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1 YEAR DIPLOMA COURSE
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DIPLOMA IN OFFICE MANAGEMENT

Course Objectives
* To enhance skills of students with the vital knowledge and prepare them for handling overall

responsibilities of an office for effective management of staff and resources.

e To make students efficient in all the office work such as maintenance of data, files & records, office and
business communication and office facility management etc.

e To develop office procedures, tools, and office strategies to enhance work productivity.

e To provide knowledge of the basics of Business Management & Administration, Effective Communication
Skills, Business and Service Laws, Front Office Operations, Soft Skills, Human Resource Development, use

of the latest technology using personal computers, laptops, Word Processing, Spreadsheet, Payrolls, Tally

Accounting, Graphic Designing, desktop publishing software to run the office smoothly etc.
e To develop creative approaches when managing tasks, teams, and individuals.
Career Opportunities
Front Office Managers, Administrative Assistants, Accounting Assistants in Public and Private sector
organisations, Banks, Corporate Sectors, Accounts executive, Data entry operator, Tally operator etc.
# Internship is also provided to students for their practical approach.

Duration: 1 Year (Two Semesters) For Further Query and Registration, Contact
Course Fees: 10,000 Dr. Mrinali Kankar, +91-9610100106

nltps:/imail.google.com/mail/u/G/?tab=rm&ogbl#inbox/FMicgz GIXTBXcDDJJvnGMgnZSIVHRXr?projector=18&messagePartld=0.2
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DIPLOMA IN OFFICE MANAGEMENT

Diploma in Office Management is a job-oriented course designed to develop office management skills of the students. Since
2017, college is successfully running this course and 13 students enrolled for the course this year. The course not only
providesinternshipin different sectors but also promotes practical learning. In the year 2021-22, the enrolled students were
provided internships in variousservice industriesand some of them got placements as well.

After coping with the issues and challenges of COVID 19 from last two years, the classes resumed through oliline mode.
Every year the college organizes several interactive activities for the students where various entrepreneurs, officials of
banling, insurance, hotel and other service industries are invited to interact and share their wisdom and experience with
them.

Dr. Mrinali Kankar

https://mail.google.com/mail/u/0/?tab=rm&ogbl#inbox/FMfcgzGIx TBXIZbowgKPRJsPidhnSHxH ?projector=1&messagePartld=0.1 M




 Learn Tally Accountmg

GET A BETTER UNDERSTANDING OF TALLY
ACCOUNTING WITH GST....

Course Fees :

Rs. 3,0_00

For Further Query and Registration, Contact :
Dr. Ranjula Jain 9829029111
Kanoria PG Mahila Mahavidyalaya, Jaipur




Certificate Course in Tally Accounting

Certificate Course in Tally Accounting was introduced
by College in the year 2019 to enhance commerce
students for Accounting work, filing of E-return and
preparation of Cost Statement. Certificate Course m
Tally Accounting is a job oriented course designed to
develop computer accounting skills of the students. This
Course is useful in seeking employment as Accounts
Executive, Audit Executive, Financial Analyst, and
Account’s Manager. In the current session 2022-23, 13
students enrolled for this Certificate Course and Gained
knowledge about the Computer Accounting.

Qm‘/%:u

Dr. Ranjula Jain
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Certificate

for successfully completing

"Certificate Course in Tally Accoynting"" inthe session.2022.:23........

Convenor Principal
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CAT (Certified Accounting Technician)
2022-23
Course Qutcomes & Syllabus

Certificate in Accounting Technicians (CAT) course is designed by the Institute of Cost Accountants
of India, to bridge the gap between the skill possessed by the youth and the skills expected by the
industry. This Course has been introduced in consultation with Ministry of Corporate Affairs,
Government of India. It is a short-term, employment-oriented course including theoretical concepts,
computer training and industry internship. The course helps in developing the skills required for
application of theoretical knowledge of accounting to practical situations in different functional arcas
of accounting. It will give a preparedness to the candidate for basic accountancy work needed in the
industry. They will learn and understand technicalities of accounting in practical life. CAT equip
students become well versed with the maintenance of accounts, preparation of Tax Returns. Filling
of Returns under Companies Act, Filling of Returns under Income Tax, GST, Customs Act. Export
& Import documentation etc. The course is useful in seeking employment in accounts & finance
related jobs including filing of Income Tax Returns, GST Returns etc,

Duration- 1 Year

Eligibility- 10+2 (Any Faculty)

Fee- Rs. 12,660

Coordinator- Dr. Priyanka Khurana (9828667067)

