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'Women's Education SocietY's

ABASAHEB GARWARE

INSTITUTE OF MANAGEMENT STUDIES

S'T' Stand Road' Khanbhag' Sangli 416416'

Phone:0233-23328111t.zFax:0233.2332812,E-mail:aeimssangli@gmail.comWeb:www.agims'in

Certificate Course in Conversational English

Syllabus

Duration: 14 weeks (50 Hours)
Credits:4

Aha *aheb q-l;:iltitr! I i*: i n stit$te 
"Of

it.-*.rar''-"r, ' 
illi'::{(Fl,

Contact Hours

Unit No:

Git t Phonetics
Vowels, Consonants and DiPhthongs

Sounds of English -

Vocabulaty
;;;;; for daY todaY communicationUnit II

ati.o-n Functions

;4ffii;i breetings and Introducing oneself

il;;I. II - Personal Information

Module III - Hobbies and Interest

,Xi6aU" IV - EverYdaY Activities

Module V - Directions and Instuctlons

Module VI - Job Interviews
'Nlodule VII - Visiting Places

Module VIII - E'nquiring --^ri.^- +n'Jffi:i: ii^:iffi"g i.".pr. and responding to thanks
'rt;;;i; i - aPoto;G;d"sPonding to sont

Module XI - Permission to do sometntng

Unit III

Gramm4r-'; ' ^ peech, Auxiliary verbs' Tenses' Active &
Important Parts oI sl

iluJriu. uoi"", Direct and roported speech

Unit -IV

lbt$n,A.1:::"Y'
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Women's Education SocietY's

ABASAHEB GARWARE

INSTITUTE OF MANAGEMENT STUDIES

S.T' Stand Road' Khanbhag' Sangli 416416'

Phone: 0233-2 3328lll lzFax: 0233-2332812' E-mail: asimssaneli@email'com Web: wwlv.agtms'tn

Certificate Course in Educational Management

SYllabus

Duration: 8 weeks (46 hours)
Credits:4

Course Outcomes:

Aftercompletingthecourse,thestudentteacherwillbecompetentin:
1.. applying the various dimensions of rya1ate9mt*,T"d-tlt 

to the school environment

" maxim izingthehuman resource.po**i*ir"r eff,icient functioning of the institution

-r. communicating effectively the decisions, programmet Tl opt:i11"^t:^:l'he management

4. organizing "ffiil;;ly;" 
,iiri-ir. stress and nurture ralent to create a congenial school climate

Unit I - Management Model20 hrs'

: of an organization

i.l Mlli?!il:ll:lff.illXl X?"inr,,."1and material xesources to optimize access to

teaching, organizeandimplement.instructions' ^^-t'nnm n"oenizntic
1.3 Management and coordination ofschool function / classroom organization

r.4 Strategies f"rd;;;ng Teacher Potential as an enterprising manager

f .S Classiom Assessment Techniques

;'.; ;.ffi;gy - Management connection

Unit II - Foundations in Managementl0 hrs'

|.2 Roles of Managers: Interpersonal roles, informational roles, decision roles, employability

quotient - gff;t ;ttributes' industry - academic conclave

' 
Unit III -Leadersrrif stytes of HM.'tnd Teachers - Demand Driven Skills 26 hrs'

3.1 Decision making

3.2 Effective communication'- '

3.3 Goal performance relationship':'

3.4 Time management - skills'

3.5 Stress management / comfort management'

3.6 Talent management

New Delhi.

References:
1. AlkaKalra (1977) Efficient School Management and Role of Principals' APH Publishing Corporation'

"i ', :j .;tt"il,i i$,Stitutg gf
' '," *::lrlr;!i.

i;"rret,sF,

2. BagleY, Classroom York Macmillan
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Women's Education Society's

ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDIE

S.T. Stand Road, Khanbhag, Sangli 416416.

Phone: 0233-2332811112Fax 0233-2332812, E-mail: asimssangli@gmail.com Web: www.agims.in

Duration: 16 weeks (50 hours)

.:,t' 
tt:

Unit 1: Basics in Counseling

Certificate course in counseling skill

Syllabus

l0hrs

10 hrs.

Credits: 4

Course Outcomes:
After completing the course, the student teacher will be competent in:
1. Analyzingthe scope of counseling in shaping human behavior with a focus on socio-cultural context.
2. acquiring theoretical perspectives on.counseling and its techniques
3. developing appropriate skills for counseling

*_' exploring the possibilities of application in different counseling techniques

1 . 1 Concept: Need,,'meaning, scope, factors and common'terminology.
1.2 Historical Perspectives: Emergence and growth of counseling psychology. counseling

movement in India. Present status of counselins.
1.3 Theoretical Approaches to Counseling: Classifi-cation - directive/nondirective/ eclectic,

affectively, behaviorally, cognitively oriented approaches, family therapy. Psycho-
education, and community developing a pragmatic therapeutic position.

