
Code: 17PHRC31 

Objective: 

Unit: I 

Unit: II 

Unit: III 

Unit: IV 

Unit: V 

Core IX 

To impart to the students the basic and clear understanding of Management iniomet System. 

Text Book: 

SEMESTER III 

Introduction to MIS: 

Hrs/Week: 6 
Management Information System 

Decision Support Systems: 

Definition. Nature and Scope. Characteristics. Structure and 1ypes o 
DBMS: Definition, Organisation of database.Objectives of DBMS Dn 

strueture and Advantages and disadvantages of DBMS. 

Planning and Control: 

Hrs/Sem:90 

Decision Making: Concept,-Simon's Model of Decision Making-Iypes o1 

Decisions, Methods for Decision MakingDecision Making and role of MIS. 

Decision Support System, Business Intelligénce. Knowledge Management 

systems. 

E- Commerce: 

Need, Importance and Planning Terminologies. Nolan stages Model. Creating 

an IS planHumans as information processorsdS control. 

System Design, Imnplementation and Evaluation: 

commerce 

Credits: 4 

Conceptual system design, Detailed system design. Implementation process. 

Evaluation approaches, Models used in evaluation and System Maintenance. 

Books for Reference: 

Definitioncategories of e-commerce,- e-commerce sales life cycle, e 
payment systems,e-commerce 

infrastructure,e-commerce 

applicationse e-business, e-governance, Security issues. EDI Format. 

Innernational protocol, Social, Political, and Ethical Issues in the lnformation 

Age. 

D.P. Goyal: Management Information System, Vikas Publishing House Pvt. LId, Delhi. 

1. Davis: Management Information System 



Core XIII 
Code:17PHRC41 

Objectives: 

Unit I 

Unit Il 

Unit II 

To impart knowledgc on principles of Communication. 

Unit IV: 

Hrs. / Weck: 6 
SEMESTER IV Communication or Managers 

Communication. 
Introduction to Managerial Communication: Communication: Definition - Purpose- Process T'ypes - Principles - Barriers to 

Hrs/ Sem: 90 

Soft Skills: Definition-Kinds -Ways to develop Soft Skills. 
Non-verbal and Oral Communication: Nonverbal: Definition Characteristics -Sign Language -Body language (Kinesics) Kinds of Kinesics Paralanguage Communication through 
Personal Appearance (Artifactual ) - Time Language Communication - Positive and Negative Non-Verbal Clues. 

Written: Meaning 
Written Communication 

Stages of Writing 

Speeches: Meaning � Characteristics of a g0od Speech - Steps to deliver a good 
Speech - Guidelines for delivering Speech. 
Presentation: Purpose - Types - Factors affecting Presentations - 4-S of Effective 
Presentation. 

Credits: 4 

Memorandum: Meaning - Memo Format -

Advantages of memo forms. 

Importance - Characteristics of written communication 

Circulars: Meaning- Purpose- Writing Circulars 

Notices: Meaning - Writing Notices 

Functions of Non-verbal 

Business Letters: Functions - Types 

business letter. 

Electronic Communication 

Writing Business Memos 

Parts of a business letter -Format of a 

Internet: Meaning of Network - Business uses of the Internet - Meaning of LAN 

- Meaning of Intranet and Extranet - Meaning of World Wide Web - Meaning of 

Website - Types of Search Sites - Meaning of Blog -Types of Blogs - Different 

Modes of Online Communication - Threats to the Internet - Meeting the Threats. 

Telecom Technology: Video Conferencing - Interactive Voice Response System 



Unit V 

Text Book: 

Report Writing: 

of a Good Report -Types of Report - Preparing a Report- Organisation of a 
Report: Meaning - Importance - Functional Areas of Reports -

Characteristics 
report - Steps in writing Short reports - Structure of Long reports - Principles of 

�rafting a report - Structure and contents of A nnual Report. 

Notification: Meaning 
Agenda : Meaning - Specimen Agenda of an Annual General Meeting 

Minutes: Meaning- Importance - Types - Practice to write Minutes of 

Resolutions - Difference between Minutes and reports - Specimen Minutes of an 
Annual General Meeting. 

