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Business Communication for Managers is a student-friendly, practical and
example-driven book that gives students a thorough knowledge of business
communication, covering all the major communication topics included in MBA
syllabi across the country. The book teaches students how to communicate
effectively and efficiently with the help of a chapters on communication theories,
numerous exhibits, anecdotes, extensive role plays, hundreds of end-of-chapter
questions, etc. The lucid language and the easy-to-follow structure of the book
make this an invaluable resource for the MBA student.
Soft skills are the personal character traits or qualities each of us has. In other
words, soft skills refer to a person's ability to relate to others, to get him/her and
others organised, to communicate in written, spoken or other forms. Soft skills
include psycho-social abilities and interpersonal skills that help people take
decisions, solve problems, think critically, communicate effectively, build healthy
relationships, demonstrate qualities of leadership and team building, manage
time effectively, and cope with the stress and strain of life in a healthy and
productive manner. This book has been divided into two parts: Intrapersonal
skills and Interpersonal skills. Each part has 14 chapters. The uniqueness of this
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book is that besides the knowledge imparted within a chapter, the reader is
encouraged to experience of an individual who has faced such a situation
through "Impressions" and "Quiz It" to check the understanding of the chapter.
This is an ideal book for developing soft skills in a person. The modern
organisations say; it is relatively easy to infuse hard (technical skills in a person;
soft skills takes years.
This book aims to provide crucial insights into various facets of developing one's
personality, as well as to improve written, verbal, and non-verbal communication
skills. Special attention has been paid to the specific needs of a job aspirant,
such as writing of effective CVs, participation in group discussions, tackling job
interviews, and to hone one's public speaking and speed-reading skills.
The book is divided into six sections covering all the aspects of the subject,
including basics of communication, English language, listening, speaking,
reading, and writing skills. Furthermore, topics such as role of creative and critical
thinking for effective communication, inter-culturalcommunication, developing
extempore and story-telling skills, and writing and giving instructions have been
included in this revised edition.Due to its exhaustive coverage and practical
approach, this textbook is suitable for both students and professionals.
Never be at a loss for words again! Perfect your people skills with his fun, witty
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and informative guide, containing 92 little tricks to create big success in personal
and business relationships.
Our world is witnessing a major change in communication patterns, with
expanding social spheres, openness in communication and professionals
working in multicultural environments. It is crucial, therefore, that India's
workforce remains world-class, through re-training and continuous improvement,
to remain competent, competitive and successful. To create and nurture
successful professionals, the acquisition, cultivation and fine-tuning of soft skills
are highly essential in the given business paradigm. The ACE of Soft Skills is a
part of this educational process that produces top-notch professionals. Divided
into three parts-Attitude, Communication and Etiquette-this unique book provides
a broad-based coverage of what constitute soft skills. The foundations of soft
skills lie in a strong attitude; this attitude gets manifested as communication,
which gets further refined as etiquette. This book covers a wide range of topics-a
gamut of nearly 40 essential soft skills-including personal accountability, listening
skills, business proposals, and the role of small talk and humour at work. The
numerous case studies, cartoons, figures, tables and quotations not only offer an
insightful, practical and well-rounded perspective into soft skills, but also make
reading a joyful experience.
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The text material has been restructured to provide a more balanced and
exhaustive coverage of the subject.The text discusses the core concepts of
technical communication and explains them with the help of numerous examples
and practice exercises. The book also provides support for soft skills laboratory
sessions through a companion CD.With its in-depth coverage and practical
orientation, the book is useful not only for students, but also as a reference
material for corporate training programmes.
Personality Development and Soft SkillsPersonality Development and Soft
SkillsOxford University Press, USA
The book is a presentation of techniques to know, improve and develop the most
sought after attribute of a person i.e. his or her personality. It is written in a lucid and
simple language,which will be helpful not only for professionals but also for
homemakers, students and entrepreneurs.The time-tested, simple-to-follow techniques
and guidelines suggested in the book will help the reader develop a successful and
confident personality.
