‘ ’ Dr. B. B. Hegde First Grade College, Kundapura
REGULATI ONS GOVERNING CERTIFICATE CO URSE '

1. Title: The programme shall l)c called Certificate course in rcspccnve disciplines.
Ehgtblhty for Admission: A candidate admitted to any degree m Dr. B. B.
Hegde First Grade College is eligible for admission to cer tificate course.

. Duration: Duration of the certificate course shall be minimum of 30 hours of
—.—/
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instruction including p1 actical and should be completed in an academic year.
4. Mediwm of instruction: Medium of instruction and evamination shall be in

Eng mh/Kannada
. Attendance: A candidate shall be conszdered to have a satisfied requirement of

o .

® attendance for the programme, if he/ she attends not less than 75% of classes
actually held in each subject computed for theory or. practical where. ever

appllcable However, shortage of attendance of 60% is condoned by the
coordinator of the certificate course or the Principal. '

6. Hours of instruction and examination: 30 hours minimum instruction.
How s: 2 hrs/ week
Duratlon of Exam: 3 hrs.
Max. Marks: JOO/Sub_]eCt
Min. Marks: 35%

Percentage of marks for declaration of grades: The grades are declared

as following:

' . Aggregate percentage. Grade | Alpha |. Class

{ ] ' ' ' point | sign
' grade
90% and above 1.9 -0

[ A++
g%w(;';@ above but| 8 | A" | pirstclasswith ‘
70% and above but 7 A* distinction
below 80% '
60% and above but 6 A First Class
below 70% C )
'55% and above but 5 B+ High Second Class
| below 60% ) ‘ :

50% and above but| 4 B Second Class .
below 55% al . ]
35% and above but 3 , Pass Class
below 50% K ‘ N
Below 35% 2 D Fail

. . . )
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cipal >
, Hegde First Grade Cu.lnge %Llpa‘#

Ku 1dapura 576201  py, B.B. Hegde First Grade College
' I(u"tdapur a -576201
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GUIDELINES FOR CONDUCTING CERTIFICATE COURS

IN
Dr. B. B. Hegde First Grade College, Kundapura

. sumber of certificate

1. The Students are permitted to take up any number of cer :/ /

‘ 3 ‘ ’ . - o W— - [_‘1(_’
courses according to their wish during the regulal study in
College.

2. Admission procedure for certificate course:

2.1 Each department should provide the detailed syllabus and
examination pattern of certificate course by the last working
day of academic year for admission in the next academic year
for the programme to the coordinator of certificate course.

2.2 The Coordinator would prepare the list of all available LY
certificate courses and publish it in the prospects of the College
and publish in the College notice board for admission.

2.3 A student desired to admit to certificate course shall obtain
application form from College office and submit it to the Head
of the department of the concerned department organizing
certificate course.

2.4 The Head of the department of departments should submit the

-~ application form to the coordinator.

2.5 The coordinator should publish the list of selected candidates
and students should pay the fee within a week after
publication of list.

2.6 The Head of the departments are required to enroll the "
students for classes after verifying fee paid receipt.

2.7 A student once joined the course is not permitted to
discontinue for any reason and in no circumstances the fee
paid will be refunded. '

. e

3. Examination:

3.1 After completion of course each department should submit the
attendance particulars and details of class conducted to the
coordinator, on approval of coordinator the examination
.process can be nitiated.

3.2 Each department should prepare question paper in

~accordance with the regulations and conduct the
examination,
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3.3 After the evaluaﬁon, mark sheet of students should be
submitted to *coordinator of the programme @5 per the
schedule. ‘ '

3.4 If student fails to get the minimum percentage of marks then
" they should appear for re-examination when it is offered.

3.5 The certificate will be issued by the coordinator . through
College office with seal and signature of the principal.

4. Academic calendar for certificate course:
- 4.1 Admission to the course: Within 15 days after reopening of
College/ Semester: .. | '
4.2 Publication of selected course: First week after reopening of -

® o College/Semester.
' ' ‘Payment of fees: Within third week after reopening of

4.3
College/Semester.

4.4 Submission of shortage of attendance and course completion
form to coordinators: Two weeks before commencement of
examination. '

4.5 Examindtion;‘_‘;gne 'we_ek;; before last week of respective

~ scademic year, SemMESter. sty . B
4.6 Announcement of result“Before commencement of mext

academic year. .
4.7 Issue of certificate: First week of next academic year/

' ' semester. : :
o b “\.
,f-\\“‘ ) ‘ . - ' A NS o
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—Principa
T s " Prz'ncip'pail\
: Principal Dr. B.B. Hegde First Grade Colleg:
* Pr.B.B. Hegde First Grauc College Kundapuzxa ~57620%

Kundapura 576201
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REMUNERATION AND FEES OF CERTIFICATE COURS.

