
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.2.3 – Syllabus of Certificate/ Add-on programs last five years 

DOCUMENTORY EVIDENCE  



 

 

  



 













SYLLABUS 

CERTIFICATE COURSE ON MEDIA STUDIES AND LEADERSHIP ABILITY MAKING. 

1st August to 19th August, (2022)                                                30 hours 

Day        Date What (Knowledge, concepts, reading) 
Day 1 

Monday 
01/08/2022 .Communication and its Importance 

. Effects of Communication 
Day 2 

Tuesday 
02/08/2022 . Forms and Method of Communication 

. Effective Communication 
Day 3 

Wednesday 
03/08/2022 . The World of print Media 

. Different Types of print Media  

. Media as public Sphere 
Day 4 

Thursday 
04/08/2022 .Media and mass Media 

. Role of Media and Democracy 
Day 5 
Friday 

05/08/2022 .Types of Mass Media : Radio ,Television ,Cinema  
. Function of Mass Media 

Day 6 
Monday 

08/08/2022 . Making News 
. Analyzing News 

Day 7 
Tuesday 

09/08/2022 . Understanding role of Media in development  
. Media and Civil society 

Day 8 
Wednesday 

10/08/2022 .What is News? 
.What is Leadership? 

Day 9 
Friday 

12/08/2022 . Strategies for Social media and Network for Leadership 
. Social media use consideration  

Day 10 
Tuesday 

16/08/2022 . Behavior of Leadership 
. Ethics and Leadership  

Day 11 
Wednesday 

17/08/2022 . Freedom of press- Role of press Council of India  
. Developing Leadership skills 

Day 12 
Thursday 

18/08/2022 . Role of Advertising  in Marketing 
. Advertising: Function of Advertisement , types of 
Advertisement 

Day 13 
Friday 

 
19/08/2022 

. Evolution of Advertising 

. Functions of Advertising 
 

 



Syllabus 

Skill Development Course for Scientific Documentation using Latex 

Topic 1: Introduction 

This topic introduces the learner to LaTeX, its installation, and different IDEs. The learner 

creates the first document using LaTeX, organizes content into sections using article and 

book class of LaTeX. 

Topic 2: Styling Pages 

In this topic, the session starts by reviewing different paper sizes, examines packages, formats 

the page by setting margins, customizing header and footer, changing the page orientation, 

dividing the document into multiple columns. The topic ends with reading different types of 

error messages. 

Topic 3: Formatting Content 

This topic concentrates on formatting text (styles, size, alignment), adding colors to text and 

entire page, and adding bullets and numbered items. It concludes by explaining the process of 

writing complex mathematics. 

Topic 4: Tables and Images 

The topic starts by creating basic tables, adding simple and dashed borders, merging rows and 

columns, and handling situations where a table exceeds the size of a page. The sessions then 

continue to add an image, explore different properties like rotate, scale, etc.. 

Topic 5: Referencing and Indexing 

In this topic, the learner learns to add cross-referencing (refer to sections, table, images), add 

bibliography (references), and create back index. 

Topic 6: Presentation using Beamer 

 

Introduction to creating slides, adding frames, dividing the slide into multiple columns, 

adding different blocks, etc.. 

COURSE LEARNING OUTCOME  

• Handle different types of documents 

• Organize documents into different sections, subsections, etc.. 

• Formatting pages (margins, header, footer, orientation) 

• Formatting text 

• Write complex mathematical formulae 

• Include tables and images 

• Cross-referencing, bibliography, and Indexing 

• Read error messages as and when required 

• Create presentations using Beamer 

 



References:  

1. LaTeX: A document preparation system, User’s guide and reference manual :  2nd 

edition: Authors: Leslie Lamport Publisher: Addison Wesley ISBN-

10: 0201529831 ISBN-13: 978-0201529838 

 

2. The LaTeX Graphics Companion, 2nd edition (TTCT series) Edition: 2nd edition 

Authors: Michel Goossens, Frank Mittelbach, Sebastian Rahtz, Denis 

Roegel, Herbert Voss 

Publisher: Addison-Wesley Professional ISBN-10: 0321508920 ISBN-

13: 078-5342508925 

 

 



Mugberia Gangadhar Mahavidyalaya 
Dept of Mathematics (UG & PG) 

Syllabus Planning & Distribution  
(Odd Semesters) 

 
Course Duration:  14 Weeks 

 

SKILL DEVELOPMENT CERTIFICATE COURSE 

ON 

Microsoft OFFICE 

Organized by The Department of English in collaboration with  

 

The Department of Mathematics 
 

Mugberia Gangadhar Mahavidyalaya 
 
What is MS Office Course? 
 
Microsoft (MS) Office is a fundamental desktop application. It facilitates organizing, managing, 
and presenting information. For professionals, it makes life easy & improves work efficiency. 
 
Due to a lack of knowledge, all the features are not used up to the mark even though 
companies invest a lot in their licensing. 
 
The underutilization of these resources leads to less productivity even though all of its 
resources are already available. 
 