A command over body language has become an important skill in today's world. It is
the X-factor that completes the personalities of executives, entertainers, politicians,
celebrities, and many more. After the thumping success of the previous edition of Body
Language: A Guide for Professionals, SAGE has come out with this exciting third
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edition. Since the last edition of this book more than a decade ago, Internet and media
have brought renewed interest to non-verbal communication, particularly to body
language. The author has painstakingly combed through the existing text and has
extensively researched online resources to add new insights to this edition, making it a
cutting-edge reference on the subject. Some of the significant new features of this
edition are: - Latest developments in the field of non-verbal communication - Extra
details that add greater depth, clarity and comprehensiveness to the text - Modern-day
observations of human behaviour and body-talk - Coverage of typical Indian gestures
where relevant - A new section on 'Body Language in Sleep' - Additional practical tips
and suggestions The reader is also challenged with tests and practice sessions that
help develop special skills to interpret body language. With its various improvements,
this edition presents a systematic, in-depth, and comprehensive approach to body
language.
The author discovered the power of a positive attitude! Jeff Keller began an intensive
study of personal growth principles. You, too, have the ability to transform your own life
and soar to new heights of success and fulfillment.
What does it take to be a successful communicator? Just about every job requires
excellent communication skills. To get ahead at work you need to be able to express
yourself clearly and understand the feelings, needs and intentions of others. So how
can you make sure other people understand you and that you respond appropriately to
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other people? Whether it’s giving a presentation, getting your point across in a
meeting, or understanding the effects of body language, the proven tips and techniques
provided in this book will get you communicating more effectively and successfully in no
time! Explain yourself clearly, and get your point across easily Know what to say to help
others open up to you Feel confident about communicating with a wide range of people
This book Soft Skills is like a companion, guiding the students, young men and women,
at every step in the job market and corporate personnel.Soft Skills have become
absolutely essential, both for the growth and success of an individual as well as the
organization.
Solve the number one problem with today's young workforce—the soft skills gap The
number one challenge with today's young talent is a problem hiding in plain sight: the
ever-widening soft skills gap. Today's new, young workforce has so much to offer—new
technical skills, new ideas, new perspective, new energy. Yet too many of them are
held back because of their weak soft skills. Soft skills may be harder to define and
measure than hard skills, but they are just as critical. People get hired because of their
hard skills but get fired because of their soft skills. Setting a good example or simply
telling young workers they need to improve isn't enough, nor is scolding them or
pointing out their failings in an annual review. However you can teach the missing
basics to today's young talent. Based on more than twenty years of research, Bruce
Tulgan, renowned expert on the millennial workforce, offers concrete solutions to help
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managers teach the missing basics of professionalism, critical thinking, and
followership—complete with ninety-two step-by-step lesson plans designed to be highly
flexible and easy to use. Tulgan's research and proven approach has show that the key
to teaching young people the missing soft skills lies in breaking down critical soft skills
into their component parts, concentrating on one small component at a time, with the
help of a teaching-style manager. Almost all of the exercises can be done in less than
an hour within a team meeting or an extended one-on-one. The exercises are easily
modified and customized and can be used as take-home exercises for any individual or
group, to guide one-on-one discussions with direct-reports and in the classroom as
written exercises or group discussions. Managers—and their young employees—will find
themselves returning to their favorite exercises over and over again. One exercise at a
time, managers will build up the most important soft skills of their new, young talent.
These critical soft skills can make the difference between mediocre and good, between
good and great, between great and one of a kind.
Life skills are essentially individual abilities that help in promoting mental well-being and
competence in people to deal with the various situations in life. This book presents
various aspects of life skills, including communication, self-analysis, self-development
and study habits. These are crucial elements in determining one's personal and
professional growth. Written in an interactive style, this course book will help students
inculcate the various life skills and enhance their acceptability and growth in this highly
Page 7/22

Acces PDF Personality Development Barun K Mitra
competitive world.
Results Are Rewarded, Efforts Aren't Bestselling author Shiv Khera reveals the secrets
of every successful sales professional, and explains clearly and simply why 'Results
Are Rewarded, Efforts Aren't'. You Can Sell teaches you how to gain a thorough and indepth knowledge of the business world, a clearer understanding of the tasks at hand
and, ultimately, how to sell your way to success. This book explains how you can: ·
Gain success and avoid pitfalls; · Meet and exceed goals; · Establish credibility and
grow; · Gain a competitive edge; and · Understand the qualities of a winning
professional.

