LANGUAGE & COMMUNICATION SKILL – II (ENGLISH)

	Subject Code 
14201
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	50

	
	L
	T
	P/S
	Annual Exam.
	:
	40

	
	02
	00
	00
	Internal Exam.
	:
	10


Rationale:

            Communication is the most important part of managerial process. It is expected by the diploma students to excel in written and oral communication and also to put up an effective presentation both in Hindi and English language.

The aim of the subject ‘Language and Communication Skill-English’ is to provide the theoretical knowledge for acquiring skills in effective Communication along with their higher authorities and sub-ordinates. The Course will also help to develop students personality and subsequently prepare them for a successful professional life as an office assistant / Salesman/ Library assistant/ Librarian/ Designer/ receptionist, etc. Therefore, the theory curriculum has been designed to meet the above need by bringing about an improvement in their presentation method.

Creative writing helps to enhance writing and fluency skill in any language. Writing helps to express our views directly originating from our mind. Creative Writing also enhances our verbal skills. After all, writing makes a man perfect.

Objectives:
The students will be able to –

· Develop their personality traits.

· Make them enable to understand the conversation with their higher authorities/ sub ordinates/ other persons concerned.

· Expose their personality effectively.

· Develop good relations/ contacts with different types of persons concerned.

· Develop skill of imprompter well as public speech.

· Develop writing skill.

S.No.
Topics
Periods

1.
Forms of Communication
(02)

2.
Personality Development
(03)

3.
Power of Expression
(02)

4.
Practice on polishing one`s voice
(02)

5.
Effective Communication
(02)

6.
Courtesy.
(02)

7.
Conversation on telephone
(02)

8.
Careful listening
(03)

9.
Mannerism
(03)

10.
Presentation
(03)

11.
Organising your presentation
(03)

12.
Group Discussion
(02)

13.
Extempore speech
(02)

14.
Body language
(03)

15.
Feedback 
(02)

16.
Creative Writing
(03)

17.
Essay Writing
(03)

18.
Reportage
(03)

19.
Feature
(02)

20.
Personal Interview
(03)

Scheme of Examination
Oral Communication     - 
25

Creative Writing            - 
15

Terminal Examination   -
10 

                           ---------------------------

                           Total       
50 marks

Books Recommended:

Text Books

	1. 
	Fearless and Flowless Public Speaking with power, polish and pizzaz, S.Chand & Company
	-
	Marry Ellen Diamond


	SCHEME OF EXAMINATION FOR FINAL EXAMINATION
	F.M. : 40 


LANGUAGE & COMMUNICATION SKILL – II (HINDI)

	Subject Code 
14201
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	50

	
	L
	T
	P/S
	Annual Exam.
	:
	40

	
	02
	00
	00
	Internal Exam.
	:
	10


o`gr~ vk/kkj ,oa mís';%&

        ^Hkk"kk ,oa lapkj dyk&fgUnh* fo"k; ds ikB;Øe dk mís'; Nk=kksa dks fgUnh Hkk"kk ,oa lapkj dyk dk egRo le>us ,oa mlesa n{krk çkIr djus esa lgk;rk çnku djuk gS] ftlls Nk=k fofHké ljdkjh ,oa futh laxBuksa esa O;fDrxr lgk;d] lfpo] LokxrdÙkkZ] iqLrdky; lgk;d] dEI;wVj çoÙkZd ;k O;kolkf;d ds :i esa lQy gks ldsaA Lojkstxkj dh vksj mUeq[k gksus okys Nk=kksa ds fy, Hkh ikB;Øe fo'ks"k n{krk çnku djus esa lgk;d gSA


çHkko'kkyh lapkj vk/kqfud ;qx dh vko';drk gS vr%] fgUnh ,oa vaxzsth nksuksa gh Hkk"kkvksa esa çHkkodkjh vfHkO;fDr dh {kerk j[kuk Nk=kksa ds fy, furkUr vko';d gSA fMIyksek Nk=kksa ls mEehn dh tkrh gS mudk O;fDrRo fodflr gks vkSj os çHkko'kkyh çLrqrhdj.k dh {kerk j[krs gksa] vr% ikB;Øe esa eq[;r% nks ckrksa ij cy fn;k x;k gS&1- ekSf[kd laçs"k.k 2- l`tukRed ys[kuA


ikB;Øe Nk=kksa ds O;fDrRo ds fofHké igyqvksa dk fodkl dj mUgsa ,d vPNs oDrk ds :i esa rS;kj djrk gS vkSj jpukRed ys[ku ds fy, çsfjr djrk gS rkfd os Hkfo"; esa vius laidZ esa vkus okys yksxksa ,oa vf/kuLFkksa dks larq"V dj ikus esa l{ke gks ldsaA


lapkj çca/ku dk vk/kkj gS vkSj lapkj dh dyk çca/kdh; {kerk dk ,d egRoiw.kZ igyw gSA lapkj dyk  dh mis{kk dj dksbZ Hkh çca/ku lQy ugha gks ldrkA okLro esa fu.kZ; ysus okys O;fDr ,oa ml ijvey djus okys ds chp çHkko'kkyh lapkj ,d egRoiw.kZ lsrq dh rjg gSA çca/kdh; çfØ;k esa fufgr lapkj ds fofHké Lo:iksa dh tkudkjh ds lkFk&lkFk mi;qDr 'kCnksa dk pquko] lVhd okD; ,oa lq?kM+ 'kSyh] lc fey dj gh lapkj dks çHkko'kkyh cuk ikrs gSaA leLr çca/kdh; fØ;k,¡ çHkko'kkyh lapkj ij fuHkZj djrh gSaA


Hkk"kk ds lkFk 'kkjhfjd Hkk"kk vFkok lkadsfrd Hkk"kk dk lgh leUo; gks rks] ekSf[kd laçs"k.k dh fo'oluh;rk ,oa çHkko esa dbZ xquk o`f) gks tkrh gSA Nk=kksa dks 'kkjhfjd Hkk"kk ds leqfpr ç;ksx ds rduhd dh tkudkjh ikB~;Øe esa nh x;h gS ftlls os çHkkodkjh ekSf[kd laçs"k.k dks fodflr djus dk ç;kl dj ldsA ys[ku O;fDrRo dks laiw.kZrk çnku djrk gSA l`tukRed ys[ku ls lacaf/kr tkudkjh Hkh ikB~;Øe esa nh xbZ gS rkfd Nk= viuh jpukRed {kerk ds fodkl dk vf/kdkf/kd ç;kl dj ldsaA

mís';

· Nk=k&Nk=kkvksa ds O;fDrRo&js[kk dk fodkl djukA

· ekSf[kd laçs"k.k dk fodkl djukA

· 'kkjhfjd Hkk"kk }kjk laçs"k.k 'kfDr dk fodkl djukA

· okpu&dyk ds rduhd dh tkudkjh nsukA

· okpu&dyk dk fodkl djukA

· l`tukRed ys[ku dh igpku djukA

· l`tukRed ys[ku {kerk dk fodkl djukA

	Øe la[;k
	fo"k;
	O;k[;ku

	1. 
	
