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 To enable students develp IT Skills that are a 
pre-requisite in today’s work and 
environment.

 To equip them with basic computing skills 
that will enhance their employability in 
general

 To enable the student to analyze and present 
information in a meaningful manner.



 By studying this course, student will be able 
to use Word processor to generate 
documents with appropriate formatting, 
layout, review and referencing.

 By studying this course, student will be able 
to manage data in worksheets and workbooks 
and analyze it using spreadsheet functions 
and inbuilt formulas.



 By studying this course, student will be able to 
draw analysis on data using spreadsheets to 
make decisions.

 By studying this course, student will be able to 
make meaningful representations of data in 
the form of charts and pivot tables.

 By studying this course, student will be able to 
manage data in database tables and use the 
same for generating queries, forms and 
reports.



 UNIT-1-Introduction to Spreadsheets

 Unit-2- Data Analysis in Spreadsheets

 Unit-3- Word processing

 Unit-4- Databases



 Credit-2

 Lecture-0

 Practical-2

 Ttutorial-0



PAPER:

Business Communication

Skill Enhancement Course



Learning Objectives:

• To train students to enhance written as well as oral communication 
in the corporate world.

• To help students in understanding the principles and techniques of  
business communication. 

• To understand the use of  electronic media for communication.



Learning outcomes:

• After studying this course, students will be able to appreciate the need of  effective writing 
for communication.

• After studying this course, students will be able to demonstrate the skill of  effective report 
writing and summarizing annual reports.

• After studying this course, students will be able to analyse business correspondence and e-
correspondence.

• After studying this course, students will be able to appreciate oral presentations.



SYLLABUS



Meaning, process and functions. Need and

importance. Medium: verbal & non-verbal

communication. Channels: formal & informal. Levels

of communication. Direction of communication:

downward, upward, lateral, & diagonal. Effective

communication: difficulties/barriers and solutions.

Interactive and non-interactive techniques of

communication. Listening as a tool of

communication, Guidelines for effective listening.

Unit 1: Introduction to the essentials of Business 
Communication



Unit 2: Effective Writing

Guidelines for clear writing References,

bibliographical research tools Citing methods,

footnotes, discussion footnotes. Use of library and

internet for collection, classification and

interpretation of data and information.



Unit 3: Report Writing

Types of reports. Formal report: components and

purpose. Organising information: outlining &

numbering sections, section headings, sub-

headings, & presentation. Writing reports on field

work/visits to industries, business concerns.

Summarising annual reports of companies:

purpose, structure and principles. Drafting

minutes.



Need and importance of business letters.

Office memorandum, office circulars, notices

and orders. Technology for communication.

Effective IT communication tools. Electronic

mail: advantages, safety and smartness in

email. E-mail etiquettes.

Unit 4: Business Correspondence and E-
Correspondence



Effective negotiation: elements, process and

general guidelines. Telephonic conversation.

Conducting & facing interviews. Conducting &

participating in group decisions. Making

presentations: content and organising. Features

of a good presentation. Delivering a

presentation.

Unit 5: Spoken English and Oral Presentation



The learners are required to:

 learn how to summarise annual reports of  

companies.

prepare presentations using power-point.

participate in Group discussions and mock 

interviews. 

 smartly draft business emails.

Practical Exercises:



COMMUNICATION IN 
EVERYDAY LIFE

By : Dr MANJU GOEL AND DR MALI DEVI SAWARIYA



COURSE CREDIT - 2

uLearning objectives:

uLay down basic foundation for basic 
communication as part of student’s life.

uTo inculcate the fundamentals of 
communication with the aim to enhance 
listening, speaking and writing skills



UNIT – 1 – COMMUNICATION – MEANING, 
7Cs AND BARRIERS



UNIT – 2 LISTENING SKILLS – NETTIQUETES, 
AUDIO BOOK LISTENING AND NOTE TAKING



UNIT – 3 – SPEAKING SKILLS



UNIT – 4 READING SKILLS



UNIT – 5 WRITING SKILLS



Examination Scheme

u Total Marks – 100 marks

u Internal Assessment – 25 marks (participation in class, assignment, test, 
project, field work and presentation)

u Practical Exam – 25 marks

u End Semester Exam – 50 marks



Learning Outcomes

u Improvement in mediation skills

uBuilding human relationships

uFoster individual and social understanding

uEnhance effective communication



SEC

Hindi Journalism and Mass Communication

Digital Film Production 



Learning Objectives 

▪ To introduce the students to the art of digital video making and editing

▪ To learn about the tools required for video making and editing 

▪ To learn about the various aspects in the pre and post production of videos. 



Learning Outcomes 

▪ After studying this course, students will be able to understand the importance of various aspects of

audio- video production.

▪ After studying this course, students will be able to prepare an effective layout for making an

effective video.

▪ After studying this course, students will be able to apply the tools required for video production

and editing.



Syllabus of Digital Film Production 

Unit- 1 Introduction, Financial Planning and Budgeting 

Audio Production- Concept of Sound, Types of Sound, Audio range, Know your equipment’s (Acoustic, 

Microphone, Recorder, Audio Mixer, Cables & connectors), Process of recording, Mixing, Sound 

processing, Recording level, Audio Editing, Dubbing & voiceover (Process, steps)



Unit-2 Video Production (Pre- Production)

Concept, What is pre-production, Concept/ visualization, R & D, Screen play writing, Storyboard 

making, Shooting script writing, Peoples involved in pre- production, Set making, Copyright, Music 

making, Budgeting, Production Design, Location hunting, Hiring of equipment & crew members.   



Unit-3 Video Production (Production)

Know your equipment, Camera & accessories, Lights & Camera support, Clapboard, Sound 

equipment, Field Monitor, Blocking, Rehearsal, Lighting, shooting. 



