PART IV (2) – SKILL BASED SUBJECTS (SBS)
GROUP I –  SET I 
 II YEAR – III SEMESTER

COURSE CODE: 4SBS3A1

COURSE I – COMPETITIVE EXAMINATION SKILLS 

Unit I    

Intelligence, Creativity & Application, Testing & Assessment
Unit II   

Types, Verbal Abilities & Fluency
Unit III  

Numerical Ability
Unit IV  

Spatial and Perceptual Abilities, Situation reaction Test
Unit V   

Memory and Inductive Reasoning                  

References

1. Ajay Rai, “Intelligence Tests”, Sterling Paperbacks, Published by Sterling Publishers Pvt. Ltd., L-10, Green Park Extension, New Delhi 110 016., 2001
2. Competition Success Review magazines.
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GROUP I –  SET I

II YEAR – III SEMESTER

 COURSE CODE: 4SBS3A2

COURSE II – executive SKILLS

Unit I
Professionalism: Professional approach & behaviour – rational vs. emotional decisions – analysis of self-competence and self confidence – qualities of an effective executive

Unit II
Corporate Etiquette: Dressing occasions – formal – semi formal and informal – Eating habits– Table manners – Body language: Kinesics and proximity

Unit III
House Keeping Skills: Cleanliness at work place – Organizing the Work Table and Shelves – Spatial Utility and Energy Saving habits – Office Files and Personal Computer / Laptop management

Unit IV
Front Office Skills: Reception and Greeting – Telephone manners – effective visitor appointments management – Preparation to attend office meetings – preparation to hold office meetings 

Unit V
Documentation: Objectives, Report writing, How to write minutes, Preparation methods, and Report for media?
References
1. Naveen Kumar, Sudan A. S; Managerial Skill Development, First Edition (2004), Anmol Publications

2. Lesikar & Flatley, Basic Business Communication, New Delhi: Tata McGraw Hill

3. www.executiveworld.com
4. www.selfconfidence.co.uk
5. www.senselang.com
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GROUP I – SET II

III YEAR – V SEMESTER

COURSE CODE: 4SBS5A3

COURSE I – ENTREPRENEURIAL DEVELOPMENT SKILLS
Unit I

Concept of Entrepreneurship and basics of selection of project/business 

Qualities of an entrepreneur – Classification of industries as tiny, small, medium and large Infrastructure facilities, threats and Opportunities-Corporate Social Responsibility 
Unit II

Preparation of Project Proposal

Introduction to nature of business – techniques of market survey – goal setting, funding institution, departmental licenses and clearance – production capacity – fixed capital – working capital and total investment – costing, pricing, profit assessment – return on capital investment, Break Even Point and Cash Flow

Unit III

Marketing skills

Salesmanship, credit sales, customer management, negotiation skills, business tie ups, export possibilities and policies
Unit IV

Management of Men, Materials, Money, Machine and Methods (the 5Ms)

Management of man power, problem solving, purchasing techniques, inventory management– Quality control and standards – resource mobilization – Financial planning, record keeping and accounting, knowledge of employees’ welfare measures – plant selection and layout.

Unit V
Industrial Management

Technology upgradation – value addition – diversification – utilization of waste and by products – concepts of zero discharge
References
1. Entrepreneurial Development – S.S.Khanna, S.Chand & Co.

2. Entrepreneurial & Management of Small Business – CED, Madurai – 10.

3. Entrepreneurship Development – S.P.Saravanan, Sul
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GROUP I – SET II

III YEAR – V SEMESTER

COURSE CODE: 4SBS5A4

COURSE II – HERITAGE AND TOURISM
Unit I
Tourism – Introduction – Concepts – Significance – Forms of Tourism – Effects of Tourism – Social, Economic and Environmental aspects – Human Rights
Unit II
Importance of preserving heritage – Heritage Spots in India – In Tamil Nadu – Brief history of the heritage spots – The role of heritage spots in promoting tourism – UNESCO guidelines on Heritage
Unit III
Role of Government in promoting tourism – ITDC- TTDC-Palace on wheels – Travel industry service network – Land (rail and road) Air – Water – Travel Agency – Hospitality and Accommodation
Unit IV
Travel Guide – Features – requirements – One’s role as a guide – Income and Employability – Qualities and skills of a professional travel or tourist guide
Unit V
Project work – Field visit to heritage and tourism spots in Sivagangai and Ramanathapuram Districts and submission of a report (15 to 25 pages)
References
Bhatia, A. K 

– 
Tourism Development Principles and Practices, 





(Sterling Publishers (P) Ltd., New Delhi)
Ananand M. M
–
Tourism and Hotel Industry in India 





(Sterling Publishers (P) Ltd., New Delhi)

Acharya Ram 

– 
Tourism and Cultural Heritage 





(Rosa Publications: Jaipur, 1986)
Jha, S.M 

– 
Tourism Marketing (Himalaya Publishing House)
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GROUP I – SET II

