
dkS'ky fodkl vkSj m|ferk ea=kky; (MSDE) osQ v/hu izf'k{k.k egkfuns'kky; (DGT), jk"Vªh; Lrj ij O;kolkf;d izf'k{k.k 
osQ fodkl vkSj leUo; osQ fy, loksZPp laxBu gksus osQ dkj.k] le;&le; ij pyus okys ek£dV vkSj m|ksx osQ lkFk 
vius fofHkUu n`f"Vdks.kksa dks mÙkerj cukus osQ fy, dne mBkrs gSaA

,EIykW;fcfyVh fLdYl osQ la'kksfèkr ikB~;Øe dks iqu% :ikafdr fd;k x;k gSA flrEcj 2022 ls izkjaHk gq, l=k ls u, 
la'kksf/r ikB~;ozQe dks izHkkoh dj fn;k x;k gS vkSj izFke rFkk f}rh; o"kZ (120 ?kaVs $ 60 ?kaVs) osQ fy;s fuEufyf[kr 
ekWM~;wYl dks lfEefyr fd;k x;k gSA

,EIykW;fcfyVh fLdYl izFke o"kZ (120 ?kaVs)

(lHkh ,d o"khZ; VªsM~l rFkk nks&o"khZ; VªsM~l osQ izFke o"kZ osQ fy,)

	 1.	 jkstxkj dkS'ky dk ifjp; (Introduction to Employability Skills)
	 2.	 laoS/kfud ewY; & ukxfjdrk (Constitutional Values – Citizenship)
	 3.	 21oha lnh esa izksisQ'kuy cusa (Becoming Professional in the 21st Century)
	 4.	 csfld bafXy'k fLdYl (Basic English Skills)
	 5.	 oSQfj;j fodkl vkSj y{; fuèkkZj.k (Career Development & Goal Setting)
	 6.	 lapkj dkS'ky (Communication Skills)
	 7.	 fofo/rk vkSj lekos'ku dks le>uk (Understanding Diversity and Inclusion)
	 8.	 foRrh; vkSj dkuwuh lk{kjrk (Financial and Legal Literacy)
	 9.	 fMftVy fLdYl (Digital Skills)
	10.	 m|ferk (Entrepreneurship)
	11.	 xzkgd lsok (Customer Service)
	12.	 izf'k{kqrk vkSj ukSdjh dh rS;kjh (Getting Ready for Apprenticeship and Jobs)

,EIykW;fcfyVh fLdYl f}rh; o"kZ (60 ?kaVs)

(lHkh nks&o"khZ; VªsM~l osQ f}rh; o"kZ osQ fy, leku)

	 1.	 csfld oSQfj;j dkS'ky (Basic Career Skills)	 2.	 Hkfo"; dk;Z dkS'ky (Future Work Skills)
	 3.	 m|ferk dkS'ky (Entrepreneurial Skills)	 4.	 baVjusV dkS'ky (Internet Skills)
	 5.	 izksisQ'kuy dkS'ky (Professional Skills)

iqLrd osQ bl uohu ifjo£¼r laLdj.k esa lHkh rRoksa dk lekos'k djrs gq, bls izf'k{kk£Fk;ksa dh ok£"kd A.I.T.T. ijh{kk 
gsrq vR;ar ykHknk;d cuk fn;k x;k gSA
cM+h la[;k esa cgq&fodYih iz'u (MCQs oq¡Qth lfgr) fn;s x, gSa rkfd izf'k{kkFkhZ fo'okliwoZd vkSj liQyrk osQ lkFk 
ijh{kk esa mrh.kZ gks losaQA
,slk fo'okl gS fd ;g iqLrd izf'k{k.kk£Fk;ksa dks okafNr n{krk gkfly djus esa lgk;d gksxh vkSj os ,u- lh- oh- Vh- 
izek.k i=k gkfly djus osQ fy, ijh{kk esa liQy gksaxsA

 ikBdksa osQ lq>koksa dk ge Lokxr djrs gSa D;ksafd ;s lq>ko gesa vxys laLdj.k esa vkSj lqèkkj djus esa lgk;d gksaxsA

uohure laLdj.k dh izLrkouk 



fo"k;&lwph

Core Skill osQ fy, ,EIykW;fcfyVh fLdYl uohure ikB~;ozQe ..........................................................................................	(vi–viii)

