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Student's Declaration

; mMec |
I, lBﬁng&:hDu a  student ol Bec [P"jfﬂ fic
Program, Reg. No. Q140D 540004 ofthe Department Em’lﬂgﬁ/
ofS TSN ANC College do hereby declare that | have completed
the mandatory internship from 153-2093t0 &-9- 2633 in
sVMS Twsllule  kad®f  (Name of the intern
org | hina plojk
organization) under the Faculty Guideship ol Lo ™, kA znno

(Name of the Faculty Guide), Department of  zzalopy
T

Name of the College)

(Signature and Date)
%, S . 4N
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- | _ o i
i This is to certify that_B_ﬁ&ﬂiﬂ (Name
B of the student) Reg. NG.M completed his/her
L Internship in__ f:-hﬂ‘?"‘l £ E%f@%ﬁ%am& of the Intern
i} Organization) on Ragicsk &ﬂ @mmﬁgﬂ
: I (Title of the Internship) under my
[ supervision as a part of partial fulfillment of the requirement for the
| Degree of %Eﬁ_ﬁl{’ P in the Department of
! i&ltﬂﬁﬂ’/ = . Q..,hj Pﬂf" hltﬁ?’hame of the College).
This is accepted for evaluation. [\
Signature with Date and Seal
& Head
End STSH, E.Mﬁnﬁtiﬁgll
orsements HADIRI - 515 5431,
8ri Sathya 5ai Cfst, (R}
~ ]l Faculiy Guide
ﬁ' |* ead of the Departent
:] | Principal "
11
"- v, |
sl ,

R,
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Certificate from Intern Organization

)
This is to certify that__. (Name of the

B! intern) Reg. No@ladmnsadonoaol S ESH.GDC  (Name of
the College) underwent internship in _;ﬁ_ﬁ[f_.'l 2 _L:’:Eﬁh&“'— !‘E’iﬁl
(Name of the Intern Organization) from__|5 = 3~ and3 to
& - 9- 8p232 the overall performance of the intern during his/her

internship is found to be %g@d&ﬁ (Satisfactory/Not

Satisfactory).

L

Authorized Signatory with Date
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Chapter-I
EXECUTIVE SUMMARY

Computer Proficiency is an incvitable part of education. The course Is aiming to equip all the

Arts, Science, and commerce asplrants to have basic skills as well as hands on experience on

word processing, for creating excel spreadsheets, for bullding databases and preparing

presentations, through the use of Microsoft Office Word, Excel, and PowerPmnt programs

After successful completion of the internship, the student will be able to understa nd the

following.

Dbjectives:
¥ To give basic information about the computer system,
¥ To give knowledge about computer hardware and computer software.
% To familiarize students with the use of M5 Windows, Internet and E-mail.
% To familiarize students with the use of MS Office-M5 Word, M5 Excel & M5
' PowerPoint

Learning Oulcomes:

» Tounderstand the basics of computers

o

Learned about MS Office, Typing, and Excel

To enrich the practical knowledge of computers

Learned about Internet, E-Mail and Power Point

Learned Mavigate and perform common tasks in Word, such as opening, viewing,
editing, saving, and printing documents, and configuring the application.

To know the Format text and paragraphs in computers
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Microsoft word is an important education application. [t Is important to process raw facts
Inte meaningful information. Microsoft werd can benefits teachers and students to create
new innovative methods of learning and teaching, Microsoft word and Microsoft office suite
for students help to transmit educational materials and practice systematically in school and
university faster with higher quality. In which students can use Microsoft word templates to
teach complex fundamental into simple methods, In traditional education method, students
write and practice school leaving certificate on notebooks. But in future students need to
print the letter or all the departments will be becoming digital. Inthat time you can’t Imagine
the applications are received by a handwritten letter on physical paper.