This is a very timely book. With the world still reeling from the aftershocks of the
global credit crunch . Professor M.S Rao offers a number of extremely useful
maps to young people who need to navigate the territory of creating their own
success in organizational life. He also offers practical help to the reader to
develop the soft skills that are so vital in developing effective working
relationships. - Anne Gimson, Managing Director, strategic Developments
International Limited U.K. and Editor, Development & Learning in Organization –
An international journal. Here is a book which fills a certain vacuum, Professor
M.S. Rao unravels the significance of soft skills and provides guidelines to
acquire them. A must-read book for all aspiring managers. Vinod K. Dikshit
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Managing Editor – Indian Edition, Leadership Excellence. "The Direction in which
education starts a man will determine his future". – Plato Currently there is a wide
chasm between the campus and the industry. There is vast gap between the art
and the craft. The book helps in connecting the campus with the corporate by
bridging the gap between the campus and the industry and by blending both the
art and the craft. It helps you understand and appreciate both soft and hard skills.
It differentiates between unemployability and unemployment. It enlightens you
about the expectations of employers. It equips you with tools and techniques to
enhance your employability. Finally it builds your confidence and competence to
bag your coveted job. The book is divided into three sections. Section I deals with
various aspects of soft skills and what constitutes soft skills. Section II outlines
the current challenges in the Indian educational system. Section III emphasizes
on overcoming the challenges. It unveils the secrets and strategies in enhancing
employability. The book concludes that an integrated and coordinated approach
by all the stakeholders such as educational institutions, educators, students,
recruiters and parents is essential in enhancing employability among youth. The
book is beneficial to all those who would like to enhance their employability skills
and also to educators, employees, educational institutions, recruiters and above
all students.
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Over The Years This Book Has Earned A Name For Itself Because Of The
Completeness Of Coverage And Simplicity Of Presentation. All The Topics Have
Been Dealt With In Great Detail And Depth. In The Revised Edition, New
Thoughts In The Field Of Educationa
This book presents a detailed portrait of the contours of South-South
collaboration in the health biotechnology sector. In particular, it casts revealing
light on the factors that guide effective scientific partnerships and exchanges.The
key findings indicate that the level of South-South collaboration among
researchers in health biotechnology remains low but is slowly increasing and that
entrepreneurial collaboration seems to be more prevalent. Collaboration has
helped to extend capacity in health biotechnology research, manufacturing, and
innovation to an increasing number of developing countries.
'Durgeshnandini' is the first novel of Bankim Chandra. It refers to the beloved
daughter of the master of Fort Mandaran, Birendra Singh. Fort Mandaran was an
estate near Bishnupur of United Bengal, constructed by Pathan Sultan Hussain
Shah's commander-in-chief Ismail Ghazi. After the Pathans were driven away by
Mughal Emperor Akbar, by turn of historical events, the estate came under the
control of Hindu commander Jaidhar Singh. Birendra was his natural heir, who
before taking it over, had served in Akbar's army as a commander himself. The
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novel unfolds a saga of Pathan Sultan Katlu Khan's repeat attempts to enter and
conquer the Banga province. To crush him and his ambition, Emperor Akbar had
sent his most trusted and valiant courtier Raja Man Singh to take charge of
Banga and rescue people from Pathans' tyrannious atrocities. Raja Man Singh
sent his valorous son Jagat Singh to crush the Pathans. While growingly
successful at the job in many small guerrilla-type battles, by turns of events,
Jagat Singh encounters Tillottama and both fall in love at first sight. How, due to
an inadvertent move, both of them came under captivity of the marauding Pathan
Sultan and later earned their freedom, have been described in a captivating style
of desanskritised idioms.