	 1.	 jkstxkj dkS'ky dk ifjp;
		  (Introduction to Employability Skills)................... 3–13

ifjp;_ jkstxkj dkS'ky D;ksa egÙoiw.kZ gSa\_ dksfoM&19 osQ nkSjku 
vkSj ckn esa bZ&y²ux_ bZ&y²ux osQ ykHk_ bZ&y²ux dks Lo&f'k{k.k 
osQ fy, midj.k osQ :i esa mi;ksx djuk_ jkstxkj dkS'ky osQ 
fy, bZ&y²ux iksVZy_ dksfoM&19 osQ ckn osQ fofHkUu m|ksx] #>ku] 
vko';d dkS'ky vkSj miyCèk volj_ miyCèk volj_ 21oha 
lnh osQ dkS'kyA

•• cgq fodYih; iz'u
•• oq¡Qth	 13

	 2.	 laoS/kfud ewY; & ukxfjdrk
		  (Constitutional Values – Citizenship)................. 14–24

vkpkj vkSj ewY;_ vkpkj_ ewY;_ ewY;ksa osQ izdkj_ vkpkj vkSj 
ewY;ksa osQ chp varj_ vkpkj vkSj ewY; gekjs O;ogkj dks oSQls 
izHkkfor djrs gSa_ fo'oluh;rk_ gekjk lafo/ku_ Hkkjrh; lafoèkku_
izLrkouk_ Hkkjrh; lafoèkku osQ ekxZn'kZd fl¼kar_ ,d Hkkjrh; 
uxkfjd osQ vf/dkj vkSj drZO;_ ekSfyd drZO;_ ekSfyd drZO;ksa 
dk egÙo_ ekSfyd vfèkdkjksa vkSj drZO;ksa osQ chp varj_ gekjs 
i;kZoj.k dh lqj{kk_ i;kZoj.k {kj.k_ i;kZoj.k {kj.k osQ izdkj_ 
i;kZoj.k {kj.k osQ dkj.k_ i;kZoj.kh; {kj.k osQ izHkko_ i;kZoj.kh; 
{kj.k osQ lek/kuA

•• cgq fodYih; iz'u

•• oq¡Qth	 24

	 3.	 21oha lnh esa izksisQ'kuy cusa
		  (Becoming Professional in the 21st Century)..... 25–39

ifjp;_ 21oha lnh osQ dkS'ky dk vH;kl djus dk egRo_ vkRe 
tkx:drk_ O;ogkj dkS'ky_ le; izca/u_ leL;k dks lqy>kuk_ 
jpukRed lksp_ HkkoukRed tkx:drk_ lh[kus osQ fy, lh[kukA

•• cgq fodYih; iz'u

•• oq¡Qth	 38–39

	 4.	 csfld bafXy'k fLdYl
		  (Basic English Skills)........................................ 40–73

ifjp;_ vaxzsth Hkk"kk dk egRo_ vaxzsth oSQls lh[ksa_ O;kdj.k ,oa 
okD;_ laKk_ laKk osQ izdkj_ tkfrokpd laKk_ loZuke_ loZuke 
osQ izdkj_ fo'ks"k.k_ fo'ks"k.k osQ izdkj_ fozQ;k_ fØ;k osQ izdkj_ 
fozQ;k&fo'ks"k.k_ fØ;k&fo'ks"k.k osQ izdkj_ laca/lwpd 'kCn_ laca/
lwpd osQ izdkj_ la;kstd_ foLe;lwpd 'kCn_ vk£VdYl_ fojke 
fpÉ_ okD;ksa osQ izdkj_ dky_ Jo.k dkS'ky_ okpu dkS'ky_ i<+uk_ 
ys[ku_ lewg ppkZ_ VsyhiQksu dkS'ky_ doj ysVj osQ mís';A

•• cgq fodYih; iz'u

•• oq¡Qth	 69–73

	 5.	 oSQfj;j fodkl vkSj y{; fuèkkZj.k
		  (Career Development & Goal Setting)................ 74–80

ifjp;_ y{;ksa osQ izdkjA
•• cgq fodYih; iz'u

•• oq¡Qth	 79–80

	 6.	 lapkj dkS'ky
		  (Communication Skills)................................... 81–105

ifjp;_ izHkkoh lapkj_ lapkj osQ izdkj_ 'kkfCnd lapkj% ekSf[kd_
f'k"Vkpkj_ 'kkfCnd lapkj% fyf[kr_ v'kkfCnd (xSj&ekSf[kd) lapkj_
izHkkoh lapkj dk vH;kl djukA