Unit-4 Video Production (Post Production) 

Compiling the concept and shooting material to final stage, Peoples involved in Post- Production, 

Know your equipment, Editing, Color grading, Publicity, Transmission, Distribution and Rating 



Practical Exercises and Projects 

▪ Recording & Mixing of multi-track audio

▪ Budget Making & Script writing 05 minutes program 

▪ Shooting for 05 minutes program ( News/ Music video / Documentary/ Feature/ 
Chat show/ Discussion etc)

▪ Editing of 05 minutes video program 



Audio Production (Project)

▪ Knowing the audio equipment's & software

▪ Recording process

▪ Mixing & Editing of various sound

▪ Exporting sound in various audio formats & project



Video Production (Project)

▪ Story writing , Storyboard making, Shooting script writing

▪ Location hunting, Breakdown making, Budget making

▪ Set making, Lighting, Shooting

▪ Editing, BGM posting, Color grading, publicity, exhibition and transmission 



Suggested Readings

▪ Digital Filmmaking for Beginners A Practical Guide to Video Production(ELECTRONICS) by 

Michael K. Hughes, MeGraw Hill TAB

▪ Digital Filmmaking for Beginners A Practical Guide to Video Production, MeGraw HilI TAB

▪ The Digital Filmmaking Handbook, Mark Brindle 

▪ Video Production, Vasuvi Belavdi, Oxford Higher Education

▪ Editing Digital Video: The Complete Creative and Technical guide, Robert Goodman and Patrick 

McGrath, McGraw Hill Education TAB

▪ Digital Video Camerawork, Peter Ward, Routledge.

▪ Digital Video Hacks: Tips & Tools for Shooting, Editing, and Sharing, Joshua Paul, O'Reilly Media



Digital Marketing
By

Dr. Parul Goel



Learning Objectives
• To acquaint the students with the knowledge of growing integration

between the traditional and digital marketing concepts and practices
in the digital era.

• To familiarize the students with the tools and techniques used by the
digital marketers for driving the marketing decisions to attain
marketing objectives.



Unit 1: 

Marketing in the Digital World (3weeks)

Digital marketing: Concept, Features, Difference between traditional
and digital marketing, Moving from traditional to digital Marketing; c
Digital Marketing Channels: Intent Based- SEO, Search Advertising;
Brand Based Display Advertising; Community Based-Social Media
Marketing: Others Affiliate, Email, Content, Mobile. Customer Value
Journey: SAs Framework; The Ozone O3 Concept Key; Traits of online
consumer



Unit 2: 

Content and Email Marketing (2 weeks)

Content Marketing: Step-by-step Content Marketing Developing a
content marketing strategy Email Marketing: Types of Emails in email
marketing, Email Marketing best practices



Unit 3:

Social Media Marketing and Display Marketing Social Media Marketing 

Building Successful Social Media strategy; Social Media Marketing
Channels; Facebook, Linkedin, YouTube (Concepts and strategies)
Display Advertising: Working of Display Advertising; Benefits and
challenges; Overview of Display ad Process.; Define- Customer,
Publisher, Objectives; Format Budget, Media, Ad Formats, Ad Copy.



Unit 4:
Search Engine Marketing (5 weeks)
Introduction of SEM: Working of Search Engine; SERP Positioning; online
search behaviour, DMI's SP Customer Search Insights Model. Search Engine
Optimization: Overview of SEO Process; Goal Setting-Types. On-Page
Optimization: Keyword Research, SEO Process-Site Structure, Content,
Technical Mechanics, Headings, Image & Alt text, Social Sharing, Sitemaps,
Technical Aspects- Compatibility, Structured Data Markup. Off Page
Optimisation: Link Fomats, Link Building, Content Marketing, Social Sharing;
Black and White Hat Techniques Search Advertising: Overview of PPC
Process; Benefits of Paid Search; Basis of Ranking; Goal Setting-Objectives;
Account Setting-Creation of Google Ads, Campaign architecture, Campaign
setup, Targeting, Bid Strategy, Delivery, Ad Scheduling, Ad Rotation, Keyword
Selection; Ad Copy composition, Ad Extension



Recommended Readings

Dodson, I. (2016). The art of digital marketing: the definitive guide to 
creating strategic, targeted, and measurable online campaigns. John 
Wiley & Sons. 

Kartajaya, H., Kotler, P., & Setiawan, I. (2016). Marketing 4.0: moving 
from traditional to digital. John Wiley & Sons. 

Ryan, Damien: Understanding Digital Marketing - Marketing Strategies 
for Engaging the Digital Generation. Kogan Page Limited.



IT Skills &data Analysis – I

Dr. Santosh Kumar Yadav
Department of Mathematics 
Aditi Mahavidyalaya 



Data table from the particle 
detector…



Analysis of data



Analysis of data



Analysis of data



Statistics and distributions

Mean
Standard deviation
68-95-99.7 rule

HEP: 5 sigma rule 
(99.9999426697%)

Galton Board

https://phet.colorado.edu/sims/html/plinko-probability/latest/plinko-probability_en.html


Statistics and distributions: an example



Conception & Challenge

• Concept of 
Particle  

• Quark

• Lepton

• New and classical 
model

• Interaction of forces

• The charged of 
particle

• Muon and tau 
particle

DECAY

TRANSFORMATION

Students’ 

Knowledge

Challenge

Suggestion



Conception & Challenge

DATA ANALYSIS

Data Distribution and FrequencyKnowledge

Variability Data
Data Interpretation

Challenge



Data analysis resources:
https://github.com/cernitw207/cerrnitw2017: this folder contains all the data, instructions and links for the task.

