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Focus of the Activity To enhance students' ermployability and workplace readiness.

Objectives « To develop effective communication and interpersonal skills.
o To strengthen resume writing and interview preparation techniques.

e To build teamwork, leadership, and professional etiquette.

Methodology Interactive sessions uging practical exercises, group discussions, role plays,
case studies, and real-life workplace scenarios.
Outcome s+ Participants gained confidence in attending interviews and group
discussions. :

e Students learned to prepare professional resumes and understand
recruitment processes. '

« Participants developed greater awareness of workplace ethics and
professional behaviour.

Resource Persons Mr. Aswin Chandran C and Mr. Rajesh R. S., Faculty Trainers, Naandi

Foundation

Number of Participants | 120
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PG Department of Commerce
Employability Skill Development Program Report

Introduction

The PG Department of Commerce, Mercy College, palakkad, in association with the Naandi

Foundation. successfully organized a six-day Employability Skills Development Program

from 15 June 2026 to 20 June 2026. The programme aimed at equipping students with

essential employability skills, industry-relevant competencies, and professional attitudes

required to excel in today's competitive job market. A total of 120 students from III Year
BCom CA and BCom Finance actively participated in the programme. Mr. Aswin
Chandran C and Mr. Rajesh R. S. were the Faculty Trainers of the session. The resource

persons conducted interactive sessions using practical exercises, group discussions, role plays,

case studies, and real-life workplace scenarios to understand employer expectations and

develop confidence. The six-day training covered various employability competencies, such

as. Communication Skills, Interpersonal Skills, Resume Writing and Interview Preparation,

Workplace Etiquette, Teamwork and Leadership, Industry Interaction and Mentoring.
Objectives

« To enhance students' employability and workplace readiness.

e To develop effective communication and interpersonal skills.

« To strengthen resume writing and interview preparation techniques.

e To build teamwork, leadership, and professional etiquette.

« To provide industry exposure through expert mentoring and practical learning.
Outcome

o Participants gained confidence in attending interviews and group discussions.

 Students learned to prepare professional resumes and understand recruitment processes.

« Participgnte-des loped greater awareness of workpl i : .
L COLLAN & place ethics and professional behaviour.
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’K" ‘1 Hello friends! | am Ava. °
) | will help you understand
what a computer is. A
l computer is a machine.

# Natural and Human
Made Things
# Whatis a Machine?

‘ Are machines natural # Computer: A Smart
| things? No! Machines are Machine
L human made things. 4 \g Types of Compu'rersj

jnrum AND HUMAN MADE THINGS _

The things found on our planet Earth can be classified as
either natural or human made things. ;
Things like air, tree, water, human beings, and animals are
called natural things. Things like chairs, books, houses, and
roads are called human made things.
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WHAT IS A MACHINE?
s — > I —

Machines are human made things. We use machineg to May
our work easier. Each machine does a different king of Wor
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Used for | | Helps in ironing " Used for

cool air clothes cooking
Teacher's Notes: Once the student completes the activity, l /7
colour the stars based on their response.

"COMRUTER: A SMART MACHINE _

A computer is a machine. If runs on electricity. A computer
is called a smart machine because it can be used to play

games, store information, and do calculations. /
A computer g s
s e canstore
B S information.
A computer
works very
fast.

A computer
never gets
tired.




“TYPES OF COMPUTERS |
Computers are found in different sizes. Some of the Commo
types of computers are: i

Desktop . = Laptop ;

A desktop computer is big in A laptop is smaller than g

size. It is kept on a table. - desktop. You can carry it
- anywhere.

A tablet is smaller than @ - It is smaller than a tablet. It

laptop. It has a touchscreen @ can be easily carried in your

to type, draw, calculate, or - pocket. You can make cals,

play games. . send messages, play games,
- and listen to music on it.




. 4| EXERCISES CNREREEENERNENNN

A. Tick (v') the correct answers.

1. This type of computer can be carried in a pocket.

\?[ ‘ ) !_l
2. This type of computer cannot be carried around easily.

-y B

3. Which of the following is a machine?

= mm)

tablet  information  Machines smcrtphone

B. Fill in the blanks.

has a touchscreen and is bigger than
are human made things that make our
work easier and quicker.

a smartphoné.