1. Rajendra Pal , J.s. Korlahalli , Essentials of Business Communication, Sultan Chand ao4 
Sons, New Delhi 

2. R.C. Bhatia , Business Communication, Ane Books Pvt. Ltd 
Books for Reference : 

1. M.V. Rodrigues, Effective Business Communication, Concept Publishing Co, New Delhi 
2. John V, Thill and Court Land L. Bovee, Excellence in Business Communication, Mc 
Graw Hill Publications. 
3.Hetra Murphy, Herbest W. Hilde, Executive Business Communication, Mc Graw Hill 
Publications. 



Unit I 

Objective: 

('nit II 

Unit III 

Unit IV 

Core XV 

Unit V 

Code: 17PHRC43 

Text Book: 

counselling. 

Counselling 
Introduction to Counselling: 

SEMESTER IV 
Industrial Counselling Hrs/Week: 6 

To enable the students to understand the problems faced by the employees and the need for 

Counsellors. 
Definition - Meaning Objectives - Principles - Techniques - Different approaches - Theoretical aspects of Counselling. Assertiveness and nterpersonal skills for 

Hrs/Sem:90 

Counselling Types and Individual and Group Counselling 

employee counselling. 

Employee Counselling and Mentoring: Employee counselling: Definition 

Types of counselling � Directive - Non-directive and Eclectic counselling - counselting process. Individual and Group Counselling - differences between individual and group counselling - Leaders' role in Group counselling. 

Credits: 4 

Employees Problems in Industries: 

Principles - Functions - Goals - Pre-requisites for 

Employee counseller: Qualities of a counseller -Role of Employee counseller -Functions of Employee counseller. 
Mentoring � Definition � Meaning - Concept -Objectives - Responsibilities of a mentor -Manager's skills as a mentor approach. 

Employee's problems in industry: Causes - Remedial steps Deviant behaviour among workers - Emotionally disturbed - Psychotic and neurotic employees - Alcoholics and drug addicts - Chronic absenteeism - Problem of Indiscipline in Industry - Management of 
problem workers. 

DYug Abuse, Preventive and Performance Appraisal Counselling: 
Drug abuse counselling - Preventive and Curative - referral service to experts. Indicators of 
preventive counselling; late coming; avoiding responsibility, lack of initiative, delay in work. 
Performance appraisal counselling: Meaning - Features - Process. 

I.Indu Dave, 1983.The Basic Essentials of Counselling, Sterling Pvt Ltd.,. New Delhi 

30 



Books for Reference : 
1. Dr. Shah Alam, Basics of Guidance & Counselling. 
2. Kochnar, S.K. 1979, Guidance and Counselling. Sterling Pub.Pvt.Ltd.. 



 

SEMESTER I 

    Elective I                                      Managerial Skills 

Code: 17PHRE11 Hrs/Week: 6 Hrs/Sem: 90 Credits: 5 

 

 

Objective:  

 To give a clear understanding of managerial skills. 

 

Unit 1 Introduction to Management:  

 Introduction to Management –Meaning- Definition- Management Functions – 

Roles of Manager– Levels of Management -Managerial Skills - meaning –

conceptual Skill – technical Skill – Human Relation Skill.  

 Development of Management Thought – Early Classical Approaches – Neo – 

Classical Approaches – Modern Approaches. 

 

Unit II Planning and Organizing Skills 

   Planning – Meaning of Planning- Types of Plans- Process of Planning – Making 

Planning Effective  

   Organization-Process of Organizing-Formal and Informal Organization-

Organizational structure 

 Departmentation - Authority-Delegation-Decentralization   

             

Unit III Decision Making Skill ,Co-ordination Skills and Control Skills 

 Meaning of Decisions – Types of Decisions – Common Difficulties in Decision 

Making 

Co-ordination – Need, Type and Techniques - requisites for excellent  

Co-ordination – 

Controlling – Meaning and Importance – Control Process. 