	Hkk"kk dk :i
	(02)

	2. 
	
	fuHkhZdrk
	(03)

	3. 
	
	f'k"Vrk;qDr ok.kh
	(03)

	4. 
	
	'kkjhfjd Hkko&Hkafxek ;qDr Hkk"kk
	(03)

	5. 
	
	çLrqrhdj.k
	(03)

	6. 
	
	gkL; ,oa n`'; }kjk çLrqrhdj.k
	(05)

	7. 
	
	f'k"Vkpkj
	(05)

	8. 
	
	okpu&dyk
	(03)

	9. 
	
	Jo.k
	(03)

	10. 
	
	QhMcSd
	(05)

	11. 
	
	l`tukRed ys[ku
	(05)

	12. 
	
	fuca/k ys[ku
	(05)

	13. 
	
	fjiksrktZ ys[ku
	(03)

	14. 
	
	Qhpj ys[ku
	(02)


CONTENTS:

	fo"k; 01 &Hkk"kk ds :i

	[02]



	01.01
	ekSf[kd Hkk"kk
	

	01.02
	fyf[kr Hkk"kk
	

	01.03
	lkjka'k
	


	fo"k; 02& fuHkhZdrk
	[03]

	02.01
	cksyus dh fuHkhZdrk
	

	02.02
	'okl&fØ;k
	

	02.03
	mfpr LFkku ij cSBkus dh fØ;k
	

	02.04
	lkjka'k
	


	fo"k; 03& f'k"Vrk;qDr ok.kh
	[03]

	03.01
	vko';drk ok.kh esa mrkj&p<+ko
	

	03.02
	nwjHkk"k&okÙkkZyki
	


	fo"k; 04& 'kkjhfjd Hkko&Hkafxek ;qDr Hkk"kk
	[03]

	04.01
	laçs"k.k esa 'kkjhfjd Hkk"kk dk ç;ksx
	

	04.02
	us=k }kjk lapkj
	

	04.03
	lkjka'k
	


	fo"k; 05& çLrqrhdj.k
	[03]

	05.01
	çLrqrhdj.k dh rS;kjh
	

	05.02
	cksyus dh rS;kjh
	

	05.03
	lkjka'k
	


	fo"k; 06& gkL; ,oa n`'; }kjk çLrqrhdj.k
	[05]

	06.01
	çHkkodkjh n`'; dh jpuk
	

	06.02
	gkL; dk ç;ksx
	

	06.03
	çHkkodkjh ijpk] iksLVj] iEQysV~l dh jpuk
	

	06.04
	lkjka'k
	


	fo"k; 07& f'k"Vkpkj
	[05]

	07.01
	O;fDrRo ifjp;
	

	07.02
	cksyus esa f'k"Vkpkj
	

	07.03
	dk;Z dk ifjp;
	

	07.04
	f'k"Vkpkj dk ek/;e
	

	07.05
	vPNk ifjp; vkSj larqf"V
	

	07.06
	oDrk dk f'k"Vkpkj
	

	07.07
	lkjka'k
	


	fo"k; 08& okpu&dyk
	[03]

	08.01
	ç'uksa dk çfriknu
	

	08.02
	Jksrkvksa ls ç'u ysuk
	

	08.03
	O;kikj djus dk lk/ku
	


	fo"k; 09& Jo.k
	[03]

	09.01
	eksfgr Jksrk
	

	09.02
	çHkkodkjh Jo.k ds fy, vko';d ladsr
	


	fo"k; 10& QhMcSd
	[05]

	10.01
	QhMcSd dh tk¡p
	

	10.02
	QhMcSd dks çHkkodkjh cukuk
	

	10.03
	QhMcSd çkIr djuk
	

	10.04
	tk¡p ds }kjk lh[kuk
	

	10.05
	O;fDrRo dk fodkl
	


	fo"k; 11& l`tukRed ys[ku
	[05]

	11.01
	ifjp;
	

	11.02
	vFkZ
	

	11.03
	{¨=k] egRo
	


	fo"k; 12& fuca/k ys[ku
	[05]

	12.01
	oSpkfjd fuca/k
	

	12.02
	fuca/k ,oa vU; fo/kk;sa
	

	12.03
	lkjka'k
	


	fo"k; 13& fjiksrkZt ys[ku
	[03]

	13.01
	fuca/k ,oa fjiksrktZ
	

	13.02
	fjiksrktZ ys[ku
	


	fo"k; 14& Qhpj ys[ku
	[02]

	14.01
	fuca/k ,oa Qhpj
	

	14.02
	Qhpj ys[ku
	

	14.03
	lkjka'k
	


ijh{kk dk vk;kstu@vadksa dk foHkktu
	ekSf[kd laçs"k.k

¼cks/k ç'u½
	&
	25
	

	l`tukRed ys[ku
	&
	15
	

	lkef;d ifj{kk

¼vkUrfjd ewY;kadu½
	&
	10
	

	dqy
	&
	50
	

	
	
	
	


mi;ksxh iqLrdsa

	1
	fgUnh okaM~-e; chloh 'krh]iqLrd efnj] vkxjk
	&
	MkW ukxsUnz¼laiknd½

	2
	tulapkj% fofo/k vk;ke] jk/kkÑ".k çdk'ku] fnYyh
	&
	c`teksgu xqIr

	3
	lapkj vkSj fodkl] çdk'ku fodkl] lwpuk ,oa çlkj.k ea=kky;] Hkkjr ljdkj] ubZ fnYyh
	&
	';kekpj.k nwcs

	4
	Qhpj ys[ku] çdk'ku fodkl] lwpuk ,oa çlkj.k ea=kky;] Hkkjr ljdkj] ubZ fnYyh
	&
	çseukFk prqosZnh

	5
	v'kksd ds Qwy] yksdHkkjrh çdk'ku] bykgkckn
	&
	vkpk;Z gtkjh çlkn f}osnh

	6
	Fearless and Flowless Public Speaking with power, polish and pizzaz, S. Chand & Co.
	&
	Mary Ellen Droummonnd


	SCHEME OF EXAMINATION FOR FINAL EXAMINATION
	F.M. : 40 


MANAGEMENT INFORMATION SYSTEM
	Subject Code 
16202
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale and Objectives
 

The systems model of management shows that Communication is needed for carrying out the managerial functions and to link the organization with its external environment. The Management Information System provides the communication link and makes managing possible.

 

It helps the student to know that how external information is necessary for preparing the policy and strategy of a control.