3. A computer can store a lot of

-
4. A M\'\QJ\_‘L is smaller than a tablet computer.

[

SIS L
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C. Write T for True and F for False.
1. Machines are natural things. %

‘-E”«..
2. A computer is a smart machine. L
3. A pair of scissors runs with human power. J{ T
N
4. A desktop gomputer can be carried anywhere .
x - ina bog./( -

D. Rearrange the lefters to form the names of machines,

1. OERTAST ‘

2. ATWHC

3. ALPOPT |
MN

=0 AVA'S ACTIVITY ZONE

A. Write the names of any five machines that you see in
your classroom.

1. A A

MIW
3 myeId” oo,
._W Scomena
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B. Tick (v) the objects which are machines and cross (X) the
ones which are not.

7

\'d

¥ Group Discussion % -

Discuss how machines can be useful.

= self- Ref] |q&t|on

Tck (/ ) in the approprlate column.

e e o s

Terms ~~ lgotit! 2 Ineed help!

Machines
Computer

Types of Computers

T ———— T

SIS 4l
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~o Friends, you are aware of your

body parts and their functions. ® Main Parts of

A computer also has many a Computer

parts that do different things. ® Other Parts of
< a Computer

There are four most important parts of a computer. Let ys
learn about them.

"MAIN PARTS OF A COMPUTER _

A computer has four main parts—monitor, CPU, keyboard,
and mouse.

A monitor looks like a television. You can see images, words

and moving plc’rures on the screen.

. W Screen is the
.............. Screen "/ viewing area on
W a monitor where
the work and ifs
n.
results are showJ

!

 ——————————————— T ————
s S k.
/
/

SN

............... Monitor

- S —

A
N




CPU stands for Central

Processing Unit. It is present Cé:t;get
inside the CPU cabinet or box.

It controls the other parts of @ .
computer. It is known as the -

brain of a computer.

e

A keyboard is used to type on a computer. The buttons
on the keyboard are called keys. Each key has a letter,
a number, or a symbol on it.

4. 2 Info Box
> Pressing the keys
7 #" on the keyboard
7 to write text is

S
L called typing.

A mouse has two buttons and a scroll
wheel. It is used to draw, point, select, and
open files on the screen. It is also called a
pointing device.

Generally, a monitor, mouse, and keyboard |
are attached to the CPU with wires. s S

SIS U



Tick (v) the images that are a part of a computer.

-
X J

Teacher's Notes: Once the student completes the activity,
colour the stars based on their response.

{OTHER PARTS OF A COMPUTER

Whatever you type or draw on a
computer can also be printed on
a sheet of paper using a printer.

................

: Speakers :

A speaker plays the sounds saved on a
computer. Generally, a pair of speakers
is attached to a computer.

B S

: Microphone : {

A microphone helps you record your 1
voice or anything you speak into it.

.

]



= EXERCISES CEREREERENRERNNEENRNE]

A. Tick (V) the cormrect answers.

1. Which of the following helps to print on a sheet of paper?

°\‘J i,EJ b. ——Q c. !Q

2. Which part of the computer lets you type?

a.!

ed the brain of the computer?
b. C. @ .

B. Fill in the blanks.

C. Wirite T for True and F for False.
1. CPU stands for Control Parts Unit.

2. A printer is called a pointing device. %_

SIS Lt



3. Pressing the keys on the keyboard is called typing. v
4. A monitor has a scroll wheel.

AR

). Match the following.

1. Keyboard

,-/// )
2. Printer__ y

3. Mouse——~—7

M. Moni’ror

A. Vaani wants to record a song in her voice into the
computer. But she does not know which device to use to

record her voice. Help her to identify the correct device.
Tick (V) the correct option.

—
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B. Fill in the missing letters using the vowels.

1. | am used to type on a computer.

KL vy L4RD

2. | help you to draw and point.
MO (LS 2

3. | am called the brain of a computer.




C. Rehan has a desktop computer. Help him labe| itN

S Partg,

J Group Discussion-

Arrange yourselves in pairs and discuss two features of each
part of a computer.

= Self-Reflection |

SRR

Fck (/) in the appropnate column

Terms iy Igot |t' 22 | need help! ?

Parts of a computer

Jses of different parts M SR |

LAKSHM,, PL




