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Objectives for Soft Skills of Career Development : 

2) Teach Time Management 

Department of English 

SOFT SKILLS FOR CAREER DEVELOPMENT 

1) Enhance problem solving and critical thinking 

4) Improve presentation 

UNIT.I. 

Certificate Course on 

3) Teach techniques for stress management 

Course Syllabus 

5) Cultivate leadership and Management 

Introduction to Soft Skills : 

UNIT. II. 

2019 -2020 

a) Definition and importance of Soft Skills 

b) Difference between hard skills and soft skills 

c) Role of soft skills in career development 

Time Management and Organizational 

UNIT. III. 

a) Periodization and goal setting 

b) Planning and scheduling 
c) Stress Management Techniques 

Interview and Job Search 

a) Resume and cover letter writing 

b) Preparing for job interviews 

c) Common interview questions and answers 



UNIT. IV. 

1 

2 

SI. No 

3 
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Technology and Digital Literacy 

a) Social media etiquette 

b) Cyber Security awareness 

c) The role of technology in career development 

COURSE SCHEDULE 

SOFT SKILLS FOR CAREER DEVELOPMENT 

Introduction to Soft Skills 

Interview and Job search 

Time Management and Organizational Goals 

Head, Dept. of English, 
Andhra Christian College. 

Guntur 

(30 hours) 

TOPIC 

Technology and Digital Literacy 

HOURS 

8 

7 
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