 

 CURRICULUM
SL
Topics
Periods
1.
Concept and Process of Control
02

2.
Strategic Planning Managerial Control
02

3.
Accounting and Control
02

4.
Major Control System
04

5.
Responsibility Accounting
04

6.
Management Reporting System
04

7.
Conceptual Frame-Work of Management
04

8.
Basic Information System
04

9.
Management Information System and Decision Making
04

10.
MIS Planning (Concept & Process)
04

11.
Techniques of MIS Planning
03

12.
MIS Designing
03

13.
Implementation of MIS
03

14.
Evaluation of MIS (Review & Revision of MIS)
03

15.
Role of Computers in MIS
01

16.
Database Management
03

 
Total
50
 

 Recommended Books
SL
Title/Publisher
Author
1.
Essential of Management
Koontz & O'Deonnel

2.
Principles of Management
L. M. Prasad

3.
Introduction to Accountancy
T. S. Grewal

4.
Financial Management
Prasanna & Chandra

 

 Scheme of Examination: Final Examination Marks = 80
COMPUTER PROGRAMMING THROUGH C

	Subject Code 
00203
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale:


Computers play a vital role in present day life, more so, in the professional life of technician engineers. In order to enable the students use the computers effectively in problem solving, this course offers the modern programming language C along with exposition to various engineering applications of computers. 


Objective:


The objectives of this course are to make the students able to:

· Develop efficient algorithms for solving a problem.

· Use the various constructs of a programming language viz. conditional, iteration and recursion.

· Implement the algorithms in “C” language.

· Use simple data structures like arrays, stacks and linked list solving problems.

· Handling File in “C”.

	S.No.
	Topics


	Periods

	01
	Introduction to Programming
	(03)

	02
	Algorithm for Problem Solving
	(08)

	03
	Introduction to ‘C’ Language
	(06)

	04
	Condition and Loops
	(06)

	05
	Arrays
	(06)

	06
	Functions 
	(05)

	07
	Structures and Unions
	(05)

	08
	Pointers 
	(05)

	09
	Self Referential Structures and Linked Lists
	(03)

	10
	File Processing
	(03)

	
	Total :
	(50)


CONTENTS:

	TOPIC: 01 – INTRODUCTION TO PROGRAMMING:
	[03]

	The Basic Model of Computation, Algorithms, Flow-charts, Programming Languages, Compilation, Linking and Loading, Testing and Debugging, Documentation. Programming Style-Names, Documentation & Format, Refinement & Modularity. 
	

	TOPIC: 02 – ALGORITHM FOR PROBLEM SOLVING:
	[08]

	Exchanging values of two variables, summation of a set of numbers. Decimal Base to Binary Base conversion. Reversing digits of an integer, GCD (Greatest Common Division) of two numbers. Test whether a number is prime. Organize numbers in ascending order. Find square root of a number, factorial computation, Fibonacci sequence. Evaluate ‘sin x’ as sum of a series. Compute sine Series. Check whether a given number is Palindrome or not. Find Square root of a quadratic equation. Generate LCM & GCD. Reverse order of elements of an array. Find largest number in an array. Print elements of upper triangular matrix, multiplication of two matrices, Evaluate a Polynomial.
	

	TOPIC: 03 – INTRODUCTION TO ‘C’ LANGUAGE:
	[06]

	03.01
	Character set, Variable and Identifiers, Built-in Data Types, Variable Definition, Declaration, C Key Words-Rules & Guidelines for Naming Variables.
	

	03.02
	Arithmetic operators and Expressions, Constants and Literals, Precedence & Order of Evaluation.
	

	03.03
	Simple assignment statement. Basic input/output statement.
	

	03.04
	Simple ‘C’ programs.
	

	TOPIC: 04 – CONDITIONAL STATEMENTS AND LOOPS:
	[06]

	04.01
	Decision making within a program
	

	04.02
	Conditions, Relational Operators, Logical Perator.
	

	04.03
	If statement, it-else statement.
	

	04.04
	Loop statements
	

	04.05
	Break, Continue, Switch, Goto and Labels.
	

	TOPIC: 05 – ARRAYS:
	[06]

	What is an Array?, Declaring an Array, Initializing an Array. 

One dimensional arrays: Array manipulation: Searching, Insertion, Deletion of an element from an array; Finding the largest/smallest element in array; Two dimensional arrays, Addition/Multiplication of two matrices, Transpose of a square matrix; Null terminated strings as array of characters, Representation sparse matrices.
	

	TOPIC: 06 – FUNCTIONS:
	[05]

	Top-down approach of problem solving. Modular programming and functions, Definition of Functions Recursion, Standard Library of C functions, Prototype of a function: Formal parameter list, Return Type, Function call, Block structure, Passing arguments to a Function: call by reference; call by value, Recursive Functions, arrays as function arguments.
	

	TOPIC: 07 – STRUCTURES AND UNIONS:
	[05]

	Basic of Structures, Structures variables, initialization, structure assignment, nested structure. Structure and functions. Structures and arrays: arrays of structures, structures containing arrays unions.
	

	TOPIC: 08 – POINTERS:
	[05]

	Concept of Pointers, Address operators, pointer type declaration, pointer assignment, pointer initialization pointer arithmetic, Indirection Operator, Pointers to Pointers, functions and pointers, Arrays and Pointers, pointer arrays.
	


	TOPIC: 09 – SELF REFERENTIAL STRUCTURES AND LINKED LISTS:
	[03]

	Creation of a singly linked list, Traversing a linked list, Insertion into a link list, Deletion from a linked list.
	


	TOPIC: 10 – FILE PROCESSING:
	[03]

	Concept of Files, File operation in various modes and closing of a file, Reading from file, Writing onto a file.
	


Book Recommended:

	1.
	Programming with C. Second Edition. Tata  McGraw-Hill, 2000
	-
	Byron Gottfried

	2.
	How to solve by Computer, Seventh Edition, 2001, Prentice hall of India.
	-
	R.G. Dromey

	3.
	Programming with ANSI-C, First Edition, 1996, Tata McGraw hill.
	-
	E. Balaguruswami

	4.
	Programming with ANSI & Turbo C. First Edition, Pearson Education.
	-
	A. Kamthane

	5.
	Programming with C. First Edition, 1997, Tara McGraw hill.
	-
	Venugopla and Prasad

	6.
	The C Programming Language, Second Edition, 2001, Prentice Hall of India.
	-
	B. W. Kernighan & D.M. Ritchie

	7.
	Programming in C, Vikash Publishing House Pvt. Ltd., Jungpura, New Delhi.
	-
	R. Subburaj

	8.
	Programming with C Language, Tara McGraw Hill, New Delhi. 
	-
	C. Balagurswami

	9.
	Elements of C, Khanna Publishers, Delhi.
	-
	M. H. Lewin

	10.
	Programming in C.
	-
	Stephen G. Kochan

	11.
	Programming in C, khanna Publishers, Delhi. 
	-
	B. P. Mahapatra

	12.
	Let us C, BPB Publication, New Delhi.
	-
	Yashwant kanetkar

	13.
	Programming in C, Galgotia Publications Pvt. Ltd. Dariyaganj, New Delhi.
	-
	Kris A. Jamsa

	14.
	The Art of C Programming, Narosa Publishing House, New Delhi.
	-
	Jones, Robin & Stewart

	15.
	Problem Solving and Programming. Prentice Hall International.
	-
	A.C. Kenneth

	16.
	C made easy, McGraw Hill Book Company, 1987. 
	-
	H. Schildt

	17.
	Software Engineering, McGraw Hill, 1992.
	-
	R.S. Pressman

	18.
	Pointers in C, BPB publication, New Delhi.
	-
	Yashwant Kanetkar


	SCHEME OF EXAMINATION FOR FINAL EXAMINATION
	F.M. : 80 


PRINCIPAL OF MANAGEMENT
	Subject Code 
16204
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale and Objectives
 

This subject gives a unified picture of what Management is and how it is applicable to various forms of Organization in this country. It gives a basic knowledge about managerial function in the most useful and organized way.