Microsoft Office is a family of server software, and secvices developed by Microsoft for
various purposes, Microsoft (ffice is a suite of desktop productivity applications that is
designed specifically to be wsed for office or business use. 1 learned 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. | believe Microsoll Word is an important application that can improve and
maximize practical education practices in schools and colleges. | learnedmany computer
basics for getting Government and private jobs, Every day | went into the Global Computer
Centre, Kadiri for second internship for getting degree. This institute has given good training
for M5 Office and other basic computer knowledge. | alse attended repular classes and note
down the notes and did practical experience, | used desktop for practical experience. | really

appreciate the government for giving this wonderful opportunity,
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Chapter-Il
OVERVIEW OF THE ORGANISATION

Giobal IT Solutions [GITS) is an 150 9005:2015 certified institute, it was registered under

MSME and maintained under Zareen Educational and Welfare Society. [t was established in
2005.
Ohjectives:
> Our Objective therefore is to create an atmosphere of values that foster a
comprehensive approach to the growth of students that will generate not only
integrity but also give back to society their skills and create 2 waorld of =qual

opportunities to all

» To provide participants with the opportunity to gain accredited, marketable work

To develop confidence and seli-esteem by helping participants to become involved

‘1’

in Computer Training
% To eliminate the perception that Computer technology is passing people by and 1o
increasc the general awareness of the possibilities offered by Computer Tralning

To develop role models within communities this can promote the benefits of

N

Computer Training

Strengthen the development of associated learning center as a proactive role model

l‘l'

for high quality and learner centric computer literacy program.

|

l

1

l

1

l

1

|

1

|

|

|

l

|

[ skills which in turm can lead to employment opportunities,
|

l

|

|

l

I

|

|

I ¥ Toimprove standards of computer education in the rural area people.
|
l
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% Qur mission studied their theme properly and decided to provide better higher

technical education in computer skills.

Mission:

GITS has been absorbing and accommodating leastwise numbers from Class [ to Class X,
Intermediate, Degree, PG, Engineering/Medical students and imparting valued computer

know-how and updated operational training, making each of them a product of any

necessities that would develop on their needs, either to servedsa Government servant orto
gan for their livelihood ete. The Organization Mission provides every student with a
platform to refine his/ her skills and make a mark in the computer literate world. To sharpen
smudent skills and make them as masters in new technologies. The mission is "Bringing
People and Computers together successfully” and to meet the augmenting needs of the

Government and Private Sector

Vision &Goal:

¢ Tocultvate [T Culture among different section of people. Eg, Students, emplayees,

b‘l entreprengurs etc,
'E'-L - / To provide quality IT education and Training te the downtrodden people,
ﬁl_ / Providesa clear job/project description for the work experience.
i | # Orients the student to the organization, its culture and proposed work assignments.
_ i ] ¥ Helps the student develop and achieve learning goals.
:- l ¥ Offers regular feedback to the student intern.
1 A
S 1 GITS looks forward to being a recognized Model Private Computer Training Institute in the
> ﬁ state in meeting the prevailing needs of technical man power through quality, efficient and
’1 ]
il
o e
_1a
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resourceful training, Motto / Goal the MOTTO of “STRIVE FOR EXCELLENCE” adopted by the
institute truly stands testimony to the comm|iment, enlightened vision and foresight exclude
by the management of Global IT Solutions in a attempt to establish itself s a institute for
excellence, 2 name Lo reckon with in future. It is said “A FOCUSED MIND IS THESOURCE OF
ALL POWER" and noting epitumizes it batter than the philosophy of GLO BAL ITSOLUTIONS.
Career and future of the student depends on their academic performance. Our aim is to
provide conceptual and in-depth training to make their base strong as well as scoring good
marks which helps them to get admission in good college. Wa want to grow [n terms of
quality and then quantity.

Student Success is our Achievement:

We aim to provide a user friendly environment to oar students with latest hardware and
software technologies, Students are provided with flexible practical timings as per the
convenience, At GITS, each student is given a special attention and importance, Our aim is
o provide best education so that a student can have bright career in IT field,

Working Environment;

The institute provides good environment to learn technology to the students,
Working in a real-world environment will help vou understand the depths of your field and
will help you determine whether it is a career you wish to pursue in the future. An internship
will help you learn about your capabilities and ultimately ENCOUrage you to havea greater
understanding of your strengths and weaknesses. It can be a challenging experience al times.
Still, the benefits you gain from belng pushed out of your comfort zone will help you

tremendously in the luture when you are presented with a difficult task or situation.