Syllabus
CAT Course Part 1

* Fundamentals of Financial Accounting
* Applied Business and Industrial Laws
¢ Financial Accounting-2

e Statutory Compliance

CAT Course Part 2
e Computer Fundamentals by Microsoft & Computerized Accounting- Tally ERP 9.0
e SAP End User Program
e Cambridge Generic Skills for Employability
e E Filing by experts
e Introduction to Costing Principles & Preparation of Cost Statements

Internship - 45 Days Internship

Mode of Exam - Online




Report 2022-23
Certified Accounting Technician (CAT)

College offers a certificate course of Accounting Technician (CAT) by The Institute of
Cost Accountants in India to bridge the gap between the skill possessed by the youth
and the skills expected by the industry. It is a short-term, employment-oriented course
including theoretical concepts, computer training and industry internship. The course
helps in developing the skills required for application of theoretical knowledge of
accounting to practical situations in different functional arcas of accounting. The
students qualifying this will be eligible to give Intermediate exam attempt for becoming
Cost & Management Accountant. The course is useful in seeking employment in
accounts and finance related jobs including filing of Income Tax Return, GS1 Returns,
etc. The course comprises of two levels. Level I is Foundation Course and Level 11 is
Competency Level. Internship is to be done by the students for 45 days which help
them learn and understand technicalities of accounting in practical life. In 2022-23, 8
students enrolled in this course and gained knowledge about the accounting techniques.

Dr. Priyanka Khurana

CAT Coordinator

Kanoria PG Mahila Mahavidyalaya
Jaipur




Kanoria PG Mahila Mahavidyalaya, Jaipur

in association with

Amritansh Organics Pvi. Ltd.

 CERTIFICATE

_ This is to certify that

| has succéé‘.sfullﬁr completed

Certlfibaté cvourse on
. -_"Org_ar'ui: Farmlng
in tl‘te-&ca:&éiﬁ’it session 2022-23.
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Kanoria PG Mahila Mahavidyalaya, Jaipur
Brings You New Generation

Digital Marketing & Communication
Course - Curriculum

1. Introduction to Digital & its Culture
- Get introduced to Digital Marketing and its various
channel (a deep introduction)

2. Understanding the thick niche
- What are the different channels of digital marketing to
grow in

- Learning the B2B and B2C concepts

3. Content Marketing

- What is Content and how is it important for Branding,
Marketing, & Advertising

- Different types of Content Marketing

4. Attract Eyeballs with Content Writing

- Learning to plan and search content

- What type of content is most suitable for what business
- How to write Blogs

- Assignment - 1

- Assignment - 2

5. Google Ads - A series of smart Advertising

- Understanding Search Engine Marketing

- What are the different objectives that can be achieved
through the same

6. Understanding Keywords
- Types of keywords
- How to use keywords

7. Google Ads - Ad Extension

- Types of Ad extension
- How they can be used to convert buyers




New Generation
Digital Marketing & Communication
Course - Curriculum

8. How to get your Ads on thousands of Websites with
Google Ads
- How to run ads with Google Ads

9. Facebook and Instagram - the mandatory trend
- How to create the social media presence of a business
from scratch

10. The Search and Sales Strategy
- What is the sales strategy of drafting the content on
social media

11. How to run ads on Facebook & Instagram

12. What are the right steps to create a Landing Page,
convert strangers into buyers

13. Learning LinkedIn - For the powerful first impression
- Setting Up Account
- Understanding the need

14. Smart Strategy to get followers and clients on LinkedIn
- Increasing Invites

- What type of content to post on LinkedIn

15. Creating and Winning a Pitch - Tips worth Investing in
- Past Case Studies

16. How to Research and Generate Ideas

17. Online Reputation Management = The New Generation
PR Strategy

For More Information: Contact -

Dr. Aanchal Puri, +91 80056 85828,
Kanoria PG Mahila Mahavidyalaya, Jaipur




Kanoria PG Mahila Mahavidyalaya Jaipur
Notice

Date ; 28-10-2022

Certificate Course in F unctzonal English

Do you want to ...

+ Enhance your English speaking skills
* Understand the basics of grammar

* (Qrab better career opportunities

The wait is over!
‘Get yourselves enrolled in the Functional English Course.

Course Fee : Rs. 500/-
Last date for registration : 3' November, 2022

Note: Interested students should collect the form from window no. 1 and submit
the filled form along with course fee at window no. 6 from 10 am to 1:30 pm.