 

A student must be sensitive to the environment of the place where he may be operating. So he must learn to make decisions and to plan, organize and control activity in the environmental perspective of his own country.

 

CURRICULUM
SL
Topics
Periods
1.
What is Management?
02

2.
Planning
05

3.
Decision Making
05

4.
Organizing
05

5.
Staffing
05

6.
Directing
05

7.
Motivation
04

8.
Communication
04

9.
Co-ordination
06

10.
Leadership
03

11.
Controlling
05

12.
Reviewing/Appraisal
01

 
Total
50
 

 CONTENTS
Topics 
Content
Periods
01
What is Management?
02
 
Meaning, Nature, Function, Social Responsibility of Management.
  

02
Planning
05
 
Definition, Nature, Types, Steps.
 

03
Decision Making
05
 
Types of Decision, Steps in Decision, Factors influencing decision-making process.
 

04
Organizing
05
 
Meaning and Principles, Theory of Organizing, Steps in Organizing, Organizing Structures, Delegation and its meaning, Elements of Delegation, Principles of Effective Delegation, Centralization vs. Decentralization of authority.
 

05
Staffing
05
 
Nature and Purpose, Recruitment, Selection.
 

06
Directing
05
 
Meaning and Elements of Directing, Nature, Function, Unity of Command vs. Overlapping Directions.
 

07
Motivation
04
 
Meaning and Importance, Factors of Motivation.
 

08
Communication
04
 
Meaning, Types of Communication, Barriers of Communication, Effective Communication.
 

09
Co-ordination
06
 
Meaning, Importance, Ways to facilitate co-ordination, Sense of Mutuality, Co-operation, Steps towards co-ordination, Types of Co-ordination, Principles of Co-ordination.
 

10
Leadership
03
 
Meaning and Characteristics of Leadership, Types of Leader, Traits, Theory of Leadership.
 

11
Controlling
05
 
Definition, Process Controlling, Span of Control, Principles of Controlling.
 

12
Reviewing/Appraisal
01
 
Assessing the Performance, Organizational behaviour, Interaction with Peers, Juniors and Superiors, Conduct, Discipline, Communication Skill, Initiative, Drive, Moral, etc.
 

 

 Recommended Books
SL
Title/Publisher
Author
1.
Management & Industrial Relation in India
R. S. Dawas

2.
Essentials of Management
Koortz & O' Donnel

3.
Principles of Management
P. C. Tripathy & P. N. Reddy

4.
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5.
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 Scheme of Examination: Final Examination Marks = 80
HUMAN RESOURCE MANAGEMENT
	Subject Code 
16205
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale and Objectives
 

Human Resource Management is increasingly getting integrated with the strategic management at corporate level. At corporate sector Human Resource Management and development has assumed great importance. Human Resource Management has become a driving force in success of an enterprise.

 

The Management of human resource is a very complicated and challenging task for those who are involved with successful running of an organization. This subject gives considerable knowledge of various aspects of "Personnel Management" i.e. Administration, Training & Development Accounting etc.

 

 CURRICULUM
SL
Topics
Periods
1.
Human Resource Planning
04

2.
Recruitment and Selection Process, Recruitment Policy
06

3.
Promotion, Transfers, Separation, Absenteeism
06

4.
Employee Training and Development
06

5.
Human Resource Management and Economic Liberalization
06

6.
Human Resource Accounting
06

7.
Human Resource Audit
05

8.
Human Resource Research
05

9.
Exit Policy
06

 
Total
50
 

 CONTENTS
 Topics 
Content
Periods
01
Human Resource Planning
04
 01.01
Manpower Planning - Benefits, Process; MBO.
  

02
Recruitment and Selection Process, Recruitment Policy
06
 02.01
Forecast of Manpower Requirement
 

02.02
Sources of Recruitment
 

02.03
Techniques of Recruitment
 

03
Promotion, Transfers, Separation, Absenteeism
06
 03.01
Turnover, tardiness, monotony, fatigue, Causes and ways to minimize horizontal and vertical promotion.
 

03.02
Purpose of Promotion, Promotion Policy.
 

03.03
Purpose of Transfer, Transfer Policy.
 

03.04
Separation.
 

03.05
Absenteeism - Measures for Control of Absenteeism.
 

04
Employee Training and Development
06
 04.01
Three Terms: Training, Development and Education.
  

04.02
Definition between Training and Development.
 

04.03
Training methods and technique, On the job training, In-house training, Short term and Long term training.
 

05
Human Resource Management and Economic Liberalization
06
 05.01
Definition, Scope and Objectives of Human Resource Management, Function of Human Resources Department.
 

06
Human Resource Accounting
06
 06.01
Need for Human Resource Accounting - Present.
 

 06.02
Practice and Consequence.
 

 06.03
Objectives of HRA (Human Resources Accounting).
 

07
Human Resource Audit
05
07.01
Objectives - Areas of Human Resource Audit.
 

08
Human Resource Research
05
 08.01
Meaning of Research.
 

 08.02
Characteristics of Human Resource Research.
 

 08.03
Objectives of Human Resource Research.
 

09
Exit Policy
06
 09.01
Voluntary Retirement Scheme: Effects of Excess Manpower, Contribution of Computer towards making H. R. Redundant, Exit Policy: Procedure for Voluntary Retirement Scheme. Merits & Demerits of VRS. 
 

09.02
Policy of Govt. of India regarding rehabilitation of VRS, Optees; Schemes, Grants.
 

 

 Recommended Books
SL
Title/Publisher
Author
1.
Personnel Management Text Cases
C. B. Mamoria and S. V. Gaikar

2.
Principles and Practice of Management
J. M. Prasad

3.
Principles of Management
P. C. Tripathy & P. N. Reddy

4.
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 Scheme of Examination: Final Examination Marks = 80
LIBRARY HOUSE KEEPING OPERATION
	Subject Code 
14206
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale
 

The normative principle of Library and Information Science is to stress on the basic concept of the subject - "Books (and information) are for use and books (and information) are for all." 

 

The chapter 'Library House Keeping Operation' has been designed with an aim to fulfill the above objective and in this process effort has been made to acquaint the student with each section of an information centre and the functions undertaken therein.