{}3 Scanned with OKEN Scanner

4

%




5 .

L |"r L]

B R e W & =

]

d.

b

f

|| i
e — e e —— it ——

299999999990 0a
t .

A
S

CHAPTETR-3

INTERNSHIP ON 3
A SKILL DEVELOPMENT COURSE IN COMPUT ERS:
MS OFFICE

The National Education Policy (NEP) 2020 makes internships mandatory and ealls for
research as a requirement for graduation in all domains, specifically for the four-year
undergraduate programmers’. Hence, the UGC has issued guidelines instructing educational
institutions how to go about this, The Govt. of Andhra Pradesh, Higher Education
Department has introduced Skill and Skill Development eourses along with three mandatory
internships during their graduation. The Andhra Pradesh state council of Higher education
has given the instructions to all the colleges and unlversities. Hence, the internship is
mandatory for degree students. The Commissioner of the Collegiate Education and
Concerned universities are the implementing authorities, Here | am going to explain the
internship, working conditions, work schedule, what equipment used for Internship and
how | have successfully completed the tasks given by the mentors, and what kind of skilis

acquired etc. are discussing in this chapter.
Need for baslcs of Computers:

Basic computer knowledge is about how computers work and how to use them. This may
include typing, learning keyboard commands, powering a computer on and off, knowing how
to connect and disconnect the Internet to a computer. [t can help you understand different
operating systems and application software, Whether ¥ou are a college graduate,

salesperson, marketer, copywriter, teacher or working professional, you are required to
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know the computer basics, Having basic computer knowledge makes it easier to complete

everyday tasks and increase workplace productivity.

Internship and Iis Importance:

An internship is a period of worle experience offered by an erganization for a limited

period of time. Once confined to graduates, internship is used practice for a wide range of

placements in businesses, non-profit organizations and government agencies. They are
typically undertaken by students and graduates looking to gain relevant skills and
experience ina particular field. The students will get benefit from these placements because
they often recruit employees from their best interns, who have known capabilities, thus
saving time and money in the long run, Internships for professional careers are similarin
some ways. Similar to internships, apprenticeships transition students from vocational

school into the workforce. Interns may be college students, and university students, or post-

graduate adults.

In addition, an internship can be used to build a professional network that can assist
with letters of recommendation or lead to future employment opportunities. The benefit of
bringing an intern into full-time employment is that they are already familiar with the
company, therefore needing little to no training. Internships provide current college
students with the ability to participate in a field of their choice to receive hands-an learning
about a particular future career, preparing them for full-time work followin £ graduation.

Companies in search of interns often find and place students in maostly unpaid

internships, for a fee. These companies charge students to assist with research, promising to

refund the fee if no internship is found. The programs vary and aim to provide internship
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placements at reputable companles, Some companies may also provide contro

in a mew city, mentorship, supporl, networking, weekend activities or academic credit

Sume programs offer extra add-ons such as language classes, networking cvents ocat

excurstons, and other academic options.

Some companies specifically fund schalarships and grants for low-income applicants.
Crities of intermships criticize the practice of requiring certain college credits to be obtained
only through unpaid internships. Paying for academic credits is a way to ensure students
complete the duration of the Internship, since they can be held accountableby their academic
institution. For example, a student may be awarded academic credit only after their
university receives a positive review from the intern's supervisor at the sponsoring
organization.

Intern Responsibilities:
¥ Fulflling tasks set out by supervisors from several departments.

¥ Attending meetings and taking minutes.
¥ Performing research at a supervisor's request.
¥ Updating secial media platforms and writing copy for posts.

¥ (reating images for social media posts.