This much improved revised edition of the book takes into account the needs of
the student in the context of the present curricula followed in various universities
and English language teaching institutes. This edition therefore devotes a new
chapter to Assimilation, a section to Tones in relation to Attitudes, and highlights
certain important aspects of pronunciation, such as rules of word
accentuation.Starting with general phonetics, the book goes on to give a brief
functional account of general phonology and then a selective and yet fairly
exhaustive description of the phonetics and phonology of English. It also provides
a number of conversational passages in phonetic script as well as in ordinary
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spelling for practice in reading aloud. What sets this text apart is its novelty of
approach and lucidity of treatment. English pronunciation is followed as per the
"Received Pronunciation of England". This text is specially designed for
postgraduate students of English, undergraduate and postgraduate students of
Linguistics, and for those undergoing secondary and tertiary level teachers'
training programmes in English.
This high-impact book has been written by an experienced industry professional
with a corporate perspective. The author is a Master Trainer who approaches the
soft skills training from the point of view of a corporate soft skills training. Written
in a business storytelling format, the training in the book is imparted by a skillful
industry leader. This has not been written as the theoretical exercise. No boring
theory, no wasted time! Rather, each chapter has been approached as a working
session: Imparting soft skills by solving real problems and discussing workable
solutions which the reader can apply immediately and keep for life. The structure
of the book is in the form of a Personal Development Compass developed by the
author. Just as a compass guides travelers through their journey and helps them
to reach their destination, in the same way, the Personal Development Compass
too guides the reader to navigate their way through the maze of the different soft
skills and help them to polish their personalities. The methodology applied is
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`Learning-By Doing': This approach can be summed up as follows: `Educate
Briefly-Then Train at Length'- On other words, less focus on theory, more realworld action, and solutions. The training imparted in the book starts with the
Personality Development objective in mind and then facilitates and demonstrates
methods to achieve those objectives.VERTICAL 1: Theme:
CONFIDENCEHeadings: RELATIONSHIPS & WELL-BEINGThis vertical helps
the reader in gaining the mental strength, motivation & confidence to approach
their lives with a Positive Mental Attitude. The ability to be optimistic even in dire
situations enables them to develop Emotional Intelligence and have meaningful
relationships with their peers and colleagues, paving the way for the next level of
Competence.VERTICAL 2: Theme: COMPETENCEHeadings:
COMMUNICATION & CAREERGood Communication is a huge demand from
recruiters and employers today. In fact, it is a pre-requisite for success. Effective
Communication helps the reader to get a head start in their careers. They are
able to think fast and creatively, impress and convince others of their point of
view, they develop good listening skills thereby gaining an edge over others.
They become the candidates of choice for promotion and progress.VERTICAL 3:
Theme: COURTESYHeadings: ETIQUETTE & HABITSThere is a popular saying:
The First Impression is the last Impression. A good first impression is created
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through effective habits and an ability to say the right thing at the right time to the
right person. To develop these skills, the reader learns to exhibit appropriate
behavior in all situations: personal and professional. Sustained behavior
becomes a habit. This then becomes part of the reader's basic nature. A Good
professional need to have strong Language skills. Recognizing this need, the
book has a section in every chapter that highlights important words and Business
phrases used in the corporate industry along with their meanings.ContentsSoft
Skills: An OverviewEmotional IntelligenceSelf-Image ManagementTeam building
and cooperationTime Management and Goal SettingCommunication SkillsVerbal
Communication Part 1Verbal Communication Part 2Non-Verbal
CommunicationLevel 2: CareerLevel 3: Courtesy & HabitsResume Writing & Job
ApplicationsGroup DiscussionPersonal Interviews and Interactions
Expert advice on every aspect of grooming. Learn secrets of style for both indian
and western corporate attire. This book effectively shows you how to put your
best foot forward and dress for success at every occasion. From formal fashion,
power dressing, accessory matching, colour co-ordination to hair and grooming
This edited volume brings together a diverse group of environmental science,
sustainability and health researchers to address the challenges posed by global
mass poisoning caused by arsenic water contamination. The book sheds light on
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this global environmental issue, and proposes solutions to aquatic contamination
through a multi-disciplinary lens and case studies from Bangladesh and India.