 

 CURRICULUM
SL
Topics
Periods
1.
Library House-Keeping (Information)
-

2.
Different Department of a Library
-

3.
Acquisition: Book Selection, Ordering, Allotment
-

4.
Manuscript
-

5.
Rules of Library
-

6.
Library Planning
-

 
Total
50
 

 CONTENTS
 Topics 
Content
Periods
01
Library House-Keeping (Information)
-

01.01
Definition
  

01.02
Scope and Utility
  

01.03
Purpose and Need
  

01.04
Characteristics of Library House Keeping
  

02
Different Departments of Library
-

02.01
Reception
 

02.02
Reading Room
 

02.03
Lending Section
 

02.04
Reference Section
 

03
Acquisition: Book Selection, Ordering and Allotment
-

03.01
Technical Section (Classification & Cataloguing)
 

03.02
Maintenance of Binding/Material-Print & Non-Print Work
 

03.03
Reprography (Xeroxing/Photostat)
 

03.04
Microform Unit
 

04
Manuscript
-

04.01
Kinds of Manuscript
 

04.02
Maintenance of Manuscript
 

04.03
Duplication of Manuscript
 

04.04
Preservation and Conversion of Manuscript
 

05
Rules of Library
-

05.01
Membership
 

05.02
Lending
 

05.03
Circulation
 

05.04
Serial
 

06
Library Planning
-

06.01
Building Plan
 

06.02
Furniture
 

06.03
Fixtures
 

06.04
Equipments
 

 

 Recommended Books
SL
Title/Publisher
Author
1.
Basic of Library & Information Series, Vikas Publishing House, New Delhi.
K.T.Dilli

2.
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 Scheme of Examination: Final Examination Marks = 80
REFERENCE AND INFORMATION SOURCES
	Subject Code 
14207
	Theory
	No of Period in one session : 20

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale and Objectives
 

The paper has been specially designed to train the candidates for rendering personal, expeditions and to the point answer right at the counter. Reference section of a library deals with its clients face to face therefore the man at this section should be always ready to help his clients in his document research. He should act as a Guide in the library and should be able to direct the reader to other sources of knowledge beyond the four walls of his own library.

 

Keeping in view of these expectations from a Librarian the following topics have been incorporated:

 

 CURRICULUM
SL
Topics
Periods
1.
Reference Sources
-

2.
Basic Reference Sources
-

3.
Directories
-

4.
Qualities of Reference Librarian
-

5.
Dealing with Enquiries
-

6.
Development of Reference & Information Service
-

 
Total
50
 

 CONTENTS
 Topics 
Content
Periods
01
Reference Sources
-

01.01
Definition, Purpose and Scope
  

01.02
Primary, Secondary and Tertiary Sources of Information
  

01.03
Non-Paper Media
  

02
Basic Reference Sources
-

02.01
Dictionary: Subject, Language
 

02.02
Encyclopedia: General, Subject, Guide, Yearbooks, Almanac & Bibliography
 

03
Directories
-

03.01
Geographical Sources, Biographical Sources, Current Events, News Summaries.
 

03.02
Contemporary Archives, Asian Recorder.
 

04
Qualities of Reference Librarian
-

04.01
Academic and Human Qualities
 

04.02
Professional Qualities
 

04.03
Reference Librarian as personal friend and guide
 

05
Dealing with the Enquiries
-

05.01
Long and Short Range and Anticipatory Enquiries
 

06
Development of Reference and Information Services
-

06.01
Organization of Reference Section
 

06.02
Reference Work and Reference Service
 

06.03
Developments in India.
 

06.04
Needs and Achievements.
 

06.05
NISSAT, NISCAIR, DESIDOC
 

 

 Recommended Books
SL
Title/Publisher
Author
1.
Reference Service and Bibliography.
Dr. S. R. Ranganathan

2.
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 Scheme of Examination: Final Examination Marks = 80
FUNDAMENTALS OF LIBRARY CLASSIFICATION & CATALOGUING SYSTEM
	Subject Code 
14208
	Theory
	No of Period in one session : 20

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale and Objectives
 
To identify a book or a bit of information from a huge store of knowledge, a professional needs to find out and make available the right book (information) of the right reader (seeker) at the right moment.


For this purpose a student is trained to search out the common characteristics among a group of subjects as well as segregate them according to their uncommon features. Now the common subjects are put under one heading. The process of classification is important and three such internationally accepted classification schemes have been discussed with special stress of Dewey Decimal Classification 19th edition.


Training to project the holdings of a library/information centre according to accepted universal codes of cataloguing is the second objective of this paper. For this purpose basic introductory lessons on cataloguing with special stress on AACR-II has been discussed.

 

 CURRICULUM
SL
Topics
Periods
1.
Library Classification (Introduction of DDC)
-

2.
Canons of Classification
-

3.
Notation
-

4.
Devices
-

5.
Phase Relation
-

6.
Cataloguing
-

7.
Catalogue Codes: Introduction


8.
Kinds of Entries


 
Total
50
 

 CONTENTS
 Topics 
Content
Periods
01
Library Classification (Introduction of DDC)
-

01.01
History of Classification
  

01.02
Kinds of Classification
  

01.03
Needs of Purpose
  

01.04
Characteristics
  

02
Canons of Classification
-

02.01
Idea Plane
 

02.02
Verbal Plane
 

02.03
Notational Plane
 

03
Notation
-

03.01
Meaning and Definition
 

03.02
Need and Purpose of Notation
 

03.03
Kinds of Notation
 

03.04
Qualities of a Good Notation
 

04
Devices
-

04.01
Introduction
 

04.02
Kinds of Devices: Geographical Devices, Alphabetical Devices, Super Imposition Devices, Mnemonics Devices, Classic Device, Facet Device, Decimal Fraction Device, Favoured Device Category and Sector Device.
 

05
Phase Relation
-

05.01
Intra Array, Intra Facet, Facet to Facet.
 

06
Cataloguing
-

06.01
Definition
 

06.02
History of Cataloguing
 

06.03
Forms of Catalogue: Book/Sheet/Carels MARC Form of Catalogue
 

06.04
Dictionary & Classified form of Catalogue
 

07
Catalogue Codes: Introduction
-

07.01
Anglo American Cataloguing Rule 1967 AACR-I
 

07.02
Outlines of Anglo American Cataloguing
 

07.03
AACR-II
 

08
Kinds of Entries
-

08.01
Function of Entries
 

08.02
Parts of Entries
 

08.03
Arrangement and Filling of Entries
 

  Recommended Books

SL
Title/Publisher
Author
1.
Classification: Theory and Practice.
Krishna Kumar

2.
Dewey Decimal Classification, 19th Edition.
Melwil Dewey

3.
Theory of Cataloguing
G. Kumar and K. Kumar

4.
Cataloguing Theory and Practice.
C. G. Bishwanath

5.
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R.B.S.I. Publisher, Jaipur.



G.S.Chapawat
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R.B.S.I. Publisher, Jaipur.



G. Kumar and K. Kumar
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S. S. Agarwal

Scheme of Examination: Final Examination Marks = 80
LIBRARY ADMINISTRATION AND MANAGEMENT
	Subject Code 
14209
	Theory
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	02
	00
	00
	Internal Exam.
	:
	20


Rationale and Objectives
 

Like all other commercial institutions, Management is the the key word in Library and Information Science. It demands a continuous managerial ability of a man at the controlling points.

 

The course structure has been designed to groom a candidate with the basis of management at this stage to incorporate planning, directing, organizing, staffing and the ability to coordinate the works of a library at every point.

