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CHAPTER 1: EXECUTIVE SUMMARY

Computer Proficiency is an inevitable parnt of education. 1he course 1%

aiming to equip all the Ans, Science, 2nd commerce aspiranis io have basic

skills as well as hands on experience on word processing. for creating excel

spreadsheets. for building databases and preparing presentations, through ihe use

of Microsofi Office Word. Excel, and PowerPoint programmes. Afier successful

completion of the imemship. the sivdent will be able 1o understand the

following.

Ohjectives:

— To give basic information about the computer sysiem.

~ To give knowledge about computer hardware and computer sofiware.

To familianize students with the use of MS Windows, Internet and E-mail.

To familiarize students with the use of MS Office-MS Word. MS Excel &

MS-PowerPoint.

. Learning Qutcomes:

£

To understand the basics of computers

Learned about MS Office, Tvping, and Excel
To enrich the practical knowledge of computers
Learned about Intemnet, E-Mail and Power Point

Learned Navigate and perform common tasks in Word, such as opeming,
viewing, editing, saving, and printing documents, and configuring the

application.

To know the Format text and paragraphs in computers
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Microsofl word is an important education apphication. It is imporiant 1o
process raw facts inte meamingful information. Microsoft word can benefits
teachers 2nd students 1o create new innovative methods of leaming and teaching.
Microsoft word and Microsoft office suite for students help to transmil
ecducational materials and practice svstematically in school and university faster
with higher quality. In which students can use Microsoft word templates to teach
complex fundamental into simple methods. In treditional education method,
students write 2nd practice school leaving centificate on notebooks. But in future
students need to print the lener or 2ll the depaniments will be becoming digital.
In that time you can’t imagine the applications are received by a handwritten

letter on physical paper.

Microsofi Office is a familv of server software, and services developed by
Microsofi for various purposes. Microsoft Office is a suite of deskitop
productivity applications that is designed specifically to be used for office or
business use. | leamed how Microsoft word and MS Office etc. application can
be used and utilized by students to faster the process of receiving and giving
information. And to achieve this purposes around the world school and colleges.
I belicve Microsofi Word is 2n imponant application that can improve and
maximize practical education practices in schools and colleges. I leamed many
computer basics for getting Government and pnvate jobs. Every day | went into
the Global Computer Centre, Kadin for second internship for getting degree.
This institute has given good training for MS Office and other basic computer
knowledge. 1 also attended regular classes and note down the notes and did
practical experience. | used deskiop for practical experience. I really appreciate

the government for giving this wonderful opportunity.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Introduction of the Organization

Global IT Solutions (GITS) is an I50 9005:2015 certificd, Regisicred wnder MSME and
maintained under Zarcen Educational and Welfare Society. It has been established in 2005
with vision to  culitvate [T Culiure among different  section af people.  E.g  Sindents,
emplayees, entreprencurs eic., and also to provide guality IT ediweation and Training thought

Stare af art Computing feliciies.

GITS has been absorbing and accommadating leastwise numbers  from Class [ to Class X,
Intermediate, Degree, PG, Engincering/Medical siwdems and imparting valued compuier
know-frow and wpdated operational training. making each of them a product of any
necessitics that would develop on their needs, either 1o serve ag a Governmen! servani or 1o

carn for their liveliliood eic.
Fision, Mission, and Values of the Organization
Mission

Provide every sindent with a plaiform ta refine his/ her skills and make a mark in the
computer literate world, To sharpen one's skills and master new technologies and establish
itself with a mission of “Bringing People and Computers Together Successfilly” And to meet
the augmenting needs of the Governiment and Privare Sectars.

Vision

GITS looks forward to being a recognized Model Private Computer Training Institute in the
state in meeting the prevailing needs of techinical manpower through quality, efficient and
resourceful fraining,

Moo 7 Goal

The MOTTO of “STRIVE FOR EXCELLENCE" adopted by the institute iruly stands
testimony fo the commitment, enlightened vision and foresight exclude by the management af

Glabal T Solutions in a attempi fo esrablisiy itself as a institure f-r.:l‘ excellence, @ name o
reckon with in future. Ji is said "A FOCUSED MIND IS THE SQURCE OF ALL POIWWER™

and noting epitomizes ii better then the philosophy of GLOBAL IT SOLUTIONS.
Career and future of the student depends on their academic performance.