The book may serve as a reference to environment and sustainability
researchers, students and policy makers. Part one of the book describes the
issue of arsenic contamination in ground water and river basins, including its
source and distribution in specific locations in India. Part two explains the routes
of exposure to environmental arsenic, its transport in aquatic ecosystems, and
the health risks linked to arsenic exposure in food and the environment. Part
three addresses sustainable arsenic contamination mitigation strategies and
policies, the socioeconomic, demographic, cultural and psychological aspects of
arsenic contamination, and the potential applications of GIS and remote sensing
in providing solutions. Part four concludes by discussing the role of local and
regional institutions in water resources management for a variety of issues
including but not limited to arsenic contamination, and presents a case study in
the Indus river basin in Pakistan to propose future contamination mitigation
strategies.
?At Job Interviews ? On The Job ? In Business ? In Personal Life WHAT THIS BOOK
CAN DO FOR YOU 1. Elevate your Ordinary Communication into Effective
Communication. 2. Add a touch of excellence to your Interpersonal Skills. 3. Make your
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Analytical Ability sharp-focussed and result-oriented. 4. Help you master the Art of
Learning. 5. Train you to reap more rewards from your Time Management Skills. 6.
Bring you prosperous results from your Positive Thinking. 7. Help you Set the Goals
and Get the Results. 8. Mould your Creative and Innovative Skills. 9. Improve your
Personal Hygiene and Personal Grooming. 10. Unleash the incredible power of your
Enthusiasm. 11. Annexure I: Common Mistakes in English and Their Corrections. 12.
Annexure II: Do's and Don'ts for Successful Job Interviews Overall, it could make you a
Better You!
Effective Technical Communication is designed to serve as a practical guide and useful
resource for scientists, engineers, and researchers. It addresses the need of
practitioners engaged in the exchange of techincal information to effectively share their
ideas with, and make impact on, their peers. The book provides guidelines, technical
conventions, and graphical and visual aids for communicating effectively. It discusses
the use of scientific vocabulary and various forms of writing, starting from simple forms
such as paragraph and precis writing to more advanced forms such as scientific and
engineering reports and papers. Written in an wasy-to-understand style, the text is
supported with numerous illustrative examples. The correct use of language, the dos
and don'ts of communication and the effective use of speech communication have also
been discussed in detail.
An analysis of gender and property throughout South Asia which argues that the most
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important economic factor affecting women is the gender gap in command over
property.
We have long been taught that emotions should be felt and expressed in carefully
controlled ways, and then only in certain environments and at certain times. This is
especially true when at work, particularly when managing others. It is considered
terribly unprofessional to express emotion while on the job, and many of us believe that
our biggest mistakes and regrets are due to our reactions at those times when our
emotions get the better of us. David R. Caruso and Peter Salovey believe that this view
of emotion is not correct. The emotion centers of the brain, they argue, are not
relegated to a secondary place in our thinking and reasoning, but instead are an
integral part of what it means to think, reason, and to be intelligent. In The Emotionally
Intelligent Manager, they show that emotion is not just important, but absolutely
necessary for us to make good decisions, take action to solve problems, cope with
change, and succeed. The authors detail a practical four-part hierarchy of emotional
skills: identifying emotions, using emotions to facilitate thinking, understanding
emotions, and managing emotions—and show how we can measure, learn, and develop
each skill and employ them in an integrated way to solve our most difficult work-related
problems.
The 31 practical tips and techniques in this book will teach you how to live each
moment, each hour and each day to the fullest. By the simple expedient of making you
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follow one tip a day, each day the book takes you one step closer to becoming a better,
more successful, happy and contented human being.
This text book focuses on helping the students to develop skills in all the four
dimensions of communication, namely listening, speaking, reading, and writing. While
maintaining a practice-oriented approach, the book also provides a comprehensive
review of the principles of technical communication. Simple presentation, step-by-step
discussion, use of examples, and the practice modules will help students in mastering
the subject.
This enlightening book brings together the work of gender and forestry specialists from
various backgrounds and fields of research and action to analyse global gender
conditions as related to forests. Using a variety of methods and approaches, they build
on a spectrum of theoretical perspectives to bring depth and breadth to the relevant
issues and address timely and under-studied themes. Focusing particularly on tropical
forests, the book presents both local case studies and global comparative studies from
Africa, Asia, and Latin America, as well as the US and Europe. The studies range from
personal histories of elderly American women’s attitudes toward conservation, to a
combined qualitative / quantitative international comparative study on REDD+, to a
longitudinal examination of oil palm and gender roles over time in Kalimantan. Issues
are examined across scales, from the household to the nation state and the global
arena; and reach back to the past to inform present and future considerations. The
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collection will be of relevance to academics, researchers, policy makers and advocates
with different levels of familiarity with gender issues in the field of forestry.