III YEAR – V SEMESTER

COURSE CODE: 4SBS5A5

COURSE III – MARKETING AND SALES MANAGEMENT
Unit I

Introduction: Evolution of marketing – Types of marketing: Consumer Products Marketing, Industrial Marketing and Services Marketing – Demographic and Behavioural dimensions of marketing – Marketing Planning 

Unit II
Basics of Market Segmentation, Targeting and Positioning – Components of the Marketing Mix: Product – Price – Place – Promotion – Distribution Channels: Types – Merits and Demerits

Unit III
Marketing Vs Selling – Nature and scope of sales management – Personal selling and salesmanship – Selling function – understanding consumer’s decision making process – sales organization and types of selling

Unit IV
Prospecting – Approaching the customer – Sales presentation – Sales demonstration – Negotiating buyer concerns – Closing the sale – Post Sales Service and Complaint Handling

Unit V
Modern Trends in Marketing and Sales: Internet Marketing – Direct Marketing – Multi Level Marketing – Relationship Marketing – Selling through Kiosks 

References
1. Chunawalla, S. A., Sales Management, 5th Edition (2007), Himalaya Publishing House

2. Havaldar, Krishna; Sales and Distribution Management, 1st Edition (2006), Tata McGraw Hill 

3. Perreault, Jr., William; McCarthy, E. Jerome, Basic Marketing, 15th Edition, 2006, Tata McGraw Hill
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GROUP II – SET I
II YEAR – IV SEMESTER

 COURSE CODE: 4SBS4B1

COURSE I – ACCOUNTING SKILLS

Unit I


Introduction to Accounting – Accounting principles – Accounting equation – Double entry system – Characteristics – Classification of Accounting principles.
Unit II

Books of Accounting – Journal – Accounting Process – Classification of Accounts –Compound Journal Entries – Important consideration for recording transaction  
Leger: Difference between Journal & Ledger – Cashbook and Subsidiary Books – Purchase Books – Invoice, Sales Book, Return Book, Debit and Credit notes
Unit III

Trial balance: Meaning of Trial Balance, Objective and Importance of Trial Balance
Errors: Meaning and location of Errors.
Unit IV

Financial Accounts: Meaning and typing of Financial Statements, procedure for preparing accounts – Profit and Loss Accounts – Balance Sheet – Manufacturing Account – Adjustment and treatment of adjustment.
Unit V
Introduction to Accounting Package – Introduction to Tally: Features, advantages, defining the cells, format the data, entering data, functional keys and simple calculation – Excel: features, advantages, defining the cell range, functional keys, entering the data, defining the functions and simple calculations.
Text Book
M.C.Shakla, T.S.Grawal and S.C.Gupta – “Advanced Accounts” S. Chand & Company Ltd, New Delhi, Fourteenth Edition, 1999.

Reference Books
1. Mukesh Mahajan, P.S.Gills, V.P.Sharma and H.S.Punia, Fundamentals of Accountancy, Unistar Books Pvt. Ltd., Chandigarh, 2001.
2. Sundeep Sharma, Principles of Accounting (A Complete Hand Book), Shree Niwas Publication, Jaipur, First Edition, 2004.
3. Douglas Garbutt, Accounting Foundation (An Introductory), Pitman, Publishing Limited, London, First Edition, 1980.
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GROUP II – SET I 

II YEAR – IV SEMESTER

 COURSE CODE: 4SBS4B2

COURSE II – EMERGENCY AND MEDICAL LAB SKILLS
Unit I
First Aid – Fracture and Fire
First Aid – Drowning and Snake animal, rodent bites. 

First Aid – Diarrhoea, Dysentery and Heat Stroke

Unit II
Traffic Rules
Road accidents: precautions, preventions & emergency steps to be taken on the spot advantages of 108 ambulance.
Unit III 

Basic Clinical lab Tests

Blood, Urine, saliva, stool Tests
Unit IV
Awareness Programmes on the importance of locally available herbal plants and Vegetables. Skin lashes poor eye-sight anemia
Unit V
Project on Locally available native treatments for various Health Problems (Project Report 15 to 25 Pages)
References

1. Era.Su.Muthu and Meera Ravishankar, “First Aid”, aug-2013 published by Sura Books (PVT) Ltd., 1620, ‘J’ Block, 16th Main Road, Anna Nagar, Chennai – 600 040.
2. Dr.Rama Rao, “Handbook of First Aid”, Chennai.
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GROUP II – SET II 

III YEAR – VI SEMESTER

 COURSE CODE: 4SBS6B3
COURSE I – BASIC INTERNET AND OFFICE AUTOMATION LAB  

The course will have a professional computer skill and practical oriented.


Unit I -
 INTERNET
1. Create & demonstrate an E-mail Id in any one of the mail server?

2. Write the step by step procedure to send a letter to your friend through E-mail and demonstrate with your system.
3. Write and demonstrate the procedure to apply for the post with the attachment of your BIODATA to any one of the company through E-mail
4. 
a) Demonstrate the procedure to copy a given file to the CD,USB DEVICE, FLOPPY 
    DISK

b) Write the steps to zip & unzip the given file in Windows.


c) Demonstrate the steps to scan the picture with the help of the scanner & to 
             perform the zooming operation.