•• cgq fodYih; iz'u

•• oq¡Qth	 103–105

	 7.	 fofo/rk vkSj lekos'ku dks le>uk
		  (Understanding Diversity and Inclusion)........106–113

ifjp;_ Posh vfèkfu;eA
•• cgq fodYih; iz'u

•• oq¡Qth	 112–113

	 8.	 foRrh; vkSj dkuwuh lk{kjrk
		  (Financial and Legal Literacy)........................114–128

ifjp;_ foÙkh; lk{kjrk_ dkuwuh lk{kjrk_ fofHkUu foÙkh;  
laLFkku_ fofHkUu foÙkh; mRikn ,oa lsok,¡_ vkWi- Qykbu vkSj vkWuykbu 
foÙkh; ysunsu_ Hkkjr esa osru lajpuk_ ctV osQ fy, vk; vkSj 
O;; dh x.kuk_ 7 pj.kksa esa ctV oSQls cuk,¡_ dkuwuh vfèkdkj] 
dkuwu vkSj lgk;rkA

•• cgq fodYih; iz'u

•• oq¡Qth	 126–128

	 9.	 fMftVy fLdYl
		  (Digital Skills)................................................129–183

ifjp;_ oaQI;wVj D;k gS_ oaQI;wVj osQ ykHk_ oaQI;wVj dh gkfu;ka_ 
gkMZos;j_ lkWÝVos;j_ oaQI;wVj osQ mi;ksx_ vkWijs¯Vx flLVe_ ̄ oMks”k 
10_ ¯oMks”k 10 dk opqZvy MsLdVkWi_ i- Qkby ,DlIyksjj ij dk;Z 
djuk_ ¯oMks”k 10 dh Rofjr dkjZokb;k¡_ ¯oMks”k 10 esa DykmM_ 
One Drive dk mi;ksx_ ¯oMks”k 10 osQ ;wfuolZy ,sIl_ ¯oMks”k 
10 dh lqj{kk fo'ks"krk,¡_ ¯oMks”k 10 esa fjeksV ,Dlsl_ ¯oMks”k 
10 esa cSdvi vkSj fjdojh_ ,fIyosQ'ku vubaLVkWy djuk_ ,e,l 
oMZ 2016_ oMZ izksls¯lx dh vo/kj.kk_ LVkVZ ekbozQkslkWÝV oMZ 

Employability Skills–I (120 Hours)



vfo"k;&lwph

2016_ MS Word 2016 baVji- sQl_ MkWD;wesaV esa VsDLV ,aVj djuk_ 
MkWD;wesaV dks Save djuk_ MkWD;wesaV Edit djuk_ MS Word 
2016 esa ¯iz¯Vx vkSj ¯izV izhO;w ns[kuk_ ¯izV ysus ls igys lkexzh 
dks ns[kuk_ ,e,l ,Dlsy 2016_ lsy_ ekbozQkslkWÝV ,Dlsy ¯oMks_ 
VsDLV izfo"V djuk_ baVjusV_ oYMZ okbM osc_ WWW oSQls dke 
djrk gS\_ osc czkm”klZ_ baVjusV izksVksdkWy_ lks'ky ehfM;k_ baVjusV 
lqj{kk_ Vhe lg;ksx midj.kA

•• cgq fodYih; iz'u

•• oq¡Qth	 178–183

	10.	 m|ferk
		  (Entrepreneurship).........................................184–201

ifjp;_ m|ferk osQ izdkj_ m|eksa osQ izdkj_ laHkkfor O;olk; osQ 
voljksa dh igpku_ djus dh izfØ;k_ izklafxd fofu;ked vkSj oSèk-
kfud vko';drk,¡_ ekosZQfVax osQ 4P_ foÙk iks"k.k osQ fofHkUu ÏksrA

•• cgq fodYih; iz'u

•• oq¡Qth	 197–201

	11.	 xzkgd lsok
		  (Customer Service)........................................202–213

ifjp;_ xzkgd_ xzkgd dh vko';drk,¡_ xzkgd dh izfrfØ;k ,d=k 
djus osQ fy,_ mi;ksx fd, tkus okys midj.k_ LoPNrk cuk, 
j[kus vkSj mfpr :i ls diM+s_ iguus dk egRoA

