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Brochure of Skill B

Arunodaya Dnyan prasarak Mandal,s

woMEN'S COLLEGE OF ARTS, COMMERCE AND
HOME SCIENCE, JALGAON

(NAA Reaccredited .B' Grade)

(ucc 2 (f) and t2 Bl

ased Short Term courses

Tailoring Training Course
(Mrs. Vrushali V. Kolhe - Course Coordinator Mob: 9403O20702)
Communication Skills in English
(Mr. Madhavrao A. Patil - Course Coordinator Mob: 9g222g27701
Communication Skill in Hindi
(Mrs. Dimpal S. Patil - Course Coordinator Mob: 2030122949)
Communication Skill in Marathi
(Mrs. Sugandlra I. Patil - Course Coordinator Mob: 94222229gg)
Pre-Marital Counselling Course
(Dr. Sadhana B. Jawale - Course Coordinator Mob: 9423190024)
Basic Computer Course
(Dr. Vinay B. Patil - Course Coordinator Mob: 9422279041)

Eligibility: HSC / 12 pass
Duration: 30 Hours

Skill Based Short Term Courses
Chqinnan

Principal

PrnclPar
A.O.P,M'! Womon'r CollGgr o{

\rtr, com. & Homo Sci.Jaloaon

R-l{ AC
Accr?diaEd
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(Affiliated to SNDT Women,s University, Mumbaif
Near Khwajamiya Road, Jalgaon

Admission Open
(2ot6-17)
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Arunodaya Dnyan Prasarak Mandals

Women's College of Arts, Commerce and Home Science, Jalgaon
Skill Based Short Courses Time Table

2016-17

'l'imc Monday Tuesdav Wcdncsday Thursd:ry Fridav Saturdav

3.00
4.30

Comnrunication
Skill in English

Communication
Skill in Marathi

Conrntunication
Skill in Ilindi

Pre-rnarilal
Counseling

Tailoring Skill
Course

Basic Computer
Course
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Aru noday Dnyan Prasarak Manda ls

Wonrcn's ()ollcgc ol'r\rts., Co,trne rce antl l lor,e scicncc.f algaon
Skill based Basic Computer certificate Course

DETAILED SYLLABUS

l. K\o\\ r\(; t'oll l,L' .]{
Introduction, Objectives, What is Computer?,Basic Applications of Contpurer, Components of
Computer System, Cenrral Processing Unit, Keyboard, nrouse and VDU, Other Input devices,
Other Output devices, Cornputer Memory, Concept of Hardware and Softrvare, Hardrvare,
Softrvare, Application Software, Systems software, Concept ofcornputing, data and inlormation,
Applications of IECT, Enterrainment, Bringing cornputer to life. Connecting keyboard, mouse,
monitor and printer to CPU.

2. OPERA'TING COMPU'I'I.R USING CUI BASID OPEIIA'I'ING SYS-I'EM
Introduction. objectives. Basics ol opcrating system,operating system, Basics of popular
operating system (LINUX, WINDOWS), The User lnrerfac!., Task Bar, Icons, Menu, Running an
Application, operating System Sinrple setting. Changing Systerr Date And rime, changing
Displav Properties, To Add or Rernore A windorvs Conrponenr, Changing Mouse properties

3. UNDERSTANDING TVORD PROCESSING

Introductiol.l, objectives, word Processing Basics, opening word processing package, Menu
Bar, Using 'l'he Help, Using The Icons Belo*, Menu Bar, opening and closing DocLrnrents.
opening Documenls, Save and Save as, page setup, print preview, printing of Doiurrents, Text
Creation and manipulation, Document Creation, Editing 1'ext, Text Seleition, cut, Copy and
Paste, Spell check, Thesaurus, Fonnatting the Text, Font and Size selection. Alignment oiTert,
Paragraph lndenting, Bullets and Numbering, changing case, Table Manipuratidn, Draw Tabre.
Changing cell width and height, Alignrnent olText in cell, Delete / Insertion ofrow and column.
Border and shading, Entering Text, Numbers and Dates, creating Text, Number and Date Series.

..1. ( ()I.\tt'\tc.\1'lo.\ t sr\(;'l l i I\ I r.]t\r.. l.

cor,.

Introduction, objectives, Basic of computer Networks, Local Ar.ea Network (LAN). wide Area
Network (wAN)' In(ernet, concept of Inrerner. Apprications of I.terrct. i:onnecting to the
Interrret, Troubleshooting, Sullmary,, Model ansrvers.

I

{

Pnnctpa,
A.D.P.M'3 Women t Coltroo orr(i. Com. t Home Sci. Jetieo.