 

Unit IV Leadership and Communication Skills 

 Leadership – Meaning – Types – Differences between a Leader and Manager – 

Characteristics of Leadership – Functional of a Leader  

 Commununication – Definition – Purposes of Communication –Forms of 

Communication – Communication Process 

 

 

 



Unit V Conflict Management 

                         Conflict Management – Levels of Organization Conflict – Stages of Conflict – 

Causes of Inter – Group Conflict –  Management of Conflict 

   Organization Change  - Need for planned change – Strategy for planned change 

– Organization Development. 

Text Book 

P.C. Tripathi& P.N. Reddy, Principles of Managements – Tata Mc. Graw Hill-New Delhi. 

Reference Book 

1. L.M. Prasad, Principles & Practice of Management, Sultan Chand & Sons - New Delhi  

2. C.B. Gupta, Management Theory & Practice – Sultan Chand & Sons – New Delhi 
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-
·- -- ·- - SEMESTER I -

- = Principles of Mnnagcrnent CoNl Credits: 4 -
Code: l 9Pi-lRC 11 llrs/Wcclc 6 I-I rs/Scm! 90 -

Vision: To emible the students to learn the basic principles, concepts and functions of mana~ 

along ,vith the 1nodem trends and apply them to real life situations. 
Mission: To develop an understanding of the functions of management and to equip the students 

with behavioral skills in managing people at work. 

Course Outcome 

ca Course Outcome PSOs CL 

No. On completion of this course students will be able to Addressed 

C0-1 Understand the managerial function, role of manager 1,3,5 Un 

and managerial skills. 

C0-2 Gain Knowledge on the development of managerial 1 Un 

thought. 

C0-3 Examine the concepts of planning to make planning 1,3 An&Cr 

effective. 

C0-4 Explain the concept of organizing and 1,3 Ap&An 

departmentat ion. 

C0-5 Gain knowledge on decision making and Co- 1,3,S Un 
ordinating . 

-

C0-6 Utilize the techniques of Control. 1,3,5 Ap&An 
C0-7 Analyse the stages of conflict and management of 1,3 Re 

conflict. 

C0-8 Identify the need, strategy for planned change and 3 Un&Ap 
organization develop1nent. 

-



---- --------------- -

SEMES-rER I - -

~o~I Pri11clple1 or Manag.crnenl 
.....-Codt: 19PHRCJI llrl/Wec~ 6 lln/Sem: 90 Cr~ils: 4 I --

l)oit 1 

Unit II 

Unit ill 

Unit IV 

Unit V 

--

lntrooucllon 10 Management: 

Introduction ·to Management -Menning• Definition- Management Function!) 

Roles of Manager- Le·vcls of Management -Managerial Skills - Meaning .. 

Conceptual Skill -Technical Skill - Human Relation Skill. 

Development of Management Thought - Early Classical Approaches - Ne-0 -

Classical Approaches - Modem Approaches. 

Planning and Organizing 

Planning - Meaning of Planning- Types of Plans- Process of Planning -

Making Planning Effective 

Organization-Process of Organizing-Formal and Informal Organization

Organizational structure 

Departmentalion - Authority-Delegation-Decentralization 

Decision Making and Co-ordination 

Mean.ing of Decisions - Types of Decisions -Steps in rational decision 

making-Rationality in decision making - Common Difficulties in Decision 

Making 

Co-ordination - Need for Co-Ordination- Types and Techniques - requisites 

for excellent Co-ordination - Difficulty in Co-ordination. 

Control 

Controlling- Meaning - Importance - Control Process - Types ofConlrol

Budgetary and Non-Budgetary Control Techniques-Need for Control System

Essentials of effective Control System-Problems of effective Control Systen1-

Use of Computers and IT in Management Control. 

Conflict Management 

Conflict Manage1nenl - Levels of Organization Conflict - Stages of Conflict 

- Causes of Inter - Group Conflict - Managen1ent ofContlict 

Organization Change - Neeu for Plnnned Change - Strat~gy fur Planned 

Change - fJrgunizution Dcvclopn1ent. 