Contact details: Dr. Charu Goyal (Coordinator) Mob. No. 7849826036 Q@ Q//UJ




- Kanoria PG Mabhila Mahavidyalaya, Jaipur

Certificate Course in Functional English
Syllabus

Unit I -

Paléi'ts of Speech

Noun

Pronoun

Verbs

Adjective

Adverb

Preposition

Conjunctions
Interjection

Unit I1

e Determiners, Quantifiers and Articles

107170 || EE—

Types of Sentences
Clauses
'Question Tags
- Sentence Pattern

~

Unit IV

Tenses

Forms Type

‘Active Passive

Direct Indirect Speech

Unit VvV

‘9@ @ @ @

® Modals
e Word formation (Prefix Suffix)
e Synonyms Antonyms '

Unit VI

e Phonetics Part I and 11




Kanoria PG Mahila Mahavidyalaya
Jaipur

Certificate

Awarded to _ Phuwnmika

of B . Se. I year | for successfully completing

"Certificate Course in Functional English"" in the session 2022-23.

Aceiid—
Dr. Charu Goyal Dr. Seema Agrawal
Convenor Principal




Kanoria PG Mahila Mahavidyalaya
Jaipur

Certificate

Awarded to _ MuwaRoun

of . for successfully completing

"Certificate Course in Functional English'" in the session 2022-23.

Dr. Charu Goyal . Dr. Seema Agrawal
Convenor Principal




Kanoria PG Mahila Mahavidyalaya
Jaipur

Certificate

Awarded to __ Tomusdhses, ./CWMMay

of B S fant T for successfully completing

"Certificate Course in Functional English'' inthe session 2022-23.

ot e

Dr. Charu Goyal Dr. Seema Agrawal
Convenor Principal




Kanoria PG Mahila Mahavidyalaya
Jaipur

Certificate

Awarded to  [gbhiba Lindal

of __B.A. faes Corae T y&m for successfully completing

"Certificate Course in Functional English' inthe session 2022-23.

M’é’& gge,ew,_&f
Dr7 Charu Goyal Dr. Seema Agrawal

Convenor Principal




Kanoria PG Mahila Mahavidyalaya
Jaipur

Certificate

Awarded to Shrasti Chohor

of __ A.Comn ﬂaudf 'Pj: for successfully completing

"Certificate Course in Functional English"' inthe session 2022-23.

ge;ﬂw

Dr. Charu Goyal Dr. Seema Agrawal
Convenor Principal






Certificate Course in Cyber Security

2022-2023
—,——= S

Objective, Syllabus, Outcome

Objective: Certificate Course in cyber Securily started in year 2022 as a skill
enhancement course in collaboration with Dr.CBS foundation. Objective of
cyber security and awareness course for the session 2022-23 was to understand
the cyber security posture, cyber resilience and incident management through

customized information security audits.




Certificate Course: * Cyber Securily and Awareness’
(8afe use of computer resonree and legal remedy for gendered eyber violence

(e drEvg T e g dlve A v R i Rens wee g

Conducted by; DR CBS Cyber Foundation

(DR CBS CYBER SECURITY SERYICES LLP)

Certificnte Course (Enplish ! Hindi)

Nime al

| Certilivate Coupse: * Cyber Seenrits sodd Awareness
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Examination

At the end af the course, an oalme cerufication exarmaanan ot |
e will be conducted, Certifacate wall be awarded o the
participuts on the busts of perfonnance in the examination,
whoever scores 70 % ur shove marks.
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6.

Outcome: successful cyber Security and Awareness Program

helped students understand proper and correct cyber hygiene, the
security risks that are associated with students actions and also it
helped them identify cyber attacks they may encounter via email
and the web. Also Security of hardware Devices were taught to
students. They learned the imporiance of Strong passwords.31

ey

students were enrolied in year 22-23.
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- Kanoria PG Mahila Mahavidyalaya Jaipur

Department of Computer Science

Skill Development Course

Graphic Designing
Mark list
2022-2023
' M.M. 109“
S.No. | Name of Student Theory (50) Practical (50) . | Tonfailﬂ
1 Anjali Rathore i W7 | 93
2 Anjali Roy “g~ gr 9o
3 Anuskha Ajmera e~ Yg q]
4 Harshita Singh 12 4 T -1
arshita ﬁlng ya _LZ, 4.8 8S ;%-

5 Prerna Rajoria W9 us Q7
6 Priyanshi Rohilla Wy N7 9}
7 Rajlaxmi Jangid Sgi ME & 1-;5 ‘
8 ShivZe Saxena Uy Ll,g i 389

Praveen Kumar

9&(&1317, Graphic Designing)

R

™,

Dr. Jayanti Goyal

(Course Coordinator)




Kanoria PG Mahila Mahavidyalaya Jaipur
Department of Computer Science

Skill Development Course
Graphic Designing
Feedback
: 2022-2023
Name of Student : Feedback
Anjali Rathore clesies poeste gowd ) 8% wes G@p{m&g 5
and g&u . Pwos a M?&Jﬁh dtuolef]
Anjali Roy Clewrs Satown -"ﬂﬁbbga’"%ﬂ; Banic LRNChIE cistry

Anuskha Ajmera

T ovd FC i edion Gud Poched By
e leatuivg Somudhing e and produchion.

