
1. Communication Skills ........................................1–39

1. Communication and Listening Skills
Introduct ion,  Ef fect ive Communicat ion,  Types of 
Communication, Written Communication, Non-Verbal 
Communication, Facial Expressions, Practicing Effective 
Communication, Effective Workplace Communication, 
Listening Tools.

 • MCQs  Key 17–20

2. Self-Management & Personality Development
Introduction, Basics of Self-Management, Self-Learning, Swot 
Analysis, The Swot Process, When to use Swot Analysis, 
Advantages of Swot Analysis, Disadvantages of Swot Analysis, 
Motivation and Positive Attitude, Image Building Techniques.

 • MCQs  Key 25–26

3. Personal Grooming and Hygiene
Presentation of Self, Benefits of Self-Presentation, Formal and 
Informal Dressing, Dressing for Occasions.

 • MCQs  Key 30

4. Techniques of Attending Interview
Introduction, Interview Preparation,  Job Search Sources, 
Search For a Job Online, Getting Ready for Job, Do’s and 
Don’t of an Interview.

 • MCQs  Key 37–39

2. Basic Mathematical Calculation ....................... 40–73

5. Introduction to Units and Dimensions of different
Objects

Definition, Classification of Units, S.I. Units, Inter-Relationship 
between Metric and British Systems of Units, Length, Area, 
Volume, Weight, Miscellaneous Items.

 • MCQs  Key 42–43

6. Perimeter and Area
Rectangle, Square, Parallelogram, Rhombus, Trapezium, 
Triangles, Circle.

 • MCQs  Key 46–48

7. Quantitative Aptitude
Introduction, Comparing Quantities, Profit and Loss

 • MCQs  Key 52–53

8. Internet Banking
Introduction, Features, Various Modes of Payment, NEFT, 
RTGS, IMPS, Unified Payments Interface (UPI), Cash 
Transaction, Cash Transactions vs Digital, Transactions, 
Money Transfer Mobile Apps in India.

 • MCQs  Key 60–61

9. Insurance and Taxes
Concept of Insurance, Types of Insurance, Concept of Tax, 
Mechanism of Savings, Investing, Types of Investments.

 • MCQs  Key 64–65

10. Logical Reasoning
Introduction, Principles of Logical Reasoning

 • MCQs  Key 68

11. Data Interpretation
Introduction, Basic Graph Types

 • MCQs  Key 72–73

3. Energy and Environment .................................. 74–82

12. Energy and Environment
Sources of Energy, Introduction, Fossil Fuels and Sources of 
Energy, Non Conventional Sources or Alternative Source of 
Energy, Wind Energy.

 • MCQs  Key 77–78

13. Management of Natural Resources
Global Problems, Need to Manage Resources, Water for All

 • MCQs  Key 82

4. English Literacy ............................................. 83–109

14. Pronunciation

Introduction

15. Functional Grammar
1. Naming Words, Naming Words-Singular and Plural
2. Action Words
3. Tenses
4. Describing Words
5. Pronouns
6. Punctuation
7. Kind of Sentences and Making Sentences

 • MCQs  Key 96–97

16. Greetings, Self-Introduction, and Role Playing
Greetings and Introduction, Introductions, Describing People, 
Asking or Requesting Someone to Give Information, Asking 
or Requesting Someone to Do Something, Telephone Skills, 
Work Hospitality, Role Playing, Discussion on Current Affairs

 • MCQs  Key 104

17. Introduction to CV
Curriculum Vitae Format, Review a Sample CV, Letters of 
Application

 • MCQs  Key 109
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