Objcctive: The course is designed to aim at inrpaning a basic level appreciation prograntnte fbr tl1r,
studcrrl. After completing the coursc the incumbent is able to the use thc computer fbr basic purposes ol'
preparing his persotlnel/business letters, vierving intbrmation on internet. sending rnails etc. l-his woulr:l
also aid the PC penctration progrant. 'l'his helps the srnall business conrmunities, houservives to nraintail
their snrall account using the cornputers and enjoy in the world of Infbrmation Technology.



:. ( ollIt \tct..\'l t()\s.\\D ( ()l-L.\lr()l(.\ l lo\
Intr,),luili()n. Basits ol l:-rn.ril. \\ltit is lrrt HecLloniu \llril. Irr.ril ,\,l,llcssirrrl. t,slnl l:-rrrrri s-

Op:ring lrrrrril ir..()urtt. \l.lillr!)\: Ittl)i'\ .lrtal Oulb(r\. t'r'r.llirr- trn,l :.,lJirtrt tr rrcu F-lr:til.
tiepll ing to irn E-ulril ntr'ss.tgc.

I oIrr lrr',.]inL lLn E-llliri I nr!'s j:LSC.

6. II.\KtN(;S\I.\I,I- T'I( I.]SI] Nl',\'f IO\S
InlrrrJuatiou. t)l)ic.ti\cs. Ii.rrics. (l'irtg I),)\\erP!)irtI. Opcrinr: ,\ l)Lr,.rrr I\rinl I'rciJllirtii)n. Sit\ i1-
.'\ l'rescnllrlirrLr. ( rcltion Lrl l'rcscniirli')n. ('rerrlin-ir J l'r'cscntlliLrn L.inil lr'l crrrIlittc. Crclltrr-.i
Lll.rrL Priscnl.llir)n. llnterirr.tnJ lr-litinl lext. Insertinl .\n.l l)cletirc Slirles in I Prcsantlli(ll.
IJI'tprLraliorr ol SIi,lcr. Ptesctttrttiott o1'liliJcs. Sliclc Shcr*, lirrnnirrL u Sli.le Slrrr,,.,-\utortratirL.r
Sli.lc Short .

Reference Books:

1. Dynamic memory Computer course: Devendra Shiha Minhance

2. Notes for computer course: Vinay Devadikar

3. Notes for computer course: Kedar Fadake

4. lntroduction to computer: N. Subramanian

5. Sanganakachi Hath Odhakh: Dr. Madhav Gaikavad

6. lnternet and web: Neta Fadanvis

pFnC,pat
n.0.P.M's Womeo s Colleoe ot
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,\nrnotlirt-a Dnyan Prasrr rl k Nlandal,s
Wornen's (lollcgc ol',\rts Comme rcc antl Ilonre Scicnce Jalgaon

Sliills Ilasctl Short Ternl Clourscs C-onrrnittce
Annual Plannirrg ofshort Tcrnt Courscs: 2016_17

l.To Anange Meeting wiflr the principal to finaize the plan.

2.To introduce 5 skiIs based courses [Tairoring,communication Sk ls in Eng.Mar.

and Hindi,Pre-Marital Counciling] 1br enrichment of studenrs.

3. To preapre Schudele, Syllabus, Time Table, distribution ofworkload etc.

4. To moniter the progress of the courses.

., 5. To maintain the record of the courses.

6. To conduct oral and practical exant as per the need oltlre course.

6. To arrange meeting with the principal to take review ofthe courses conducted.

6.T0 submit the report to the IeAC .

5
Dr. S Javale

Chaimtan

A.D.P.M's
Arfs. Com.
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..\ rrr n orl:tvr I)lrr:rn lrr:rsarak Mantl:rls

Wonten's Collegc of'Arts, Contmerce and
Home Science, Jalgaon

Basic Cornput'el- Cel-tificate Course
Acadcmic year 2016_17

Student List

ICT Conrnri(ler:

it i

9

Sr.
No.

Name

1 Chaitali R. I(oli
2 Rohini B. Sapkaie
a\) Bhagrashri D. Wani
4 Vaisi'raii B. Sapkaie
5 Nirasha G. Nannaware
6 Jaivanti R. Vasawe
7 Varshr V. Saba_ic
B Yogita S. patil
9 Vandana M. Valve
10 Punam Gosavi
11 Nutan V. Survyavanshi
12 Sushm,a R. Sonawane
i3 Hema G. Tadvi
14 Moni A Sapkale
1E
-t.) Dipali P. l\4ahajan

R'NAAC
Accrodiau
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Arun()d:r\a l)rt1:rn l'rasaritl Ilandai's
\\bmcn's ( ollegc otAIts Conrnrrrce anrt llornc Scicncc.lalgaou

Shill llascd Short Tcrm Courscs Commitlt'e
Ilcport 2016-17

l'he skills based short ten.n courscs committee organizcd following activities and courses rn

the year 2016-17
l.Tailoring Training Course:

I) Total Students Completed: :35
II) Instructor : Prof Dimpal Patil, Mrs. Archana Palil
III) Coordinator : Prof.Vrushali Kolhe.