Equipment Used:

Computer hardware includes the physical parts of a computer, It refers to the computer
system, especially those that form part of the central processing unit. Computer technicians
should know the basic components of computer hardware and how to wark with each part,

including the motherboard, power supply, keyboard, mouse and monitor. In this article, we

b
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ﬁ
discuss what computer hardware is and the basic components of it along with how computer
techmnicians can safely troubleshoot Key parts of a personal computer.
Hardware:

Computer hardware includes the physical components of a computer. Personal computers
(PCs) are electronic devices that use microchips to process information and may include
desktop computers, laptops or tablets. Since a computer comprises many hardware
components, they work together and depend on each other to function properly. These are

I the following need to be learning for basics in computers,

Computer

Key Board
Mouse

CPU

Hard Drive

! Printer

¥ Monitor

K Mother Board
Input Device
Power Cable
Power Supply
Digital Board

White Papers

Pens

Note Book, Learning Environment
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Skills Acquired during Internship:

16

While getting an internship is one part of the interns hip process, it is complete only

when | grasp the relevant skills through my experience. | will get ¢

skills. Saft skills are a basic necessity to become a professional.

Learn about Basic knowledge in computers.

M5 Office

Typing

MS word

Email

Printing

Repairing

Excel

Data Entry

Graphs and Charts
Bar Diagrams

Other skills acquired:
Communication skills
Interpersonal skills

Collaboration with team
Time Management
Adaptability

Critical Thinking

Research and Analysis
Initiative

Leadership

Warking with different mentalities
Tasks

Flexibility

Eager to learn

Environmental conditions etc.

o learn a lot of technical
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CHAPFTYER-IV

ACTIVITY LOG FOR THE FIRST WEEK-

ofo P93

Know about which finger is wsed to

Py Brief deseription of the i nix |
Date seasingn o Learning Outcome | Charge |
Daily activity Signature |
|
|
” | |
ﬁr‘lﬂ i—j}rm_ : 3 Introsdisction of typing master | Typing master introduction | ”’Lg/ |
|
130 8083
Day- 2 Enowing about all keyboarid keys Keyboard keys
1&l0H 293 mouse mouse IL-L' .
Day -3
19 0%H 692 | ow sbout which fngerisused to]  AS.DLF OR LKL KEYS
Day - 4 press A5 DUF or JE L letiers

ER Ot 1,0, KEYS

E or 1,0 foble
Dy =3 press B or r
ﬂlfﬂ-'&lﬁ% Practice all keys PPractice
Day-6

Siﬁna re of the Mentor
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ACTIVITY LOG FOR THE SECOND WEEK-

o Brief description of the Femon e
Date e Learning OQutcome Charge
Daily activity Signature
Know about which finger is used (e G, H Letters
leﬁ]g press G or H letter rml(
Day -1
Know about which finger is used to ¥,U,0P. Letters
ﬂ':’:'! :HEI ?:, press Y, U,0,F letters
Day- 2 W
Know about which finger is used to LW Letiers :
s/ He2 press W Letters EE!Y
Day -3
HKooiw sboot which finger is used bo Tk G Lelters
D6 ]Ifj-fﬂg press £.X,CV. Letters W/'
Day -+
Knaw about which fingeris used to BH.M Letters
23213 2 press BN,M. Letters
Day =5
A%/ ]3 All kkeys practios Practice
3133 e

I

Signature of the Mentor

%
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ACTIVITY LOG FOR THE THIRD WEEK-

Dayé& ‘ o Person In-
Date Brief d escri phll.'.l'l:l of the Learning Outcome | Charge
Daily activity Signature
What is computer Computer introduction
27-Haz
Day -1
What is hardware Hardware
31— 223
Day- 2
What is software Software
1] &/22
Day =3
Operating system Dperating system
2/8/93
Day - 4
File manager File manager
38133
Day -5

1§33

Connecong internet and web
browsers

Internet and web browsers

Signature of the Mentor
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ACTIVITY LOG FOR THE FORTH WEEK-

i
Dayée . Person Tn-
i Brief description of the Learning Outcome | Charge !,
Daily activity Signature |
|
|
el Knuw ahaut introduction of Microsoll ward brief |
s j’ &laz Microsoft word introduction .
Day-1 I
Know about intreduction of Micrasolt PowerPolnt brief
ma,ag Microsoft PowerPolnt introduction 'dkkd
Day-2 i
Know about introduction of Microsoft Excel brief
'ﬂ&f{ﬂ 33 Microsoft Excel introduction
Day -3
Know about Microgoft Outleok Microsoft Outlook brief
EI-':I 1 a' JQE introduction i
Day -4
Know about Microsolt access Microsoft Axis brief
1':!} 81&3 introduction ka
Day -5
il Know about Microsoft publisher | Microsolt publisher brief
i I 8!5} 3 introduction '\ﬁk
Day -6
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ACTIVITY LOG FOR THE FIFTH WEEK-
f
Day& : . Person In-
Brief description of the A
Date
Daily activity Leamning Outeome sme