https://github.com/cms-opendata-education/cms-jupyter-materials-english : further steps in data analysis

of particles’ collisions (plotting histograms, calculation of invariant mass,further statistics).

http://opendata.cern.ch/ education and research resources provided by CERN

https://scool.web.cern.ch/ CSV data files and other teaching resources.

https://www.continuum.io/downloads download Anaconda (comes with many programming frameworks)

and Jupiter Notebook that is recommended framework for the task.

https://www.python.org/downloads/ download Python 3 for data analysis (reccomended).

https://www.learnpython.org/en/Basic_Operators basic introduction to Python (contains many useful tutorials).

https://github.com/cernitw207/cerrnitw2017
https://github.com/cms-opendata-education/cms-jupyter-materials-english
http://opendata.cern.ch/
https://scool.web.cern.ch/
https://www.continuum.io/downloads
https://www.python.org/downloads/
https://www.learnpython.org/en/Basic_Operators


Chromatodatanalysis!



Complex but enjoyable. Opportunities:

1. Pupils are introduced to writing 
functions and importing program 

libraries.

2. Pupils then proceed to calculation of 
the total momentum of a particle and 
the relativistic energy that it contains .

3. In the final stage of the task pupils 
have to compare the data from CERN to 

their calculated value.

Chromodatanalysis!



Data files and instructions 
are all saved in Github.

The task fits well in other resources 
that have been developed by teachers 
and could be used as a starting point 

for data analysis using Python. 



Thank You

All The Best!!!



PARTICIPATORY 
LEARNING AND ACTION 



LEARNING OBJECTIVES 

The Learning Objectives of this course are as follows: 

• To understand the basic principles and process of using Participatory Learning in field 

work settings 

• To learn various techniques of Participatory Learning for working in rural and urban 

communities 

• To learn the skills involved in application of participatory learning techniques 



LEARNING OUTCOMES 

At the end of the semester the students will be able to :

• Identify the situations where participatory learning techniques can be applied 

• Demonstrate the process of various techniques and skills of participatory learning in field 

setting 

• Analyse PLA data and reflect the same in report writing 



UNIT I: INTRODUCTION TO PARTICIPATORY 
LEARNING AND ACTION 

This unit introduces the students to the concept of Participatory Learning and Action 

(PLA). The students will also learn the advantages of PLA and its use over other similar 

techniques. 

Subtopics: 

• Participatory learning Action (PLA): Meaning, origin and principles 

• Participatory learning: Basic rules and phases 

• Preparations for PLA 



UNIT II: PLA : TOOLS AND TECHNIQUES 

This unit aims to familiarize students with various tools and techniques of PLA which can 

be applied in community setting. 

Subtopics: 

• PLA techniques I: Community mapping (social & resource mapping), 

• PLA Techniques II: livelihood analysis, Venn(chapati) diagram, Time line analysis, Vector 

scoring, (preference ranking, issue prioritization, wealth ranking), Calendars (Seasonal 

calendar, Daily routine diagram), Transect walk 

• Roles and responsibilities of PLA teams 



UNIT III: PRACTICAL APPLICATION OF 
PARTICIPATORY LEARNING TECHNIQUES 

The students will be engaged in hands on learning for practical application of PLA techniques 

through workshops and group exercises. 

Subtopics: 

• Project work: Community Mapping

• Project work: Need assessment (Calender/Seasonal Analysis/Transect Walk/Vector scoring)

• Project work: Resource identification & Utilization



UNIT IV: ANALYSIS OF DATA THROUGH PLA 
TECHNIQUES 

The students will learn to analyse the information collected through PLA tools. 

Subtopics: 

• Use of PLA for research and community action

• Processing, analysis and interpretation of data generated through participatory learning 

tools

• Report writing: Tips and techniques

*Unit III & IV are application based



SKILL ENHANCEMENT COURSE-
POLITICAL LEADERSHIP AND 

COMMUNICATION



 To understand the cross-cutting multi- disciplinary 

linkage of the subject

 To gain basic understanding of specific concepts and

critical review of political communication and election

campaign studies

 To be able to construct a linkage between political 

communication and leadership

 To learn conceptual frameworks and qualitative research 

skills for the analysis of modes and techniques of political 

communication and leadership.  



 After studying this course, students will be
able to have a professional/career- oriented
insight by facilitating their journey as Media
managers, policy makers, political analysts,
Journalists, Public relations officers in
government agencies, political parties and
higher education.



 Credits-2

 Lecture-1

 Practical-1 



Unit I: Explaining Political Communication (9 hours)

 Meaning, Nature and Scope

 Evolution and Transformation

Unit II: Exploring Leadership (9 hours)

 Themes, Theories and Typologies

 Participation and Performance

Unit III: Expanding Political Communication and Leadership: Orientation and
Action (9 hours)

 Developing Communication and Leadership through Research

 Strengthening Techniques of Communication and Leadership

Unit IV: Extending Political Communication and Leadership: Research Issues and
Challenges (9 hours)

 Researching Communication and Leadership through Survey: Opinion Poll, Exit
Poll.

 Examining Contemporary Issues and Challenges in Communication and
Leadership

Unit V: Executing Political Communication and Leadership: Empirical and
Professional Implications (9 hours)

 Psephology as an Art and Vocation

 Exploring Career Options



Essential/recommended Readings:

 Pole (2009). Blogging the Political: Politics and Participation in a networked Society. New 
York: Routledge.

 D. A. Graber (2005). ‘Political Communication Faces the 21st Century’, Journal of 
Communication, September: 479-507.

 Frank Esser and Barbara Pfetsh (eds.). (2004). Comparing Political Communication-
Theories, Cases and Challenges. Cambridge: Cambridge University Press.

