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Certificate Course in Educational Management

Syllabus

Duration: 8 weeks (46 hours) Credits: 4

Course Outcomes:
After completing the course, the student teacher will be competent in:
7. applying the various dimensions of management models to the school environment
2. maximizing the human resource potential for efficient functioning of the institution

communicating effectively the.decisions, programmes and expectations of the management

organizing efficiently to minimize stress and nurture talent to create a congenial school climate

Unit I - Management Model20 hrs.

1.1 Management as an ,,A,rt and Science of an organization
I .2 Management and maintenance of Physical and material .resources to optimize access to

teaching, or ganize and i mplement instructi ons.

1.3 Manasement and coordination of school function / classroom orsanization
e 1 r:16\:I.4 Strategies for maximizing Teacher Potential as an enterprising manager

1.5 Classroom,\sses,sment Techniques
I.6 Pedagogy - Management connection

Unit II - Foundations in Managementl0 hrs.

L2 Roles of Mariagers: Interpersonal roles, informational roles, decision roles, employability
quotient - graduate attributes, industry - academic conclave

Unit III -Leadership styles of HM and 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 '

References, '- :

1 . AlkaKalra (1977) Efficient School Management and Role of Principals, APH Publishing Corporation,
New Delhi.

2, Bagley, Classroom Management, New York Macmillan
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Gttflr.rt. C"urse in Soft Skills

Duration: 8 weeks (42 hours)

Course Outcomes:

Svllabus Credits: 'l

ffi. ;;;;"* ,n- course' the student teacher *t11|'-:?lTtent in:

l':#;# ffi;; communication skills and interpersonal skills
rr ^l ^-^+i"ol.r

2. reflecting on leadership qualities for working collaboratively'

i:. ;#ffi.-rt"i"triiy i,, di,,ersified roles in the contemporarv societv

Contact Hours
DnscruPTIoN

o

o

o

a

a

o

EOMMIJNreTTION SKILLS

International Phonetic Alphabet (lPA) Symbols

Speaking with grammatical accuru:y..

Oral - Planning, Delivering Presentailon

Pronunciation
Academic Writing
Communicutio" ut u skill fot tute

o

o

a

o

at

a

o

INTERPERSONAL SKILLS

Verbal Commumcatton

Non-verbal Communication

Listening Skill
Negottatton
Problem-Solving
lDecision-Making

Fust-tc SPEAKING
Overeoming Fear .. .. i

Ifuowing Your Audience

Researching Your ToPic

Effective Content

Encouraging Audience Participation

Eff""tiuJContenr ,.,,- ,:.. ,^^

irticuf ation ( dible, clear, e ffe ct ive' eliminating slang)

Oeu.tuping Public Spea(]ng TechniQues

e"a" iu"Juae

a

a

a

a

a

a

a

o

a

[,tei. S!Y**tor'

ANAGEMENT

Qualities of a Good Leader

LeadershiP StYles

Decision Making

Intrapersonal Skills

Interpersonal Skills

Problem Solvi

o

a

o

o

o

a



Fitrcut Thinking

Negotiation Skills

Strategies ror ssarrubo*ir" 

", ""gotiate 
deniai or

collaborati":,'oT!;;Hil; 
oroblem).

il::lli"""i :'ff ?:l' ililil*ffi*r ct,(de s c ri b e th e

situation, express;;;;ffigs' specify what you want'

fJff #ilffJt:::]' (mana gin g emoti on' emp athv'

"*otionuf 
intell i gence)

@MENT
strategiesrordearirfi;i'l:""*::l:?lf.'J'i'"1*nt'

o Mediation Skills

o Dealing with Critic!9$

Confidence Building

. iJ',"',Cat"gle+*t""tt*'

ffi f; i3* : 
= 

trr:rff"#i,l:T :"il#f:, Decisio' T:||3, il""i::1#"iolJ*-*ives, 
select the

*1lttTi,"",i#, 
-P* decision into acdon' accept

;;";i;iiitY' evaluite results'

o CreativitY
. Critical Thinking

o IngenuitY
o Innovatton
o Resourcefulness
.,j"ftxibilitY n .rrj-^

ffi.--MANAGEMENT
''identifYing Time Wasters
m. - ^ rr f^naoFrrleflt TiPS

a

a

References:
1' Handbook

2. Butterfield' J'

3.Dhanavel, S'P'

nrovided bY College

glIli ff$;fii:Hfi';'fr;ltrient BrackSwan 
pvt Ltd , Hvderabad

tr"$
\PM

u'e' Y"--' 
rn"tittn" a

tffiHl-:#-ffiies'$an.ri
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It is informed,to all the students of MBA | & ll that institute is golh8,.*...,..,.,

you certificate course on counselling skills. students who are intereited in this

