








= Subject.1. Formation of various committee for the session 2019-20
Resolution: The college Principal Dr.A.K.Tikhe informed that for smooth functioning

of the college, the various committees are necessary for academic session 2019-20.All
the teachers took part in discussion and various committees formed as follows.
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Certificafe Courses

As per the meeting of Board of studies for Certificate /Short term /Skill
bases and Value added courses the following teachers were appointed as a
coordinator for the following courses to design the syllabus and to run the

course.

.Course Name Co-ordinator

1. Apiculture Dr.A.N.Darvekar

2.Soft Skill Development Dr.A.H.Rangari

3.Home Based Nursery Business Dr.A.M.Shrirame

4.Development of Quantitative Aptitude | Dr.S.S.Charjan

5. Basic Computer literacy Dr.V.S.Borkar
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= SYLLABUS OF

CERTIFICATE COURSE IN SOIT SKILLS
DEVELOPMENT

FFor Academic Session 2022-23

Program Objectives
[& Aims to increase leamers' computer knowledge and unique soft skills so as to develop
antributes that enhance an individual's interactions, carningpower, and job performance.
{1 The objective of the program is to inculcate potential skills in the learners to prepare them to
deal with the external world in a collaborativemanner, communicate effectively, take
mmmve. solve problems, and demonstrate a positive work ethic so as to hold a good

impression l.nd positive impact.
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Detailed Sylhbus:
The syllnbus covers soft skills and basic IT skills. :
’ The key areas addressed in Soft skills are Communication skllls Body language and Euquctte Group
discussion skills, Interview skills, Presentation skills, and Emotional Intelllgence. Time
{ Mmgementsmls, Pmpamuon of CV and Life skills. g
f IT skills focuses on the basic principles ofa computer, mcludmg thc mtemal lm.rdware. the
j Word, Excel and PowerPomt ,socul and ethical i lssues mundthe

I operating system like Microsoft
! Intemet. and Managemem Information System.

lnstmmonnl Me(hods' Pe:sonal contact program, lectures, | pmctxcal's acnvmes, asslgnmems
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Unit I -
Introduction to Soft Skxlls Commnnlcauon Slulls. Prsentanon Skills

|

’; Time Management. Skills, Body Language & Enqueltes, Gmup stcussnon & Inlemew Skllls :
i Preparation of CV ATHE
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Syllabus of Certificate course in Apiculture

st . ; Theory Practical | Total
| :\'o J Topics SEDOpics periods | periods | periods |
1 Introduction to 1.1 | Different species of 1 | 2
} apiculture Honey bees
’ 1.2 | General morphology 1 1 2
L of honey bee
L l 1.3 | Colony organization 1 I 2
[ ] 1.4 | Division of Labour I 1 2
[ B 1.5 | Life cycle of honey bee | 1 1 2
1.6 | Communication 1 - 1
system of bees
[ ] 6 5 11
2 Bee keeping 2.1 | Bee hive equipment 1 |
2
L I 2.2 | Selection of apiary site | 1 - 1
2.3 | Selection of bee species | 1 - 1
with respect to area
2.4 | Examination of bee 1 1 2
colony
L , 2.5 | Setting up a bee hive 1 2 3
2.6 | Maintenance of 1 1
apiary records
[ ] 6 5 I
3 Introduction to 3.1 | Plants as bee flora 1 1 2
Bee Flora
L [ 3.2 | Important plants 1 1 2
with pollen nectar
{ t 3.3 | Important crops 1 2 3
‘ in Vidharbh area
L l 3.4 | Important fruits 1 1 2
&vegetable plants
L I 3.5 | Bee Management 1 - 1
[ 3.6 | Swarming control 1 - 1
L] 6 5 11
4 Miscellaneous 4.1 | Bee keeping economics | 1 - 1
management of
bee hive
l l 4.2 | Bee enemies 1 3
L | 4.3 | Bee diseases | 3 4
L ! 4.4 | Shifting bee colonies 1 - 1
L [ 4.5 | Queen management 1 2 1
L ] 4.6 | Migration of Bees 1 - 1
1_ ’ 6 5 11
GRAND 24 20
L I TOTAL H
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Syllabus of Certificate course in Basic computer Literacy

Unit 1:
Overview of computers,Uses of computer, How to start a computer, Using mouse and

keyboard
Understanding Input, Process and Output, Computer Hardware and Software ,Overview of

Operating System. )
Basic Operations: How to connect a headset to computer Personalizing Desktop, Changing

the Desktop Background, Applying a Screen Saver, Applying Themes

Unit 2:
File and Folder Management: How to better manage files and folders ,Using Accessories

Creating pictures with MS Paint ,Using Notepad to create a text document

Using WordPad to decorate a document,Windows Media Player, Calculator, Games
Math Input Panel, Language Settings, How to set other languages on computer
Protecting your computer against viruses

Unit 3:Basic Operations
Overview of Internet and Internet Concepts,Working with browsers and Know about

WWW, URL, Search Engines, Creating and operating an Email account, Managing email
account password, Interacting with peoples using social media

Sending short messages to mobile ,How to do Voice Typing, Google Talk, Using Picasa
.VLC Media Player ,Real Media Player Zip and unzip files to optimize the size ,Digital
Communication ,Digital Access and Online Services, Searching and downloading
information ,Searching information on Wikipedia, Subscribing and reading newspapers
online, Typing text in the regional language Using Google Maps ,Online Ticket Booking
.Listening music and watching videos ,Apply for PAN Card/Passport /Aadhar Card online
.Pay electricity bill and service tax online, Booking gas refill online, Downloading eBooks.

Unit 4:
Basic Operations, Creating and Editing documents, Formatting documents,Enhancing

documents Applying Page Setup, Working with various objects like shapes, SmartArt,
Pictures and Tables, Inserting Header and Footers, Linking and embedding documents,
Previewing and Printing documents

Unit 5:
Creating PDF documents, Proofreading of a document,Using track changes, Using Table of

Contents, Using Mail Merge, Protecting a document, Sharing document online, Creating a
web page

Unit 6: ,
Creating and editing workbook, Organizing and formatting worksheets, Data analysis and

management, Using formulas and functions, Previewing and printing worksheets,

Advanced Spreadsheet, Managing multiple workshéets

Unit 7:Producing and designing charts, Creating Pivot tables and pivot charts, Importing
and exporting data between spreadsheets and other applications, Using advanced functions,
Applying conditional formatting, Using data validation Using sort and filter

Unit 8:
Creating and Editing Presentations, Designing and Enhancing Presentation, Delivering

Presentation, Creating videos of presentations, Saving presentation in various formats,
Importing and exporting presentations, Using templates, Working with slide master
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Certificate course in “Development of Quantitative Aptitude”

Svyllabus:
Unit I: Basic mathematics through ancient approach numbers, algebraic operations, square,

cubes, square roots. cube roots, average.

Unit II: School Mathematics :- HCF, LCM of numbers, Number system (Binary, chemical

and their conversion), problems on ages, Ratio-proportion, time and distance

Unit III: Business mathematics- simple interest, compound interest, profit and loss,

maximization, logarithms, partnership, time and work

Unit I'V: Statistics and data interpretation: mean, mode, median, correlation, standard
deviation, tabulation, Bar graph, Pie charts and Line graphs
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