


CLASS 12%
part A: Employability Skill

S.No Units

1 | Communication Skills - IV

2 | Self-management Skills - IV

3 | Information and Communication Technology Skills- 1V

4 Entrepreneurial Skills - IV

5 Green Skills = IV
UNIT 1: COMMUNICATION SKILLS - IV

Theory Practical
1 1. Active listening -listening skill, 1. Group discussion on factors affecting active
stages of active listening listening
2. Overcoming barriers to active 2. Preparing posters of steps for active

listening

listening
Role-play on negative effects of not listening
actively

2 1. Parts of speech - using capitals, | 1.
punctuation, basic parts of
speech, Supporting parts of

Group practice on identifying parts of
speech Group practice on constructing

sentences

speech |
3 1. Writing skills to the following: 1. Group work on writing sentences and

e Simple sentence paragraphs

* Complex sentence 2. Group work on practicing writing sentences

e Types of object

2. Types of sentences
e Active and Passive sentences
e Statement/
e Declarative sentence
e Question/
e Interrogative sentence
e Emotion/
e Reaction or Exclamatory
sentence .
e Order or Imperatlve sentence

in active or passive voice

Group work on writing different types of
sentences(i.e., declarative, exclamatory,
interrogative and imperative)




Positive attitude - ways to
maintain positive attitude

Stress and stress management -
ways to manage stress

ways to turn it positive

How to become result oriented?

Goal setting - examples of
result-oriented goals

1. Group activity on listing aim in life

4.

Steps towards self-awareness

Personality and basic personality
traits

. Common personality disorders-

e Suspicious
e Emotional and impulsive
e Anxious

Steps to overcome personality
disorders

1. Group discussion on self-awareness

UNIT3: INFORMATION AND COMMUNICATION TECHNOLOGY SKILLS-IV

Theory

Practical

Getting started with spreadsheet
- types of a spreadsheet, steps
to start LibreOffice Calc.,
components of a worksheet.

1. Group activity on identifying components of
spreadsheet in LibreOffice Calc.

SRR

. Opening workbook and entering

data - types of data, steps to
enter data, editing and deleting
data in a cell

Selecting multiple cells

Saving the spreadsheet in
various formats

Closing the spreadsheet
Opening the spreadsheet.
Printing the spreadsheet.

1. Group activity on working with data on
LibreOffice Calc.

e

‘copying and movl
~ Need to format cell and content

Using a spreadsheet for addition
- adding value directly, adding
by using cell address, using @
mouse to select values in a
formula, using sum function,

' ing formula

t style and font size

1. Group activity on formatting a spreadsheet
in LibreOfficeCalc

2. Group activity on performing basic

calculations in LibreOffice Calc.




1. Group activity on sorting data in

4 1. Sorting data
LibreOfficeCalc

2. Filtering data

3. Protecting spreadsheet with
password

5 1. Presentation software available 1K

Stapes to start LibreOffice
Impress

3. Adding text to a presentation

Group practice on working with LibreOffice
Impress tools

Group activity on saving, closing and
opening a presentation in LibreOffice

Impress
Group practice on working with font styles in
LibreOffice Impress

6 1. Open, Close, Save and Print a 1k
slide presentation

7/ 1. Working with slides and textina | 1.
presentation- adding slides to a
presentation, deleting slides,
adding and formatting text,
highlighting text, aligning text,
changing text colour

8 1. Advanced features used in a T
presentation

2. Inserting shapes in the
presentation

3. Inserting clipart and images in a
presentation

4. Changing slide layout

Group activity on changing slide layout
onLibreOffice Impress

UNIT 4: ENTREPRENEURIAL SKILLS-1IV

Theory Practical
1 1. Entrepreneurship and 1. Group discussion on the topic “An
entrepreneur entrepreneur is not born but created”.

2. Conducting a classroom quiz on various
aspects of entrepreneurship

2. Characteristics of
entrepreneurshlp

i ntrepreneurshlp-art and science




eAgriculture

‘eTransportation iy

eWater conservation

SRy ¥
Seay

S nd wind energy

2 1. Barriers to entrepreneurship 1. Group discussion about "What we fear about
2. Environmental barriers entrepreneurship’
3. No or faulty business plan 2. Activity on taking an interview of an
{ entrepreneur.
4. Personal barriers
3 3. Entrepreneurial attitude 1. Group activity on identifying entrepreneurial
attitude.
4 1. Entrepreneurial competencies 1. Playing games, such as “Who am I”.
2. Decisiveness 2. Group discussion on business ideas
3. Initiative 3. Group practice on “Best out of Waste”
4. Interpersonal skills-positive 4. Group discussion on the topic of “Let’s grow
attitude, stress management together”
5. Perseverance 5. Group activity on listingstress and methods
6. Organisational skills- time to deal with it like Yoga, deep breathing
management, goal setting, exercises, etc.
efficiency, managing quality. 6. Group activity on time management
UNIT 5: GREEN SKILLS-IV
Theory Practical
1 1. Green jobs 1. Group discussion on the importance of
2. Benefits of green jobs green job.
3. Green jobs in different sectors:

.........







machine

Importance of bar-tack sewing
machine

Different parts of bar-tack sewing
machine

Operating steps of bar-tack sewing
machine

ik Se\_Ning practice on bar-tack machine
2. Thread a bar-tack machine

Unit 3: Flat lock machine, blind stitch machine, finishing machines and
other equipment

Theory

Practical

Introduction of flat lock machine
Parts of flat lock machine
Threading of flat lock machine

Operating steps of flat lock machine

1. Prepare samples using flat lock machine

Importance of blind stitch sewing
machine

Different parts of blind stitch
machine

Operating steps of blind stitch
sewing machine

1. Sewing practice through blind stitch
machine

2. Collect images of blind stitch sewing

machine paste in practical file and write
its uses in the practical file
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: -Trouser press‘

Introduction, parts and operating
steps of :

eWelt attachment machine
eFusing machine

Pressing equipment used in
garment industry:

e Hand irons

eIron table

eBuck press or steam press

1. Practice use of all the machines in the
session and prepare samples

ational Health, Sc H-H