Harshita Singh

j;} wa e ity &af;‘h-r‘r EnvVifo nimgat

i whith  foared o G § aboil grobhis 4
aboul” Hu vy Y orimedions |

Prerna Rajoria m Ot (f% o ﬁ@@d».

n natww ound Sudbivdi.
Priyanshi Rohilla g '

Rajlaxmi Jangid Clahdes  tudsd oodl  anmd e
| fRecdlyf WA Cxcellondt -
Shivie Saxena |[The clagctes wan mrardgeed amof
a

Dr. Jayamiti Goyal

(Course Coordinator)
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Kanoria PG Mahila Mahavidyalaya Jaipur
Department of Computer Science
~ Skill Development Course
Graphic Designing
Tt 20222023 '
% . S.No.|  Name of Student Certificate Received

I | Anjali Rathore W

<4=727 | Anjali Roy Lol

5 e Anuskha Ajmera W
B o B e e S R
_ arshita Sin Mok

5 Prera Rajoria Prasro
‘6. | PriyanshiRohilla

7 | RajlaxmiJangid 3

F Sh wie Saxena ' W_};

Ay L | Dr. Jayanti Goyal

(Course Coordinator)




'‘Computer Science

elopment Course

nced Excel
- Mark list
. 2022-2023

"

Mahavidyalaya Jaipur

S. No.

Theory @i}) |

Bhawgna 22

Chitra Dey | 26

S-O@Wa Gaur 28

o

 Mr. Vaibhay Jangid

: (Facl;lfy, Advanced Excel)

L

~ Decpa Chauhan

£

(CourseChordlnator}
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Kanoria PG Mahila Mahavidyalaya Jaipur
Department of Computer Science
Skill Development Course

Advanced Excel
Feedback
| 2022-2023
| {_S.No. | Name of Student : Feedback
1 Bhawana W ©
- m T
Deeatibas., Amdihltnind Senohos,
2 . Chitra Dey Tr wok o tovdobly axpodene T wito
) neuv takory iy cewtedy v
ﬁ_,;‘ it ploacy .
Soumaya Gaur- | ofy wax Cloy - ofd  wex

A Nt qeepora 0 Quenlex .

Deepa Chauhan

(Course Coordinator)




Kanoria PG Mahila Mahavidyalaya Jaipur

Department of Computer Science

Skill Development Course
Advanced Excel
2022-2023
Name of Student . Certificate Received
Bhawana Wﬁ_—
Chitra Dey . W
Soumaya Gaur W :

Deepa Chauhan

(Course Coordinator) _




Certificate Programme in Banking, Finance and Insurance
Batch- 2022

Course OQutcomes

CPBFI is a 100-hour training programme designed by Bajaj Finserv in
collaboration with industry experts, educational institutes and a leading mental
health institute. CPBFI equips participants with the right attitude, skills and
industry knowledge, thereby going beyond a typical skill development
programme. Successful participants can apply for different roles in banks, finance
companies and insurance companies. CPBFI i)repares participants for the
challenging customer-facing roles in sales, service and operations which offer

maximum career opportunities and excellent growth prospects.




BEYOND

Certificate Programme in Banking, Finance and Insurance (CPBFI)
BATCH PERFORMANCE REPORT

BAJA
@ FINSERV ‘ ACTIVAYE

27 February 2023

To

The Principal and CPBFI Coordinator,
Kanoria PG Mahila Mahavidyalaya, Jaipur,
Jaipur,

Rajasthan.

We are pleased to share the Batch Performance Report in respect of Batch Number 1 (CPBFI Batch Number
580) conducted at your college/institute from 29 Sep 2022.

Our official training partner for the batch was Center for Investment Education and Learning.

OVERALL RESULT: /
Number of students eligible for certificates - 34;
Passing Ratio — 87.18 %.

1. Student Profile Details (Based on Gross Enrolment):

: Particulars Number of students
Gross Enrolment 44
Of which: First Generation Graduates 17
Of which: Socially weaker Categories 16

First generation graduates and graduates from socially weaker section are very important segments for this
flagship CSR initiative of Bajaj Finserv.