1.4 Ethical Issues: Meaning, issues in relajionships and counseling psychology research.

".lit 2: Process of Counseling l0 hrs

2.I Initiating counseling: Preparation and iniat<e procedrues, establishing rapport, termination
of and response to initial.interview.

2.2 Establishing Structure: AGnd,ing behavior, observation, non-verbal behavior, listening,
verbal patteming and comrnunication responses, silence, use of questions, transference and

counter-transference, regarding and respect in counseling relationship, involuntary clients,
client expectalion.

2.3 Termination of counseling: Termination of session and termination of counseling,
variables affecting counseling process.

Unit III: School Counseling
1.1 Meaning, nature and need,,for counseling services within schools.
1.2 Government directives and initiatives; developing counseling skills.
1.3 Identifying common classroom issues that require counseling.
1.4 Role of an educator as a first point-of-contact.
3.5 Makins referrals to School Counselors.



Practical Activities 20 hrs.

Psychological Assessment: Administration, scoring and interpretli"^L:::,T:tt:::]i?*:tt"r::t::::
: ;:1ffi1*,, ffiiliil';;ffi;;**;i:i;";@, 3v't'*utiio::'l'*l'^1':*:iiertiveness training'

6;"ffi jo"nf,i1jjffi Technique, c-ognitive Behavior Modification, Biofeedback'
/d, l---.^ --,^,-ll L^

;ffi;,a*|J"ilrtr, Individual and Group counseling, etc. (Studenrs would be exposed to above

techniques gnd would prepare a detailed report)'

o Field uirit t|Juri;;G;;:i., org.ria*ce and counseling centers and study its organizational

structures, functions and achievements'

o workings in the Guidance / counseling center, i.e. take up one case and prepare a report under the

guidance ofprofessional in the center'

References:

1. Dash (2003) - Guidance services schools, Formin

2. ant Publishers and Distributors, New Delhi'

3. InduDeve (1984) : The Basic Essentials of counseling, Sterling Private Limited' New Delhi'

4. Jaffeey.A. Kotrer and Elian Kothat frry?) : Jer;9h1i:.u-'"'H:t*fag,lruulications' 
London'

5. Jpneja, G.K. (16tt-, O"""p",ional pformation in Guidance, NCERT, New Delhi'
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Women's Education SocietY's

ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDIES

S.T. Stand Road, Khanbhag, Sangli 416416'
phone:0233-2332811112Fax:0233-2332812,9-mail:aeimssa!gu@$14!].-Qq!0 web: wwrv.agims.in

Certificate Course in Soft Skills
Syllabus

Credits: 4Duration: 8 weeks (42 hours)

Course Outcomes:

After completing the course, the student teacher will be competent in:

1. fostering efficient communication skills and interpersonal skills

2. reflecting on leadership qualities for working collaboratively.

3, acquiring employability in diversified roles in the contemporary society

S.Nos. DESCRIPTION Contact Hours

I COMMUNICATION SKILLS
Internatipnal Phonetic Alphabet (IPA) Symbols

Speaking with grammatical accuracy

Oral - Planning, Delivering Presentation

Pronunciation
Academic Writing
Communication as a skill for career bl44tqg-

2. INTERPERSONAL SKILLS
Verbal Communication
Non-verbal Communication
Listening Skill
Nesotiation
Problem-Solving
Decision-Making
Assertiveness

a

6

3

o Overcoming Fear

o Kno*ins Your Audience
o Researching'YourToPic
o Effective Content
o Encouraging Audience Participation
o Effective Content
o Articulation (audible, clear, effective, eliminating slang)

. Developing Public Speaking Techniques

. Bodv laoeua{b (personal space, appearallge, gg{ules)-
+ LBANNNSHF .q.NN TEAM MANAGEMENT

Qualitfes of a Good Leader

Leadership Styles

Decision Making
Intrapersonal Skills
Interpersonal Skills
Problem Solving ffi

{pas
it ".'iltL ? ,r;," 

ji e*Y of
r ,l'ti't. ,,9 rr;' ., l

.,..,,.,,,,t-',, t,
i\ . .-i-t rii, ,-
' i l\:: ' I'../- i'

rn!i 
^



Critical Thinking
Negotiation Skills

CONTIICT MANAGEMENT

Dealine with Criticism

Strategies for dealing with conflict (compete or fight'

collaboration, compromise or negotiate denial or

avoidance, Smoothing over the problem)'