 

CURRICULUM
SL
Topics
Periods
1.
Definition
-

2.
Library Authority and Committee
-

3.
Library Rules
-

4.
Book/Document Selection Policy
-

5.
Circulation Method
-

6.
Library Finance
-

7.
Library Building and Furniture
-

 
Total
50
 

 CONTENTS
 Topics 
Content
Periods
01
Definition
-

01.01
Definition, Functions of Library Management, Aims and Objectives of Library Management
  

01.02
Principles of Library Management
  

02
Library Authority and Committee
-

02.01
Concept
 

02.02
Types, Formation of Committee, Functions of Committee
 

02.03
Meeting Procedures of Library Committee
 

03
Library Rules
-

03.01
Library General Rules
 

03.02
Library Hours
 

03.03
Enrolment Rules
 

03.04
Borrowing System/Inter- Library Loan System
 

03.05
Model Rules for Academics/Public/Special Libraries
 

04
Book/Document Selection Policy
-

04.01
Acquisition Policy
 

04.02
Routine Job for Document Selection
 

04.03
Routine Job for Acquisition of Ordinary Periodicals
 

05
Circulation Method
-

05.01
Kinds of Circulation Method
 

05.02
Browne System, Network System
 

06
Library Finance
-

06.01
Sources of Finance
 

06.02
Kinds of Budget, Account Maintenance
 

07
Library Building and Furniture
-

07.01
Building Planning and Implementation
 

07.02
Building Maintenance
 

07.03
Library Furniture and Fixtures
 

 

 Recommended Books
SL
Title/Publisher
Author
1.
Library Administration
R. L. Mittal

2.
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3.
Modernization in Libraries
C. P. Vasistha

4.
Library Administration and Management
Dr. R. S. P. Singh

 

 Scheme of Examination: Final Examination Marks = 80
LIBRARY AUTOMATION AND NETWORKING
	Subject Code 
14210
	Theory
	No of Period in one session : 75

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	03
	00
	00
	Internal Exam.
	:
	20


Rationale and Objectives
 

Automation of Library ensures automated service to the clients as well as automated in-house library work. Automation envisages training of knowledgeable technicians.

 

The Course of Library Automation and Networking has been planned to train a candidate for the purpose of automated acquisition, technical processing, automated circulation, etc. Various library software available in the present day form the backbone of this training. One, among the available software should be taken up for training of automation and networking of libraries.

 

 CURRICULUM
SL
Topics
Periods
1.
Library as a System
-

2.
Automation of Library System
-

3.
Implementation
-

4.
Automation of Library Activities
-

5.
Software for Automation
-

6.
Networks
-

 
Total
50
 

 CONTENTS
 Topics 
Content
Periods
01
Library as a System
-

01.01
Nature of Library System
  

01.02
Function of Library System
  

01.03
Characteristics of Library System
  

01.04
Differences with Office Automation
  

02
Automation of Library System
-

02.01
Planning and Designing
 

02.02
Academic Library
 

02.03
Public Library
 

02.04
Special Library
 

03
Implementation
-

03.01
Acquisition
 

03.02
Technical Processing
 

03.03
Cataloguing
 

03.04
Serial Control
 

04
Automation of Library Activities
-

04.01
Information Retrieval
 

04.02
Membership Record Maintenance
 

04.03
Budget Control
 

04.04
Report Generation
 

05
Software for Automation
-

05.01
Selection Criteria
 

05.02
Choosing Library Software Package
 

05.03
LYBSIS, SANJAY, SOOL, MATRIYA (any one)
 

05.04
Details about SOOL.
 

06
Networks
-

06.01
Important Networks: ERNET, NICNET.
 

06.02
Need and Purpose
 

06.03
Library Networks: DELNET, INFLIBNET, CALIBNET.
 

06.04
Network Topology
 

06.05
Network Software
 

 

 Recommended Books
SL
Title/Publisher
Author
1.
Library Automation
R. K. Rabindra Rao

2.
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Y.K. Publishers, Agra..



B. K. Sharma, C. Lal and K. Kumar

 

 Scheme of Examination: Final Examination Marks = 80
LANGUAGE & COMMUNICATION SKILL – II (ENGLISH)

	Subject Code 
14211
	Practical
	No of Period in one session : 25

	
	No. of Periods Per Week
	Full Marks
	:
	50

	
	L
	T
	P/S
	Annual Exam.
	:
	40

	
	00
	00
	01
	Internal Exam.
	:
	10


Rationale  :

The primary aim of the practical of the given course is to help the students put into practice the theoretical speech of communication with a view to acquiring skill of communication for communicating effectively with their higher authorities as well be helpful to develop their personality and subsequently for a successful professionals life as an office assistant/salesman/receptionist etc.

The Vocal curriculum has therefore been designed as to meet the above requirements by bringing about a important in their method of presentation. If seeks to develop the student's power of oral communication through effective use of body language. The course will bring over all improvement in their personality through constant practice.

Objectives: 

The Students will be able to:

–
Develop their personal traits

–
Make them able to understand the conversation with their higher authorities/subordinates/other persons concerned.

–
Exposure their personality effectively.

–
Develop good relations/contacts with different types of persons concerned.

–
Develop skill of importantly speech as well public speech.

–
Develop skill of creative writing.

S.No.
Topics
Periods

01
Personal Interview
(10)

02
Group Discussion
(08)

03
Other forms of Collection or Communication
(06)

04
Personality Development
(06)

05
Debate Elocution and Entempore speech
(06)

06
Practice through mock Interviews
(04)

07
Creating Writing.
(10)


Total :
(50)

	SCHEME OF EXAMINATION FOR FINAL EXAMINATION
	F.M. : 40 


LANGUAGE & COMMUNICATION SKILL – II (HINDI)

	Subject Code 
14211
	Practical
	No of Period in one session : 25

	
	No. of Periods Per Week
	Full Marks
	:
	50

	
	L
	T
	P/S
	Annual Exam.
	:
	40

	
	00
	00
	01
	Internal Exam.
	:
	10


o`gr~ vk/kkj ,oa mís';%&

çLrqr ikB~;Øe lS)kfUrd ikB~;Øe dk O;kogkfjd i{k gS ftlesa] vH;kl dks çeq[krk çnku dh x;h gSA lS)kfUrd ikB~;Øe }kjk çkIr dh x;h tkudkjh dk ewY;kadu bldk eq[; mís'; gS ftlls Nk=kksa dh vH;kl {kerk dk ifjp; fey ldrk gSA bl ikB;Øe ls Nk=kksa dks viuh dkYifud vkSj l`tukRed {kerk dk fodkl djus esa enn feysxhA ekSf[kd laçs"k.k ,oa l`tukRed ys[ku ds vH;kl ls Nk=kksa ds O;fDrRo dk fodkl laHko gks ldsxkA

mís';

ikB~;Øe ds v/;;u ds i'pkr] Nk=k&

· ekSf[kd laçs"k.k ds egRo dks le> ldsaxsA

· ekSf[kd laçs"k.k ds çHkko esa o`f) dj ldsaxsA

· l`tukRed ys[ku ds {ks=k ,oa egRo ls ifjfpr gksaxsA

· O;fDrRo ds fofHké igyqvksa dk fodkl dj ldsaxsA

· jpukRed {kerk dk fodkl dj ldsaxsA

	Øe la[;k
	fo"k;
	O;k[;ku

	