 G. Gerbner, L. Gross, M. Morgan and N. Signorielli (1982). ‘Charting the Mainstream: 
Television’s Contribution to Political Orientations’, Journal of Communication, 32(2): 100-
27.

 H. A. Semetko and M. Scammell (eds.) (2012). The SAGE Handbook of Political 
Communication. London: Sage.

 John C Maxwell (2008). Developing the Leader Within You. New Delhi: Harper Collins.

 Kiran Prasad (ed.) (2003). Political Communication: The Indian Experience. New Delhi: 
B.R. Publishers.

 Max Depree (2004). Leadership is an Art. RHUS Publications.

 Yogesh Atal (2014). ‘Matdataoin Ka Sansar’, Pratiman, Vol.2, No.1.

 Yogesh Atal (2018). ‘Chunav Shastra Aur Rajniti’, Pratiman, No.11.

Web Source

 http://www.politicalcommunication.org/history.html



PROGRAMME MEDIA 



Learning Objectives

To understand the 
concept of programme 
media and its importance 
in field work practice 

1
To learn about various 
types of programme 
media and their effective 
use in field work 

2
To learn to demonstrate 
creative ideas and tools in 
field settings 

3



Learning outcomes 
At the end of the semester, the students will be able to 

Learn the concept of programme 
media in social work 

Develop various programme media 
tools to be used in field settings 

Demonstrate the skills essential for using 
programme media in the fieldwork 



Unit I: Understanding Programme Media 

Unit Description: This unit will give an opportunity to students to understand the concept of 

programme media in social work.

Subtopics: 

❖Programme media: Concept, characteristics, purpose and significance 

❖Communication in programme media 

❖Role of programme media: propaganda and public opinion 



Unit II: Mediums and Methods of Programme Media 

Unit Description: Student will learn different types of programme media to be used for diagnostic, 

problem-solving and therapeutic purposes

Subtopics: 

❖Types of programme media: Talk, public meeting & hearing, group discussion, press 

conference, movement, advertisement, campaign, storytelling and entertainment/games 

❖ Information and digital literacy: Concept, importance and components 

❖People’s participation in programme: Film screening, discussion and review 



Unit III: Handmade Creations and Creative Writings in 

Social Work 

Unit Description: This unit will give an opportunity to the students to learn various handmade creations and 

creative writings of programme media to interact with client groups. 

Subtopics: 

❖Handmade creations: Collage, poster making, wall paintings 

❖Creative writings: short story writing, slogans writing and preparing brochures, hand-outs & 

pamphlets, FAQs 

❖EC materials: Flip chart, flashcards, flyers, leaflets, banners, hoardings and standee 



Unit IV: Programme Media for Masses 

Unit Description: The students will be engaged in various learning activities related to application 

of programme media in field settings. 

Subtopics: 

❖Tools preparation: Puppet shows & folk songs, 

❖Performing arts: street plays, drama & theatre &, mime, skit and role plays 

❖Significance of digital media: TV, community radio broadcast and various social media 

platforms 

Practical component (if any) – Unit III & IV application based (30 hours) 



➢ Essential readings 

❑ Balwant, G. (1991). Folk Theatre in India. Bombay: Rupa & Co. 

❑ Chen, H. T. (2005). Practical Programme Evaluation: Assessing and Improving Planning,Implementation and 

Effectiveness. California: Sage Publication. 

❑ Cortright, R. & Hinds, G. (1959). Creative Discussion. New York: The MacmillianCompany

❑ Dev, M. P. (2009). Creative Writing: A Beginner’s Manual. New Delhi: Pearson Longman. 

❑ Mathur, D. (2003). AASHAA, Short Stories by Indian Women, Odyssey II. London: IndianBookshelf and New 

Delhi: Star Publishing. 

❑ Menon, M. & Gandhi, V.P. (1997.) Media and Communications - Vol. I. (New InformationOrder). New Delhi: 

Kanishka Publishers/Distributors. 

➢ Suggested readings 

o National School of Drama. (2006). Nukkad Natak Rachnaaur Prastuti. Delhi: NSD. 

o Mohan, K. &Banerji, M. (1990). Developing Communication Skills. Pilani: Birla Institute ofTechnology and 

Science. 

Readings



COURSE COORDINATORS
▪ Dr. Mali Devi Sawaria

▪ Dr. Aneesh T. V. 



Thank You



रचनात्मक लेखन 
सिलेबि



सिलेबि
 UNIT – 1 : रचनात्मक लेखन : अवधारणा, स्वरूप आधार ववश्लेषण (5 weeks)

 भाव एवं ववचार की रचना मैं असभव्यक्ति की प्रक्रिया
 असभव्यक्ति के ववववध क्षेत्र : िाहित्य पत्रकाररिा ववज्ञापन भाषण 
 लेखन की ववववध रूप मौखखक-सलखखि ,गद्य-पद्य, कथात्मक - कथथिर 
 अथथ ननसमथि के आधार: शब्द और अथथ की मीमांिा शब्द के पुराने-नए प्रयोग शब्द की बै िोननक 

बैकग्राउंड बैक् रन बैकग्राउंड बैकग्राउंड  िोननक कोहि

 UNIT – II: भाषा भंगिमा और साहित्य लेखन (5 weeks)

 भाषा की भंथगमाएं: औपचाररक - अनौपचाररक मौखखक - सलखखि, मानक वावषथक िंदभथ; क्षेत्रीय, बगथ-
िापेक्ष, िमूि- िापेक्ष 

 रचना : िब्दशक्रकि, प्रिीक, बबबं, अलंकारवििा 
 कवविा : िंवेदना, भावषक छंदबद्ध – छंदमुति, लय, गनि, िुक 
 कथा िाहित्य : वस्िु, पात्र, पररवेश, कथ्य और भाषा 

