
 

                         

 

 

 

CERTIFICATE COURSE ON CORPORATE READINESS  

Course Objectives: 

1. Personal and Professional Effectiveness - bringing out the inner confidence, goals and 

passions of student participants, while introducing them to key concepts in goal setting, 

financial planning and interpersonal skill development. 

2. Communication Readiness - introducing students to the basics in professional 

communication, communication dos’ and don’ts’ as well as a comprehensive guide to giving 

interviews and group discussion. 

3. Career Readiness - explores career opportunities relevant to students from commerce 

background and gives them the realities of the job markets. It provides students with an in depth 

knowledge about different job domains as well as skill sets required to get the job, showcasing 

the career growth path for each role and domain. 

4. Work Readiness - focused on addressing the gap students’ face while transitioning from 

campus to corporate as well as inculcating a sense of professionalism in them 

Course Outcomes: 

Upon course completion, the learners will be able to: 

1. Engage in professional communication 

2. Define their immediate future goals 

3. Indulge in job hunting 

4. Be ready to join the corporate world 

 

Course Contents: 

Module 1: Personal and Professional Effectiveness 

Total Time: 14 Hours      One Session: 80 Minutes 

 

Sr. No. Topic No. of Sessions 

1. Program Introduction 1 

2. Self-Awareness & Learning Environment 0.5 

3. Social Thinking 1 

4. Setting SMART Goals 2 

5. Communication and Interpersonal Skills 2 

6. Effective Decision Making 1 

7. Financial Awareness 2 

8. Employment and Employability 1 

 

 



 

Module 2: Communication Readiness  

Total Time: 9 Hours       One Session: 80 Minutes 

 

 

 

 

 

 

 

 

Module 3: Career Readiness 

Total Time: 9.5 Hours      One Session: 80 Minutes  

 

Sr. No. Topic No. of Sessions 

1. Introduction to Industry and Career 1 

2. Understanding Career in Sales 2 

3. Understanding Career in Customer Support 2 

4. Understanding Career in Human Resources 1 

5. Understanding Career in Finance and Accounts 0.5 

6. Understanding Career in Administration and Operations 0.5 

 

Module 4:  Work Readiness  

Total Time: 9.5 Hours                                        One Session: 80 Minutes  

 

Sr. No. Topic No. of Sessions 

1. Professionalism 1.5 

2. Work From Home 0.5 

3. Surviving Year 1 1 

4. Work Ethics, Feedback and Performance Appraisal 1 

5. Email Etiquettes 1 

6. Working in a Group 0.5 

7. Presenting to an Audience 1 

8. Workplace Dynamics 0.5 

 

 

Course Evaluation: 

The learners will be evaluated on the following criteria: 

It is essential for the learner to score 40 percent to pass the course 

successfully. The marks allocation shall be done as under: 

 40 percent attendance 

 60 percent on performance based on assessments  

 

Certificate will be provided to the students who have successfully completed the Course. 

Sr. No. Topic No. of Sessions 

1. Primer to English Communication 0.5 

2. Complete Guide to Group Discussions 2 

3. Complete Guide to Personal Interviews 2 

4. Aptitude Tests 1 

5. Vocabulary List for Entry Level Employees 1 