	1
	
	f'k"Vrk;qDr ok.kh
	(05)

	2
	
	nwjHkk"k okÙkkZyki
	(03)

	3
	
	çLrqrhdj.k
	(02)

	4
	
	l`tukRed ys[ku
	(02)

	5
	
	fuca/k ys[ku
	(02)

	6
	
	fjiksrktZ ,oa Qhpj
	(02)

	7
	
	eqgkojs ,oa yksdksfDr;k¡
	(02)

	
	
	dqy&
	(50)


ijh{kk dk vk;kstu
	ekSf[kd laçs"k.k ¼cks/k ç'u½
	&
	25
	

	l`tukRed ys[ku
	&
	15
	

	lkef;d ifj{kk
	&
	10
	

	dqy
	
	50 vad
	


mi;ksxh iqLrdsa

	1
	fgUnh okaM~-e; chloh 'krh]iqLrd efnj] vkxjk
	&
	MkW ukxsUnz¼laiknd½

	2
	tulapkj% fofo/k vk;ke] jk/kkÑ".k çdk'ku] fnYyh
	&
	c`teksgu xqIr

	3
	lapkj vkSj fodkl] çdk'ku fodkl] lwpuk ,oa çlkj.k ea=kky;] Hkkjr ljdkj] ubZ fnYyh
	&
	';kekpj.k nwcs

	4
	Qhpj ys[ku] çdk'ku fodkl] lwpuk ,oa çlkj.k ea=kky;] Hkkjr ljdkj] ubZ fnYyh
	&
	çseukFk prqosZnh

	5
	v'kksd ds Qwy] yksdHkkjrh çdk'ku] bykgkckn
	&
	vkpk;Z gtkjh çlkn f}osnh

	6
	Fearless and Flowless Public Speaking with power, polish and pizzaz, S. Chand & Co.
	&
	Mary Ellen Droummonnd


	SCHEME OF EXAMINATION FOR FINAL EXAMINATION
	F.M. : 40 


COMPUTER PROGRAMMING THROUGH ‘C’ Lab.

	Subject Code 
P00212
	Practical
	No of Period in one session : 60

	
	No. of Periods Per Week
	Full Marks
	:
	50

	
	L
	T
	P/S
	Annual Exam.
	:
	40

	
	00
	00
	03
	Internal Exam.
	:
	10


CONTENTS:

List of Practicals:

1. Programming exercise on executing a C program.

2. Programming exercise on editing C program.

3. Programming exercise on defining variables and assigning values to variable.

4. Programming exercise on arithmetic and relational operations.

5. Programming exercise on arithmetic expressions and their evaluation

6. Programming on infix, postfix, transformation using stack.

7. Programs on insertion, deletion on link list.

Books Recommended:

1.
How to solve it by Computer, Prentice Hall of India, 1992.

-
R.G. Dromey.

2.
The C Programming Language, Prentice Hall of India, 1989.

-
B.W. Kernighan & D.M. Ritchie.

3.
The Spirit of C Programming, Jaico Publishing House, New Delhi, 1987.
-
Cooper, Mullish

4.
Application Programming in C. Macmillain International editions, 1990.
-
Richa’d Johnson-Baugh & Martin Kalin

5.
The Art of C  Programming, Narosa Publishing House, New Delhi.

-
Jones, Robin & Stewart

6.
Problem Solving and Programming. Prentice Hall International.

-
A.C. Kenneth.

7.
C made easy, McGraw Hill Book Company, 1987.


-
H. Schildt

8.
Software Engineering, McGraw Hill, 1992.



-
R.S. Pressman

9.
Programming in C, Vikas Publishing House Pvt. Ltd., Jungpura, New Delhi
-
R. Subburaj

10.
Programming with C language, Tata McGraw Hill, New Delhi.

-
C. Balaguruswami

11.
Elements of C, Khanna Publishers. Delhi 



-
M. H. Lewin

12.
Programming in C





-
Stephan G. Kochan.

13.
Programming in C, Khanna Publishers. New Delhi


-
B.P. Mahapatra

14.
Let us C, BPB Publication. New Delhi



-
Yashwant Kanetkar

15.
Programming in C, Galgotia Publications Pvt. Ltd. Dariyaganj, New Delhi.
-
Kris A. Jamsa

	SCHEME OF EXAMINATION FOR FINAL EXAMINATION
	F.M. : 40 


LIBRARY CLASSIFICATION AND CATELOGUING
	Subject Code 
14213
	Practical
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	00
	00
	02
	Internal Exam.
	:
	20


Rationale and Objectives
 

Arrangement of book and non-book materials according to subject, author, time, place etc. It is the basic need of Library, hence classification of reading materials according to recognized devices have been incorporated in the classification theory papers. The said methods have been put into practice in this chapter. The tools in use are D.D.C. 19th edition and Sear's list of subject heading.

 

 CURRICULUM
SL
Topics
Periods
1.
Introduction to D.D.C., 19th Edition
10

2.
Construction of Members for Simple Titles
20

3.
Classification Work According to D.D.C., 19th edition
20

4.
Cataloguing with AACR-II (Revised)
10

5.
Different Types of Entries
10

6.
Choice of Heading
10

7.
Cataloguing of at least 100 titles with AAep-II
10

 
Total
90
 

 CONTENTS
 Topics 
Content
Periods
01
Introduction to D.D.C., 19th Edition
10

01.01
Terminologies
2

01.02
Summaries
2

01.03
Use of Schedules
6

02
Construction of Members for Simple Titles
20

02.01
Construction of Members - Methods - Means.
5

02.02
Titles
15

03
Classification Work According to D.D.C., 19th Edition
20

03.01
Classification of at least 250 titles
20

04
Cataloguing with AACR-II (Revised)
10

04.01
Introduction to AACR-II
5

04.02
Salient Features of AACR-II
5

05
Different Types of Entries
10

05.01
Entries in AACR-II
4

05.02
Main Entry
2

05.03
Added Entry
2

05.04
Reference Entry
2

06
Choice of Headings
10

06.01
Choice and Rendering of Heading
3

06.02
Personal names, Western/Indian names
3

06.03
Corporate Authors
2

06.04
Pseudonymous, Anonymous Works and Uniform Titles
2

07
Cataloguing of at least 100 Titles with AAep-II
10

07.01
Personal authors, Single and Joint Authors - 20 each
6

07.02
Pseudonymous Authors - 20 each
2

07.03
Anonymous Author - 20 each
2

 

 Recommended Books
SL
Title/Publisher
Author
 
 
 

 

 Scheme of Examination: Final Examination Marks = 80
LIBRARY AUTOMATION AND NETWORKING
	Subject Code 
14214
	Sessional
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	100

	
	L
	T
	P/S
	Annual Exam.
	:
	80

	
	0
	0
	03
	Internal Exam.
	:
	20


Rationale and Objectives
 

The rationale of the Practical Course Content envisages treating in accordance with the present and future requirements of library services with the help of innovated technical findings of the modern times.