 UNIT – III: ववववध ववधवाओं एवं सूचना माध्यम के ललए लेखन (5 weeks)

 नाट्य िाहित्य: बस्िु, पात्र, पररवेश, कथ्य, रंगमंच और नाट्य भाषा 
 ववववध गद्य ववधाएं: ननबंध, िंस्मरण, आत्मकथा, व्यंग्य, ररपोिाथज,,यात्रा विृांि
 वप्रिं माध्यम के सलए लेखन: फीचर, यात्रा वतृ्ांि, िाक्षात्कार, ववज्ञापन 
 इलेतरॉननक माध्यम के सलए लेखन : ववज्ञापन, पिकथा, िंवाद 



Practical Component (if any)  

 उपयुति का पररचय देिे िुए इनका अभ्याि भी करवाया जाए 



Assessment Methods

 Total Marks: 100 

 Internal Assessment : 25 marks

 Practical  Exam (Internal): 25 marks

 End Semester Theory Exam : 50 marks

 The Internal assessment for the course may include Class participation, 

Assignments, Class Test, Projects, Field Works, Presentations, amongst others as 

decided by the faculty

 Examination scheme and mode shall be as prescribed by the Examination Branch, 

University of Delhi from time to time 



Skill Enhancement Course (SEC)

Under 

UGCF-2022

CREATIVE WRITING



Learning Objectives



Learning Outcomes



Syllabus 
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FINANCE FOR EVERYONE 

• COURSE CREDIT -2

• LEARNING OBJECTIVES

• TO OFFER AN INTEGRATED APPROACH TO THE 
UNDERSTANDING OF CONCEPTS AND APPLICATIONS OF 
FINANCIAL PLANNING.

• TO HELP THE STUDENTS IN THEIR FINANCIAL PLANNING .



Learning outcomes 
•After studying this course, students will be able to understand the importance of financial 
literacy and the institutions providing financial services.

•. After studying this course, students will be able to prepare a financial plan, budget and manage 
personal finances.

•After studying this course, students will be able to open, avail and manage services offered by 
banks.

•After studying this course, students will be able to open, avail and manage services offered by 
post offices.

•After studying this course, students will be able to plan for life insurance and property insurance,

• After studying this course, students will be able to choose instruments for investment in shares.



SYLLABUS
Unit 1: Introduction, Financial Planning and BudgetingMeaning, importance and 
scope of financial literacy; Prerequisites of financial literacy - level of education, 
numerical and communication ability; Various financial institutions - banks, 
insurance companies, post offices, mobile app based services. Need of availing of 
financial services from banks, insurance companies and postal services. Concept 
of economic wants and means for satisfying these needs; Balancing between 
economic wants and resources; Meaning, importance and need for financial 
planning; Personal budget, family budget, business budget and national budget; 
Procedure for financial planning and preparing a budget; Budget surplus and 
budget deficit, Avenues for savings from surplus, Sources for meeting the deficit.



SYLLABUS
Unit 2: Banking Services Types of banks; Banking products and services - Various 
services offered by banks; Types of bank deposit accounts savings bank account, 
term deposit, current account, recurring deposit; pan card, address proof, KYC 
norm; Various types of loans education loan, consumer durable loan, vehicle 
loan, housing loan, short term, medium term, long term, microfinance, bank 
overdraft, cash credit, mortgage, reverse mortgage, hypothecation, pledge, 
Agricultural and related interest rates offered by various nationalized banks; 
Cashless banking, e-banking, check counterfeit currency; CIBIL, ATM, net 
banking, RTGS, NEFT, IMPS, electronic clearance services (ECS), debit and credit 
card, app based payment system, bank draft and pay order; banking complaints 
and ombudsman.



SYLLABUS
Unit 3: Financial Services from India Post Office-Post office savings schemes: savings bank, 
recurring deposit, term deposit, monthly income scheme, kisan vikas patra, NSC, PPF, senior 
citizen savings scheme, sukanya samriddhi yojana; india post payments bank. money transfer: 
money order, e-money order, instant money order, collaboration with the western union 
financial services; mo videsh, international money transfer service, money gram international 
money transfer, indian postal order.

Unit 4: Insurance Services -Life insurance policies: life insurance, term life insurance, 
endowment policies, pension policies, ULIP, health insurance plans, comparison of policies 
offered by various life insurance companies, comparison of policies offered by various health 
insurance companies. Property insurance policies. Post office life insurance schemes: postal life 
insurance and rural postal life insurance.



SYLLABUS
Unit 5: Stock Markets - Some Basic Concepts  Terms used in stock markets: 
SENSEX, NIFTY, primary markets, secondary markets, initial public offering(IPO), 
follow-on public offering (FPO), offer for sale (OFS), block deal, equity shares, 
preference shares, debentures, bonus shares, stock split, dividend, buyback, 
DEMAT account, trading account, delivery instruction slip (DI Slips), blue chips, 
defensive stocks, face value, market value, market capitalization, pre-opening 
session, trading session, opening price, closing price, business days, bull, bear, 
bull market, bear market, risk, stop loss. derivatives, call option, put option, 
hedge, holding period; Tax on short term capital gains and long-term capital 
gains, Mutual Fund and its various schemes.