.o their respective class's coordinatot"
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ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDII

S.T. Stand Road, Khanbhag, Sangli 416416.
Phone: 0233 -2 3328 1 l l 1 2 F ax: 0233 -23328 1 2, E-mai l : agi mssan gl i @gmai l. com Web: www.agims.in

Certificate course in counseling skill

Syllabus
Duration: 16 weeks (50 hours)

Course Outcomes:
After completing the course, the student teacher will
1. Analyzing the scope of counseling in shaping human
2. acquiring theoretical perspectives on counseling and
3. developing appropriate skills for counseling

\? exploring the possibilities of apflieation in different counseling techniques

Unit 1: Basics in Corhseling l0hrs

I Init 2: Process of Counseling 10 hrs

Unit III: School Counseling l0 hrs.
l.l 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 Making referrals to School Counselors.

Credits: 4

be competent in:
behavior with a focus on socio-cultural

its techniques
context.

1.1 c_oncept: Need,,meaning, scope? factors and common terminology.
1.2 Historical Perspedves: Emergence and growth of counseling psychology, counseling

movement in India. Present status of counselins.
1.3 Theoretical Approaches to Counseling: Classification - 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 relationships and counseling psychology research.

2.l Initiating counselirt$rPreparation ana intake proceduresl, establishing rapport, termination
of and response to initial interview.

2.2Establishing Structure: Att'ending behavior, obs'ervation, non-verbal behavior, listening,
verbal patteming and communication responses, silence, use of questions, transference and

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

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



Practical Activities 20 hrs.

: i::*?j::3:fiffi,'3?:j,::1i1,:*i:11lo.ing and interpretation oremotionar intenigence test.

i;:!;,{'","*iXfJ,iil:l[::H,:::';,Operant conditioning. Technioue C-oor.,iri.ue Rotr o,,i ^- r\ r^ r.: c _ _ -.
ff".-:1,_,'^i11'1,:liq, l."h"tl;;: 6?e";,i," rffi;;,iiff;ffi;,i"T'illl?i'JJ;iil*'

, i;;#; -l,lil"JJ;xposed to aboveteChniOUe*and wnrrlrl nrahora ^ J^+^.1^J -----techniquesrand would prepare a detailed report).o Field visit to various agencies of guidance and counseling centers and study its organizationalstructures, functions and achievements.

' 
ill;Ii:::frtl'.:1,'jfli,"Jf::ffi:'Jg center, i.e. take up one case and prepare a report under the

References:

I Dash (2003) - Guidance services schools, Formin2. ant Publishers and Distributors, New Delhi.3' InduDeve (1984): The Basic Essentials of counseling, Sterling private Limited, New Delhi.4' Jaffeev'A' Kotrerand Elian Koth"t riqgaj :i;'iGX a counseror,.fage pubrications, London.5' Joneja' G'K' (1997) : occupationaf 
fto--'nattbffiAid-rce, NcERT, New Delhi.
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\ilomen's Education SocietY's

ABASAHEB GARWARE--,

TNSTITUTE,^OF MANACNVTENT STUDIE S

s.r. Stand Road, Khanbhag, t"t?l:11:LLL' 
*.r, ww,v.agimsS.T. StanO t(oau' r\'arrv'-*P' Lo^-,it "nm Web: wwrv.agims.tn

Phone: 0233 -2 33281 | I lzn"'*' O"' -"'28 I 2' E-mai t : aeimssan gl i@email'com

Certificate Course in Event Management

SYllabus

Subject: Event Management

OBJECTIVES:.ninsightsintomarketingaspectsofEvent

' To help the students to gat 
^+ Trrorketins strategies through

, H:T"tfi"rill' ,r"U"nts,to aeueiop and irnplement Marketing stra

. lt"tii*are student* fo':careers in event management'

Module: 1'.u'-1" 
' fined, Event management' Types of events' Key

What are Events - Events oe

Elements of Events s, venue, media'

(briefde$iption):Eventifrlstructure,c.lients,eventorgan]lzer
i,vent marketing' 5 C's "f 

E Ji;;Jent designing

- Event as a marketing tool'
Whv Events - Everrt 4) q rr^"^--

Module: 2 n.,- ^

rnarket in events, 'o*'n'L'l:::1il .]]H:,1".* property eventConcePt of I

' rg in events and t
market for events' Positiontr-

Flours 30

frtr*sfi Freb fi *'r*rnre I nstitt"ltt

[:i r:;'i i: i; ,.: it', rrr l't S iiu eJi ggi, $a n 1

hierarchY, '