1. Remuneration for the conductance of course shm.lld,. bel
- approved by the coordinator of the course and the Principa
of Dr. B. B. Hegde First Grade College, Kundapura. ' | -

2. Remuneration for teachers should be ~ predecided .m' |
consultation with coordinator and the Principal by respective
head of the. departments -or programme in-charge of
respective course. ‘

3. The JSee for each course should be decided by the coordinator
of the course with consultation of the Principal. | '
4. The fee would be collected by the college office and all the
' expenses will be paid by the office. , '

5. Except in the case of unavoidable conditions, expenses of the

course should not exceed the income.
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Documents to be submitted to the Coordznator of cernﬁcate

~ course
by the HOD

Application Form

Certificate Course Profile

Syllabus copy in prescfibed format
Budget Form

List of students with allotted Register No.
Admission Register .
Attendance Register .
Attendance Shortage Form "

. Course Completion Form

10. Expense Form With Bills

11. Marks Card

O 0N AU Kb

o
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Pri néupa? /%CIP al

E‘ B‘B }Lecfdc rlf;t ( ia f‘(.1CO1 e”e Prznczpaf
KundaP“I‘- -57620 Dr B.B. Hegde First Grade Colle
. ' Kur m..apua~5 76201
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Dr. B. B. Hegde Firgg Grade College, Kundap?\!
Application for Certificate Course : 2021-22

Name of the Student - LS%CL C D\WVY (\)

Class & Section 16¢AH

Roll No. :Ch210273

Father’s Name T 8ubu [Qwadigo

Mother’s Name g Qmml o J

Guardian’s Name

Contact Number :qIMBo9y6l 2

Email ID :vyeQewadigeqHe@ gma ) - tom

Permanent Address  : GO\ (UTHO5H UILAY P HAREGD OV
NEMMA 04 , lsur PAPUR(TE) uoum(o)

Preference in Numbers Jromzito12:
1. Consumer Education

2. Functional English

Yakshagana

. Event Management
Rural Marketing

. Computer Fundamentals
Public Administration

N O AW

. Fashion Designing

O o

. Yoga and Meditation
10.Soft Skills Development ¥
11. Electrical Appliances & Repairs l:l

D) 12.Stock Marketing Operations

CUERIOUE COF]

i

Undertaking :
I abide all the rules and regulations relating to the certificate courses

offered by the Departments.

oI el -
Signature of the Parent Signature of the Student

Date : 1als]2099
Place : |k, 4 o punct

(For office use only)

Admitted to L : Certificate Course during the Academic
Year 2021-22.

I

Principal’ '
’%1/ D‘ B'Bimc Fi's‘ginﬁ‘;;f()l | ’e
Coordimator e *J

— — = ‘
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Dr. B. B. Hegde First Grade College; Kundapurq
Application for Certificate Course : 2021-22
Name of the Student : spRgeRAKSH

Class & Section : T BCA

Roll No. P CAQIOEO

Father’s Name : Vv sHwwaNATH UPADYAYA
Mother’s Name : PUSHPALATHA UPADHYAYA
Guardian’s Name 5

Contact Number : 94884 15K14 /9H gO636 4 )4
Email ID- ¢ Shrecraksha.vue@qmatl-com

Permanent Address  : Qehfnd Chokkamma e mple Ombatiadand
Faduker? fundapura . =576 0|

2

Preference in Numbers from 1 to 12 :
Consumer Education

. Functional English

. Yakshagana

. Event Management
Rural Marketing

. Computer Fundamentals

OGN W b N

R

Public Administraticn
8. Fashion Designing

9. Yoga and Meditation
10.Soft Skills Development ¥

11. Electrical Appliances & Repairs ’z
12.Stock Marketing Operations

HUREOOE DO

@

Undertaking :
I abide all the rules and regulations relating to the certificate courses

offered by the Departments.
Qe
Signature of the Parent Signature of the Student

Date :o0lo5/2042
Place : Kucnola:fum

(For office use only)

| Admitted to _foaluow Qe ., Certificate Course during the Academic
Year 2021-22. /7

Coordinator

i
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CERTIFICATE COURSE NAME :

Dr. B. B. HEGD&IRST GRADE COLLEGE, KUNDAPURA.