THANKS



COURSE CORDINATORS 
DR.PARUL CHOPRA
MS.INDU



SEC: PERSONALITY DEVELOPMENT 

AND COMMUNICATION

DR. RASHMI GUPTA &  DR. MANISH KUMATR VATS



Credit distribution, Eligibility and Pre-requisites of the 

Course 

Course Title       

and

Code

Credits Lecture Tutorial Practical Eligiblity 

Criteria

Pre-

requisite of 

the course

Personality 

development 

and 

communication

2 1 0 1 Pass in Class 

12th

NIL



Learning Objectives



Learning outcomes



SYLLABUS 









RECOMMENDED READINGS



ASSESSMENT SCHEDULE



Statistics with R

Dr. Santosh Kumar Yadav

Dr. Bhupinder Chikhara

Aditi Mahavidyalaya
(University of Delhi)



We’ll Cover

• What is R

• How to obtain and install R

• How to read and export data

• How to do basic statistical analyses

• Econometric packages in R



What is R

• Software for Statistical Data Analysis

• Based on S

• Programming Environment

• Interpreted Language

• Data Storage, Analysis, Graphing

• Free and Open Source Software



Obtaining R

• Current Version: R-2.0.0

• Comprehensive R Archive Network: 

http://cran.r-project.org

• Binary source codes

• Windows executables

• Compiled RPMs for Linux

• Can be obtained on a CD

http://cran.r-project.org/


Installing R

• Binary (Windows/Linux): One step process

– exe, rpm (Red Hat/Mandrake), apt-get (Debian)

• Linux, from sources:

$ tar –zxvf “filename.tar.gz”

$ cd filename

$ ./configure

$ make

$ make check

$ make install



Starting R

Windows, Double-click on Desktop Icon

Linux, type R at command prompt$ R



Strengths and Weaknesses

• Strengths

– Free and Open Source

– Strong User Community

– Highly extensible, flexible

– Implementation of high end statistical methods

– Flexible graphics and intelligent defaults

• Weakness

– Steep learning curve

– Slow for large datasets



Basics

• Highly Functional

– Everything done through functions

– Strict named arguments

– Abbreviations in arguments OK                       

(e.g. T for TRUE)

• Object Oriented

– Everything is an object

– “<-” is an assignment operator

– “X <- 5”: X GETS the value 5



Getting Help in R

• From Documentation: 
– ?WhatIWantToKnow

– help(“WhatIWantToKnow”)

– help.search(“WhatIWantToKnow”)

– help.start()

– getAnywhere(“WhatIWantToKnow”)

– example(“WhatIWantToKnow”)

• Documents: “Introduction to R”

• Active Mailing List

– Archives

– Directly Asking Questions on the List



Data Structures

• Supports virtually any type of data

• Numbers, characters, logicals (TRUE/ FALSE)

• Arrays of virtually unlimited sizes

• Simplest: Vectors and Matrices

• Lists: Can Contain mixed type variables

• Data Frame: Rectangular Data Set



Data Structure in R

Linear Rectangular

All Same Type VECTORS MATRIX*

Mixed LIST DATA FRAME



Running R

• Directly in the Windowing System 
(Console)

• Using Editors

– Notepad, WinEdt, Tinn-R: Windows

– Xemacs, ESS (Emacs speaks Statistics)

• On the Editor:
– source(“filename.R”)

– Outputs can be diverted by using
• sink(“filename.Rout”)



R Working Area

This is the area where all 

commands are issued, and 

non-graphical outputs 

observed when run 

interactively



In an R Session…

• First, read data from other sources

• Use packages, libraries, and functions

• Write functions wherever necessary

• Conduct Statistical Data Analysis

• Save outputs to files, write tables

• Save R workspace if necessary (exit prompt)



Specific Tasks

• To see which directories and data are loaded, 
type: search()

• To see which objects are stored, type: ls()

• To include a dataset in the searchpath for 
analysis, type: attach(NameOfTheDataset, 
expression)

• To detach a dataset from the searchpath after 
analysis, type: detach(NameOfTheDataset)



Reading data into R

• R not well suited for data preprocessing

• Preprocess data elsewhere (SPSS, etc…)

• Easiest form of data to input: text file

• Spreadsheet like data:
– Small/medium size: use read.table()

– Large data: use scan()

• Read from other systems: 
– Use the library “foreign”: library(foreign)

– Can import from SAS, SPSS, Epi Info

– Can export to STATA



Reading Data: summary

• Directly using a vector e.g.: x <- c(1,2,3…)

• Using scan and read.table function

• Using matrix function to read data matrices

• Using data.frame to read mixed data

• library(foreign) for data from other programs



Accessing Variables

• edit(<mydataobject>)

• Subscripts essential tools

– x[1] identifies first element in vector x

– y[1,] identifies first row in matrix y

– y[,1] identifies first column in matrix y

• $ sign for lists and data frames

– myframe$age gets age variable of myframe

– attach(dataframe) -> extract by variable name



Subset Data

• Using subset function

– subset() will subset the dataframe

• Subscripting from data frames

– myframe[,1] gives first column of myframe

• Specifying a vector

– myframe[1:5] gives first 5 rows of data

• Using logical expressions

– myframe[myframe[,1], < 5,] gets all rows of the 

first column that contain values less than 5



Graphics

• Plot an object, like: plot(num.vec)

– here plots against index numbers

• Plot sends to graphic devices

– can specify which graphic device you want

• postscript, gif, jpeg, etc…

• you can turn them on and off, like: dev.off()

• Two types of plotting

– high level: graphs drawn with one call

– Low Level: add additional information to 

existing graph



High Level: generated with plot()