Tell Bt1oki t>,l '. 'l'rl()lllhl& P.N. Hodd)', 11t1nalplctl of Mn1111ue111c11lti - 'foUJ Mc, Citnw Hill-New l)clh, 

~ 1hr •~,,fcr,,nl't•: I. L.M. ~'r11s111I, Pdndph.111 & Proctloo of Mnuoscn1c11I, Sullon Chand & Som; • New lk • 

2
· c.n. Ouplo, MtllllllJClllelOI 'rhcory & Practlco - Suflllll (h1tnd & Son-; - New l.klhi 

th1 



-

SEMESTER I 
-

Coren Fundamentals of Haman Resource Manaie-men1 

Codez 19PURCl2 llrt/Week: 6 Hrl/Sem: 90 Cfflliu: 4 
.. 

-

Vision: To provide .o strong grounding in broad based fundamental Human Resource 

n1Dnagement knowledge and skills and to prepare students for meaningful and productive 

career as Human Resource professionals. 

Mission: To develop the analytical skills of the students to think critically so that they align 

the H~I concepts and strategies with the organisation. 

Course outcome: 

co Course Outcome PSOs Cognitive 

No. Upon completion of this course students will be able Addressed Level 

to 

C0-1 Summarize the concepts of Human Resource l Un 
, Management 

C0-2 Interpret the objectives, scope, functions, importance 1 Un 

and evolution ofHRM and personnel Management. 

C0-3 Examine the approach and process of job design, job 1 AD 

analysis, job specification and job description. 

C0-4 Formulate the process of selection, placement. 5 Cr 

C0-5 Explain and analyse the induction programme. 1 An 
-

C0-6 Examine the process of performance appraisal and 1 An 

potential appraisal. 

C0-7 Explain the concept ofQWL and QC. 1 Un 
cos Explain Job satisfijction, morale, industrial peace and I E,, 

harmony. 



SKl\·ll~~rER I ~ ------..--... 
~ -~ - Manaa,mcof 

-- I lln Resource ---r---;;:=,i=~----- -- FuodilmtoCab of I nm_~ -- - 90 Credits: 4 
~u ---r- --A~ k~:~6 ....... Jj_~"_::nl=Sc:=:m:_: ____ ...J_ ______ _____ --- - CIJ, [- 11,.., 1,..ee ~ 
(i~'~ llPllR • __ -~ --· ---

Uailll 

OaitID 

Uait IV 

• Management I t llum■n Rcsourc~ . 
l•trodnct oa O 

• , 
1 

_ Func11ons -
, . . . . Scope _ ObJect ve 

Introduction: Meaning - . Management 
ement - Personne.1 

Human n:-source manag . fHRM - Organisation of HRM. 
• • •1 ities _ Evolution o 

Similarities and Dissimi ar er and HR manager~ 

I mpo.nancc Of 

and HRM , 

.b.lity .. Role of Personnel manag Line and staff responsa 1 • 

Human resource management practices in lndw. 

.Job Analysis and Design . 

d • t10ns Job design: Definition - approaches - job . es1gn op . 

Job analysis: Definition - process - benefits of job analysis 

Job Specification: Definition - Process. 

Job Description: Definition - Content of Job Description. 

Selection, Placement and Induction Process: 

Selection: Definition - Meaning - Selection Process. 

Placement: Definition - Meaning- Placement Process. 

Induction: Definition - Meaning - Objectives - Benefits of Induction 

Programme - Contents of Induction Programme- Phases of Induction 
Programme. 

Performance Management, Quality of Work Life and Quality Circle: 

Perfonnance management: Concept and process - performance appraisal, -
potential appraisal. 

Quality of Work Life (QWL): Meaning - origin - development and 

constituents ofQWL -techniques for improving QWL. 

Quality circles: Concept - structure - Roles and responsibility of various 

elements - Role of management quality circle in India. 

Uoi 

Te 

Be 



u.uv 

T,eit Book: 

Job S.tislaerlon, Mora~ Industrial Peace and flarmo1ty: 

Job So:tisfaction: Definition ,. Determinants of Job Saa.isfaction - Measuring 

Job Satisfa.ction - Improving Job Satisfaction 

Morale: Definitio-n .. Factors B'ffecting morale - I-low to boost morale, 

Industrial Peace and harmony: Definition - Significance - Maintaining good 

human and Industrial Relation. 