5. Website using any one of the search engine.
Unit II - 
MS-WORD 

1. Prepare a PONGAL and DEEPAVALI greeting cards with picture insertion and      alignment, write the procedure to take hard copy.

2. Prepare a letter using mail merge facilities to send the admission cards to the selected      candidates for the various courses offered by the University.

3. Using MS-Word Prepare your own biodata with the help of the template and using numbering and bullets where ever necessary.
4. Create the table with following data:


Account number, Debit, Credit, Balance amount


Enter the data and perform the various operations in Table.

5. Type the document and do the following:

a) Find and replace the word.

b) Extract some paragraph to another file
c) Perform spell check operations

d) Perform the various operations in the format menu.

Unit III - 
MS-EXCEL 
1. Create the worksheet in MS-EXCEL to store the following information:

Reg.no
Name
Mark1
Mark2
Mark3
Total
Average

a) using formula and function find the total, average  maximum, minimum total marks

b) sort the names in alphabetical order

c) create the bar chart for average mark with proper titles, legend and gridlines.
2. Prepare the  attendance report for the following in Excel

STUDENT ATTENDANCE REPORT

Course Name: BCA








Semester II

Total number of working days: 80

RegNo

Name

No. of Absent

No. of Present

Percentage of 


                                   
          

          



Attendance

--------

-------

-----------------

------------------

----------------
3. Create a worksheet in MS-Excel with following details

a) Employee number, Employee name, Designation, Basic pay and LIC, PF
b) Calculate
HRA

=
20% of Basic 

          


DA

=
30% of Basic




Gross Pay
=
Basic Pay + HRA + DA




Net Pay
=
Gross Pay – (LIC+PF)

4. Create a worksheet in ms excel with the following details:


Name, Description of the item, price of each item, quantity purchased, stock in hand, 
      
Enter the 5 data in  the above format

a) Calculate  amount=price* quantity

b) In table sort the field item wise

Unit IV - 
POWERPOINT  

1. Prepare three slides in Power point showing the features of MS OFFICE and also set timings to view it.
2. Prepare three slides for showing the types of computers with the following settings:
a) Set different slide transitions

b) Give header & footer for each slide

c) Set slide timings for each slide

3. Prepare three slides with a text & picture expressing the introduction of new product.

4. Prepare five slides with a text and picture for various courses offered by the University with animation effect.

Unit V
DTP – Page maker – Coral Draw – Photoshop- Flash
References
1. PC Software For Windows By R.K.Taxali – Tata Mc Graw-Hill

2. DTP Course Kit by Vikas Gupta – 2007 Comdex publications

3. Photoshop 6 In Depth–David Xenakis Benjamin Levisa–Dream Tech Press,New Delhi
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GROUP II – SET II 

III YEAR – VI SEMESTER

 COURSE CODE: 4SBS6B4

COURSE II – FRUIT, VEGETABLE PRESERVATION SKILLS
Unit I
Principles, Methods, types of Preservation.

Preservation media and mode of action of preservation. Traditional & Modern methods.   

Unit II
Study of various types of equipments – care & precautions and usage. 
Study of various types of containers.

Unit III
Vegetables & their product preservation Methods
Importance of personal hygiene and sanitary standars

Unit IV
Fruits & their preservation
Unit V
Project:

1. Mapping of preservation practices & centres
(or)

2. Preservation practices specific to fruits & Vegetables in your area 
(Project Report 15 to 25 Pages)
References

1. Srivastava R.P. and Kumar.S “Fruit and Vegetable Preservation: Principles”

2. Ranjit Singh “Fruits” National Book Trust.

3. Girdhari Lal Tandon et al “Preservation of Fruit and Vegetable Products”.
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GROUP II – SET II 

III YEAR – VI SEMESTER

 COURSE CODE: 4SBS6B5

COURSE III – EQUIPMENT HANDLING SKILLS FOR EVENTS
Unit I
Event that require different electrical & electronic gadgets – Positioning mikes, speakers, LCD Projectors collar mikes & screen

Unit II

PA System and Audio Recording
Components of PA System – Working principles of amplifier, mike and speaker – Wiring system trouble shooting and rectification – tape recorders and principles of operation –troubleshooting and maintenance

Unit III
VCD/DVD Handling and Videography

Operating principles of VCD and DVD – TV connection – principles of Videography – operation of video-cameras

Unit IV
LCD Operations and Power-Point Presentation
Principles of LCD – mode setting – visibility adjustments – computer incorporation – power point presentation

Unit V

Photography and Image Editing
Principles – manual and digital cameras – view setting and focus – computer interface – image editing – CD writing.

References
1. “Using Information Technology” Williams Sawyer, Hut Chinson Tata Mc Graw-Hill

2. “Introduction to Information System” James A.O.Bries Tata Mc Graw-Hill

3. “Digital Image Processing” Rafael C. Gonzalez Richard E Wood, Prentice Hall of India
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