•• cgq fodYih; iz'u

•• oq¡Qth	 212–213

	12.	 izf'k{kqrk vkSj ukSdjh dh rS;kjh
		  (Getting Ready for Apprenticeship and Jobs).214–232

CV (Curriculum Vitae) dk ifjp;_ CV dh ,d uewuk dh 
leh{kk_ lk{kkRdkj (Interview) dh rS;kjh_ ukSdjh [kkst osQ Ïksr_ 
NAPS_ vkWuykbu ukSdjh [kkstsaA

•• cgq fodYih; iz'u
•• oq¡Qth	 229–232

Employability Skills–II (60 Hours)

	 1.	 csfld oSQfj;j dkS'ky
		  (Basic Career Skills)............................................3–19

ukSdjh osQ fy, vkosnu djuk_ ck;ksMkVk (resume) D;k gS\_ 
ck;ksMkVk (resume) osQ liQyrk osQ dkjd_ ewy ck;ksMkVk (re-

sume) izk:i (layout)_ ukSdjh vkosnu i=k D;k gS\_ vaxzsth 
esa iQkWeZy dE;qfuosQ'ku (vkSipkfjd lapkj)_ vaxzsth esa iQkWeZy 
(vkSipkfjd) :i ls fy[kuk_ vaxzsth esa buiQkWeZy dE;qfuosQ'ku 
(vukSipkfjd lapkj)_ dk;ZLFky f'k"Vkpkj_ çHkkoh Vhe ooZQA

•• cgq fodYih; iz'u

•• oq¡Qth	 17–19

	 2.	 Hkfo"; dk;Z dkS'ky
		  (Future Work Skills).......................................... 20–42

Hkfo"; osQ dk;Z dkS'ky dk ifjp;_ IysViQkWeZ vkSj fxx bdksukWeh_  
Lo&jks”kxkj ;kstuk_ dke osQ fy, izoklu_ ,d f'k{k.k ,oa oSQfj;j 
lalkèku osQ :i esa_ dkS'ky Hkkjr fMftVy IysViQkWeZ_ gfjr eku-
fldrkA

•• cgq fodYih; iz'u
•• oq¡Qth	 39–42

	 3.	 m|ferk dkS'ky
		  (Entrepreneurial Skills)..................................... 43–55

,d m|e'khyrk@m|e'khy ekufldrk dk fuekZ.k_ ,d O;olk;@
Lo&jkstxkj ;kstuk cuk,¡_ ,d O;olk; ;kstuk çLrqr djukA

•• cgq fodYih; iz'u
•• oq¡Qth	 54–55

	 4.	 baVjusV dkS'ky
		  (Internet Skills)................................................. 56–70

Lo;a lh[kus osQ fy, baVjusV dk mi;ksx djuk_ ukSdjh [kkstus osQ 
fy, baVjusV dk mi;ksx djuk_ ukSdjh ryk'kus osQ fy, baVjusV dk 
mi;ksx oSQls djsa\_ tkWc iksVZy ij ukSdjh osQ fy, vkosnu djus 
dh izfØ;k_ vuqyXudksa osQ lkFk bZesy Hkstuk_ oSdfYid dfj;j 
osQ fy, fMftVy dkS'kyA

•• cgq fodYih; iz'u
•• oq¡Qth	 69–70

	 5.	 izksisQ'kuy dkS'ky
		  (Professional Skills).......................................... 71–88

izksisQ'kuy dkS'ky_ yksd dkS'ky (yksxksa osQ dkS'ky)_ nwljksa osQ 
lkFk izHkkoh <ax ls dke djus dk D;k eryc gS\_ Vhe osQ lkFk 
lg;ksx D;ksa egRoiw.kZ gS\_ izHkkoh Vhe osQ lnL;ksa osQ y{.k_ Vhe 
osQ f[kykM+h dh Hkwfedk,¡_ ilZukfyVh fLdYl (O;fDrRo dkS'ky)_ 
¯Fk¯dx fLdYl (euu dkS'ky)_ oQfj;j fodkl osQ fy, CPDA

•• cgq fodYih; iz'u
•• oq¡Qth	 85–88