2. Communication Skills in English:
I) Total Students Completed:30
II) Expert : Prof. Y. R. Shaikh, Dr. Somanath Lokare, Prof. Madhavrao Patil

3. Communication Skills in Marathi
I) Total Students Completed: 30
II) Instructor : Dr. Sugandlia Patil. Dr. Prakash Kamle

4. Communication Skills in Hindi:
I) Total Students Cornpleted: 30
II) Expert : Prof. Dimpal Patil,

The course helps students develop their basic skills of languige through:
5. Ear training: to develop listening skills
6. Spcaking Skills: to dcvelop Speech, group discussion, facing interview, debate

to develop speaking skills and build confidence and competence.

7. Rcading skills: Througli practice develop reading skills and comprehension.
8. Writing sl<ills: to dei,clop lettcr writing, report writing, short messages ect.

5. Pre-marital Counscling:
I) Total Students Conpleted: 40
II) Expert : Dr. J. M. Nemade, Mrs. Maya Kale, Dr. S. B. Javale, Prof. V. V. Kolhe
II) Coordinator : Dr.Sadhana Jawale

Maniage is thc essential and significar.rt stage in an individual's life. It brings
two farnilies together. Each individual can/es an images of a life partner before
mariage. Today there is r,rtter need of pre marital counseling. Nowadays tnany
factor such as nuclear farnily system, self centered life style, greed for money and
ir.npact of mcdia and fashions havc madc our life complex. Keeping these things in
mind the collcge introduce the Pre-marital Counseling short term course. This year
the college also organized one day workshop on Pre-marital Counseling on
18112/2016
Objectives of the course:
x) To create awareness about proper selection of life partner
xi) To know the characteristics of a suitable life partner.
xii) To educate thc youth for adjustment with life partncr.
xiii) To educate the youth for proper selection oflife partner.
xiv) To make them cautious about the dangers of divorce and thereby avoid

divorce

ponctpar

A.D.P.M's Wo;nen's Co eqr u
Ar?g. Com. & Hr.rnre Sci. Jatiao,
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6.('ompute r Coursc

l) Tolal Students Completed: l 5
II) Expert : Dr. Vinay Patil . Dr. Somanarh Lokare

Thc Computer coursc is designed to aim at imparting a basic level
appreciation programme for the students. It's include introduction of 1he computer,
operating system, Basics'*,ord processing, using lnternet, basics olE-mail ect. After
completing the course the incunrbent is able to the use the computer for basic
purposes of pleparing his personr.rel or business letters, vierving information on
intemet, sending mail cct. This rvould also aid the PC penetration program. This }relps
the small business cornmur.ritics. Housewives to maintain their.small account using the
conrputers and enjol,in the tvorld of Infomration Technology.

Dr Jan alc
Chaiunan

*
A,D,P.tl's lryomon'r Co[Gor or{ 3. Com. & HomeSci,Jal6ao"
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Arunodaya Dnyan prasarak Mandal,s
{.
e woMEN'S COLLEGE OF ARTS, COMMERCE AND

HOME SCIENCE, JALGAON
(NAA Reaccredited ,8, Gradef

(ucc 2 (f) and 12 B)
(Affiliated to SNDT Women's University, Mumbaif

Near Khwajamiya Road, Jalgaon

Brochure of SkilIBased Short Term courses

Admission Open
(2O17-t8)

Tailoring Training Course
(Mrs. Dimpal S. Patil - Course Coordinator Mob: TO3OlT2949l
Communication Skills in English
(Mr. Madhavrao A. Patil - Course Coordinator Mob:9g222g2TZOl
Communication Skill in Hindi
(Mrs. Dimpal S. Patil - Course Coordinator Mob:2030172949)
Communication Skill in Marathi
(Mrs. Sugandha I. Patil - Course Coordinator Mob:9a222229g8)
Pre-Marital Counselling Course
(Dr. Sadhana B. Jawale - Course Coordinator Mob: 942319OO741
Basic Computer Course
(Dr. Vinay B. Patil - Course Coordinator Mob:, 9422229041)

Eligibility: HSC / 12 pass
Duration: 30 Hours

Skill Based Short Term Courses
Chairman

Principal
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Arunodaya Dnyan Prasarak Mandals

Women's College of Arts, Commerce and Home Science, Jalgaon
Skill Based Short Courses Time Table