S.S. Khanka - Human Resource Management - S. Chand & Company Ltd. New Delhi 

Boob for Reference: 

I. K. As,vathappa .. Human Resource Management - - Tata McGra\v - HUI Publishing 

Company Ltd~ 7 West Patel Nagar, New Delhi - 110008 

2. Stephen Robbins and Decenzo - 1-luman resource management- Prentice Hall of India 

Prh•ate Ltd. New Delhi - 11000 I. 



Con,V 
CRditlt 4 

Co.de: 19PlJRC IS 
the chaH~nges in the contemporary~ 

competent 10 meet t.f 

Vilknti To make the srudcntS fblly . f1JOTC complex due Lo t.echno0~ 

b•. h is t,ecommg 
emerging industrial relations w IC u 

iotcrventklns and globalisation. 

• . . . ledge thal provides a framework to unders~ °' 
Mission: To unpart theoreucaJ knoW . i between various stake holders which WiU 

c:etin industrial relations and the reJatmnsh p . • 
g . "ndustries and organ1sat1ons. 

enable the students to resolve the challenges m 1 · 

Coarse Outcome l 

co Course Outcome 
PSOs CL 

No. On completion of this course students will be able to Addressed 

CO-I To develop an understanding of the interaction pattern among 2 ,1 U1 

labour, management and the State. 

C0-2 To impart basic knowledge of the lndian Industrial Relations 2 ,1 An& [, 

System and its distinctive features 

C0-3 Explain the characteristics and objectives of Industrial 2,3 Un 

Relations. 

C04 Examine the concepts, functions, structures and evaluate the 2 Ap&.-\1 

problems of trade union. 
-

CO-S Explain the importance, types and process of collective 2,3 Re& AJ 

bargaining and discuss the negotiation process during 

collective bargaining. 

c°"' Utilize the concept, forms and levels of WPM and analyse Re&AP 2,3 
the reasons for failure of WPM. 

C0-7 Efficient enough lo handle the grievance measure . 
uo& s according 2,J 

to the changing scenario of social and industrial • 
environment. AP 

C0-8 Slate lhe causes for indiscipline and analyse the code of 
uo & 

discipline in Industry. 2,3 

AP 



SEMESTER I 

Con,V lndu81 riol Relations 

Code: 19P.HRCl5 I Hn/Weck: 4 I Hn/Scm: 60 I Credif·s: 4 

Un.It I 

Unit II 

UNIT Ill 

Unit IV 

UNITY 

Industrinl Relation 

Menning - Introduction - Concept - f mportance of Industrial Relations -

Scope and Aspects of Industrial Relations - Components of Industrial 

Relations - factors affecting Industrial Relations-Perspectives/ Approaches to 

Industrial Relation. 

Trade unions 

Defmition - Features - Functions of Trade unions in India - Principles to 

regulate Trade Union Function-Types and Structure of Trade Unions -

Union Security - Trade union movement in India - Problems of Trade 

Union. 

Collective bargaining: 

Meaning- Features - Importance - Principles - Process - Fo.nns of 

Collective Bargaining - Content and coverage of Collective Bargaining 

Agreement - Collective Bargaining Agreement al different Levels -

Process of Negotiation during Bargaining - Recent Trends in Collect ive 

Bargaining. 

Workers Participation in Management: 

Concept- Need for WPM - Objectives of WPM - Forms of Participation -

Levels of Participation - Forms of Workers Participation in India -

Reasons for failure of WPM in India. 

Grievance and Discipline 

Grievance: Concept - Causes - Pre-requisites of a Grievance Procedure -

Procedure for settlement - Model Grievance Procedure. 

Discipline: Definition- Causes of Indiscipl ine - Objectives o f Discipline -

The Red Hot Stove Rule - Disciplinary Action - Procedure for punishment 

- Types of Punishment - Chief features of the Code of Discipline 

Objectives of the Code or Discipline- Code of Discipline in Industry. 



Trxt Books: 

f. Mamoria. Mo.moria and Gankor- Dynamics of Jndustrial Relations~ Himalaya Publishing 

House. 