Our aim is to provide conceptual and in depth training o make their base strong as well as
scoring good marks which helps them fo ger admission in wood college.

We want o grow In ferms of gquality and then guaniity
STUDENT SUCCESS IS OUR ACHIEVEMENT

A. We aim to provide a user friendly environment ta our students with latest hardware
and software technologies. Studenis ave provided with flexible practical timings as per
the comvenience. At GITS, each student is given a special attention and impariance.
O aim is to provide best education se that a sindent can have bright career in IT

Sield.
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CHAPTER 3 INTERNSIIDP PART

Nectl for basies of Computers:

Basic computer knowledge is about how computers work and how 1o use them
Thix may mclude typing, learning keyboard commands, POWETINE i COmpuler on
and off, knowing how to conneet and disconnect the Intemet 1o 4 compuier, I
can help vou understand difTerent operating syvstems and application soltware.
Whether vou are a college graduate, salesperson, marketer, copywnier, teacher
or working professional, you are required to know the computer basics. Having
basic computer knowledge makes it easier o complete everyday tasks and

increase workplace productivity.

Other skills acquired:
» Communication & Interpersonal skills

Callaboration with team & completion ol 1asks

v

Y

Time Management & Adaptlability
Critical Thinking & Leadership

Y

Rescarch and Analysis

v

Initiative, Flexibility & Eager to leam

Y

Equipment Used:

Computer hardware includes the physical pans of a computer. It refers 1o the
computer system, especially those that form pant of the central processing unit.
Computer technicians should know the basic components of computer hardware
and how 1o work with each pan, including the motherboard, power supply,
kevboard, mouse and monitor. In this arucle, we discuss what computer
hardware is and the basic components of 1t along with how computer technicians

can salely troubleshoot key pans of a personal computer.
Page No: LI_



Tl adwnee;

Computer hardware includes the physical components of o computer. Personal
computers  (IPCs) are  clectironie devices that wse  microchips 10 process
mformation and may include deskiop compuers, laplops or tablets, Since A
compuler comprises many  hardware componenls, they work topether and

depend on cach other 1o function properly. These are the following need 1o be

learning for basics in compulers,

Key Board
Mouse

Cru

Hard Drive
Printer
Moanitor
Mother Board
Inputl Device
Power Cable
Power Supply
Digital Board
White Papers

PPens

Note Book, Leaming Environment
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CHAPTER 5; OUTCOMES DESCRIFITON

ihe 1h work envi .
|.'-|'t.zfllr'.“r.l1.l. ﬂ',.l“,r.?rrh euvironment you have expericnced (in ferms of peaple interactions,
_,I':;.Il-[.l .rn: 5 @vaniao and maintenance, elarie of job roles, prtecels, provedures, processes,
ESCEIE, “”"—_ "i”'_m'”.l-:‘-"'"{'”f. harmortons relatepnships, soctalizatmn, preettaal supperd wanid
Feanrvork, Bt iion. Eface aned vewritarion vie )

Good environment is very imporlant for leaming and doing job or any olher work, Gl
environment is always boosting up your interest. A work envitonment s the setting, soetil
features andd physical comditions in which you perform your job, These clements can et
feclings of well-being, workplace relationships, collaboration, and elficiency and employee
health. The oftice is more comfonable amd -in-.i;“.,\-.,-jng my commnicalion. Flosting comipiny

events and expressing gratituede builds trust and ignites enthiusiasm.

The work environment impacts my mood, drive, mental heaith amd performance. My
confidence is increased. Overall environment is good af the compuier conlre though sligh
noise from the omside. Positively mfluence the eobive waork cnviromment in the compuicr
centre. 1t is boosting a whale ecosystom of encrgics and resources. The second mos
prominent outeome is the ability 10 test-drive the talent. 1 feel that ihere is o good interaction
with my classmates at the leaming centre. Minimum facilities are availoble like fan, light,
tables, chairs, Computers, inferment, waler and ather minim needs, There are no protocols and
procedures. They fixed the time from moming 1o evening for classes and framed time table
accordingly. We are also participated n the social awareness programmes organized by the
callege and internship institution. There is a good mutual support between the college and
compuler centre. As an arls student, compuler knowledge is neeessary for my belicr futlure.
Motivation classes are also conducted and my supcrvisor is always cncourging me o
complete the tasks. Ventilation is peod at the centre. Whenever 1he teacher has assigned the

proup work, we will complete it as a leam work, which is helpful for enhancing my leadership

qualities.
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Describie the real time technlend skilly vou have acquibred (in termy of the fol relafod skills
.I'H'll!i I-I'-I-”'r‘-r"‘ P l: AR 1'.||