Microsoft Office Training in Vedantsri Institute will make you aware of the whole caboodle of 
Microsoft Office. The course will also enable you to make optimum use of these unused 
resources. 
 
The training is all-inclusive in a wide range of programs like Excel, Publisher, Notepad, Word, 
Access, and PowerPoint. The course contains how, where, and why to use these programs. 
 
MS Office (Microsoft Office) Computer Course Syllabus:- 
 
1. MS Word 2019 
2. MS Excel 2019 
3. PowerPoint 2019 
 
MS Word Course Details  
 

 Navigate the new MS Word interface. 
 Create new documents and open existing documents. 

 Use templates. 

 Edit and format text, paragraphs, and whole documents. 

 Use Microsoft Word for desktop publishing. 

 Create brochures, flyers, and even business cards. 

 Insert headers, footers, images, graphics, and video. 



 MS Excel Course Details  

 We will learn Basics Formulas and Calculations 
 Managing Basic Accounting 
 How To Create A Pivot Table And Use For Data Modeling 
 Managing Worksheets. 
 Work With Conditional Formatting 
 Excel Functions 
 Sorting your Data 
 Visual Basic For Applications And Many More With 100+ Projects 

   PowerPoint Course Details  

 Navigate the PowerPoint interface 
 Create new presentations from scratch – or by using beautiful templates 
 Add text, pictures, sounds, movies, and charts to your presentations 
 Format the objects that you add to your presentations 
 Design slides using themes, colors, and special effects 
 Animate objects on slides to bring them to life 
 Add special effects to slide transitions to spice up your presentations 
 Work with Master Slides to make editing your presentation easy 
 Set up slide shows and rehearse timings for your slides 

 
Learning Outcome (Skills) in MS Office Course: 
 
The MS Office Course provides you with Most of the Demanded Skills in the Computer Job 
Sector. With the skills of MS Office, Course People Can make Professional Documents, Design 
Pamphlet, Poster, Flyer, Brochure, ID Card, Entry Card, Document Covers, Data Entry Work, 
Data Management, Animated Theme Presentation, Online Emails, Social Media, Surfing, 
searching, Computer Operator, Document maker, Computer Office Administrator, Online 
Internet Operator, Accountant, Billing Operator, etc. 

A career in MS Office Course? 

After completing MS Office courses, there are a lot of jobs available for you to choose from. 
Your income will depend on how well to do the firm you join and how large their business is. 
Also important is the level that you join them at. Some jobs that you may come across in MS 
Office include:- 

1. Budget development and allocation. 
2. Human Resources. 
3. Procurement. 
4. Accounts and Finance. 
5. Risk Management. 
6. Facilities Management. 
7. Database management. 
8. The day-to-day running of a business. 
9. Clerical support. 
10. Monitoring efficiency and productivity. 
11. Employee appraisal. 









 

  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

 









































































 

  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

 

































 

 

 

 

 

 

 



 

 

 

 



 

 

 

 

 

 



 

 

 

 



 



 

 

 



 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 



 

 

 

 

 

 

 



 

 





 



 



 



 













4.6 Nutrition Policy and Programmes 

4.7 Strategies to Combat National Nutritional Problems 

4.8 Nutrition and Health Education 

SUBJECT 5 : INSTITUTIONAL FOOD MANAGEMENT                                               04 Hour 

5.1 Institutional Food Management 

5.2 Management of Spaces 

5.3 Equipment 

5.4 Food Management 

5.5 Financial Management 

5.6 Personnel Management 

5.7 Hygiene, Sanitation and Safety 

 

SYLLABUS Certificate Course in Nutrition and Dietetics (Practical)) 16 Hours 

 

PRACTICAL-1  

 

1. Standardization of Portion Sizes for Different Food Preparations. 
2. Hospital Diets 

• To plan a Clear Liquid diet. 

• To plan a Full Liquid Diet. 

• To plan a Soft Diet 

3. Diet In Weight Imbalance And Counseling 

• To plan a diet for Obesity. 

• To plan a diet for Underweight. 

4. .Diet In Fever: 

• To plan a diet for Typhoid fever. 

• To plan a diet for Tuberculosis. 

• To plan a diet for HIV Infection and AIDS. 

5. Diet For Nutritional Anemia 

6. Diet in Diseases of Gastro Intestinal Tract and Counseling: 

• To plan a diet for Peptic Ulcer. 

• To plan a diet for Lactose Intolerance. 

• To plan a diet for Celiac Disease. 

• To plan a diet for Constipation. 

• To plan a diet for Diarrhea. 

• To plan a diet for Uncreative Colitis. 

7.Diet In Liver Diseases And Counseling: 

• To plan a diet for Hepatitis. 

• To plan a diet for Cirrhosis of Liver. 

• To plan a diet for Hepatic coma. 

• To plan a diet for Cholelithiasis and Cholecystitis. 

• To plan a diet for Pancreatitis 
8.Diet in Kidney Diseases and Counseling: 

• To plan a diet for Nephrotic Syndrome. 

• To plan a diet for Acute Renal Failure. 