2· C.B. Mamoria , Sati.sh Mamoria , P. Subba Rao - Dyna.mies of lndustriaJ Relations. 

HimaJaya Publishing House ,New Delhi, 2007. 

Book for Reference: 

I. Arun Monappa- Industrial Relation, Taia McGraw Hil~ New Delhi 
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SEMESTER IV 

Core XVII                   Human Resource Information System 

Code: 19PHRC42 Hrs/Week: 5 Hrs/Sem:75 Credit: 4 

 

Vision: To inculcate to the students the importance of a robust information collection and 

management system with a view to understand complex human behaviour and stake holder 

interest which impact the organisation and its performance. 

 

Mission: To educate the students about the complexity of data which when analysed 

thoroughly will enable them to understand the driving force behind stake holder behaviour 

with a view to provide solutions for long term sustenance of the organisation.  

 

Course Outcome: 

CO 

No 

Upon completion of this course, students will be able to PSO 

addressed 

CL 

CO-1 describe the role of Human Resource Information Systems in business.  7  Un 

CO-2 understand the concepts of HRIS and evaluate the usage of different 

software packages for HRIS.                                                                                                                                                                                               

7 Un, Ev 

Co-3 effectively utilize database, DBMS and RDBMS to organise, store and 

retrieve data.  

7 Un , Ap 

CO-4 create database using MS – Access. 7  Ap 

CO-5 understand the concepts and methods of HR accounting  7 Un  

CO-6 evaluate the steps in system development, and describe the process of 

system design and implementation.  

7 Un, Ev 

CO-7 discuss the types of IS threats and various kinds of security technology.  

 

7 An 

CO-8 discuss the emerging trends of HRIS and outsourcing of HR 7 An 

 

 

 

 

 

 

 

 



2 

 

SEMESTER IV 

Core XVII               Human Resource Information System 

Code: 19PHRC42 Hrs/Week: 5 Hrs/Sem:75 Credit: 4 
 

  Unit: I Introduction to HRIS 

HRIS – Meaning - Definition –Importance – Data and Information needs 

for HR Manager –Structure of HRIS – HRIS subsystems –  Mechanics of 

Human Resource Information Systems (HRIS) - Software Packages For 

Human Resource Information Systems Including ERP Software Such as 

SAP, Oracle Financials and Ramco Marshall. 
 

Unit: II          Data Base Concepts and Application in HRIS: 

Database Concepts – Data, Information and Knowledge – DBMS Structure 

– Objectives of Database - Advantages and disadvantages of Database – 

Subsystems of DBMS – Functions of DBMS –RDBMS –Entities and 

attributes – tables – Queries- Forms. Data warehousing and Data Mining- 

Applications of DBMS using MS ACCESS – Designing an MS Access 

Data base 
 

Unit: III        HR Accounting 

Meaning - Definition – Concept – Objectives – Methods of HR accounting 

– Measuring Human Resource Strength – Skills Measurement – Matching 

Project requirements. 
 

Unit: IV IS Development, Project Management, System Design and  

   Implementation: 
System Development Life Cycle- System Development Models – Project 

Management: Planning tools – Project Management Framework – System 

Design: Definition- Conceptual design- Detailed system design- 

Implementation: Definition – Process. 
 

Unit: V    Security and privacy in HRIS and Future of HRIS: 

 Principles of Information security – Threats- Issues of Internet Security - IS 

Security Technology - Social and Ethical Issues of IS - Information Security 

management for HRIS – Future of HRIS – Changing world of HR – 

Integration of HR system – Paperless office and outsourcing of HR.

  
 

Text Book: 

1. Micheal J. Kavanagh ,Human Resource Information Systems.New Delhi:Sage 

Publications India Pvt. Ltd, 2015. 

2. Goyal.D.P. Management Information System.NewDelhi:Vikas Publishing House , 

2009. 

 

Books for Reference: 
1. Davis.Management Information System.Chennai: McGraw Hill Education Pvt   

      Ltd,2013. 

2. Jawadekar.Management Information System.New Delhi:Tata Mc Graw Hill , 2009. 

3. James.A.O’Brien.Management Information System.Chennai: McGraw Hill 

Education 

      Pvt Ltd ,2017. 
  