2017-18

Tirne Monday Tuesday Wednesdav Thursdav Saturdav

3.00
4.30

Communication
Skill in Englislr

Communication
Skill in Marathi

Communication
Skill in Hindi

Pre-marital
Counseling

Tailoring Skill
Course

Basic Computer
Course

. n_fl.{lc
,iccrEdhted
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Aru noday Dnyan prasarak Mandals

\Vu,rcrr's Collcge ol'Arts . Corrrrrrcrcc an(l H()nlr: scie.cc ,f :tlglorr
Skill based Basic Computer certificate Course

Objective: Thc course is designed to ainl at irnparting a basic level apprcciation progranrnre lbr thc
student. After completing the course the incunbent is able to the use thc conrputer tor basic pur.poses ol'
preparing his pct sonnel/business letters, vierving information on internet . sending nrails etc. This u,ould
llso aid tlte PC Petterration prograrn. 1'ltis hclps thc small busiress cornrnunities, housewivcs to maintair
their small account usiDg tlte computcrs and enjoy in the rvorld oflnformation 'fechnology.

DETAILED SYLLABUS

I. li\o\\ t\(; ( ()]lI,tII t..t{

Introduction. Objectives, What is Computer?,Basic Applications of Computer, Cornponents of
Comp er System, Central Proccssing Unit, Keyboard, ntouse and VDU, Other Input dr.vices,
Other Output devices. Cornputer lvfernory, Concept of llardu,arc and Softrvare. Hardwar.e,
Soflrvare, Application Soll"vare, systelns soltlvare, concept ofconputing, data and inlbrnration,
Applications of IECT, Ente(ainurent, Bringing computer to lil'e. Connecting keyboard, ntouse,
monitor and printer to CPU.

2. OPEIL\'I'ING CONIPUTT]IT USING GUI BASED OPEruTING ST'S'I'I'NI

IntrodLrction, Objectives, Ilasics of Opcrating S),stent,Operatinq svstetr, Basics 6l popular
operating system (LINUX, WINDOWS), The User Interf-ace, Task Bar, Icons, Menu, Running an
Application, Operating Systenr Simple Setring, Changing Systcm Date And Tinre, Changing
Display Propcrties, To Add Or Remove A Windorvs Componcnt, Changing Mouse properties

J. UNDERS'I'ANDING WORD PITOCESSING

lntroduclion, Objectives, Word Processing Basics, Opening Word Processing package, Menu
Bar, Using The Help, Using The Icons Belorv Menu Bar, Opening and closing Docr"rnrents,
Opening Documents, Save and Save as, Page Setup, Print Preview, Printing of Docuntents, Text
Creation and manipulation, Document Creation, Editing Text, Text Selection, Cut, Copy and
Paste, Spcll check, Thcsaurus, Fonratting the Text, Font and Sizc selection, Alignment olText,
Paragraph Indenting Bullets and Numbering, Changing case, Table Manipulation, Drarv Table,
Changing cell r'vidth and height, Alignrnent olText in cell, Delete / Inse(ion ofrow and colunn,
Border and shading, Entering Text, Numbers and Dates, Creating Text, Number and Date Series.

r. cot\{.\I UNI('.\'l'loN uslNG 1'lll] tN'f EI{NL t

lntrorlu!lir)n. Olricctircs. Ililiic ()l ContpUtcr \cl\\()rks. Lrrc.rl ..\r.i.r \rtrrork (1.-\\1. \\riJr,\rcl
\r't,,r Lrrl' (\\'.\\). Int..rrr.-'1. (,rl]cePt of I tjlltct. . \ P f. I ic lr i tr ll:, \)l lt]lt].r)l-t. C()lIt.alil]:l lL) tltl
lnt.'rnlt. I ttlLrLr],,-sllo(rting. Sutt]tttltr\. \1o.lel lnsrrcrs.

Atll
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tlt.-. Com. t HomeScl' .,aroao'



5. ( OllIt \t( .\ o\s .\\r) ('()1.1. \B()r{.\ r r()\
lntroduction, Basics ol E-rnail. What is an Electronic Mail. Email Addressing, Using E-rnails,
Opcrring Ernail account, Mailbox: Inbox and Outbox, Creating and Sending a nerv E-nrail,
Replying to an E-mail message.

Forwarding an E-mail message.

6. 1t.\ tit \( ; sL.\ LL t,t{ t.tst.: \.1 .\'r'r( )\s
lntroduction, Objectives, Basics, Using PorverPoint, Opening A PorverPoint Prcsentation, Saving
A Presentation, Creation of Prescntation, Creating a Presentation Using a Ternplate, Creating a
Blank Presentation, Entering and Editing Text, Insefting And Deleting Slides in a presentation,

Preparation of'SIides, Presentation of Slides, Slide Shorv, Running a Slide Shorv, Automating a
Slide Show.

