Preface to Revised Edition

The subject of Employability Skills introduces several soft skills and entrepreneurial talents to the budding
Craftsmen, guiding their path along the line of progress. This subject covers a variety of topics and the resulting
confidence gained by the future professionals will make them pioneers in their work areas.

Directorate General of Training (DGT) under the Ministry of Skill Development & Entrepreneurship has
incorporated the concept of competency based curricula and the curricula of all CTS trades have been made
NSQF (National Skill Qualification Framework) compliant. DGT has revised the curriculum of Employability Skills
and the following 12 Modules have been re-aligned. The present book is for all One Year trades, covering the
curriculum for 120 Hours for One Year training.

Employability Skills—I (120 Hours)

(Common for all one-year trades and 1st year of all 2-year trades

1. Foundations of Employability Skills
. Exploration & Goal Setting
. Essential Digital Skills
. Introduction to Artificial Intelligence
(Digital first —Al next = better absorption)
. Financial and Legal Literacy
. Communication Skills
. Functional English for Work & Daily Life
. Becoming a Responsible & Inclusive Professional (D&l + Citizenship)

9. Workplace Mindset & Effectiveness (Becoming a Professional in the 21st Century)
10. Green Skills
11. Entrepreneurship

12. Getting Ready for Apprenticeship & Jobs
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In this latest revised edition, all the above Modules have been incorporated according to new Latest curriculum
making this book all the more useful to successfully pass the Annual A.l.T.T. exams (CBT). At the end of each
module, 750+ new MCQs have been provided in this book to help students confidently face the CBT exam
with success.

This book, complete in all respects should, we hope, fully serves the needs of instructors and especially the trainees to
thoroughly understand and learn and prepare for the trade test with confidence.

Undoubtedly we would welcome suggestions from our esteemed readers for further improvement of this volume.
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Competency Based Curriculum for Employability Skills (Latest Syllabus)

. Communication Skills

Employability Skills—I (1st Year — 120 Hours)

Foundations of Employability Skills

Skills That Shape Your Future: What It Means to Be Skilled
Today, Explore the Future of Work, Learning How to Learn,
Developing a Growth Mindset, Critical Thinking: Decision
Making and Problem Solving

e MCQs | Key 12-14

Exploration and Goal Setting

Understanding Self: My Interests & Abilities, Understanding
the World of Work, Finding Suitable Opportunities, Setting
Goals & Building a Plan

e MCQs | Key 19-22

Essential Digital SKillS........cccovvveviiiiiiiiiiiieeeennn,

Introduction to Digital Literacy & Computer Basics, Creating
and Editing Documents (MS Word), Working with Numbers
(MS Excel), Internet Use & Online Safety, Communication
Using Emails, Using Online Meeting Tools, Social Media for
Work & Life, Mobile Apps & Internet of Things

e MCQs | Key 30-37

. Introduction to Artificial Intelligence.................

Understanding Al, How Does Al Work? Data, Machine
Learning and Deep Learning, Types of Al and a Short History,
What Can Al Do? Generative Al and How to Talk to It, Impact
of Al on Jobs & Industries, Exploring Careers with Al, Learning
with Al, Using Al Responsibly

e MCQs | Key 44-48

Financial and Legal Literacy........ccccooevvnveuninennns 49-56

Introduction to Money Management, Using Banks and Digital
Payments, Budgeting, Saving & Starting to Grow Money,
Loans and Insurance: Basics to Know, Legal Literacy

e MCQs | Key 53-56

What Is Communication & Why It Matters, Active Listening
and Effective Communication, Speaking Confidently and
Respectfully, Giving & Receiving Feedback, Managing
Conflicts

e MCQs | Key 61-63

Functional English for Work & Daily Life

Greetings & Self-Introduction, Asking and Responding
to Questions, Speak and Share Information about the
Workplace, Telephone Skills, Group Discussion on Simple
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Topics, Reading and Understanding Simple Texts, Writing
for Work

e MCQs | Key 72-78

Becoming a Responsible & Inclusive Professional
(D & | + Citizenship)

Respecting Differences: Identity, Bias and Belonging, My
Values and Our Constitution, Working in Diverse and Inclusive
Teams, Gender at Work - Equality, Challenges, and Change,
Safe and Respectful Workplaces: POSH & Beyond

e MCQs | Key 82-85

Workplace Mindset & Effectiveness (Becoming a
Professional in the 21st Century)

Building a Positive Work Attitude: Workplace Behaviour &
Resilience, Time Management in the Workplace, Working Well
in a Team, Staying Safe, Healthy and Stress-Free at Work

e MCQs | Key 88-90

Green Skills

What Is Sustainability and Why It Matters, Three Pillars
of Sustainability, Systems Thinking: How Everything Is
Connected, Emergent Sources of Energy, My Footprint: Daily
Choices and Their Impact, Our Place: Community Issues
and the Green Audit, Designing Local Green Solutions
and Advocating for Sustainability, Exploring Green Career
Pathways, My Green Career Map: Plan Your Path

e MCQs | Key

96-99

Entrepreneurship ....cccoeveiiiiiiieeeeeeeee 100-113

Who Is an Entrepreneur?, Spotting Opportunities and
Customer Needs, Selecting a Product or Service, Developing
My Business Idea and Planning It, Budgeting and Accounting
for My Business, Talking About and Pitching My Business,
Getting Support to Start and Funding My Business, Legal
and Statutory Compliances for My Business, Marketing My
Business: The 7 Ps, Running My Business: Customer Service,
Selling and Trust

e MCQs | Key 105-113

Getting Ready for Apprenticeship & Jobs...... 114-128

Presenting Yourself Professionally, Building a Resume,
Preparing for Interviews, Professional Networking, Applying
for Jobs through, Online Portals, Enrolling for Apprenticeship,
Introduction to Platform-Based Jobs, Career Pathways: Reflect
and Decide, Guest Lecture by Alumni, Industry Visit

e MCQs | Key 119-128
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