DATE & MONTH Wi wlstwlslalisiailsia) st a8 )i datila sel asd ol il d Bl is/d 31420 Zal 7)1 F (617 1597 AF 3 feadd 2 30/5-2cl30/F
PROGRESSIVE PERIOD 1 (2 (3 |4 |5 |6 (7 8 |9 |10|11 (12|13 |14 15|16 |17 |18 |19 |20 |21 |22 (23|24 |25|26|27|28|29|30(31(32
NO.
ROLL NO. NAME OF THE STUDENT =i =il =
CMQ10]0] ANDIHA L2 3[41c]6 [ 38 [ [lofy tap2 [ jais]ie||HI3 11920 R] Rala3 32424 3 4] I51 26|RH
21083l DEEpPTKA L1z ]|ads |6 l6lele (819 [1olu Ualiafialial iz[jahs[1e\218 19 lao0 () palrz|da] _
2103)| m. CNERA HAI2I3|3 3 |4 s |68 qlelVlialie hali8l13NgispeN1FINR119be by Bt at 29
CMQoSat c HTNY DSOVZA L A S| 6l o] 6] ] B [q [ ot AR [ia]ialzya-s|1e] 1H18[1a]2ela1dy b |a1
ICMAJoel SOPEEKSHA O |Ololo]l 1314|516 |F18 19999 [le|tl Naha a2 14]ts](6[1H (5|18 a1
alog<ppatit C-P Lial 3| HS|6]l el &l 61819 ot Hahzlgtshisiisislislishiglls[1FN2]19kn a0
M2, Q8] REVATHT L 1334156 8 |altol Itflall>|144 t5t(é [1F]18 19 |An|a)|ax]a3|24 &5 2¢/37 |5 129 |30
(M21139] CTAN(CHANA L &[2[41516 |FI8 19 |lo U [jah2 [ jaqis|16 [ (FU8 17 anlal IRala3 lR4BTIRe (23123 29124
Ma)RRF  COPRITHA alalalsl a7 18 (9 Lol Naliahy4liclle [ 138 19 [ac[at]aalazlasl auaclozlaslad 3
cAalo0d3] DTVYYA LI [3[A{S]6 [F[3 |9 e a3 14| isdle[IF g iglis1 & 1q R0 121712283388 K[aF
crua) 060 SHPEERAKSHA [ | [alz [4[s[é | FI&[ glicht [al13]l4-lisfie[THI3[19 Rolallaz[24a54¢197/23]189 120
(A2 078 VITAYARAKSHMI] | (& [2 [4|S16 | F S oI hal 12014 (15 [16 [1F]13 )9 bo|al] dad a3 alac| 2|97 23[39(34
RA0I| C HETAN | la [3lals]e [6l6le 718 [o [ioln[lah&liaia] 21416z [in]19 [20]2112a]0) kg
RAAI0I3| TaANESH Plal3lMcle #1819 1A 19 19liolillali2i4]i5T16[13](319 Bola)ldalaz|adarlae (g3
RA310] TVDTHIK A - \ 2 A6l HBIY ol a4 ISTTSTISHE NF[ IR/ [S15]L9 R0 R) Qal921Q4l
pa2lola  PRITHVI V Ja 3[4 [6 [Fl& [9 ol Nahz halic[ieliz]i3 [19 o [s1[Aalaadarlas[a]asl29] 20
RARIE SORRAHMANYALIR]2[3[3[3 [ ]6 6] 4 61213 19 o i a2l ialrd i[RI LS T Sltql2ela
paao3l] VASY "Vl zlalsle | FB a9l gl glalg (eI 14]tsgle 121818 18[1F 19 Al
RAs003 ANNIANA V[ al2 (Al &l 6] 6l A1F(8 [ [1olu [1aligia L1ala2] 14 ¢ e 1N E |19 laclal [24] dl
10" | Cn\\fﬁ-{"‘
Tt SO
o9 HeF durd P
11 \;\l u“l& ?/
|
cly gl el p g b b gl g L p b g gl gl b gy gt gl gl glf tglyglgldiglglygl
Initial of the Faculty y’(— Y+ fF X P FF  FrrETTxX T YT VST TA T T 5 N=Jdr
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This is to certify that Mr/Miss........... ANV e BC R o, |

has successfully completed Soft Development Skill Certificate Course

during tﬁeyear.....'.7—..9.7.-.!.:2‘.2,.......

