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COMMON SKILL BASED SUBJECT FOR U.G. PROGRAMME
Personality Development

UNIT -I

PERSONALITY - Definition — Determinants — Personality Traits —Theories of Personality —
Importance of Personality Development. SELF AWARENESS — Meaning — Benefits of Self —
Awareness — Developing Self — Awareness. SWOT — Meaning — Importance- Application —
Components. GOAL SETTING Meaning- Importance — Effective goal setting — Principles of
goal setting — Goal setting at the Right level.

UNIT -1

SELF MONITORING - Meaning — High self — monitor versus low self monitor — Advantages
and Disadvantages self monitor- Self —monitoring and job performance. PERCEPTION-
Definition- Factor influencing perception- Perception process —Errors in perception — Avoiding
perceptual errors. ATTITUDE - Meaning- Formation of attitude — Types of attitude -
Measurement of Attitudes — Barriers to attitude change — Methods to attitude change.
ASSERTIVENESS - Meaning — Assertiveness in Communication — Assertiveness Techniques
— Benefits of being Assertive — Improving Assertiveness.

UNIT — 1

TEAM BUILDING — Meaning — Types of teams — Importance of Team building- Creating
Effective Team. LEADERSHIP — Definition — Leadership style- Theories of leadership —
Qualities of an Effect leader. NEGOTIATION SKILLS — Meaning — Principles of Negotiation
— Types of Negotiation — The Negotiation Process — Common mistakes in Negotiation process.
CONFLICT MANAGEMENT - Definition- Types of Conflict- Levels of Conflict — Conflict
Resolution — Conflict management .

UNIT -1V
COMMUNICATION - Definition — Importance of communication — Process of
communication - Communication Symbols — Communication network — Barriers in

communication — Overcoming Communication Barriers. TRANSACTIONAL ANALYSIS —
Meaning — EGO States — Types of Transactions — Johari Window- Life Positions.
EMOTIONAL INTELLIGENCE- Meaning — Components of Emotional Intelligence-
Significance of managing Emotional intelligence — How to develop Emotional Quotient.
STRESS MANAGEMENT - Meaning — Sources of Stress — Symptoms of Stress —
Consequences of Stress — Managing Stress



UNIT -V

SOCIAL GRACES - Meaning — Social Grace at Work — Acquiring Social Graces. TABLE
MANNERS - Meaning — Table Etiquettes in Multicultural Environment- Do’s and Don’ts of
Table Etiquettes. DRESS CODE — Meaning- Dress Code for selected Occasions — Dress Code
for an Interview. GROUP DISCUSSION — Meaning — Personality traits required for Group
Discussion- Process of Group Discussion- Group Discusson Topics. INTERVIEW — Definition-
Types of skills — Employer Expectations —Planning for the Interview — Interview Questions-
Critical Interview Questions.
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