MODULE:3
rg in events - Risk rating'

Concept of pto"'*ion inevents - networking components'

MODULE: ' dinatingand
il

Event managernent'- Plannin,*l 
l"untz\ng' lTift:g' 

leading' coor

controlling.Strategic 
market Ott"J; ;"; Life Cycle - Meaning' Process

MODULE:5

valuation of event performance - Evaluation process'

10
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Women's Education Society's

ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDIES, Sangli

ir. S.T. Stand Road, Khanbhag, Sangli 416416'
phone:0233-23328t1/12Fax:0233-23328L2,E-mail: agimssangli@gmail.com Web: www'agims.org.in
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Date: t7lO9l2OL9

Notice

Add On Cciu,rses

MBA (Semester I & lll) (2019-20)

It is informed to all the students of MBA | & ll that institute is going I. provide

you Certitt e Course o4 iu"nt Management. Students'who are int$sted in

this course should rrLrnit their nrt. to their t"speiiiue class's coordinator.

'0,' '"4,i '- if
i.'*t"",;,,,..... "-:-iitji. 
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:r 'ili

,...,"li

ii .1

f*:
1,.

" .tl

V
:f " &J.Uc' Director'

Abasaheb Garware Instltute of
fVlaitagerneslt Studies, Sangl i'
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Women's Education SocietY's

ABASAHEB GARWARE

INSTITUTE OF MANAGEMENT STUDIES, Sangli
S.T. Stand Road, Khanbhag, Sangli 4t6416'

pirdhe: 0233-Z33ZBII/IZFax:0233-23328L2, E-mail: agimssangli@gmail.com Web: www.agims.org'in
Wffi

Date: IUOL|2O?.O

Notice

Add On Courses
MBA (Semester ll & lV) (2019-20)

It is informed to atl the students of MBA | & ll that institute is going to provide

you Certificate Course on Computer Education. Students who are interested in

this course should submit their name to their respective class's coordinator.

.Qot uc. Directoro
I\basaheb Garware Institute of

n { 4 n,..j?rrft {i?il$?. $tridigg, $angli.
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Women's Education SocietY's

ABASAHEB GARWARE

INSTITUTE OF MANAGEMENT STUDIES

S'T' Stand Road' Khanbhag' Sangli 416416'
!)' I ' ulartv

Phone:0233-233281|l12Fax:0233-2332812,E.mai1:agimssangli@gmail.cQ-DWeb:www.agtms.tn

Certificate Course in Conversational English

Contact Hours

Unit No:

Unit I Phonetics
Sounds of English - Vowels' Consonants and Diphthongs

Vocabula'rY
w;tdt;.d for day today communicationUnit II

-ionFunctions

Common Commur
Module I - Greetings and Introducing oneself

fufoJ"f" ll - Personal lnformation

Module III - Hobbies and lnterest

ft4oJuf" IV - EverYdaY Activities
'Module V - Directions and Instructtons

Module VI - Job Interviews
'Module VII - Visiting Places

Modulevlll-Enquiring r 'l.il;;i; ri - rnanling feopre *d 1:.:liidl:9.:" 
thanxs

'lt;ili; x-- np"roging and responding to sorry
'tt;;;i; ir - P.t*ftsion to do something

Unit III

ffifrT*t;i;t "t 
sPeech, AuxiliiT::l'' renses' Active &

il;H;;;;il, ni'""t and rePorted sPeech

Unit -IV

Duration: 14 weeks (50 Hours)

Syllabus Credits:4

Hli;fj-tira:'11'
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'Women's Education SocietY's

ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDIES

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

phone:0233-2332gllll2Fax: 0233-23328 12, E-mail: asimssaneli@email.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.disital learning'

3) Kumar K.L. Educational Technology, New Age Institutional (P) Limited Publishers

#6.'*!r**tnr,
A,l:a* *h **tr il' l*' rLr i, i *l i n'atitl'lte -of

. , ,:',,,r'!i44g" F,tgiflgll"

DescriPtion

Fundamentals, anatomy, classifi cation, input-output devices, types of

memory devices, opeiating system basics and types of software'

@ce (GUI) and Windows Desktop OS

Getting started with windows, securing and manipulating work with

Windows,,Operating System. Saving and retrieving files from secondary

storaee devices. (CD and Pen drive)'

I"t-t*t B^t*
Intioduction to internet of things: e-mail, surfing' browsing, chatting'

..u*h engines and websites.
l

ACcessing and browsing the internet for relevant information:

Google.com, Kiddle.com.

