways from the Session 

 Improved confidence in verbal and written communication. 

 Better understanding of business communication etiquette. 

 Practical knowledge of handling telephone interactions professionally. 

 Enhanced ability to listen actively and respond effectively. 

Conclusion 

The Communication Skills session provided participants with valuable insights into professional 

workplace communication. The practical exercises and interactive learning methods ensured that 

they could apply the techniques in real-world scenarios. The focus on telephone etiquette was 

particularly beneficial for those interacting with clients and stakeholders over calls. 

This session helped in building strong communication foundations that are essential for career 

growth and professional success. The learnings from this session will be reinforced in future 

training modules. 
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Day 3: E-Mail Etiquettes & Grooming Etiquettes 

Trainer: Ishleen Kaur 

Total Hours: 2.5 

Introduction 

The third day of training focused on two key aspects of professional development: E-Mail 

Etiquettes and Grooming Etiquettes. The session was conducted by Ishleen Kaur, who guided 

participants on maintaining professionalism in digital and physical presentation. 

Session Objectives 

 Understand best practices for writing professional emails. 

 Learn the do’s and don’ts of email communication. 

 Develop an awareness of professional grooming standards. 

 Enhance confidence and personal presentation skills. 

Key Topics Covered 

1. E-Mail Etiquettes 

 Structuring emails: Subject lines, salutations, body, and sign-offs. 

 Using professional language and tone. 

 Avoiding common email mistakes. 

 Email response time and follow-up techniques. 

 Practicing formal vs. informal email writing. 

2. Grooming Etiquettes 

 Importance of first impressions. 

 Dressing appropriately for different professional settings. 

 Personal hygiene and self-presentation. 

 Body language and posture in professional interactions. 

Interactive Activities & Learning Methods 

 Email writing exercises and peer reviews. 

 Case studies on professional and unprofessional email communication. 

 Personal grooming assessments and style discussions. 
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 Role-playing exercises for professional demeanor. 

Conclusion 

The third day of training equipped participants with essential skills for professional 

communication and personal presentation. The insights gained from E-Mail Etiquettes and 

Grooming Etiquettes will help them enhance their workplace professionalism and confidence. 

 

Day 4: Team Management & Conflict Resolution 

Trainer: Ishleen Kaur 

Total Hours: 2.5 

Introduction 

The fourth day of training focused on Team Management & Conflict Resolution, essential skills 

for fostering effective teamwork and handling workplace disputes professionally. The session was 

conducted by Ishleen Kaur, who provided insights into managing team dynamics and resolving 

conflicts constructively. 

Session Objectives 

 Develop strong leadership and team management skills. 

 Learn techniques for resolving conflicts in a professional manner. 

 Understand the importance of clear communication and collaboration in a team setting. 

 Foster a positive and productive work environment. 

Key Topics Covered 

1. Team Management 

 Characteristics of an effective team. 

 Roles and responsibilities within a team. 

 Building trust and fostering collaboration. 

 Effective delegation and motivation strategies. 

2. Conflict Resolution 

 Identifying common sources of workplace conflicts. 

 Techniques for handling and resolving conflicts professionally. 
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 Importance of emotional intelligence in conflict resolution. 

 Strategies for turning conflicts into opportunities for growth. 

Interactive Activities & Learning Methods 

 Case studies on real-world team management scenarios. 

 Role-playing exercises on conflict resolution techniques. 

 Group discussions on challenges faced in teamwork. 

 Problem-solving activities to enhance decision-making skills. 

 

Conclusion 

The fourth day of training provided participants with practical strategies to manage teams 

effectively and resolve conflicts constructively. The hands-on exercises and discussions helped 

reinforce the importance of leadership, collaboration, and emotional intelligence in a 

professional setting. The skills learned in this session will be instrumental in enhancing teamwork 

and maintaining a harmonious work environment. 

 

Day 5: Problem Solving & Time Management 

Trainer: Ishleen Kaur 

Total Hours: 2.5 

Introduction 

The fifth day of training was dedicated to Problem Solving & Time Management, two critical 

skills required for professional efficiency. The session was conducted by Ishleen Kaur, who 

guided participants on enhancing their problem-solving abilities and optimizing time usage. 

Session Objectives 

 Develop structured problem-solving techniques. 