Translated into more than 40 languages and 44 published editions, "The Adventures of
Jonathan Gullible" has won numerous awards and has been endorsed by Steve
Forbes, Walter Williams, John Stossel, Mark Skousen, and Austrian-School economists
and educators throughout the world.

The book deals exhaustively with the varied nuances of etiquette and good
manners for all important occasions. A handy guide for people of all age-groups
to constantly cultivate the acumen for polished behaviour, in order to outshine in
all spheres of life. Children are inquisitive and imitative by nature. Let their
perception absorb the bonhomie, cheerfulness and courtesy all around for an
overall growth of their personalities.
The definitive guide to using this ancient psychological system to gain selfknowledge and achieve personal growth—now expanded and revised. The
Enneagram is an extraordinary framework for understanding more about
ourselves. No matter from which point of view we approach it, we discover fresh
conjunctions of new and old ideas. So writes Don Riso in this expanded edition of
his classic interpretation of the Enneagram, the ancient psychological system
used to understand the human personality. In addition to updating the
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descriptions of the nine personality types, Personality Types, Revised greatly
expands the accompanying guidelines and, for the first time, uncovers the Core
Dynamics, or Levels of Development, within each type. This skeletal system
provides far more information about the inner tension and movements of the nine
personalities than has previously been published. This increased specificity will
allow therapists, social workers, personnel managers, students of the
Enneagram, and general readers alike to use it with much greater precision as
they unlock the secrets of self-understanding, and thus self-transformation. “No
Enneagram teachers I’ve come across offer such a rich and dynamic picture of
how each personality type expresses itself in the world, and the process by which
we can move through progressive stages of psychological and spiritual
growth.”—Tony Schwartz, author of What Really Matters: Searching for Wisdom
in America
I was hired by a major university to teach recently released offenders how to
become employed. I walked into my first class intending to follow the lead of all
the other job training programs in the city, which was teaching the students to
properly fill out applications, write resumes, facilitate mock interviews, and locate
employment opportunities. After the first couple of classes, most of the students
were either not paying attention or sleeping. I quickly realized my presentation
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needed to be interesting, challenging, beneficial, and actually guide the
participants on how to remain employed. However, I was unable to find any
published material for teaching new hires the soft skills necessary to keep a job.
This workbook is a compilation of the soft skills class material I have developed
over an eighteen year period. I have used this material with great success and
have taught soft skills in schools, inner-city church programs, nonprofits, and
government funded job training programs. It is a unique collection of essays,
exercises, quotes, and maxims that will give students a realistic perspective on
work-related expectations and the expectations of the supervisors who hire them.
It will help students develop their problem solving skills, guide them in making
appropriate decisions, and create a desire to plan out goals and achieve them.
The workbook style is challenging and playful, serious and engaging and a
stepping stone to developing the cognitive skills necessary to quash unproductive
thinking and self-defeating emotional behaviors.
Life skills are essentially individual abilities that help in promoting mental wellbeing and competence in people to deal with the various situations in life. This
book presents various aspects of life skills, including communication, selfanalysis, self-development and study habits. These are crucial elements in
determining one's personal and professional growth. Developed in accordance
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with the new syllabus of the West Bengal Council of Technical Education and
written in an interactive style, this course book will help the students inculcate the
various life skills and enhance their acceptability and growth in this highly
competitive world. KEY FEATURES • Opening Case Study in every chapter,
along with case-analysis-based class discussion, to encourage students to apply
their analytical skills • Assess Your Understanding to test understanding and
assimilation of the information shared in the passages • Story Time with short,
interesting stories that allow learners to develop critical thinking skills from the old
classics • In-class Team Activity in the form of role plays, debates, discussion,
etc • Experiential Learning to gauge the students' understanding of the concepts
and to measure how much of the learning they are able to apply in real life
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