Courseera.com, Edex, SWAYAM ,Animations' Remixing media and

feedback analysis using Google forrns

:t: -:: : 
.:,

MS Office Packages:

o MS Word - Customizing word documents, pursulng obJects'

comments and tables.
. ntS Exeel -'Worksheets, simple functions, charts and graplis'

. MS Power point - Creating. customizing and showcasing

presentations.
. MS Publisher - Creating letters, greetings, newsletters. and web pages'

o MS Access - Creating database: Primary. secondary keys' forms'

queries and rePorts.

Contact Hours

Unit I

10

Unit II

Unit III

1n

20

Unit -IV zv

Tota.l 60

ffi ;T-,::-;;: ' r:::{'.vf,r:rrg"ll'
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Women's Education SocietY's

ABASAHEB GARWARE

INSTITUTE oF MANAGEMENT STUDIES, Sangli
S.T. Stand Road, Khanbhag, Sangli 4164,16'

phone: 0233-z33zgrt1tz-ii*, ozz3-z33zlrz,s-r;il' 
-"-;"i*rt"n!tiog."it..o* 

web: www'agims'org'in

Wffi
Date: O5lO7l2O2L

Notice

Add Oh Courses

MBA (semestCi it& tvl (202L-221

:

It is informed to all thestudents of MBA l& ll that institute is goingto'provide

,;; ;;;;cbie courr. on MS,oJfice. students w!o. areinl:re.sted in thi5 course

sf,outO submittheir name to iheir respective class's coordinator'

F llc' Director'
Abasah*b Garu'rare Instltr'lte of
i rnJn*g***nt stuc$ies, $anoli'



Women's Education SocietY's

ABASAHEB GARWARE

INSTITUTE OF MANAGEMENT STUDIES, Sangli
S.T. Stand Road, Khanbhag, Sangli 416416'

phorre: 0233-z33zgtr/rzFax:0233-z33zgt2, E-mail: ag-imssanEli@gmail.com web: www'agims'org'in

Date: o4lotl2ozo

Notice

Add On Courses

MBA tS"t"tt"r | & lll) (2O2L-221

coordinator. ,i' .'_.:,:..,:

-q$l#u

ffi#ffi

rt is informed to alr the students of MBA | & il that institute is going lolprovide

you Certificate Course on Advanced Computer Eduittl?n:t::l-"ltt who are

interested in this course should submit their name to their respective class's
-- -'-. I , 

:

ro"'

-)1
fdt ilc. Dlrector,

Abasahab Garware Institute of
, Managernent $tudies, $angli.



Women's Education SocietY's

ABASAHEB GARWARE {
INSTITUTE OF MANAGEMENT STUDIES T

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

phone: 0233-23328lll12Fax: 0233-2332812, E-mail: aeimssaneli@smail.com Web: www.agims.in

Certificate course in Advanced Computer Education

Syllabus

Duration: 8 weeks (35 hours)

Course Outcomes:

After completing the course, the stu.{en! teacher will be competent in:

exploring the components andluifferent types of e-learning and use various instructional design for
v 

development of e-content package.

o appreciating the academic potential of web 2.0 technologies for web-based learning, mobile learning and

blended learning
o developing a po"sitive,attitude and ethical approach towards use of emerging technologies in education

. demonstrating skills in using technological tools in teaching learning process

Unit l: New trends in e-learning 15hrs

Credits: 4

10 hrs.

A.ba*nh*b Sllrware Institute of
[]; e:: ri :l r:. 1: :., l:tj.'; :: 

-11' 
I' i,: f !i *$1, $An gli.

1.1, E-learning andBlended learning: Definition, advantages, characteristics

1.2. Barriers componenls..,,;| oi e-leaming-computer Based Technology(cBT), web Based
- 

T;.;;logy(WBT) and virtual classroom I typ.r of e-learning BI, CT. wBI. synchronous and

Asynchronous.
l.3.Leaming Management Sysiems (LMS) and Course Management.Systems (CMS). Online learning"

LMS/CMS Soft-ware, Blackboard, Moodle, Desire to learn, Webinar, Massive online open course

- (MOOC) i--,^^ ' 
,

1.4. Critical analysis of MOOC course

Unit II: Modern Applications'in Education

3.1 Web 2,0 Technologies and their educational implicatiol .. wi{s, blogs, podcasts, social

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

Google * Gmail, Google Drive, Google Forum, Google Translator, Google Sites etc.

3.2 Generating Google apps in teaching and learning process

3.3 Creating online test and discussion

3.4 Video making and video editing

l/bl Director,



3.

4.

5.

6.