Essential Skills for Handling Conflict (describe the

situation, express your feelings, specify what you want'

develop assertiveness)

Recognizing Emotions (managing emotion, empathy'

emotional intelli gence)

Mediation Skills

. .-Fostering 
a decnion making culture

o Decision making process (recognize problem' analyze

problem, considJr goald' loo.k for alternatives' select the

t.r, atiernutiu.e- lrt ' decision "'into action' accept

responsibilityi 6valuate results'

. Creatiyif!'=
o Critiial Thinking
. t@uity .,,,,,

o I.anojation
. Risourcefulness
. Flexibility
.=;$nfidence Building

F- FTIVTP MAIIAGEMENT
o'-"*1dentifying, Time Wasters

t

L

i:
!

\v

*t 
-"

References ...r_ 
t,,. 

^ 
r=ri'-l::.:: :l:..::":'".

L Handbook Provided bY"College

2. Butterfield,I ' (2017). Soft $titl9 for Evervone

3.Dhanavel, s.p. e0;;j:.fiilffi;^i;;bkilt,b.,.n Brackswan pvt. Lid., Hvderabad.
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'Women's Education SocietY's

ABASAHEB GARWARE
INSTITUTEoFMANAGEMENTSTUDIE,S

S.T. Stand Road, Khanbhag, Sangli 416416'

Phone:0233.23328|11|2Fax:0233.2332812,E'.mail:aeimssangli@gmail'comWeb:rvww.agims.in

Certificate Course in Event Management
Syllabus

Subject: Event Management

OBJECTIVES:

Flours 30

To help the students to gain insights into marketing aspects of E'vent

Management. i ,. .

to equip the students to a"".fop and inaplement Marketing strategies through

events.

To prepare students for careers in event management'
,:,

Module: I :.

What ar. EVer.ts - Events defined, Event management, Types of events' Key

Elements'of Events

(brief deSCfiption): Event infrastructure, clients, event organ\zers' venue' media'

;;;;, ;;lk;i"s,'i c;' 
"r 

Events, Event designing'

Why Evehts - Event as a marketing tool'

Modute:"2

concept of market in events, segmentation and targeting of the

market for events, poritiotting inlevents and the concept of event property'event

hierarchy ) .

NIODULE: 3

Concept of pricing in events - Risk rating'

notion in events - networking components'

MODULE:4
........

Event -unug"*ent - niutrring, organizing, staffing, leading, coordinating and

controlling.strategic market planning: Event Life Cycle - Meaning' Process

MODULE:5

,Qb*s*hei: fiityware Nnstitute of
!.;l it;1 aii;.:ti'?'' in t "t tudies;, $anqIi.

!/*.ffiirectcr,valuation of event performance - Evaluation process'
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'Women's Education Society's

ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDIES

S.T. Stand Road, Khanbhag, Sangli 416416.
Phone: 0233-2332811/12 Fax: 0233-2332812, E-mail: agimssangli@gmail.com Web: www.agims.in

Certificate Course in Computer Education

Syllabus
Duration: 16 weeks (60 Hours) Credits: 4

References:

1) Glence Publishers - California - text books
2) Digital Learning - Journal www.digital learning.
3) Kumar K.L. Educational Technology, New Age Institutional (P) Limited publishers

A,b.ag*heh i,li rrt'r,tit'l+ inatitl$e of

f111ryg;"1''' 
: ' '' 1:."'a'i!iq4i' $Xi'tegXli"

Description Contact Hours

Unit I Introduction to Computers

Fundamentals, anatomy, c lass ificat ion, i n put-output dev ices, types of
memory devices, operating system basics and types of,software.

10

Unit II Graphical User Interface (GUI) and Windows Desktop OS

Getting started with Windows, securing and manipulating work with
windows operating System. Saving and retrieving files from secondary
storage devices. (CD and Pen drive).

10

Unit III Internet Basics

Intioduction to internet of things: e-mail, surfing, browsing, chatting,
search engines and websites.
:::
ACCessing and browsing the internet for relevant infonnation:
Google.com, Kiddle.com,

Courseera.com, Edex, SWAYAM .Animations, Remixing media and
feedbaCk analysis using Cooglefonns

zv

Unit -IV MS Office Packagei:

. MS Word - Customizing word documents, pursuing objects.
comments and tables.

. MS Excel-'lVorksheets, simple functions, charts and graphs.
o MS Power.point .- Creating, customizing and showcasing

presentations.
. MS Publisher - Creating letters, greetings, newsletters and web pages.
. MS Access - Creating database: Primary. secondary keys. forms,

queries and reports.