2. Student Participation Details:

Enrolment Details No. of students Participation No. of students
Enrolment 44 Pre-assessment 42
Cancellation 3 Post-assessment 39
Drop-outs HR Workshop 36
Regular Students 39 Feedback Survey 34
Drop-out Ratio % 04.88 Certified 34

The Istudent participation in the programme is driven by (a) the relevance of the programme in their
individual career plans, (b) their understanding and conviction about the programme value and (c) their
investment in the programme. A combination of all these factors leads to high participation.




~ BEYOND

Certificate Programme in Banking, Finance and Insurance (CPBFI)
BATCH PERFORMANCE REPORT

3. Attendance Details

BAJAI
(B Bnsiay | activare

Course Attendance % Attendance Slab % of students
Overview of Retail Banking 84.29 Below 65% 2.56
Overview of Insurance 97.65 65— 75% 0.00
Communication and 87.61 75—-85% 5.13
Workplace skills
Above 85% 92.31
Total 90.54 Total 100.00

Attendance is driven by (1) certification eligibility criteria (CPBFI requires minimum 65% attendance), (2)
training quality, which is a combination of trainer’s command over subject, the pedagogy used and students’
participation and (3) students’ willingness and ability to attend. Non-availability of infrastructure and
mandatory college events or family events have a big influence on students’ ability to attend.

4. Performance in online Assessment Tests — Average Scores

Course Name Scores before Scores after training Improvement
. training
Overview of Retail Banking 45.74 61.76 16.01
Overview of Insurance 33.85 50.00 16.15
Communication and 48.11 65.41 17.30
Workplace skills
Total 41.46 57.78 16.32

Performance in online assessment tests is driven by the attendance and attentiveness of the students and by
the training quality of CPBFI trainers. Students with higher attendance typically perform better than others.

5. Performance in HR Workshop Interviews
Attended Shortlisted
Participation and success 36 24

Success Rate %
66.67

A HR Workshop is conducted at the end of every batch, wherein recruiters from Bajaj Finserv and its
subsidiaries, interview candidates for specific roles in BFSI industry. The recruiters shortlist candidates based
on these interviews and provide us a list of candidates that they believe have a very high chance of being
selected in a job interview. This independent assessment by prafessional recruiters is a good ‘lead’ indicator
of employability.

6. Student endorsement

Voice of students % strongly agree -

52.94

My confidence has improved (Attitude Development)




B EY(O N D ® BLsiA | activate

Certificate Programme in Banking, Finance and Insurance (CPBFI)
BATCH PERFORMANCE REPORT

My communication has improved (Skill Development) ) 41.18
My industry knowledge has improved (Knowledge Development) 26.47
CPBFI was the right decision for my career (Overall satisfaction) 41.18

Students join CPBFl with different objectives, so, it is important to seek their confirmation about
improvement in their own attitude, skills and knowledge. This confirmation along with HR Workshop
performance are key perfarmance indicators of CPBFL.

7. Net Promoter Score (NPS)

Voice of students . % of
: respondents
On a scale of 0-10 how likely are you to recommend CPBFI to others?
Very Likely - Promoters — Score of 9 or 10 47.06
Not Likely — Detractors — Score of 0 to 6 8.82
Net Promoter Score = Promoters — Detractors 38.24
Overall Rating = Good (>0), Excellent {>50%), Exceptional (>70%) Good

Net Promoter Score or NPS is globally regarded as a strong indicator of customer experience and loyalty. For
CPBFI also NPS is regarded as an important success indicator.

8. Feedback about faculty:

Faculty Name Subject % of students#
RAJENDRA KOTHARI Banking 23.53
SONALI A TELANG Insurance 41.18
AASTHA TATIA CAWS 7941

# % of students that have rated the respective faculty as “Excellent”.

Feedback about individual trainers help in assessment of the trainers and their delivery quality. These ratings
are used to identify best trainers for each subject and to plan supporting interventions for trainers that are
not at par.
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Certificate Programme in Banking, Finance and Insurance (CPBFI)
BATCH PERFORMANCE REPORT
9. Comments from Bajaj Finserv CPBFI Team:
What worked well -

e This was an excellent batch overall scoring well in most performance indicators.
e The students of the batch have sincerely attended the sessions and it is visible from the attendance.

We place on record our appreciation for the efforts put in by the coordinator Prof. Dr. Bharti Godhwani, and
other staff in making the batch successful. Overall, some of the students have sincerely completed the
program and performed well and we are confident, every one of them has a successful career ahead!

Thank you!!

Team BEYOND,
Bajaj Finserv Limited

6" Floor, Bajaj Finserv Corporate Office,
Off Pune-Ahmednagar Road, Viman Nagar, Pune —411014,

Linkedin: www.linkedin.com/company/finservcpbfi




