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No Reference Study
Recommended .
E I's J Introduction to Definitions and concept of Generic {\
' Management Management Skill A Handbook i
| 1.2 Functions of management- Developmen | of ‘ : \
’ planning, organizing, staffing, t Manual, Entrepreneurs
coordinating and controlling. MSBTE, hip, Edited by l
1.3 Various areas of management Mumbai B S Rathore }
| 145 fanO sabi and Dr. J S
J -4 Structure of an Organization Shi ;
. |
- 8 Self-Management 2.1 Life Long Learning Skills, Llfelo_ng s
23 | i Development Concept of Personality Learning,
! Development, Ethics and Moral Policy
values Brief(www.o
2.2 Concept of Physical ecd.orf)
Development; Significance of
health, hygiene, body gestures
2.3 Time Management Concept and Towards
its importance ' Knowledge
2.4 Intellectual Development: Society,
Reading skills, speaking, listening | UNESCO
skills, writing skills (Note taking, Publication,
rough draft, revision, editing and Paris
final drafting), Concept of Critical
i Thinking and Problem Solving
(approaches, steps and cases).
2.5 Psychological Management:
g stress, emotions, anxiety and
| techniques to manage these.
4 q g
i‘ 2.6 ICT & Presentation skills; use of
j [T tools for good and impressive
, ; presentations, |
I |
it - Team Management | 3.1 Concept of Team Dynamics.
[ | Team related skills, managing
cultural, social and ethnic diversity
in ateam.
3.2 Effective group communication
and conversations.
3.3 Team building and its various X
stages like forming, storming,