• To plan a diet for End Stage Renal Diseases. 
9.Diseases of Metabolic Disorder and Counseling: 

• To plan a diet for IDDM. 

• To plan a diet for NIDDM. 



• To plan a diet for Gout. 

10.Diet in Cardiovascular Diseases and Counseling: 

• To plan a diet for Dyslipidemia. 

• To plan a diet for Hypertension. 

• To plan a diet for Myocardial infarction 

 11.Diet For Cancer. 
PRACTICAL-2 

 

1.Quantity Cooking: Basic Principles 

• Market Survey 

• Analysis of the relationship between the purchased amount, edible portion and 
cooked weight of foodstuffs 

• Standardized Recipe 
2.Planning Meals for Institutional Feeding: 

• Planning a Mid-Day Snack for preschool Children. 

• Planning Meals for College Canteen 

• Planning meals for College Hostel Mess 

• Planning meals for Working Women Hostel 

3.Planning and Organization for Industrial Catering: 

• Planning Meals for Industrial Canteen. 

• Planning Meals for Railway Base Kitchen. 

4.Catering for Special Occasions and Events: 

• Planning Meals for a Birthday party. 

• Planning Meals for a Cocktail party. 

• Planning Meals for a Convention/ Conference. 

5.Preparation of Prospectus for Setting Up A Food Service Unit: 

• Visit to a food service establishment to study its planning and functioning 

• Preparing a planning prospectus to set up a food service unit 

 

 

 

 

 

 

 

 

 



 

Syllabus and objective 

 

Course Overview: This certificate course aims to provide college BA students with fundamental 

knowledge and understanding of Banking, Financial Services, and Insurance (BFSI) sectors. The course 

will cover various aspects of banking operations, financial services, and insurance principles to equip 

students with essential skills and knowledge necessary for entry-level positions in the BFSI industry. 

Course Objectives: 

1. To introduce students to the basic concepts and principles of banking, financial services, and 

insurance. 

2. To familiarize students with the functions and operations of banking institutions. 

3. To provide an overview of various financial products and services offered by banks and other 

financial institutions. 

4. To explore the principles and practices of insurance, including types of insurance, risk 

management, and claims processing. 

5. To enhance students' understanding of financial literacy and personal finance management. 

 

Course Outline: 

Module 1: Introduction to Banking (6 hours) 

 Definition and functions of banks 

 Types of banks: Commercial banks, Central banks, Cooperative banks 

 Banking products and services 

 Banking regulations and compliance 

Module 2: Financial Services (8 hours) 

 Overview of financial markets and institutions 

 Types of financial services: Loans, Investments, Wealth management, etc. 

 Role of financial intermediaries 

 Financial risk management 



Module 3: Insurance Principles (8 hours) 

 Introduction to insurance 

 Types of insurance: Life insurance, Health insurance, Property insurance, etc. 

 Insurance policies and coverage 

 Claims processing and settlement 

Module 4: Banking and Insurance Operations (8 hours) 

 Banking operations: Deposit accounts, Loans, Electronic banking, etc. 

 Insurance operations: Underwriting, Premium calculation, Policy issuance 

 Customer service in banking and insurance 

Module 5: Financial Literacy and Personal Finance Management (2 hours) 

 Basic financial concepts: Budgeting, Saving, Investing 

 Financial planning and goal setting 

 Importance of financial literacy 

Assessment: 

 Continuous assessment through quizzes, assignments, and class participation. 

 Final examination covering all modules. 

Note: This syllabus is subject to modification as per the discretion of the course instructor or academic 

institution. 

 



 

 

 

 

Syllabus for Introduction to MS-Excel 

 

Introduction to Excel: Introduction to Excel interface, Idea about rows and columns, Naming Cells, Working with 

excel workbook and sheets 

Formatting excel workbook:  New, Open, Close, Save, Save As, Formatting Text: Font Size, Font Style Font 

Color, Use the Bold, Italic and Underline, Wrap text, Merge and Centre Currency, Accounting 

and other formats, Modifying Columns, Rows & Cells 

 

Perform Calculations with Functions: Creating Simple Formulas, Setting up your own formula,  Date and Time 

Functions, Financial Functions, Logical Functions, Lookup and Reference Functions, Mathematical Functions, 

Statistical Functions, Text Functions. 

 

Sort and Filter Data with Excel: Sort and filtering data, Using number filter, Text filter, Custom filtering 

Removing filters from columns, Conditional formatting 

 

Create Effective Charts to Present Data Visually: Inserting Column, Pie chart etc,  Create an effective chart 

with Chart Tool Design, Format and Layout options, Adding chart title, Changing layouts, Chart styles, 

Editing chart data range, Editing data series, Changing chart 

 

Use Macros to Automate Tasks: Creating and Recording Macros, Assigning Macros to the worksheets,  Saving 

Macro enabled workbook 

 

Proofing and Printing: Page setup, Setting print area, Print titles Inserting custom Header and Footer Inserting 

objects in the header and footer Page Setup, Setting margins, Print Preview, Print Enable back ground error 

checking Setting AutoCorrect Options 

 