\2)8l232

Microsoft world toals intraduetion

Microsoft ward tools

Day -1 UL;{
Learn about basic text formatting Basic text formatting
148123
Day-2
Know about page layout Page layout
1sl¥)93
Day -3
{Know about inserting and formatting]  Inserting and formatting
14 [ Eiag images images
| Day - 4 i
II Learn about how to set table send Tables and columns
F}'IEJE’E ealurmns e
|' Day =5
| I
Kninw about headars and [olders Headers and folders
! 1318132 L
'S l D‘-ﬂf—ﬁ
|
||
|

Signature of the Mentor
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Dayf
1ate

1918/93

Day =1

ACTIVITY 1OG FOR THE SEETH WEEE-

Ferson In- |

Learning Chutcome Charge
Signalure |

Hriel description of the
hably activity

5
o

= Blmow albsomt dilferent bypes of .-.l:.'IE Sivles and teams l

and thome

21181293

Day-2

Leearm collaborations and reviews | Collaborations and reviews

Day - 3

898133

lasern ot User interfce Uzerinterface \ALA/

——

SERIE!

Pay -4

Learn about what fs mail merge Mall merge

24-18 123

Day -5

Know about Rilbwen Ribbon

25 (8193

Day -6

S —

K ahiout guick access teolhar Quick access toolbar
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ACTIVITY LOG FOR THE SEVENTH WEEK-

Dayé: . Person In-
Dite Briel description of lhe Learning Quicome | Charge
Daily activity Signature
know about Document area g about Document irea r
| ®6/8193 |
1
Day -1
‘Learn about stats bar Status bar
a8 8193
Day-2

291 2123

Day =3

learn abrut Document cr::al:lr:lh and
editing

Document creation and

editing

3018/23

Day - 4

Learn about style sand themes

Styles and themes

3181932
Day -5

Kiow about Spell and grammar
check

Spell and grammar check

38/az

Day -6

Learn aboul raviewing toals

Rewviewing tools

AL dh LA
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ACTIVITY LOG FOR THE EIGHTH WEEK-

Dayé o . Person In-
Date rief description of the Learning Outcome | Charge
Daily aclivity Signature

PowerPoint introduction PowerPoint intreduction

119193 MLL/
Day -1

{

L L

hl'

ARREEEE S,

SRR

)
-

Creating slides and slide designs and| Slides and slides designing

ﬂ! Ei j 5}3 layout znd layout
Day- 2 t‘:ﬁk/
Know about adding multimedia Adding multimedia
2/9/33
Day -3 -
Learn about s.pra'kvzr notes Speaker notes
9lq]83
Day -4
Learn about Animations and Anlmation moments
@E q ila_g transactions
Day-5

Know about slide show settings Slide show settings
®/9/a3

200 |
Day -6 M‘L",

ignamure of the Mentor
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CHAPTER-5

OUTCOMES DESCRIPTION
INTERNSHIP ON BASICS OF COMPUTERS: M5
OFFICE

An internship is an official program offered by organlzations to help train and provids work
experience bo students and recent graduates. The concept of working as an intern begzn 3
long time ago but has drastically evolved over the years. Internships first started asa labarer
who would take on young individuals and teach them their art or rade. The purpose of an

internship or rather an apprenticeship was to gain new skills to be able to obizin futvere worle

In medern interning, an intern or trainee can work for an organization for a spedfic
amount of time. Interns can work for 1-6 months or longer, depending on the company and
the industry. Internships are popular amongst gradusie and undergradusts students who
need to gain research or valuable work experience. Almost every sector and type of company,
from a large multinational corporation to @ small startup, now offers internships, Internships
can be an excellent, low-risk recruitment tool. Internships are specific work sitmations In
which individuals work on a temporary basis for an employer to gain work experience in

their chosen field.
Internship outcomes:

Internships have raditdonally been offered to younger workers—usually college students

looking 1o gain experience before they graduate. However, they are increasingly being

sought out by and offered to workers at all stages of their careers, in particular workers

&3 Scanned with OKEN Scanner

[ o
LN




;__.

changing careers. By partaking in an internship, you will be able to gain real-life exposure,
grow your knowledge and determine. Internships not only provide you with the first-hand
experience in the real working world but also enable you to understand the career trajectory
for your desired job title, You can learn how ta apply the knowledge you have acquired

during an internship to your future workplaces.