Low Level: Scattergram with Lowess



Programming in R

• Functions & Operators typically work on 

entire vectors

• Expressions surrounded by {}

• Codes separated by newlines, “;” not 

necessary

• You can write your own functions and use 

them



Statistical Functions in R

• Descriptive Statistics

• Statistical Modeling

– Regressions: Linear and Logistic

– Probit, Tobit Models

– Time Series

• Multivariate Functions

• Inbuilt Packages, contributed packages



Descriptive Statistics

• Has functions for all common statistics

• summary() gives lowest, mean, median, 

first, third quartiles, highest for numeric 

variables

• stem() gives stem-leaf plots

• table() gives tabulation of categorical 

variables



Statistical Modeling
• Over 400 functions

– lm, glm, aov, ts

• Numerous libraries & packages

– survival, coxph, tree (recursive trees), nls, … 

• Distinction between factors and regressors

– factors: categorical, regressors: continuous

– you must specify factors unless they are obvious 

to R

– dummy variables for factors created automatically

• Use of data.frame makes life easy



How to model

• Specify your model like this:

– y ~ xi+ci, where 

– y = outcome variable, xi = main explanatory 

variables, ci = covariates, + = add terms

– Operators have special meanings

• + = add terms, : = interactions, / = nesting, so on…

• Modeling -- object oriented

– each modeling procedure produces objects

– classes and functions for each object



Synopsis of Operators

nesting onlyno specific %in%

limiting interaction depthsexponentiation^

interaction onlysequence:

main effect and nestingdivision/

main effect and interactionsmultiplication*

add or remove termsadd or subtract+ or -

In Formula meansUsually meansOperator



Modeling Example: Regression

carReg <- lm(speed~dist, data=cars)

carReg = becomes an object

to get summary of this regression, we type

summary(carReg)

to get only coefficients, we type

coef(carReg), or carReg$coef

don’t want intercept? add 0, so

carReg <- lm(speed~0+dist, data=cars)



Multivariate Techniques

• Several Libraries available

– mva, hmisc, glm, 

– MASS: discriminant analysis and multidim 
scaling

• Econometrics packages

– dse (multivariate time series, state-space 
models), ineq: for measuring inequality, poverty 
estimation, its: for irregular time series, sem: 
structural equation modeling, and so on…

[http://www.mayin.org/ajayshah/]

http://www.mayin.org/ajayshah/


Summarizing…

• Effective data handling and storage

• large, coherent set of tools for data analysis

• Good graphical facilities and display

– on screen

– on paper

• well-developed, simple, effective programming



For more resources, check out…

R home page

http://www.r-project.org

R discussion group
http://www.stat.math.ethz.ch/mailman/listinfo/r-help

Search Google for R and Statistics

http://www.r-project.org/
http://www.stat.math.ethz.ch/mailman/listinfo/r-help


For more information, contact
drskyadav@hotmail.com



SEC

Hindi Journalism and Mass Communication

Visual Communication and Photography 



Learning Objectives 

▪ To synthesize a comprehensive view of principles involved in VisualCommunication.

▪ To appreciate and express the cultural significance of photography as visual art and

understand its evolution and purposes.

▪ To develop an awareness of compositional and organizational strategies for the

effective deployment of formal elements of visual art.

▪ To read visual texts with a deep knowledge of visual history and theory.

▪ To create an ability of situating the content and form of the visual representation of

thematic context.



Learning Outcomes 

▪ After studying this course, students will be able to acquire knowledge of the cultural and historical

importance of the visual medium.

▪ After studying this course, students will be able to explore the fundamentals and underlying

theories of Visual Communication.

▪ After studying this course, students will be able to develop a thorough knowledge of concepts, and

skills in creating photographs.

▪ After studying this course, students will be able to learn to identify and analyze semiotics in

photographs.

▪ After studying this course, students will be able to develop a craftsmanship in creating aesthetically

pleasing photographs



Syllabus of Digital Film Production 

Unit- 1 Historical Background and Basics of Visual Communication

Unit Description: The Unit I will give a brief history of the visual arts from the caveman to modern

man. Skills of artistic schools of thought and Intertextuality in art in relation to culture.

Topics- Concept and History of communication, Human Eye and Visual Process, Visual culture and

Informatión Education Communication, Theories of visual communication

- Gestalt Theory of visual communicatron, Percepant theory of Visual communication, Semiotics and

cognitive approach in visuals



Unit-2 Theories of Visual Communication

Unit Description- This unit will put emphasis on theories, semiotics and the study of signs. Through 

semiotic theories improve critical thinking skills, and learn to use semiotics to think logically and to 

analyze visual media in context of culture.

Topics: Fundamentals of Design: Definition, Approaches to Design, Centrality of Design, Elements of 

Design, Principles of Visual and other Sensory Perceptions. Colour psychology and theory (some 

aspects), Definition, Optical / Visual Illusions, etc., Various stages of design process, Learning skills to 

read signs and signifier in visuals for social messaging



Unit-3 Photography as Visual Communication

Unit Description: This unit will provide skills to learn camera and lighting techniques

Topics: Introduction to photography, Camera- structure and function of camera.

Characteristics of light, Sources of Light - Nature, Artificial and Available, Lighting techniques

- three point fighting, Exposure - focusing, aperture, shutter speed, Depth of field. Kinds of

light indoor and outdoor - Electronic flash and artificial lights, Light meters.



Unit-4 Camera Compositions and Accessories

Unit Description: This unit will provide skills about camera accessories and designing aesthetically rich 

compositions.

Topics: Camera lenses and accessories, Basic shots, angle, and view, Composition, Role of photographic 

image in visual communication, Basics of photojournalism, photo-features, photo - essays, writing 

captions, visual storytelling.



Essential Readings

▪ Barnes, Susan B. An Introduction to Visual Communication: From Cave Art to Second Life, Peter 

Lang Pub, 2011.

▪ Berger, Arthur As, Seeing is Believing An Introduction to Visual Communication, McGraw-Hill 

Education, 2012.

▪ Lester, Paul Martin, Visual Communication: Images with Messages (Ged), Cengage Learning. 