Reference Books:

1. Dynamic memory Computer course: Devendra Shiha Minhance

2. Notes for computer course: Vinay Devadikar

3. Notes for computer course: Kedar Fadake

4. lntroduction to computer: N. Subramanian

5. Sanganakachi Hath Odhakh: Dr. Madhav Gaikavad

6. lnternet and web: Neta Fadanvis

I prrnctpat

A.D.P.M's Women's Colleg? ol
i rt 3. Corn. 6 llome -Sci. j;roao'
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Aninodal,a I)n1an Prasarak NIandal,s
Women's College of Arts Comnrcrce and I{ome Sciencc Jalg:ron

Shills Bascd Short Term Courscs Cornrnittee
Annual Plnnning of Short Terrn Courses: Z\lj_lg

1.To Arrange Meeting with the Principal to finaize the plan.

2'To introduce 5 skills based couses [Tailoring,Con.u,unication Skills in Eng.Mar

and Hindi,Pre-Marital Counciling] for enrichment of students.

3. To preapre Schudele, Syllabus, Time Table, distribution ofworkload etc.

4. To moniter the progress offlre cour.ses.

5. To maintain the record of the courses.

6. To conduct oral and practical exam as per the need olthe course.

6' To arrange meeting with the Pri,cipal to take review ofthe courses conducted.

6.To submit the report to the IQAC .

Dr. Sugandha I.Patil.
Cliairnran
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Arunodava l)nyitn lrrasll-rli lfa rr tl:r ls

Wonrenrs_Colleg_e of Arts, Commer.ce and
Home Science, Jalgaon

sic Computer Certificate Eourse
IJ:r

Academic year 20I7_1g

Student List

ICT Conrmittec

Sr.
No.

Name

i K.jal S Sa kalcp
2 miia apUr Y S kale.)

a S. I(aleNeir
4 i R. PatilShalin
5 annawarPunam N e
6 a D. DodeNIim
7 ni DeoreAshwi
8 uAn hS r1 R bAm oh er
9 Pallavi V. Bodade
10 avi W. patilPail
i1 alioM 1-l R oS n ewan
12 i R. PawarLaxm
1.)r.) Retlui<a A a1'
74 Dimpal K. Solarrkc
i5 nyPrad a S hG u cs

t

col, a

I Pnfictfr
A.o.P. 'r ltomn't Cofpoc o.
lr?9, Com. A Hom? Sci..irtiaoo
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Arunodal'a l)tIt aIr l'rasat'ali I\{andal's
Women's Collegc of Arts (lottrntct'cc and IIome Science Jalgaon

Skill Based Short 'I'crnr Courscs Committee
Rcport 20I7-18

Thc skill based short term courses committee organized following activities and courses in the

year 2017 -18

1. Tailoring Training Course:

I) Total Students Completed: : 35

II) Instructor : Prof Dimpal Patil, Mrs. Archana Patil

2.Cornrnunication Skills in English:

I) Total Students Completed: 30

II) Expert : Prof. Y. R. Shaikh, Dr. Somanath Lokare, Prof. Madhawao Patil

3.Communication Skills in Marathi

I) Total Students Completed: 30

II) Instructor : Dr. Sugandha Patil. Dr. Prakash Kamble
II) Coordinator : Dr. H. V. Chavan

4.Cogrrnunication Skills in IIindi:
t

l) Total Students Completed: 30

ll) Expcrt : Prof. Dimpal Patil, Prof. Rajcsh khardc
Thc abovc cornmunication skills courscs aims at improvement irr languagc

proficicncy and students ability to usc lartgttagc ir.r social, business and servicc. TIte

course helps students develop their basic skills of language t}rough:
Ear training: to develop listening skills
Spcaking Skills: to develop Speech, group discussion, facing interview, debate 1o

develop speaking skills and build confidence and competence.

Rcading skills: Through practice develop reading skills and comprehension.

Writing skills: to develop letter w ting, report writing, short messages ect.

5.Prc-marital Counseling:

I) Total Students Completed: 40
II) Expert : Dr. J. M. Nemade, Mrs. Maya Kale, Dr. S. B. Javale, Prof. V. V. Kolhe

Marriage is the essential and significant slagc in an individual's life. It brings two

farnilies together. Each individual carves an images of a life partner before marriage.

Today thcre is utter need of pre luarital counseling. Nowadays many factor such as

nuclear family system, self centered life style, greed for money and impact of media and

coa a
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lirshions have made our lile complex. Kceping thesc tllings in mind the college introduce

thc Pre-marital counseling short ternl course. This )'ear the college also organized one

day workshop on Pre-marital Counseling on 1811212017

Objectives of the course:
xv) To create awareness about propcr selection ollife partner

xvi) To know the characteristics ofa suitable life partner.

xvii) To educate the youth for adjustnrcnt with life partner.

xviii) To educate the youth for proper sclcction ol life partner.

xix) To make them cautious about thc dangcrs ofdivorce and thereby avoid divorce.