1 learmned the following few Technical skills, but pot in depth. Sometimes referned to as

hard skills, involve the practical knowledge | use in oder to complete tasks,

Technical skills are the specialized knowledpe and expertisc required o perfonn

specific tasks and use specific tools and programs in real world sifuations. Piverse techmcal

skills are required in just about every field and industry, from 17 and huyiness admmistration

to health care and education. In fact, many entry-level posilions BCross industrics require basic

technical skills, such as cloud computing in Google Drive andl navigating social pedid

platforms. There are many examples of more advanced technical skills that a joby e ght pEQUITE

include programming languages, technical writing, or data analysis. Unlike workplace skills,

also called sofi skills, such as communication and time management, techmcal skills often

require specific education and training to soguire.
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Descrily “'“.-' mnsngerial 5""-_“'-" yoii hinve nequired (in terms of planning, ledaderslap, 1eam
work. hefuavionr, n.:.'qrrﬁ.urr.lrl.-ﬁr'.u, F.J-,;IJ,I.I.“-,‘.‘. use af time, weekly improvement in campeleneicl,
goal scling. decision making, pecformance analvsis, cic,

Management skills can be defined as certain altributes or abilities that an exccutive should
possess in order to ullill speeific tasks in an organization. They include the capacity to
perform executive duties in an organization while avoiding crisis situations and promptly
solving problems when they occur.

Management skills can he developed through learning and practical expericnoe as a manager.
The skills help the manager 1o relate with their fellow co-workers and know how to deal well
with their subardinates, which allows for the casy flow of activitics in the organization

The following are six essential management skills that any manager ought o possess for
them to perform their duties:

« Planning. Planning is a vital aspect within an orgamzahon.

« Communication. Possessing great communication skills 1s crucial for o manaiger.
s Decision-making.

= Delegation.

» Problem-solving.

= Motivating,
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Deseribe how you could improve your com munication skills {in rerms of improvement in
oral communication, written communication, conversational abilities, confidence levels while
communicating, anxiety management, understanding others, gerting undersiood by others,
extempore speech, ability to articwlate the key points, elosing the conversation, maintaining
niceties and protocols, grecting, thanking and appreciating others, etc.,)

The ability to express yoursell ¢learly and confidently can help you on a personal and

Repardless of your existing skills, you should work on your English
p | also leamed some basic

professional front.
communication to advance in your career. In this internshi
communication skills in English language. Basic communication skills are necessary for
effective communication in any environment, especially in your wor kplace.

During my intemship 1 followed Reading, wnling, listening and speaking for improving my
language skills. | slightly improved oral and written communication, sometimes | talk to my
friends in English language, which gave me confidence. I can understind the others, while
they are speaking. | followed slow speaking practiced with other friends, and I read English

news papers and listening English videos and audios whenever | have time regularly. Sentence

formation, listen to others, ask questions are helped me a lot 10 improve my communication

skills during my intermnship.
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Deseribe how could you could enhiance your abilities in group discussions, participation in
teams, contribution as a team member, leading a team/activity.

| understand that Group Discussion is a type of discussion that involves people sharing ideas
or activilies. People in the group discussion are connected with one basic idea. Based on that
idea, everyone in the group represents hisher perspective. Group Discussion is a discussion
that tests the candidate’s skills, such as leadership skills, communication skills, social skills
and behavior, politeness, teamwork, listening ability, General awareness, confidence,
problem-solving skills, etc. Group discussion is always performed around the table. People
can sit in any arrangement, but everyone should be able to see every face. It is not only the
usual discussion, but it is also a discussion with knowledge and facts. Group Discussions are
an essential pan of testing candidates in the organizations, recruitment process, etc. It also
plays an important role in improving the skills of a student.

| was participated in few group discussions in my collage and few in internship classes, Due to
this discussions, my confidence levels are increased and | am thinking while [ speaking the
words, My communication is somewhat better if compare with previous yrar. 1 can observe
the team work is more important for complete the any task. | also observed that during the

work process, we face many problems, but we can overcome to that.
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Describe the technological developments you have observed and relevant to the subject
arca of training (focus on digital technologies relevant to vour job role)

Digital technologies are electronic tools, systems, devices and resources that generate store or
process data. Well known examples include social media, online pames, multimedia and

mobile phones. Digital leaming is any type of learning that uses technology. It can happen
across all curriculum learning areas.

