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HR EXECUTIVE / DEMO OFFICER - SYLLABUS

Section -A Communication Skills
JFUA- A FEAR HlereT

1. Spoken & Written Communication der Ta falf@d #aR
2. Clarity, tone, and presentation IS, oTgwTl U FE

Section -B Demo Class Delivery

JFA -B 3AY FaTw Wiy

1. Classroom demonstration skills F&IT & SHT &eT T hi2TeT
2. Student interaction faeznT & AT Harg
Engaging teaching methods 3TV TRISTOT dehetleh

Section -C Counselling Skills

AFeAT -C FI3ATAT plerel

1. Student & parent counselling SBT3l Td ATHHATIRT Fr FHFATT
2. Handling queries T2=t T FATHTT
Motivational guidance URUTcH® ARG

Section -D Reporting
dFa -D Raféar

1. Daily/weekly report preparation &faer/arcdrfges RUlc dOR =T
Documentation Tel@sT
Feedback submission Hgde STHT &{aTT

Section -E Basic Digital Skills
dFeT - Eqe fB3foree wherer

1. MS Office (Word, Excel, PowerPoint) basics TaTH 31fhd (S, T, qTaRdise) Fr
Hel &1t

2. Email writing 3¢ oi@et

3. Online communication 3iTsTellge AR
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Section Total Marks Total Questions Remarks

Section A 20 Marks 20 Questions No Negative Marking
Section B 20 Marks 20 Questions No Negative Marking
Section C 20 Marks 20 Questions No Negative Marking
Section D 20 Marks 20 Questions No Negative Marking
Section E 20 Marks 20 Questions No Negative Marking
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