 Learn prioritization methods to manage time effectively. 

 Identify and eliminate time-wasting activities. 

 Enhance productivity through strategic planning and organization. 

Key Topics Covered 
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1. Problem-Solving Techniques 

 Understanding the root cause of problems. 

 Analytical thinking for logical decision-making. 

 Implementing creative solutions. 

 Case studies on real-world problem-solving scenarios. 

2. Time Management Strategies 

 Prioritization techniques: Eisenhower Matrix, ABC method. 

 Setting SMART goals for effective time allocation. 

 Avoiding procrastination and overcoming distractions. 

 Work-life balance strategies. 

Interactive Activities & Learning Methods 

 Case studies on problem-solving in workplace scenarios. 

 Time-tracking exercises to identify areas for improvement. 

 Group discussions on personal time management challenges. 

 Role-playing exercises on handling workplace dilemmas. 

Conclusion 

The fifth day of training provided participants with valuable tools to tackle problems efficiently 

and manage their time effectively. The practical exercises and real-world applications helped 

them develop skills to enhance their professional productivity and overall effectiveness in the 

workplace. 

Day 6: Profile Building - CV, Video Resume & LinkedIn + Interview Conversations 

Trainer: Ishleen Kaur 

Total Hours: 2.5 

Introduction 

The sixth day of the training focused on Profile Building and Interview Conversations, crucial 

aspects for career advancement. The session was conducted by Ishleen Kaur, who guided 

participants on creating a strong professional presence and preparing for interviews effectively. 

Session Objectives 
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 Learn how to build an impactful CV and Video Resume. 

 Understand the importance of LinkedIn for professional networking. 

 Prepare for interview questions commonly asked in personal interviews (PI). 

 Develop confidence in presenting oneself effectively during interviews. 

Key Topics Covered 

1. CV & Video Resume Building 

 Components of a well-structured CV. 

 Customizing resumes for different job roles. 

 Creating a professional video resume. 

2. LinkedIn Optimization 

 Building an engaging LinkedIn profile. 

 Networking strategies for career growth. 

 Content posting and interaction techniques. 

3. Interview Conversations 

 Commonly asked interview questions and best answers. 

 Importance of body language and voice modulation. 

 Handling tricky interview questions effectively. 

Interactive Activities & Learning Methods 

 Live resume review & LinkedIn audits. 

 Mock interviews with feedback. 

 Practice sessions for video resumes. 

 

Conclusion 

The sixth day of training helped participants strengthen their personal branding, interview skills, 

and networking strategies. With practical exercises, they gained confidence in job application 

processes and professional conversations. 

Future Scope of the Training Program 
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This training lays a strong foundation for continuous personal and professional growth. The key 

future applications include: 

 Improved adaptability in dynamic workplace environments. 

 Enhanced job readiness with strong interview skills and professional branding. 

 Increased efficiency in managing time and solving complex problems. 

 Better collaboration and leadership abilities in professional settings. 

Participants are encouraged to build on these learnings by actively applying the skills acquired in 

real-world scenarios. The training serves as a stepping stone for further professional certifications, 

leadership development programs, and career advancement opportunities. 

 

Advantages of the Training Program 

 Enhanced Career Readiness: Participants develop essential skills to boost employability 

and career growth. 

 Practical Learning Experience: Interactive activities and case studies help in real-world 

application. 

 Stronger Professional Network: Engagement in discussions and team exercises fosters 

networking opportunities. 

 Improved Confidence & Communication: The program empowers individuals to present 

themselves effectively. 

 Personal and Professional Growth: Development of a structured approach to managing 

work and personal life efficiently. 

 

Conclusion 

The six-day training program successfully provided participants with essential professional skills 

needed to thrive in a competitive environment. Through hands-on learning experiences, practical 

exercises, and expert guidance, participants gained valuable insights into adaptability, 

communication, teamwork, and career development. 

The program effectively equipped attendees with: 
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 The ability to navigate professional challenges with confidence. 

 A structured approach to time and stress management. 

 Enhanced self-presentation through improved grooming and etiquette. 

 A strong foundation for excelling in job interviews and career-building efforts. 

By applying these learnings in real-world scenarios, participants can continue to grow and excel 

in their professional journeys, making this training an invaluable experience in their career 

development. 
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