Artificial Intelligence and Machine Learning
Edge Computing

Quantum Computing

Augmented reality

Robotics

Cyber secunty

Bioinformatics

Data Science

Full Stack Development

Virtual Reality and Augmented Reality
Final Thoughts

3 G Network

Automation

Digital Twin

Feeal Time Analytics

Black Chain Technology

Cyber Secunty

Virtual reality

Big Data Analytics

Computer Network

dbbbodooddaddddd DY

| ohserved that the above are the latesi technological developments in general, but now a
day's digital technology played a major role in all fields. [ know the latest developments, but |
know little bit use these technalogies to degree core subjects. Without understanding the latest
technological innovations, we cannot pet jobs in the IT Sector.
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Student Self Evaluation of the Shoré-Term Internship

Term of Internship:

HIIltIﬂllNauw:(}i-SHAIS THf'q
From:|§-6F -2023 To: 02-09-202 3

Date of Evaluation:

Organization Name & Address:(qlofAL TT SelUTIC NS VALLSAb RoAD |

Registration No: L1 4 200505 {00

™y

ALY

Please rate your performance in the following arcas:

Rating Scale:

Oral communication

Writlen communication

Proactiveness

Interaction ability with community

Positive Attitede
Self-confidence

Ability to leamn

Work Plan and orpanization
Professionalism

Creativily

Quality of work done

Time Management

Understanding the Community
Achievement of Desired Outcomes

OVERALL PERFORMANCE

Date: O3 nr_':lq- 2023

Page Mo: 7 L'T
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Evaluation by the Supervisor of the Intern Organization

student Name: (0. SHA TS T HA Registration No: 0142005073 {3
Term of Internship: From: [5-01-202%3 To: 02 -09-2023
Date of Evaluation:

Organization Name & Address:(l oBAL T.T SolUTIONS vALISAb ROAD ADTE.

Name & Address of the Supervisor |- TRSHAD HUS SATN
with Maobile Number 10 |223 4252

Please rate the student's performance in the following areas:

Please note that your evaluation shall be done independent of the Student’s self-
evaluation

Rating Scale: 1 is lowest and 5 is highest rank

| Oml mnununicatiu_rn ] @ 3 4 5
2 Written communication | 2 s T 5
3 Proactiveness RS ] @ 3 4 5
4 Interaction ability with community | Z @ 4 5
5 Positive Attitude 1 2.0 @Dy 5
3 Self-confidence I 2 @ 4 5
7 Ability to leam 1 o D ¥ 5
B Work Plan and organization 1 2 @ 4 5
9 Professionalism R ) 4 5
10 Creativity i 2 @ 4 5
11 Quality of work done - 1 2 S (€ DI
12 Time Management I 2 @ 4 5
13 Elnd erstanding the Community ] 2 @ 4 5
14  Achievement of Desired Outcomes 1 2 % 4 5
15 OVERALLPERFORMANCE i 2 T 4 5
e
Date:

SignatiFe of the Supervisor
thf 9/ 212
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EVALUATION
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MARKS STATEMENT
(To be used by the Examiners)

INTERNAL ASSESSMENT STATEMENT

MName Of the Student: (7. SHATS THA
Programme of Study: &Fd B4 [-L} H P]

Yearof Study: 0272 - 20273

Group: E-A Line

Register No/H.T. No: 214200503 F003 g 52
Name of the College: S.T.5.7) (qoyT Dagpée CO ”Ej é ke euelr S

University: SRT LRISHNA DEVARAYA Universily Anoydkaputom.

I SLNe Evaluation Criterion Maximeun Muarks
Marks Awarded
1. Activity Log 23
2. [nternship Evaluation 50
Oral Presentation 23 N
GRAND TOTAL 100

Signature of the Faculty Guide

Date:

Cortified by
Diate: Signature of the Head of the Department/Principal
Seal:
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