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Outcomes of this course

Students will be able to 
1. make meaningful representation of data in the form of charts and pivot tables.
2. Draw analysis on data using spreadsheets and use interpretation to make decisions.
3. Generate word documents with appropriate formatting, layout, proofing.
4. Manage data for generating queries, forms and reports in a database.

Objectives of this Course

Å To enable the students to use EXCEL for advanced data analysis
Å To equip the students with automation skills on excel
Å To get more job opportunities available in market

Here are a few job roles that advance Excel holds for you -
MIS executive
Knowledge of Excel is a prerequisite for anyone who wants to work as an MIS executive. Depending from 
department to department, MIS (Management Information System) executives' job role differs. Usually, they keep 
a record of everyday tasks, create monthly, quarterly, and annual reports, and keep their managers updated about 
the work progress. MIS executives have to deal with a huge amount of data and to do so, they learn Excel 
formulas and features like calculations, sum function, absolute and relative references, rounding numbers, and 
auto filter on Excel.



Project managers or coordinators
Whether it's an IT or construction industry, project managers are everywhere. From managing vendor lists, financial 
records, generating reports to keeping an eye on everyday operations, project managers have to be on their toes. They also 
have to allocate the resources properly and manage the employees to ensure efficient and effective working. While there is 
a lot of data that project managers have to work on, Excel turns out as a chief companion. Knowledge of Advanced Excel 
allows them to sort, organise, and manage the data effectively while ensuring minimal wastage of resources and manpower.
Market research analysts, digital marketers
For every business, audience and competitor analysis is a must. Market research analysts and digital marketers align their 
creative and analytical skills to do thorough research on market trends, competitor campaigns, and audience demographics, 
psychographics, and purchase patterns. Excel allows the professionals to organisethe gathered data, analyse, interpret, and 
present the information in an easily understandable form. Graphs, charts, and other visualisationtools available in Excel 
allow them to present complicated data aesthetically.
Apart from these, accountants, auditors, administrative assistants, office clerks, cost estimators, educators, financial 
analysts, bankers, loan officers, and sales, marketing, and training analysts are few other roles which demand professionals 
skilled in Microsoft Excel.

Now a days, many jobs require advanced Excel skills. Naturally, you are interested to know what are these Advanced 
Excel Skills?
Advanced Formulas-formulas like SUMIFS, SUMPRODUCT, INDEX, MATCH, LOOKUP formulas
Data, Power Query, Tables & Formatting-Advanced Excel users know how to gather, structure & present their data so 
that it looks impressive. Good understanding of Excel features like Power Query (Get & Transform Data), Tables, cell 
styles, formatting options is necessary to make awesome Excel workbooks.



Conditional Formatting-Conditional formatting is a powerful feature in Excel that is often underutilized. By using conditional formatting, you 
can tell Excel to highlight portions of your data that meet any given condition. For example: highlighting top 10 customers, below average 
performing employees etc. While anyone can set up simple conditional formatting rules, an advanced Excel user can do a lot more. They can 
combine formulas with conditional formatting to highlight data that meets almost any condition.

Advanced Charting-There is no use if all your analysis is buried in a massive spreadsheet. Advanced users of Excel know that by using charts, 
we can communicate effectively and present results in a stunning manner. The skills required for advanced charting are,Knowinghow to pick 
right type of chart for any situation Ability to combine various charts in to one
Use features like in-cell charts & conditional formatting charts Ability to set up dynamic & interactive charts Use sparklines

Pivot Tables & Pivot Reporting-Pivot tables & pivot reporting allows us to analyze massive amounts of data & answer questions with just a 
few clicks. Advanced users of Excel are very familiar with various features of Pivot tables & can use them really well. Some of the advanced 
pivot table features are ςrelationships, multi-tale pivots, grouping, slicers, measures (Power Pivot) & summary by different type of metrics.

VBA & Macros-9ȄŎŜƭΩǎ ƻǿƴ ƭŀƴƎǳŀƎŜ ςVBA, allows us to give instructions to Excel to get things done. This is a simple, but extremely powerful 
ǿŀȅ ǘƻ ŜȄǘŜƴŘ 9ȄŎŜƭΩǎ ŦǳƴŎǘƛƻƴŀƭƛǘȅΦ !ŘǾŀƴŎŜŘ ǳǎŜǊǎ ƻŦ 9ȄŎŜƭ ŀǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ±.! ϧ Ŏŀƴ ǿǊƛǘŜ ƳŀŎǊƻǎ ǘƻ ŀǳǘƻƳŀǘŜ ǘƘŜƛǊ Řŀȅ ǘo day work, thus 
saving countless hours of time & money.