¥ Bringing fresh perspective

F Mew Skills acquired on computer basics

* Learned new techniques

¥ Typing work

Leaned MS Office, Excel, WordPad etc

'\."

Basics in Computers

W

¥ Improved the overall work climate

¥ Thoughts changing

# Faster Leadership qualities

i

You get to know prospective students

¥ Interns arc usually highly motivated individuals who take inidative.

¥ We eaper to gain experience in their field
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¥ Interns bring a fresh perspective and new Ideas into the work environment

F  Motlvating and stimulating to the members

= Place to worle is very importani !l
* Planning and Assipned tasks

¥ Supervision should be worlaed out

# Time sense and clear communication

5 “The work must represent a real opportunity for learning and achievement

» We feel welcome and give them the Tesources they need.

%+ (htain feedback from interns about the projects they com plete. This benefits both

your internship program and your company.

> Stay in close touch with successful interns

% Social media is important

# Togain real work experience and provide meani ngful assistance Lo the company.

% To have a mentor who provides guidance, feedback, receptiveness and models

professionalism.

» To gain experience and skills in a partcular field.
% To develop professional contacts.

¥ To gain exposure to upperms nagement.

y for which they are interning.

% To recelve an orientation to the compan
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® Thisintroduces the student to the company's mission and goals and provides them
with information about enmpany rules, regulations and procedures. [talso

introduces the intern to fellow employees who they can go to in the future with

fuestions,

Networking is the exchange of information befween incdividuals 1o form acquaintances and
telationships 1o further fheir professional carcer. An intemship is an experiential lcarning
opportunity that offers an invaluable chance for students to network and build crucial professional
connections before they cven graduate. For some students, it is a stepping-stone to bonus
oppoTtunities within the same organization, including a full-time job. The more peeple youmeet in
the professional world with the same intercst, the higher your chances to grow as & professional.
We will get to know how these people work, what strategies they use to tackle a difficult situation,
and how they get the job done. Di fferent people have different skills. Meeting them and watching
them work will help me to understand how to work with different people and in various work
environments. We can use their straiegies and reinvent them for your circumstances. Everyone
knows that the job market is competitive, especially in the curment climate. We got competitive
edge in the global world, Intemships can provide me with expenience and the skills. We have been
motivated to acquire experience outside of knowledge.

Internships are supervised, structured learning experiences in a professional setting that
allow you to pain valuable work experience In a student’s chosen field of study.
Conclusion:

| am very much happy with my internship, earlier | have completed community service

project now | am attached to the Global IT Solutions for learning basic computer skills,
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which are necessary for jobs in the future. | feel that the students are working in good

envirgnment. | have expericnced with People interactions are good and we kmow each

ather's. The institute provides minimum facllides to the students in the premises. They are

always available in the computer center and maintenance is good. The teacher and

supervisor explained the clarity of job roles in Govt and private sectors. This institute is

small, 5o there are no such protocels, but they have been following certain procedures for
smooth functioning of the institute. They are maintaining good atmosphere among the
students and maintained strict discipline rules. They have following time schedule for each
class. We are buildup our skills through harmonious relationships with our friends and

teachers, We participated in social awareness programmers that are conducted by the

institute and college. There is good mutual support between the college and computer
Centre, | learmed how to do work with team members, how to motivate the friends during
critical stages. The working environment is good. | really enjoyed my internship, it's a
memorable event and useful for my career, Thanks to the supervisor, Principal and computer

center, College, University and Govt. of Andhra Pradesh for making me knowledgeable

PErsom,
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Total outcomes of the Internship Skills Acquired

Describe the work environment you have Elpﬂl‘il!n!fd (in terms of people
interactions, facilities available and maintenance, clarity of job roles, protocols,
procedures, processes, discipline, time management, harmonious relationships,

socialization, mutual support and teamwork, motivation, space and venti lation, etc.)

