
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Syllabus 
INTERPERSONAL SKILLS 

Duration: 30 hours 

 

Module: 1 
Interpersonal Process: - Process, Nature, and Importance of communication skills. Perception, 

Attitude, and Personality Types. 

 

Module: 2 

Types of Interpersonal Skills: - Communication skills, Leadership Skills, Teamwork Skills, 

Conflict Resolution Skills, Emotional Intelligence Skills. 

 

Module: 3 

Rules of Conduct communication on the Internet: - Effective E-mail Communication, Telephone 

Etiquette, and Body language in group discussion and Interview. 

 

Module: 4 

Develop Communication Skills:- Conducting Meetings, writing Minutes, Sending Memos and 

Notices. 
 

Reference Books: 

1. Training in Interpersonal skills by Stephen P. Robbins and Philip L. Hunsaker. 

PEARSON Publication. 

2. Interpersonal Skills by Henry Gond. 

3. Skills for Interpersonal Communication by Sunita Sharma. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Schedule 
Duration: 30 hours 

Session Content Time Date 

1.  Introduction of Interpersonal Skills,  
Nature and Importance on 
Interpersonal Skills 

03:00 - 05:00 07-10-2022 

2.  Perception, Attitudes, and Personality 
types 

03:00 - 05:00 
13-10-2022 

3.  Types of Interpersonal Skills: 

Communication Skills, Leadership 

Skills 

03:00 - 05:00 

14-10-2022 

4.  Teamwork Skills, Conflict Resolution 
Skills, and Emotional intelligence 
Skills 

03:00 - 05:00 

20-10-2022 

5.  Rules of Conduct communication on 
the Internet, How to send effective 
email 

03:00 - 05:00 

21-10-2022 

6.  Telephone Etiquette; Use Proper 
language, Immediate introduce 
yourself, Speak clearly, Ask before 
putting someone on hold or 
transferring a call. 

 

03:00 - 05:00 

27-10-2022 

7.  Body language in group discussion: 
Gesture with your hands, gesture with 
your head, with your face. 

03:00 - 05:00 

28-11-2022 

8.  Types of body language: Eye contact, 
Face, Posture, hand gesture, Personal 
space, Body contact. 

03:00 - 05:00 

03-11-2022 

9.  Interview: Prepare answers in 
advance, Understand the role and 
company values, Demonstration your 
skills, be positive 

03:00 - 05:00 

04-11-2022 

10.  Develop Communication Skills:-  
How to Conducting Meetings 

03:00 - 05:00 
10-11-2022 

11.  How to writing Minutes: Location, 

attendance, Agenda items. 

03:00 - 05:00 
11-11-2022 

12.  Sending Memos: How to write 

Memos, items included in Memos, 

Types of memos 

03:00 - 05:00 

17-11-2022 

13.  How to write memos with pictures 

and sending memos. 

03:00 - 05:00 
18-11-2022 

14.  Write Notices, How to send notices 03:00 - 05:00 
24-11-2022 

15.  Describe legal notices with 

examples 

03:00 - 05:00 
25-11-2022 



 

 Report 

Name of Activity Interpersonal Skills 

Date 07
th 

October 2022 to 25
th

 November 2022 

Venue BCA Classroom 

Organized by Computer Application Department 

Resource Person Ms. Poonam Singh, Assistant Professor, MIET 

Beneficiary BCA II Semester (44 students) 

Coordinator Mr. Abhay N Tripathi, Associate Professor, MIMT 

Objective  To understand the significance of interpersonal Skills in building 

a relationship 

 To develop methods for handling conflict. 

 To build trust and harmony. 

 To understand effective communication techniques. 

Content With the initiative of IQAC, Mangalmay Institute of Management and 

Technology organized an add-on certification course on “Interpersonal 

Skills”. 

Day1: First introduced the introduction of interpersonal Skills,  nature and 

Importance on Interpersonal Skills 

Day 2: In this session, student understand the Perception, Attitudes, and 

Personality types 

.Day 3: In this session, the resource person describe the two types of 

Interpersonal Skills: Communication Skills, Leadership Skills. 

.Day 4: This session was focused on another three types of interpersonal 

skills: Teamwork Skills, Conflict Resolution Skills, and Emotional 

intelligence Skills. 

Day 5: This session, Student knew the rules of Conduct communication on 

the Internet & How to send effective email. 

.Day 6: Introduction to Telephone Etiquette; Use Proper language, 

Immediate introduce yourself, Speak clearly, Ask before putting someone 

on hold or transferring a call. 

Day 7: The session started with the introduction of  Body language in group 

discussion: Gesture with your hands, gesture with your head, with your face 

.Day 8: Resource person discussed about the Types of body language: Eye 

contact, Face, Posture, hand gesture, Personal space, Body contact. 

Day9: This session student knew about preparation of Interview: Prepare 

answers in advance, Understand the role and company values, 

Demonstration your skills, be positive. 

.Day 10: In this session, the resource person discussed the how to Develop 

Communication Skills &  How to Conducting Meetings. 

Day 11: In this session, Student knew about the Writing Minutes including 

Location, attendance, Agenda items. 

Day 12:  The session started with how to write memos and sending Memos, 

items included in Memos & Types of Memos. 

.Day 13: In this session, types of machine learning was taught. 

Day 14:In this session, the resource person delivered the learning rules to 

write Memo with pictures  

Day 15: This session started with Description of legal notices with examples  



 

Outcome of 

Activity 
 To describe and analyze effective communication skills. 

 To examine Personal communication styles, values, and beliefs of 
interpersonal skills. 

 To enhance personal and professional relationships with open and 
honest 

 communication and resolve conflict 

 To utilize interpersonal skills for situational bases. 



 

 

 

Resource Person Profile 

 
Name                :  Ms. Poonam Singh, Assistant Professor 

Org                    :  MIET, Greater Noida 

Research Area : Business Communication and organizational behavior 

Core Skills       : Soft skill training, personality development 

Qualification    : M.A., UGC NET, Ph.D (P)  

Experience       : 7 years  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Figure 1 Ms. Poonam Singh explained her views during her session 

 

Figure 2 Ms. Poonam Singh during her session 
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