Data Tables, Simulations & Solver-Excel has many powerful & advanced features packaged in to it.
Data tables: help us model practical problems & analyze massive amount of data for a solution.
Solver: helps us model practical problems & find a solution by iterating thru all possibilities. For example, finding cheapest way to ship goods 
from one location to another.
Simulations: We can simulate real world data & situations in Excel using various random functions & statistical methods.
Forecasting: Create time-series forecasting to analyze seasonal trends and predict future values.
Trend analysis: We can use built in functions & charting features to understand trend& forecast values from available data.



( Skill Enhancement Course )

Python SEC Course Co-Ordinators in DRC :For details please contact:

×Dr. Omwati Rana (Physics Department) (9891514815)

×Dr. Poonam Lakhotia (Mathematics Department) 
(9654813463

SEC Courses Available on Python In DRC:

üPython SEC-1: Analytics/Computing with Python

üPython SEC-2: Essentials of Python

üPython SEC-3: Programming with Python



What is Python?

ÅPython: A computerprogramminglanguageoften used

for data analysis, to build websites& softwaresand

automatevarioustasks.

ÅOne of the most popular programming language in

recentyears.

ÅPlatformindependentcode.

What is Python?

What is Python ?



What is Python?

ÅExtremelyversatilelanguage.

ÅSyntaxis clear,easyto readandlearn(beginnerfriendly);

ÅOpensourcesoftware

ÅSimply extendablevia C/C++, wrappingof C/C++ libraries.

ÅComprehensivestandardlibrary for many tasks.

ÅLarge andactivecommunity.

What is Python?

Why Python?



What is Python?

What is Python?Python SECs : Objective and Eligibility

Objective of Courses

Å Learnbasicprogram-solving TechniquesusingComputers

Å Developlogical thinking ability to proposenovelsolutionsfor real

world problemsthroughprogramming.

Å Deepenthe empirical knowledgeon applying programmingon

businessdomains



What is Python?

What is Python?Python SEC 1-Analytics/Computing 

with Python

Benefits to students:

Ç Learn about Python main features used for financial analysts

ÇGet familiarized with Anaconda and Jupyter Notebook.

ÇAble to learn basics of Machine Learning and apply these techniques 

on Data

Syllabus

Unit I : Python

Unit 2: Pandas

Unit 3: Machine Learning



What is Python?

What is Python?Python SEC 2- Essentials of Python

Benefits to students:

ÇUnderstanding of Python Programming will improve.

ÇAble to improve develop, document and debug modular Python 

programs

Ç Improve the understanding of basics of Machine Learning and apply 

these techiques on Data

Syllabus

Unit 1: Inroduction of Python, Program,flow and Function and modules

Unit 2: Exceptions Handling, Generators and Iterators

Unit 3: Data structure, collections, writing GUI, Database Access and 

Network Programming

Unit 4: Regular, Thread and Accessing API Essential and DJANGO



What is Python?

What is Python?

Python SEC 3-Programming with 

Python

Benefits to students:

ÇAble to interpret basic representation of Data structures and 

sequential programming 

ÇAble to work out using Core data structures as list, dictionaries tuple 

and sets

ÇAble to handle modules, error, constructs for unanticipated states/ 

inputs

Syllabus

Unit I:  Introduction Python and computer

Unit 2: Data types and Control structures

Unit 3: Modularization and classes

Unit 4: Data structures and Object oriented design



What is Python?

What is Python?



Skill Enhancement Course:

Basic IT Tools

FOR DETAILS PLEASE CONTACT:

MS ISHA BHATT (COMMERCE DEPARTMENT) (9868287588)
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Basic IT tools

u Introduction to Spreadsheets

u Data analysis in Spreadsheets

u Word Processing

u Databases
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Learning Objectives

u To enable students develop It Skills that are pre -requisite in todayõs work.

u To equip them with basic computing skills that will enhance their 
employability in general

u To enable the student to analyse and present information in a meaningful 
manner

16



Learning Outcomes

u After studying this course students will be able to use word processor to 
generate documents with appropriate formatting, layout, review and 
referencing.

u Students will be able to manage data in worksheets and workbooks and 
analyze it using spreadsheet functions and inbuilt formulas.

u Students will be able to draw analyses on data using spreadsheets to make 
decisions.

u Students will be able to make meaningful representations of data in the form of 
charts and pivot tables.

u Students will be able to manage data in database tables and use the same for 
generating queries.