Good environment is very important for learning and doing job or any other work
Good environment is always boosting up your Interest. A work environment is the setting,
social features and physical conditions in which you perform your job. These elements can
impact feelings of well-being, workplace refationships, collaboration, and efficiency and
employee health, The office is more comfortable and improving my communication.
Hosting company events and expressing gratitude builds trust and ignites enthusiasm.

The work environment impacts my mood, drive, mental health and performance. My

confidence is increased. Overall environment is good at the computer centre; though slight

noise from the outside. Positively influence the entire work environment in the computer
centre. It Is boosting a whole ecosystem of energies and resources. The second most
prominent outcome is the ability to test-drive the talent. | feel that there is a good interaction
with my classmates at the learning centre. Minimum facilities are available like fan, ligh,
tables, chairs, Computers, interment, water and other minim needs. There are no protocols
and procedures. They fixed the time from morning to evening for classes and framed time
table accordingly. We are aleo participated in the social awareness programmes organized
by the college and internship institution. There is a good mutual suppert between the college
and computer centre. As an arts student, computer knowledge is necessary for my better
future. Motivation classes are also conducted and my supervisor is always encouraging me
to camplete the tasks. Ventilation Is good at the centre. Whenever the teacher has assigned

the group work, we will r:n-l'rtplEtE it as a team work, which is hefpful Fit l:nham:jng my

leadership qualities.
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Describe the real ime technical skills you have acquired (in terms of the job related
skills and hands on experience)

Technical skills are the specialized knowledge and expertise required to perform sperie

tasks and use specific tools and programs In real world situations. Diverse technical skills
arc required in just about every field and Industry, from IT and business administration to
health care and education. In fact, many entry-level positions across industries require basic
technical skills, such as cloud computing in Google Drive and navigating social media
platforms. There are many examples of more advanced technical skills that a job might
require include programming languages, technical writing, or data analysis. Unlike
workplace skills, also called soft skills, such as communication and time management,
technical skills often require specific education and training to acrquire,

Technical skills:

| learned the following few Technical skills, but not in depth. Sometimes referred to as hard
skills, involve the practical kmowledge [ use in order to com plete tasks. Some examples of
technical skills are:

Typing

Internet browsing

Mails

Data analysis

WordPad

M5 Office

Graphics

Wriking

Printing etc.

The following skills are the necessary for job.

¢ Positive attitude. Being calm and cheerful when things go wrong,

v Communication. You can listen and say information {In‘:ar]}r wihen you speak or
write,

«  Teamwork
< SBell-management

E}E Scanned with OKEN Scanner

E



;:,{{:l

e e e——————— et e

< Willingness to learn

« Thinking skills (problem solving and decision making]
+  Resilience,

Describe the mﬂl’lagﬂ'l‘ial shills you have auquired [in terms of p]aﬂ_l]il'lg. IEETIETShiF,
team work, behaviour, workmanship, productive use of time, weekly improvement in
competencies, goal setting, decision making, performance analysis, etc.?

First | can understand what is mean by managerial skills; Managerial skills are the
knowledge and ability of the individuals in a managerial position to fulfill some specific
management activides or tasks. This knowledge and ability can be learned and practiced.
However, | also acquired through practical implementation of required activities and tasks.
This skill will help me to manage people and technology. | understand the how o do work
with planning and how to lead the team work, and how to manage the time and how to
improve the decision making during working hours, and finally | understand the how to
reach our goal in future, all these | ohserved in my internship.

Types of managerial skills

There are three types of skills that are essential for a successful management process:

¥ Technical skills

¥ Conceptual skills

¥ Human or interpersonal management skills

Technical Skills:

These skills tell us, knowledge and ability to use different techniques to achieve what we

want. Technical skills are not related only for machines, production tools or other

equipment. | ohserved skills that will be required o complete the office wark within the

stipulated time. It also useful for to increase sales,

design differant types of products and
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services, markel the products and services, ete, Technical skills are most important for

e =

students o do computer system worle, Without weehnical skills, we cannel get more jbs.