J

%t College !
| Praf I dmestiSHEE ) Satish Eh_T—et 7 |
iﬁ «)\\ PwnefdBl Chief Co-ordinator //.@L
o S
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‘ =</ Dr. B. B. HEGDE FIRST GRADE COLLEGE Kfﬁ;

KUNDAPURA |

Cerlificale Course ':,

This is to certify that MryMiss........ SHAEERAKAH L., ToBlBrririisien, |

fas successfully completed Soft Development Skill Certificate Course

[ during the year....20.41. 5. &Zn...... :!
i '1

r

ﬂ

‘1

|

——=“Pprincipa

| eI e College - |

f' RoP *ﬁé‘igé'ﬁ Shadbly Satish S ;L
Q.N rincipal Chief Co-ordinator K@L
15 e _ Cretcominan (7
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Dr.B.B. HEGDE FIRST GRADE COLLEGE, KUNDAPURA

Certificate Course
Soft Skill Development (BBHCSSD)

Syllabus
Learning Objectives:
1. To empower the students with skill sets required for their overall
personality development.
2. To enhance their personal effectiveness and thereby enable the students to
become effective leaders.

Unit 1 - Introduction and Self-Management (4 hours)
Definition of Soft Skill and its Significance. Self-Management-Self Evaluation, Self-
Discipline, Self-Criticism, Self-Awareness.

Practical Component (Identifying one's strengths and weakness-Class room
activity)

Unit 2 - Time, Stress and Conflict Management (6 hours)
Time Management-Benefits, Tools and How to manage time wisely. Stress
Management-Factors causing stress, Stress removal techniques. Conflict
Management-Causes and Methods of Conflict Resolution.

Practical Component (Practice by Gameplay and Video lectures)

Unit 3 — Leadership Skills, Goal Setting, Team Management (6 hours)
Leadership Skills-Qualities of good leader, Ways to develop leadership skills.

Goal Setting-Setting career goal, Measures to achieve career goal. Team
Management-Concept of team, Building effective team

Practical Component (Role play on great leaders)

Unit 4 - Listening and Presentation Skills (6 hours)
Listening Skills-Barriers to listening, Overcoming listening barriers. Presentation
Skills- Stages involved in an effective presentation.

Practical Component (Mock Presentation)

@ Scanned with OKEN Scanner



Unit 5-Group Discussion, Interview Skills, Corporate Etiquettes and Preparation
of CV (8 hours)
Group Discussion-Importance, Skills assessed. Interview Skills-Before, During and
After the Interview. Tips for Success. Corporate Etiquettes-office, meeting,
telephone, dining and mail etiquette. Preparation of CV.

Practical Component (Mock GD and Mock Interview)

Books for Reference:

1. Dr.K.Alex, Soft Skills know yourse!f and know the world, Third Revised Edition-
2009-S.Chand and Company Pvt Ltd. New Delhi.

2. Michael Le Boeuf, Essence of Time Management, Jaico Publishing House-
Mumbai-2003.

3.T.N Chhabra and Sandhyachhabra,Personality development and communication
skills-Third Revised edition-2012-Sun India Publications, New Delhi.

Pri'r;r?;)aT

Dr. B.B. Hegde First Grade College
Kundapura -576201
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RollNo [ ] | | |

Dr. B.B. HEGDE FIRST GRADE COLLEGE KUNDAPURA
Certificate Course in Soft Skill Development
Final Examination — August 2022

Time: 2hours Maximum Marks: 60

SECTION A
Answer all the questions (2X10=20)
1. a) What do you mean by soft skill?
b) What is self management?
c) What is time management?
d) Give the meaning of leadership skill.
e) What is goal setting?
f) What is team management?
g) Expand-SMART?
h) Give the meaning of listening skill.
i) Mention the various corporate etiquettes.

j) Mention any two tips to crack interview.

SECTION B
Answer any five questions B8 X5=40)

Write a note on self evaluation for individual development.
Explain the various stress removal techniques.