17



Job Opportunities

u 1. Financial Analysts

u 2. Retail Store managers

u 3. Project managers

u 4. Business analysts

u 5. Data Journalists

u 6. Accountants

u 7. Secretary

u 8. Court reporter

u 9. Typist

u 10. Database administrator and many moreéé

18



Business Communication

uFor Details please contact:

uMr Hritanshu Jeph(Commerce department) 

(9971485613)
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Business Communication

Communication

The act of sharing or
exchanginginformation, ideas
or feelings.

These include face-to-face
conversations,telephonecalls,
text messages, email, the
Internet (including social
media such as Facebookand
Twitter), radio andTV, written
letters,brochuresandreports.

Types of Business 
Communication

ÅUpward:Sales Reports, 
Surveys etc.

ÅDownward:Procedures and 
practices, Performance 
feedback forms etc.

Internal

ÅUpward:Annual Reports, 
Magazines etc.

ÅDownward: Product training 
and support communication.

External



1. Introduction to the essentials of 
Business Communication

2. Effective Writing

3. Report Writing

4. Business Correspondence and E-
Correspondence 

5. Spoken English and Oral 
Presentation

Contents of the Course



Significance of the course

üTo train studentsto enhancewritten as well as oral

communicationin thecorporateworld.

üTo help studentsin understandingthe principles and

techniquesof businesscommunication.

üTo understand the use of electronic media for

communication.

üBusiness communication contributes to the

developmentof anability to influenceothers.

üIn creatingandmaintainingprofessionalrelationships.



Takeaways:

ü Explain the needfor communicationin

management.

ü Appreciatetheneedof effectivewriting

for communication.

ü Demonstratetheskill of effectivereport

writing and summarizing annual

reports.

ü Analyze businesscorrespondenceand

e-correspondence.

ü Appreciateoral presentations. preparea

financial plan, budget and manage

personalfinances.

Career 
Opportunities

Sales 
Represe-
ntative

Public 
Relations 
Specialist

HR 
Specialist

Social 
Media 

Manager



Communication in Everyday 
Life

Course offered by:

DEPARTMENT OF ENGLISH

For details please contact: Ms Trisha Mitra 

(English Department) (8826864410) 24



What is Communication in Everyday Life?

This course introduces the students to theory, fundamentals and

tools of communication and helps them to develop vital

communication skills which are important for effective

personal, social and professional interactions.

Through interactive teaching-learning process, this course

focuses on developing effective communication skills in the

students.
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Syllabus of Communication in Everyday Life   (Credits: 2)

UNIT 1: Introduction to Theory of Communication

UNIT 2: Language of Communication (Personal/Social/Group 

Communication, Verbal/Non-Verbal Communication)

UNIT 3: Speaking Skills (Monologue, Dialogue, Group Discussion, 

Interview, Public Speech)

UNIT 4 : Reading and Understanding (Analysis, Summary, Translation)

UNIT 5: Writing Skills (Report Writing, Letter Writing, Making Notes)

26



Focus under Communication in Everyday Life

ǒ Formal speech and writing

ǒ Critical thinking ability

ǒ Effective Group Discussion

ǒ Public speaking skills

ǒ Close reading and analysis

ǒ Reading comprehension

ǒ Effective communication skills

27



Communication in 
Professional Life

For details Please contact:
Dr Deepshikha Mahanta Bortamuly( 
English Department) (9868535727)



Learning Objectives 

Practical component 2, Credit 2

Primary Focus on Practice, to:

ᵞ Prepare the students for professional fields
ᵞ Inculcate fundamentals of professional/business communication
ᵞ Global Communication
ᵞ Enhance employability skills - write effective resumes
ᵞ And make them ready to  face interviews



Curriculum

Unit 1: Business communication, cross-cultural communication, 
miscommunication etc.