Conceptual Sldlls:

Funderstand the Conceptual shills are necessary to improve our knowledge and ability. 1 can
easlly see the whole through analysis and diagnosis of different conditions, In such a way we
ean predict the future of the business or institute /Company /organization/ department as a
whole. | observed that Conceptual skdlls are vital for top managers, less eritical for mid-level
managers in the company,

Interpersonal Manaperial Skills:

Human or Interpersonal management skills are much needed to enhance our knowledge and

ability to work with different people. One of the most critical management tashs is to work
with people. These skills enable students/Empleyees to become leaders and motivateother
employees for better accomplishments. Additionally, they help them to make more effective

use of human potential in the company. Simply, they are essential skills for all hierarchical

levels in the company.
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Describe how you could improve your Communication Skills (in terms af
improvement in oral communication, written communication, conversational
abilities, eonfidence levels while communicating anxiety management
understanding others, getting understood by others, extempors speech, ability to

- articulate the key points, closing the conversation, maintaining niceties and protocols,
~ greeting, thanking and appreciating others, etc?
= ISy INGUSTTIES 200
=, Having pood English communication skills is necessary across My INGUsTies =
a = |
- job roles. The ability to express yourself cleariy and confidently can help you on 3 pET=003

~ | and professional front. Regardless of your existing skills, you should work on your English
= communication to advance in your career. In this internship [ also learned some basic
communication skills in English language. Basic communication siills are necessery for
effective communication in any environment, especially [n your workplace. :

During my internship 1 followed Reading writing listening and speaking for

'.
% ' improving my language skills. [ slightly improved oral and written communicston,
> | sometimes | talk to my friends in English language, which gave me confidence | =n J
I. understand the others, while they are speaking. [ followed siow speaking practiced with |
gther friends, and | read English news papers and listening English videos and audios
JI whenever | have tme regularly. Sentence formation, listen to others, ask guestions are
l helped me 3 lot w improve my communication skills during my internship,
5.._ |
- |
R |
- |
[ |
& %
5. —1%
55—
5
'55-':—.‘?
=1
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Describe how you could enhance your abilities in Group Discussions, Participation in
teams, contribution as a team member, leading a team/activity.”
| understand that Group Discussion [s a type of discussion that involves people sharing ideas

; or activities. Peaple in the group discussion are connected with one basic idea. Based on that
tdea, everyone in the group represents his/her perspective. Groep Discussion ig a discussion
that tests the candidate’s skills, such as leadership skills, communication skills, social skills
and behaviar, politeness, teamwork, listeni ng abiliry, 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, Itis nol only the
usual discussion, but it is also a discussion with knowledge and facts. Group Discussions are
an essential part of testing candidates in the organizations, recruitment process, etc. It also
plays an important role in improving the shills 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 year.

| can ohserve 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 abserved and relevant to the
subject area of training (focus on digital technologies relevant to your job role). ¥
| The twenty-first century has seen a technological revolution, Several highty commercial aad

widely used technologles from the early 2000s have completely vanished, and other ones
have replaced them. In 2021, many latest technologies will emerge, particula rly in the Delds

of computer science and engineering These latest technologles are only guing Lo get better

in 2021, and they may even make it into the hands of the average individual. These are the :
key trends or latest technologies 1o look at whether you're 2 recent computer srignte
graduste or a seasoned [T professional and how these innovations are upendingthe

established quo at werk and on college campuses.

Digital technalogies are electronic tools, systems, devices and resources that generaie
store or process data, Well known examples include social media, online games, mult mediza ;
and mobile phones. Digital learning is any type of leamning that wses technology. It can

happen across all curriculum learning areas.

Artificial Intelligence and Machine Learning
Edge Computing

Quantum Computing

Augmented reality

Robotics

Cyber security

Bialnformatics
Data Science
Full Stack Development

oA N NN N
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Virtual Reality and Augmented Reality
Final Thonghts

5 G Network

Automalion

Digital Twin

Real Time Analytics

Black Chain Technology

Cyher Security

Virtual reality

S
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