Explain the causes and methods of conflict resolution.
Briefly explain the various ways to building effective team.

Write a note on office, meeting, telephone, dining and mail etiquette.

NSy kWD

Explain the various importance of group discussion.

e
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Dr. B. B. Hegde First Grade College Kundapura
Certificate Courses: 2021-22

Result Sheet
Course Name:Soft Skill Development(BBHCSSD)

Co-ordinator:Mr.Rajath Bangera

Total Marks: 60

SL Marks Marks Grade Alpha
No. Name Roll No. | Obtained | converted point Sign
out of 60 to 100 Grade
D | Anusha Cvalold 52 | 8F R | A
2 | Deopla - (MR108d 4% R0 ) Att
,,52 M Cnoha _lCMalo3ll 46 7 L At
) Cliny DouzalCMAJOSA| B |y 3 £ At
2 | Sudsikcha & [CMRLob] 50 &3 8 ptt
£) |Cuvath C P CM2 064 44 73 + At
'-ts Rovath® (Mallag 56 93 9 1)
D | Suchone  |emausgd s+ | 95 |9 o
éﬁ Supyxitha (M a2F 55 q 9 9]
1 | Divya . CAQ o3| 5o £3 g AT
119 | Shyeo'rakoho | Craiose] 57 |9 |9 O
12 | Vifayalakshmighgiotd 6 | g3 . |9 0
D | Clatbn RA (Ol 5l 25 3 AT
12> | Tnoruh  |Raaton| se 33 g ATt
s) | Tuothika |Beaol 50 | g3 | 8 At
fb 1,)(27“\\/7 Raagolyl 53 g3 9 AT
1D | Cubrahmanyd paniont 43 | Fa | F ~
D | \Vaaw Ragpo3l] 4o o | F At
19> | Anjana. . |BAalood 49 By |87 | AtT
, _ A~
Chmm ,_Cooﬁiinator ~~Prin Ip ;;;\';t#"):";g ];%
B eapsa Sroan
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Dr. B.B. Hegde First Grade College, Kundapura
Certificate Course : Soft Skills Development : 2021-22

Class/
Sl. No |RollNo [Section Student Reg No [Student Name Remarks
1/cm21010 {1 B.Com A |U0O5BB21C0135 |ANUSHA
2|cM21022 {1 B.Com A |U0OSBB21C0076 |DEEPIKA
3{cm21031 [1B.com A |U0O5BB21C0155 [M SNEHA
4|CcM21054 |1 B.Com A |UO5BB21C0147 |SHINY DSOUZA
5{CM21061 |1 B.Com A |U0O5BB21C0077 |SUDEEKSHA G
6|CM21064 |1 B.Com A [UO5BB21C0048 |SURATH C P
7|cm21128 |1 B.Com B [U05BB21C0122  [REVATHI
8|cmM21139 |1 B.Com B [U05BB21C0127  [SINCHANA
9|cM21227 |1 B.Com C |[U05BB21C0197 [SUPRITHA
'10|cA21023 [IBCA  |UO5BB2150020 |DIVYA
‘11|ca21060 [1BCA  [U0OSBB21S0050 [SHREERAKSHA
‘ 12|ca21070 [IBCA  |U05BB2150058 |VIJAYALAKSHMI
13[Ba21011 [1BBA  |UO5BB21MO0002 [CHETAN SURENDRA SHETTY
14[BA21013 [IBBA  |U0O5BB21M0018 [INANESH
15|BA21014 |[1BBA UOSBB21MO0017 |JYOTHIKA
16|BA21019 |I BBA U05B8B21MO0005 |PRITHVI -
17|BA21027 |1BBA U05BB21M0019 |SUBRAHMANYA
18(BA21031 |1BBA UO5BB21MO0028 |VASU
19.BAIDR3 t BpA  UOSBBAIMOOD3 Anjanon

AciPOl
(.“\C lFi‘s 4 Gz

actw
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Dr. B. B. Hegde First Grade College Kundapura

Department of Business Administration

Certificate Course on Soft Skill Development

Budget for the year 2021-22

Receipts Rs. Payments Rs.
Collection from students 4,750 | Xerox and material 450
(19X 300) Remuneration to the staff 4,000
Certificate 300
} 4750 4,750
Clﬁms inator

006

. peipal .
8. HSgde First C.‘.- .'_\_91(30
%ﬁﬁd&pﬁm BTN leg
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