6.Computer Coune
I) Total Students Completed: 15

II) Expert : Dr. Vinay Patil , Dr. Somanath Lokarc
The Computer course is designcd to aim at imparting a basic level appreciation

programme for the students. It's include inhoduction of the computer, operating

system, Basics word processing, using Internet, basics of E-mail ect. After completing

the course the incumbent is able to thc use the con'Iputer for basic purposes of preparing

his personnel or business letters, viewing information on inteme! sending mail ect. This

would also aid the PC penetration program. This helps the small business communities.

Housewives to maintain their small account using the computers and enjoy in the world
of Information Technolo gy.

a@4
Dr. Sugandha I.Patil.

Chairman : Skill Based Short Term Courses Comnrittee
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Arunodaya Dnyan prasarak Mandal's
x
? UIOMEN'S COLLEGE OF ARTS, COMMERCE AND

HOME SCIENCE, JALGAON
(NAA Reaccredited .B' Grade)

(ucc 2 (f) and t2 Bf
(Affiliated to SNDT lVomen's University, Mumbait

Near Khwajamiya Road, Jalgaon

Brochure of Skill Based Short Term Courses

Admission Open
(2018- 1e)

Tailoring Training Course
(Mrs. Dimpal S. Patil - Course Coordinator Mob: ZO3O|Z2949)
Communication Skills in English
(Mr. Madhavrao A. Patil - Course Coordinator Mob:9g222g2ZZO)
Communication Skill in Hindi
(Mrs. Dimpal S. Patil - Course Coordinator Mob:2030172949)
Communication Skill in Marathi
(Mrs. Sugandl.ra I. Patil - Course Coordinator Mob:942222298g)
Pre-Marital Counselling Course
(Dr. Sadhana B. Jawale - Course Coordinator Mob: 9423l9OOZ4l
Basic Computer Course
(Dr. Vinay B. Patil - Course Coordinator Mob:9422229041)

Eligibility: HSC / t2 pass
Duration: 30 Hours

Skill Based Short Term Courses
Chdirman

o

Principal
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Arunodaya Dnyan Prasarak Mandals

Women's College of Arts, Commerce and Home Science, Jalgaon
Skill B:rsed Short Courses Time Table

2018-19

(

Time l'Io utl ay Tuesdav Wcdnesdav Thursdav Itrid:ry Saturdav

3.00
d.30

Communication
Skill in Marathi

Communication
Skill in Ilindi

Pre-marital
Counseling

Tailoring Skill
Course

Basic Computer
Course

A.o.P.tt
Art!, Com; &

6t
or

i

Communication
Skill in English
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\\'orrrcrr's ('ollcge ol'.\r'ts , C-'orrrnrcrcc lurt[ llotrre scicncc .l:rlglrorr
Skill based Basic Computer certificate Course

DETAILED SYLLABUS

l. K\o\\ I\(i ( ()\ ,tr1'I.l{

hrtroduction, Objcctives, What is Computer?,Basic Applications of Courputer, Conrpoltdnrs of
Coutputer System, Central Proccssing Unit, Keyboard, mouse and VDU. Other lnput devices,
othef output devices, Computer lr,lemory, Concept ol Hardrvarc ancl Softrvarc. [.larclrvare,
Softrvare, Application Soltware, systelns software, Concept ofcomputing, data ancl irrtbruration,
Applications of IECT, Entertainment, Bringing computer to Iite. Con,ecting keyboarii, ntouse,
monitor and printer to CPU.

2. OPERA'I'I.\.-(; CONII'U-I-EII LISING GUI I}I\SED OI'I]IIA'I'ING SYS'I'Ii\I
Tnrroduction. ob_jectives. IJasics of operatirrg s)'stcrr,op.rat ins slsr.m, Basics ol- popular
operating s),stetn (LINUX. WINI)O\\/S),'l hc User Inrcrtacc, l-ask Ikr, Icons, Menu. I{unning an
Application, Operating Systcnr Sirrtplc Settinu, Changing Systcrrr l)atc And Tinrc, CItalrilg
Displll l)ropcrlies. 'l'o Add Or' [{crnor,e A \\/inclorvs Conlponent, Chlnging Ivlousc propcnies

]. UNDERSTANDING WORD PROCISSING

lntroduclion, Objectives, Word Processing Basics, Opening Word l)rocessing package, Menu
Bar, Using The Help, Using The Icons Below Menu Bar, Openi,g and closing Docunrents,
Openittg Documents, Save and Save as, Pagc SetLrp, Print Previerv, I)r'inting of Docultlents, l-ext
Creation and manipulation, Document Creation, Editing Tcxt, Tcrr Selection, Cut, Copy and
Paste, Spell check, 'l'hesaurus, Folratting the 

-fext, 
Font and Size sclection, Alignment ol'Text,

Faragraph Indenting, Bullets and Numbering. clianging case, Tablc N,lanipulatiol, Drarv Table,
Changing ccll rvidth and height. Alignment olTcxt in cell. Delc-te / Irrsenion olrorv and colunrn,
Border and shading, Entering Text, Numbers and Dates, creating'fc\t, Number and Date Serics.