2013.

▪ Photography: A Critical Introduction - edited by Lie Wells London, Routledge, Oxon, 2015

▪ Farrell, 1. Complete Guide to Digital Photography, Quercus Publishing, UK, 2014.



YOGA IN PRACTICE 

Skill Enhancement Course(SEC)



Learning Objectives

▪ Students will be able to discern real significance
of yogic oprations from original sources andwill
be prone to practicing in their day to day life.



Learning Outcomes

(i) Student will form an understanding of the 
concept of yoga.

(ii) Students will learn various aspects of the 
science of yoga.

(iii) Theoretical and practical knowledge of 
Aasanas and pranayams to lead a balanced 
life.



Unit-1

(i) Definition and types of yoga:Karma yoga, Gyana
yoga, Bhakti yoga, Laya yoga, Raja yoga, Hatha
yoga, Mantrayoga,Kundalini yoga.

(ii) Ashtanga Yoga:Yam- Ahinsa, Satya, Asteya,
Brahmacharya,Aparigrah.Niyam-sauch,Santosha,
Tapa, Swadhyaya, Ishwarpranidhana Asan,
Pranayam- (the types of Pranayaama: Puraka,
rechak & Kumbhaka), Pratyahara,Dharana, Dhyana
& Samadhi etc.

(iii) Shat Chakra,s: Mooladhara, Swadhishthana,
Manipur, Anahata, Vishudha, Aagya, Sahasrara.



Unit-2

▪ Asana’s and their advantages:-

(i) Asana in standing position:Surya Namaskara, Tadasana, 
Padahastasana, Garudasana, Natarajasana, Cakrasana,

(ii) Asana in sitting position: Padmasana, Vajrasana, 
Siddhasana, Bhadrasana, Gomukhasana,Shashankasana, 
Mandukasana, Kukkutasana. 

(iii) Asana in stomach side position:Dhanurasana, 
Bhujangasana, Mayurasana, Marjarasana, Makrasana. 

(iv) Asana in backbone side position:Uttanapadasana, 
Naukasana, Sarvangasana, Sheershasana, Savasana etc. 

(v) Practice of pranayama- Purak, Rechak and Kumbhaka



▪ Course Cordinators:

▪ Dr. Rashmi Gupta

▪ Dr. Manish Kumar Vats



पटकथा लेखन



Course objective

01. पटकथा लेखन का परिचय किना।
02. विद्याथी की लेखन क्षमताऔि भाषा कौशल को बढािा
देना।
03. विद्याथी को लेखन मे िोजगाि संबंधी क्षेत्रों के
ललए तैयाि किना।



Course Learning outcomes



SYLLABUS 

Unit 1



Unit 2



Unit 3



Unit 4



COURSE CORDINATOR

Dr. Ritu khatri



रंगमंच 



▪ हिन्दी रंगमंच का सामान्य पररचय कराना ।

▪ नाट्य- प्रस्तुतत की प्रक्रिया की जानकारी देना ।

▪अभिनय के विभिन्न पक्षों से अिगत कराना ।

▪ रंगमंच के खेलों और गततविधियों से अिगत कराना ।



▪ नाट्य - प्रस्तुतत की प्रक्रिया से विद्यार्थी अिगत िो सकेगा ।

▪ रंगमंच की सामान्य जानकारी भमलने के उपरान्त इस क्षेत्र में विद्यार्थी के भलए रोजगार की संिािनाएँ

बनेंगी ।

▪ रंगमंचीय गततविधियों से विदयार्थी के व्यक्ततत्ि का विकास िो सकेगा।

▪ विद्यार्थी में अभिव्यक्तत कौशल का विकास िो सकेगा ।



यूतनट 1

 िरत मुतन कृत नाट्यशास्त्र (संक्षक्षप्त पररचय) 

 हिन्दी का पारंपररक रंगमंच (संक्षक्षप्त पररचय)

यूतनट 2

प्रस्तुतत प्रक्रिया : आलेख का चयन, अभिनेताओं का चयन, दृश्य-पररकल्पना (ध्ितन-संगीत-नतृ्य-प्रकाश), 

पूिााभ्यास



यूतनट 3

अभिनय की तैयारी : िाधचक, आंधगक, आिाया, साक्त्िक 

यूतनट 4

आशु अभिनय, धर्थएटर गेम्स, संिाद िाचन, शारीररक अभ्यास, सीन िका

यूतनट 5

मंच प्रबंिन : सेट, रंग सामग्री, प्रचार-प्रसार, ब्रोशर-तनमााण



▪ संक्षक्षप्त नाट्यशास्त्रम ्- रािािल्लि त्रत्रपाठी, िाणी प्रकाशन, हदल्ली, 2009

▪ रंग स्र्थापत्यः कुछ हटप्पणणयाँ - एच. िी. शमाा राष्ट्रीय नाट्य विद्यालय प्रकाशन,हदल्ली, 2004

▪ पारंपररक िारतीय : रंगमंच अनंतिाराए-ँ कवपला िात्स्यायन, अनुिाद- बदी उजम्मा, नेशनल बुक रस्ट, 

हदल्ली, 1995

▪ हिदंी रंगमंच का लोकपक्ष, सं प्रो. रमेश गौतम, स्िराज प्रकाशन, हदल्ली 2020

▪ मंच आलोकन - जी. एन. दासगुप्ता, अनुिाद - अजय मलकानी, नेशनल बुक रस्ट,हदल्ली, 2006

▪ रंगमंच के भसद्िांत - सं मिेश आनंद, देिेन्र राज अकुंर, राजकमल प्रकाशन, हदल्ली 2008



COURSE CORDINATORS

Dr. Sangeeta Kumari

Ms. Gomti
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