Unit 2: Netiquettes, audio book listening, note making

Unit 3: Speaking Skills Ɖgroup discussions, telephonic skills, job 
interviews etc.

Unit 4: Writing Skills - job oriented writing -
CV/Resume/Biodata/Linkedin Profile



Learning Outcome 

Students will be able to:

Acquire practical employability skills

Improve persuasion and negotiation skills

Improve presentation skills



Creative Writing

For details Please contact:
Dr Deepshikha Mahanta Bortamuly( English Department) 
(9868535727)



Learning Objectives

To hone the creative skills of students in:
Poetry

Fiction 

Non-fiction

Drama

- Through hands on activities



Curriculum

Unit 1: Introduction to Creative Writing, character creation, 
dialogue writing, enactment 

Unit 2 :  Close reading, discussion, practice writing 

Unit 3: Pre-writing, writing, finalising

Writing for media

Submission and publication in print/digital platforms



Learning Outcomes

Students will be:

ᵞ Sensitive to the specificities of literary language 
ᵞ Will improve on proofreading and editing skills
ᵞ Publish their own work
ᵞ Enhance observational and behavioural skills



E-Tourism
For Details Please contact:

Dr Reema Dahl ( Commerce Department) 

( 9810517137)



This course is designed to give insight to
VBusiness
VE-Business: What is it?
VStrategies
VIdeas
VTheories 

VApplication of e-Business in the Tourism sector
VUnderstanding contemporary issues in 

electronic technology
VApplying it successfully to tourism business



After doing this course you will be having 
knowledge and understanding about

VEmerging ICT tools and their impact on the 
tourism sector
VConcepts of e-tourism, travel intermediaries 

and travel websites
VImplementing  the use of social media 

platforms and artificial intelligence in e-
tourism



Syllabus 



SEC PAPER (SRLNO.11), 
FOR DETAILS PLEASE CONTACT:

DR MEGHAJAIN( COMMERCE DEPARTMENT)(8750064213) 



AIM

Finance for Everyone

Course Objectives

Thecourseaimsto equiplearnersï

ÇTo offer an integrated approach to the
understandingof conceptsand applications of
financial planning.

ÇTo help students understanding financial
planning.



CURRICULUM

Unit -1 Introduction, Financial Planning and Budgeting

Unit - 2 Banking Services

Unit - 3 Financial Services for Indian Post Office

Unit - 4 Insurance Services

Unit - 5 Stock Markets - Some Basic Concepts



RESULT

Learning Outcomes

1. To understandthe importance of financial literacy and

relevanceof financialservicesby institutions.

2. To help preparingfinancial reports such as businessplan,

budget,andpersonalfinances.

3. Awarenessto open, avail and managebank servicesand

products.

4. To comprehendas to how to open, avail and managepost

office servicesandproducts.

5. To knowlife andpropertyinsuranceproducts.

6. To chooseoptions/alternativesfor investmentin shares.



INTRODUCTION TO BLOCKCHAIN
FOR CONTACT PLEASE CONTACT: 

MSANUBHA(COMMERCE DEPARTMENT) ( 97821 00067)



LEARNING OBJECTIVES
Å To introduce the students to the basic concept of blockchain.

Å To make the students learn and implement blockchain technology.

Å To learn about distributed organizations and distributed ledgers.

LEARNING OUTCOMES
Å To understand how Ethereum transactions are validated by miners.

Å To understand Ethereum Blockchain.

Å To learn Solidity programming language to develop Smart Contracts.

Å To understand the key concepts like cryptography and public, private blockchain.

Å To gain a deep insight into Ethereum, Hyperledger and its network.



COURSE CONTENTS

Á Blockchain: Basics And Applications: Node Fundamentals, Blockchain Basics, Blockchain 

Features, Ethereum Fundamentals, Smart Contract Development In Ethereum, DappDevelopment 

In Ethereum.

Á Building A Distributed Application On Hyperledger Fabric:HyperledgerFundamentals, Fabric 

Network Setup, ChaincodeDevelopment ,DAPP Development.

Á CAPSTONE PROJECT



JOB PROSPECTS

Å Banking and Insurance

Å Cyber Security

Å Supply Chain Management

Å Forecasting

Å Healthcare

Å Transportation

Å Government

Å Insurance

Å Cloud Storage

Å Real Estate

Å Networking and Internet of Things

Å Crowdfunding