20

Total 60
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Women's Education SocietY's

ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDIES

S.T. Stand Road, Khanbhag, Sangli 416416'

phone:0233-2332glll12Fax: 0233-2332812, E-mail: aeimssangli(@email.com web: www agims in

CertificatecourseinAdvancedComputerEducation

Syllabus

Duration: 8 weeks (35 hours)

Course Outcomes:

Unit II: Modern Applications in'Education 10 hrs.

Unit I: New trends;in e-learning lShrs

1.1 . E-learning and Blended learning: Definition, advantages, characteristics 
Based

1.2. Barriers componen15,,,i., e-learning-computer fase{ T.3h.ology(cBT)' 
web

' " 
f*h;i"gvfwgD ;;J virtual' classroom - types of e-learning BI, CT, wBI' synchronous and

Asynchronous.
1.3.Learning Management Systems.(LMS) and Course Managemgl! Systems (CMS)' Online learning'

LMS/CMS Soft'ware, Blackboard', Moodle, Desire to learn, webinar, Massive online open course

-(MooC)^]:-..i.^..]:.;::.;1......-..:..
1.4. Critical analysis of MOOC course

Credits: 4

a

After completing the course, the studertt teacher will bC competent in:

exploring the components an$:ldiffunt types of e-learning and use various instructional design for

development of e-contenlgackag€

appreciating the acade*lJp.ot.ttiial of web 2.0 technologies for web-based learning, mobile learning and

blended learning
o developirrg u poritiveattitude and ethical approaeh towards use of emerging technologies in education

. demonstrating skilll in using technological tools in teaching learning process

3.1 Web 2.0 Technologies and their .edUcational implication .- *iqt' blogs' podcasts' social

media, structural coriferencing, instant messaging and e-portfolios - Google apps in education :

Google + Gmail, Google Drive, Google Foru,ry, Google Translalor, Google Sites etc'

3.2 Geneiating Google apps in teaching and leaming process

3.3 Creating online test and discusSion

3.4 Video making and video editing

i\L:la*sheb {}.trware I nstitute of
[,, i ::r tr "l 

r, ]' .r.iri' :: !l fi I ir: r! i *S, "$ An E I i'

l/bl Director'



a

4.

5.

6.

1. Agarwal J.C. (1995) Essential of Educational Technology : Teaching Learning Innovations in

Education, Delhi Vikas Publishing House Pvt Limited
2. Barron.A (199S) Designing Web-based training. British Journal of Education Technology,29 (4), 355-

37r
Rinebert Winston, Skinner B.T. (1968) The Technology of Teaching, New York, Applenton, Centry

Crofts
Sharma SS. (2005), Teacher Education; Principles, Theories and practices, Kanishka Publishers, New

Delhi
Thiyagu K. (2011) Technology and Teaching Learning Skills, KALPAZ Publications, Gnyan Books

Pvt. Ltd., GyanKunj, 23,MainAnsari Road, Darya Ganj, New Delhi. ISBN : 978-81-7835-909-0)

Tribble. J.W. (1987) Future of Teacher Education, Kagon Printers, London

\il{ Abasaheb Gaware Institute of
' F,la*egemant Studles, SanEli'
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Women's Education SocietYos

ABASAHEB GARWARE
INSTITUTEoFMANAGEMENTSTUDIES

S.T. Stand Road, Khanbhag, Sangli 416416'

Phone: 0233-2 332811112 Fax: 0233-2332812' E'mail: aeuaiialc!@cllatLlsu web: www'agims tn

t'" . ffi 'u.

.*&d,-
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CERTIFICATE COURSE ON MS Office

Syllabus

Module 1:Ms. Word

o Creating, editing, saving and printing text documents

o Font and ParagraPh formatting

o Simple character formatting

o Inserting tables, smart art, page bre*S ' ' 
: 

". Using lists a;i styles

. Working with images

o Using Spelling and Grammar check

. Understanding doour-llent properties

o Mail Merge

Module 2: Ms. Excel,'

o Spreadsheetlbasics

o Working with functions & formulas

. Modifying woitslteets with color & auto formats

o Graphically representing data: Charts & Graphs

o Speedin g dataentry: Using Data Forms

o Analysing data: Data Menu, Subtotal, Filtering Data

o Formattingworksheets
o Securing & Protecting spreadsheet

aa-... l:'::-'

Module 3: Ms. Power Poiht'

o Opening, viewing' creating, and printing slides

o Using slide transitions i

o Graphically representing data: Charts & Graph

30 Hours

Al:e Ai:r.",1; fi..t',l:-;::i;1 IftgtltUtg O{

; ::';: : t' " - I 1c:' +' r-illiii'
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