 

CURRICULUM
SL
Topics
Periods
1.
Introduction to the Software packages
-

2.
Hands on Practice
-

3.
Library Networking Model
-

 
Total
50
 

CONTENTS
Topics 
Content
Periods
01
Introduction to the Software Packages
-

01.01
Operating System
 

02
Hands-on Practice
-

02.01
Libsis, Sool (any one) or any other library software.
 

03
Library Networking Model
-

03.01
Bibliographic records formation
 

03.02
ISBD, ISSN
 

 

 Recommended Books
SL
Title/Publisher
Author
 
 
 

 

 Scheme of Examination: Final Examination Marks = 80
LIBRARY CLASSIFICATION AND CATALOGUING
	Subject Code 
14215
	Sessional
	No of Period in one session : 50

	
	No. of Periods Per Week
	Full Marks
	:
	50

	
	L
	T
	P/S
	Annual Exam.
	:
	30

	
	0
	0
	03
	Internal Exam.
	:
	20


Rationale and Objectives
 

Preparation of Catalogue entries in a Library is the main function of this course. Stress is given more on card form of catalogue entry. In the 2nd year course design, AACR-II has been taken into consideration.

 

 CURRICULUM
SL
Topics
Periods
1.
Arranging institutional library according to the subject.
..

2.
Preparation of temporary collection of given subjects i.e. local history/ Primary education/ Women's literacy etc. (or as directed by the teacher).
..

3.
Cataloguing with 25 titles according to AACR-II.
..

 
Total
60
 

 Scheme of Examination: Final Examination Marks = 30
LANGUAGE & COMMUNICATION SKILL – II (ENGLISH)

	Subject Code 
14216
	Sessional
	No of Period in one session : 30

	
	No. of Periods Per Week
	Full Marks
	:
	25

	
	L
	T
	P/S
	Annual Exam.
	:
	15

	
	0
	0
	01
	Internal Exam.
	:
	10


Rationale:

The Sessional curriculum of given course has therefore been so designed as to meet the requirements by bringing about an overall improvement in their way of presentation. It seeks to develop the student’s power of oral and written communication through effective use of various worksheets and exercises given in the curriculum.

Objectives: 

The Students will be able to:

–
Develop their personal traits.

–
Make them able to understand the conversation with their higher authorities/subordinates/other persons concerned.

–
Exposure their personality effectively.

–
Develop good relations/contacts with different types of persons concerned.

–
Develop skill of importantly speech as well public speech.

–
Develop skill of creative writing.

S.No.
Topics
Periods

01
Writing Effective bio-data/C.V.
(03)

02
Writing good resume, post group discussion/Interview.
(02)

03
Exercise on describe ownself.
(02)

04
Communication Profile.
(02)

05
Exercise on overcoming fears and building personal power.
(05)

06
Assessment of Voice.
(05)

07
Appearance Check list presentation.
(05)

08
Exercise on organising group discussion.
(10)

09
Practice on Written communication
(10)


(a)
Letter Writing


(b)
Precis Writing


(c)
Essay Writing


(d)
Reportage Writing


(e)
Feature Writing



Total :
(50)

LANGUAGE & COMMUNICATION SKILL – II (HINDI)

	Subject Code 
14216
	Sessional
	No of Period in one session : 30

	
	No. of Periods Per Week
	Full Marks
	:
	25

	
	L
	T
	P/S
	Annual Exam.
	:
	15

	
	0
	0
	02
	Internal Exam.
	:
	10


o`gr~ vk/kkj ,oa mís';%

çLrqr ikB~;Øe dk mís'; Nk=kksa dh okpu dyk vkSj {kerk dk fodkl djuk gSA fofHké vH;klksa ds }kjk Nk=k viuh fyf[kr vkSj ekSf[kd laçs"k.k dks çHkko'kkyh cuk ldsaxsA lekpkj i=kksa vkSj if=kdkvksa esa çdkf'kr gksus okys fofHké fo"k;ksa ls lacaf/kr ys[kksa dk v/;;u Hkh Nk=kksa ds fy, ykHknk;d gksxkA

mís';%

ikB~;Øe ds v/;;u ds i'pkr] Nk=k&

· dYiuk&'kfDr dks fodflr dj ldsaxsA

· jpukRed {kerk dks fodflr dj ldsaxsA

· ekSf[kd laçs"k.k dks vf/kd çHkko'kkyh cuk ldsaxsA

· ys[ku dkS'ky dk ifjp; ns  ldsaxsA

· Hkk"kk vkSj 'kSyh dks iBuh; ,oa jpukRed cuk ldsaxsA

	Øe la[;k
	fo"k;
	O;k[;ku

	

	1
	
	O;fDr&ifjp;
	(02)

	2
	
	f'k"Vkpkj
	(03)

	3
	
	'kkjhfjd Hkk"kk
	(05)

	4
	
	lkewfgd ifjppkZ ] okn&fookn 
	(05)

	5
	
	fuca/k ys[ku 
	(05)

	6
	
	fjiksrkZt
	(03)

	7
	
	Qhpj
	(02)

	8
	
	i=k&if=kdkvksa ,oa fofHké iqLrdksa dk v/;;u
	

	
	
	dqy&
	(25)


ijh{kk dk vk;kstu

lkf=kd ijh{kk gsrq vkfFkZd] lkekftd] lkaLÑfrd] foKku] i;kZoj.k ,oa [ksy&dwn tSls {¨=kksa ls fo"k; dk p;u dj] lkewfgd ifjppkZ djuk] okn&fookn djuk] fuca/k] fjiksrkZt ,oa Qhpj ys[ku dk vH;kl djuk vkSj lacaf/kr vfHkys[k çLrqr djuk Nk=kksa ds fy, vfuok;Z gksxkA

LIBRARY AUTOMATION AND NETWORKING

	Subject Code 
14217
	Sessional
	No of Period in one session : 60

	
	No. of Periods Per Week
	Full Marks
	:
	50

	
	L
	T
	P/S
	Annual Exam.
	:
	30

	
	0
	0
	03
	Internal Exam.
	:
	20


 

Rationale and Objectives
 

The rationale of the Practical Course Content envisages treating in accordance with the present and future requirements of library services with the help of innovated technical findings of the modern times.

 

CURRICULUM
SL
Topics
Periods
1.
Introduction to the Software packages
-

2.
Hands on Practice
-

3.
Library Networking Model
-

 
Total
60
 

CONTENTS
Topics 
Content
Periods
01
Introduction to the Software Packages
-

01.01
Operating System
 

02
Hands-on Practice
-

02.01
Libsis, Sool (any one) or any other library software.
 

03
Library Networking Model
-

03.01
Bibliographic records formation
 

03.02
ISBD, ISSN
 

 

 Recommended Books
SL
Title/Publisher
Author
 
 
 

 

 Scheme of Examination: Final Examination Marks = 80
PAGE  
23

