Career Skills & Professional Development
Unit—Wise Detailed Syllabus
Unit 1: Resume Writing

Resume writing is an important skill for job seekers. A resume is a professional document
that highlights a person's education, skills, experience, and achievements.

Topics Covered

e Meaning and purpose of a resume
o Types of resumes (chronological, functional, combination)
e Structure of a professional resume
o Personal details
Career objective
Educational qualifications
Skills and competencies
Work experience (if any)
o Achievements and certifications
e Writing a clear, short, and professional resume
o Common mistakes to avoid in resume writing
o Importance of customizing resumes for different job roles
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Unit 2: Interview Skills

Interview skills help candidates present themselves confidently and professionally during job
interviews.

Topics Covered

Meaning and purpose of job interviews

Types of interviews (face-to-face, telephonic, online, panel interviews)
Importance of interview preparation

Researching the organization before attending interviews

Importance of punctuality and professional appearance

Body language and confidence during interviews

Importance of listening carefully and answering questions clearly
Common interview questions and how to answer them

Follow-up after interviews

Unit 3: Communication Skills



Communication skills are essential for effective interaction in professional and personal
environments.

Topics Covered

« Meaning and importance of communication
e Types of communication
o Verbal communication
o Non-verbal communication
o Written communication
o Expressing ideas clearly and confidently
« Importance of good listening skills
o Barriers to effective communication
e Improving communication in the workplace
e Role of communication in teamwork and leadership

Unit 4: Career Goals & Planning

Career planning helps individuals identify their career path and achieve professional success.
Topics Covered

e Meaning and importance of career planning

« ldentifying personal interests, skills, and strengths
o Setting career goals

e Short-term and long-term goal planning

o Steps in developing a career strategy

o Importance of planning for career growth

e Reviewing and adjusting career plans regularly

Unit 5: Teamwork & Leadership

Teamwork and leadership are important for achieving organizational goals effectively.
Topics Covered

e Meaning and importance of teamwork
o Benefits of working in teams

e Roles and responsibilities in a team

o Skills required for effective teamwork
e Meaning of leadership

o Leadership qualities and characteristics
e Motivating and guiding team members
e Role of leaders in achieving team goals



Unit 6: Skill Development

Skill development is essential for career growth and professional success.

Topics Covered

Meaning and importance of skill development
Types of skills

o Technical skills

o Soft skills
Continuous learning and updating skills
Importance of acquiring new skills in a changing job market
Online learning platforms and professional training
Developing employability skills

Unit 7: Professional Networking

Professional networking helps individuals build relationships that support career growth.

Topics Covered

Meaning and importance of networking

Benefits of professional connections

Methods of building professional networks

Attending networking events and seminars

Using social media for professional networking

Creating and maintaining a professional profile on LinkedIn
Maintaining long-term professional relationships

Unit 8: Workplace Attitude & Ethics

Professional attitude and ethical behavior are essential for success in the workplace.

Topics Covered

Meaning of workplace attitude

Importance of a positive attitude at work
Professional behavior and conduct

Workplace ethics and values

Respect, honesty, and integrity in professional life



Unit 9: Time Management & Self-Discipline

Responsibility and accountability at work
Maintaining professionalism in difficult situations

Time management helps individuals use their time effectively and improve productivity.

Topics Covered

Meaning and importance of time management
Planning and prioritizing tasks

Techniques for using time wisely

Avoiding procrastination

Meeting deadlines and achieving goals
Importance of self-discipline in professional life
Work-life balance

Unit 10: Problem Solving & Critical
Thinking

Problem solving and critical thinking are important skills for making effective decisions.

Topics Covered

Meaning of problem solving

Steps in problem solving

Identifying and analyzing problems

Generating possible solutions

Decision making and evaluation

Meaning of critical thinking

Analyzing information before making decisions

Unit 11: Adaptability & Conflict Resolution

Adaptability and conflict resolution help individuals manage change and workplace
challenges.

Topics Covered



Meaning of adaptability

Importance of adjusting to change in the workplace
Developing a flexible mindset

Understanding workplace conflicts

Causes of conflicts

Techniques for resolving disagreements calmly
Importance of negotiation and cooperation

Unit 12: Feedback & Self-Improvement

Feedback plays an important role in personal and professional development.

Topics Covered

Meaning of feedback

Types of feedback (positive and constructive)
Importance of feedback in improving performance
Accepting feedback positively

Learning from mistakes

Continuous self-improvement and professional growth