.I. COIINIUNI("\TION USING'I'III.] 1N'f IIITN lj'I'
Intro!l(r.1i()n. Objcctivcs. llrrsie of Contprrlt'r -wetrrtrrks, [_trcul ..\rc.r \(t\\ork tL.,\N). \\ irlr ..\rrl
\at\\orli (\\'.A\)- Int!-t.t1,.'t. ('()ItC!'lrt Of IIlc lct. .\pltlir-:riiortr,,l lrrt.r|tl.,t. Cr)nlt!-.rir]:t t!) lh.
Intarncl-'l tr)UbleshootinL- SLrItrtrar_r. \1rrde] lrrs$crs.

o

+
PFnclPar

A.0.P,M's Women's Collegc or
qrfs. Com, t Honte Sci. Jaloao,

I

Obieclive: 'l'he coutse is designed to itirn at inrpartirrg a basic lcvel appreciation progranrnre lbr the
stndenl. Al'ter c()ntllleting the cou|se the incutrlbent is a[rle to the use the co[lpulef lor basic pur.poses of
preparine his personncl/business lettefs. r'ierving inlolmalion on internet . sending rnails etc. This rvould
also aid the PC ptnctration progrartt. TItis helps the sntall business conrrntrnitics, housewives to mairrrain
their snrall account using the cornputcls and enjoy in the world oflnformation 'fcchnology.



5. ( ()u!t \l( .\ l t()\s.\\t) ( ()l.l-.\B()t{.\'no\
Itttt,'.lLtetiou. Ilrr.ic. irl I rrrrril. \\ l).rl i5 llrt l-.l.clrrrtie \1rr:1. l:rr.r,l \,l.lrr-.irry. I :iu-! l:-rl.lils.
Olrctrirtg []ttt.til lrccr)tt1tl. NIilllLro\: lttbirr attrl ()utltor. ( t.rlln! il r.1 ScnJinri rt ncrl lr llLil.
Rclrlr irrg trr xn Ii nr.lil nr('ssx!c.

I:or\\ iu(linr an l'-rrtrriI uc:lr:t,-'

6. II.\KIN(; S,\I.\LL I'It Ii SI'N1'.\'I'IO\S
Intr,r.iLrclion. ()lrlcctires. Ilrr.ics. [ .irg l).r,,ig1Point. Opcning.\ Po\\r'r I'r)inl [)iciar]tilliolt. Sil\ing
A ['rc\cnllrtion. ( tc.tti0n ol l'tescttL.ttiol]. Cr'.'atinq a Prs5crlxlir)n [.lsirrri I l-crrrpllrte. C|cirlirrg a
BlrrnI l)resentittion. Ent!-rir]s und EJitinr: T!-\t. Ins.rlin!,\rrtl D.,lcting Slidr-s irr l Presclttltiol.
PrcIirltlion ol Sli,l:s. Irtc.cnlrtiitrn trl SliJcs. Sli.le Sh'rrr. l{rrnninl ri Sliilt Sltori...\rriontittin:1 a

SliJc Slrorv.

Reference Books:

1. Dynamic memory Computer course: Devendra Shiha Minhance

2. Notes for computer course: Vinay Devadikar

3. Notes for computer course: Kedar Fadake

4. lntroduction to computer: N. Subramanian

5. Sanganakachi Hath Odhakh: Dr. Madhav Gaikavad

6. lnternet and web: Neta Fadanvis

P nctpat
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Sliill llasctl Sltorl'l'crnt Courses Comnrittee
Pl:rn lbr tllc )'cirr 2018 - 2019

l) First telrn committee meeting with principal : 29 06- 2018

2) Implementation of old, New and Value added course;

a) Basic computer certificate course
'=- .l

b) Stitchery training course (Shivankala ) | au I u'^; Y
c) Communication skilcertificate course (Marathi, Hindi, English )

d) Marriage counseling certificatc course

e) Beautician

3) Syllabus Framing, conducting, rccord maintain responsibilities

a. Basic computer certificate course: Dr. H. V. Chavan (Syllabus)

b. Stitchery training course (Shivankala ): Prof.Mrs Dempal Patil

c. Cornmunication slcill certificate course: Department of Marathi, Hindi, English

d. Marriage cottuseling certificate cout'sp: depattment of Child Development

e. Beautician : Pradhan Marrtri l(aushalya Vikas Yojana ( jyoti Maltajan )