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

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

371
Rinebert Winston, Skinner B.T. (1968) The Technology of Teaching, New York, Applenton, Centry

Crofts f,

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

Delhi
Thiyagu K. (2011) Technology and Teaching Learning Skills, KALPAZ Publications, Gnyan Books
pvt. fia., GyanKunj, 23,MainAnsari Road, DaryaGanj, New Delhi. ISBN : 978-81-7835-909-0)

Tribble. J.W. (19S7) Future of Teacher Education, Kagon Printers, London

{' > lnstitute ofAbasaheb Garware
' f,+t**g**+et $tildies, Sangli'

| */4

, ":.J"*t !
0,, .,

sfu*'i.:;:

:-,.""
;f,**'i

'"'i.,,t ffi
..li

;*;. 'r
--',ri:"

,oi, .
t1z.

.'ff-',-
, t f ,t*,i1,-

,, ...*, '

,'

l:,t ,r
Hi ':

l.',....=jii 
'::::a:,''.

1ri".

., ';'l::

?+::,r,1:i:+

*il *,

. iiiFir,,,"

',, , llr,*'!"9<

,,,':',, -, I -
:! :::l:,. ''l

tlfi|::r ::.::1:ili ji".



o
o
5
a

o

{s
&?

(it
tlt
f6

4"

l-
io
(,
o

dps-q,
q1

' rl.

l*)trIFt- c)EFl cn
,!;P" €.E :. tEl
ut!-XroL
? F €.9:=cD:
El q.) 

=dLe)EgE HiEe:X'|i5i!*=sE
i!!FE5< FE+inSoq)E
> F I>.- 4

-\



bo.jo c!:

.E dE
th .:Eti
il 'y:

s;:t; $;
k+
ts e,rr

er *:g:i r.,

€; r_:

tE {aS"'
4c

t:;

i.

r
I
I
I

I
I
I
I

I
I

I

I
I

I

IalNIql
. Fl.- vl

t\loo vl
-,^lI Lld 9laEl

G FIU) trI() -91v)l

-l
\J lf I

- -l- 
vl+) Alawl.rr trlaO():

-).c,
-? 6 Ef I d
EHEIiEFTA 

=Ea e FvU= tr-Q
=-.E\JdgEE
o)q)X

-i9tre!E3.5< S6a EFE
ql.=
L c')G?
2,idvrlr ov!.a.9o=
A!

-aeq62u
t!

!+
'a

!
A

U

(f)

a.) *lN o. a

CI
a

6
al L tr a
tr
eil a, \ \

al
l I A b S

rn
6l

I

t
.I

e n l
(.)
el

\
al
GI e a

cl
qt ') Q 6 \ n

N
:) g € t"

r.
.\

€ \. \ $. a S \
r- e F \ a € 't

q s u I l"
l,O .L I n r+

s n
lS tl3 L

?a) l- e g

GI qo \i L )

1 o q e
4 \ q ) 1

^ \ \ nr€ F
€ 1 gF
t- \- \ \l

) I \ L
rA a.

t .I a
(.) \ \ 1 \
6l n o

o \ s a \

q)

z

a

6

a

a

a
()

6

C)

U)

a

6

'
C)

a

6a

z
()

a

l<

a

€
Ba
()

a

G

a

oL

c)

L

a

a
a
Ga
a
G
F

3
U)

CC

fr
a

L
cd

a

tr
OI
q.)

6

!

0)
$r
G

a()

q

tr
6

9

OI

a

E

!

()
L

>

r
6

a
ol
Ga
(l)
Ls

OJ

B

z
a

aa rO
al
r.)

r.)t) tt) |,a
aa ro

t-.
rO

€
t.) a.) $ =



Women's Education SocietY's

ABASAHEB GARWARE
INSTITUTE OF MANAGEMENT STUDIES

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

phone: 0233-2332811112Fax..0233-2332812, E-mail: agimssangli@gmail.com web: www'agims rn

CERTIFICATE COURSE ON MS Office

Syllabus

Module 1:Ms. Word

o Creating, editing, saving and printing text documents

o Font andParagraPh formatting

o Simple character formatting

o Inserting tables, slart art' page bre $ l, : '

o Using lists and stYles

o Working with images "

o Using Spelling and Grammar check

o Understandingdocumentproperties
o Mail Merge

Module 2: Ms. Excel ,i' .

o Spreadshee{ asics

o Working withfunctions & formulas

o Modifyingworksheets 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 Formattingwoiksheets
o Securing & Protecting spreadSheet---"t1"'-" '

Module 3: Ms. Power Point'

o Opening, viewing. creating, and printing slides

o Using slide transitions i

o Graphically representing data: Charts & Graph

30 Hours

S$g66!irr'\ i:
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