4) Capability enhancement & Development Schemes ( Soft Skill DevelopnTent)

' a) Basic computer certificate course

b) Provision of Internet FacilitY

c) Use of ne\.v teaching learning Methods

5) Co ordination responsibilities: Dr. H. V. Clravan

6) First ternr end meeting : 3 I / l0 / 201 8 ol last week of October 201 8

7) Second term meeting : 3 I 12 / 2018 or first week of December 201 8

8) Laf rneeting ofthe year: last week of April 2019

9LFeport submission : last week of Aplil 2019

/

Mrs. Anita D. nragre tYtnWf-T7- Dr. Hiralal V. Chavan t^-

Mr. \'unus R. Shailih '

Cl. cc

Mrs. Dimpal S. Patil

t
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Arunoduva I)nvan I)rasa r.aIi l.Iarrd:tls

Wortren's College of'Ar-ts, Cornrnerce and
Home Science, Jalgaon

Basic Computer Certificate Course
Acadcmic Year 2018-I9

Student List

Sr.
No.

Name

1 I(husahbu Patil
2 I(omal Bhalerao
.).) I(oma-l C. Wagh
4 Kajal S. Fulma-li
E.) Puja R. Sonar
6 Priya R. Patil
7 Pornima R. Saonaurale
8 Bharti B. Vairalkar
9 Dipali I( Vanjari
10 Priyanka S. Patil
11 Sapna G. Dhole
12 Priyanka A. Sonawane
i3 Manisha R. Nerpagar
74 Vaishali H. Thosare
15 Jayashri C. Sapkale

ICT Committec
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Arunodal a I)lr1'an ]);'1s'11"11( Mandal's
Womsn's Collcge of Arts Corrrmcrcc and Ilonte Scicnce Jalgaon

Skitl Bascd Short Term Courscs Committee

Report 2018-19

The skitl based short term courses committde organized following activities and courses in the

year 2017-18

i. Tailoring Training Course:

I) Total Students Completed: : 35

II) Instructor : Prof Dim Patil, Mrs. Archana Patil

2.Communication Skills in English:

I) Total Students Completed: 30

II) Expert : Prof. Y. R. Shaikh, Dr. Sonranath Lokare, Prof. Madhavrao Patil

3.Communication Skills in Marathi
I) Total Students Completed: 30
II) Instructor : Dr. Sugandha Patil. Dr. Prakash Kamble
Ii) Coordinator : Dr. H. V. Chavan

4.Communication Skills in Hindi:
I) Total Students Completed: 30
II) Expert : Prof. Dimpal Patil, Prof. Rajesh kharde

The above communication skills courses aims at improvement in language

proficiency and students ability to use language in social, business and service. The

course helps students develop their basic skills of language through:
Ear training: to develop listening skills

ia,
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Speaking Skills: to develop Speech, group discussion, facing interview, debate to
develop speaking skills and build confidence and competence.
Reading skills: Through practice develop reading skills and comprehension.
Writing skills: to develop letter writing, report writing, short messages ect.

5.Pre-marital Counseling:
I) Total Students Completed: 40
II) Expert : Dr. J. M. Nemade, Mrs. Maya Kale, Dr. S. B. Javale, Prof. V. V. Kolhe

Marriage is the essential and significant stage in an individual's life. It brings two
families together. Each individual carves an images of a life partner before marriage.
Today there is utter need of pre marital counseling. Nowadays many factor such as

nuclear family system, self centered life style, greed for money and impact of media and

fashions have made our life complex. Keeping these things in mind the college introduce
the Pre-marital Counseling short term course. This year the college also organized one

day workshop on Pre-marital Counseling on 1811212018

Objectives of the course:

D To create awareness about proper selection oflife parhrer
iD To know the characteristics ofa suitable life partner.
iiD To educate the youth for adjustment with life partner.
iv) To educate the youth for proper selection oflife partner.
v) To make them cautious about the of divorce and avoid divorce.

G.Computer Course

I) Total Students Completed: 15

II) Expert : Dr. Vinay Patil , Dr. Somanath Lokare
The Computer course is designed to aim at imparting a basic level appreciation

programme for the students. It's include introduction of the computer, operating
system, Basics word processing, using Internet, basics of E-mail ect. After completing

R.NMC .
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the course the incumbent is able to the use the computer for basic purposes ofpreparing
his personnel or business letters, viewing information on internet, sending mail ect. This
rvould also aid the PC penetration program. This helps the small business communities.
Ilousewives to maintain their small account using the computers and enjoy in the world

of Information Technology.

t+3

Dr Chavan
Chairman : Skill Based Short Term Courses Committee
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