  

SEMESTER IV 

Elective IV A Coaching , Mentoring and Counselling 

Code: 19PHRE42 Hrs/Week: 5 Hrs/Sem:75 Credits: 3 

 
 

Vision: To enable students to gain understanding of coaching, mentoring and counselling and 

adhere to professional values to achieve the desired goals of the organisation. 

 
Mission: To gain expertise in providing quality coaching, mentoring and counselling services to 

employees, to help them find their solutions to problems and develop better ways to manage 

organisational issues. 

 
Course Outcome 

 

CO No. Upon completion of this course students will be able 

to 

PSO 

addressed 

CL 

CO-1 understand the concepts of Coaching, Mentoring and 

Counselling. 

3 Un 

CO-2 understanding and exhibiting skills of coaching 

techniques. 

3 Un 

CO-3 understand the concepts of mentoring and stages of 

mentoring relationship. 

3 Un 

CO-4 explain the counselling types and distinguish between 

individual and group counselling. 

3 Un ,Cr 

CO -5 describe the principles, functions, goals, concept and 

roles of employee counselling. 

3 Un 

CO-6 evaluate the problems faced by employees in 

industries. 

3 Ev 

CO-7 learn about creating a physical environment for 

rapport building. 

3 An 

CO-8 identifying roadblocks 3 Ap 



 
 

SEMESTER IV 

Elective IV A Coaching , Mentoring and Counselling 

Code: 19PHRE42 Hrs/Week: 5 Hrs/Sem:75 Credits: 3 

 

 

Unit I Coaching: 

Coaching –Definition - Meaning – Types – Skills required for  coaching  – 

Coaching techniques – Establishing and managing the relationship – 

Getting to know each other – Getting to know you (Conversation  ladder)–

Circle  of  disclosure -The Zone of discomfort. 

Unit II Mentoring: 

Mentoring – Definition – Meaning – Objectives – Characteristics – 

Importance of mentoring –Roles and Responsibilities of mentor – Skills of 

a mentor – Stages of mentoring relationship. 

Unit III Counselling: 

Counselling – Definition – Meaning – Objectives – Principles – Process- 

Techniques - Different approaches –  Theoretical aspects of  Counselling -  

Types  of counselling – Directive - Non-directive and  Eclectic  

counselling.  Individual and Group Counselling - differences between 

individual and group counselling. 

Unit IV Employee and work place counselling: 

Employee counselling: Definition – Principles – Functions – Goals -  Pre-  

requisites for employee counselling. 

Employee’s problems in industry: Causes - Remedial steps - Deviant 

behaviour among workers – Emotionally disturbed – Psychotic and 

neurotic employees - Chronic absenteeism – Problem of Indiscipline in 

Industry - Readiness for Employee Counselling – Counselling and 

Employees Growth. 

Unit V Rapport and Dealing with Roadblocks: 

Rapport – Creating a physical environment for rapport – Developing 

dialogue - Social – Technical – Tactical – Strategic – Self- insight – 

Behavioural – Change – Integrative. 

Dealing with roadblocks – Identifying road blocks – Deciding what  to  do  

–  Layers of change – Living with road blocks – Using  intuition  to  

identify roadblock –Moving roadblocks. 

 

Text Book: 

1. DavidMegginson and David Clutterbuck.Techniques for 

Coaching and Mentoring.UK: Heinemann Publications,2005. 

Books for Reference: 

1. Kochnar.S.K.Guidance and Counselling.New Delhi: Sterling Publications Pvt. Ltd, 2000. 

2. InduDave. The Basic Essentials of Counselling.New Delhi:Sterling Pvt Ltd, 1988. 

























SEMESTER III 

Self-Study Paper              Personality Development 
Code: 21PHRSS1 Hrs/Week: 0 Hrs/Sem:0 Credits: 2 

 

Vision: 

To enable the students to learn the basic concepts of personality and make them understand the type 

of personality they possess.   

Mission: 

To develop the personality skills of the students. 

Course Outcome: 

CO 

No. 

Course Outcome 

On completion of this course students will be able 

to 

PSOs 

Addressed 

CL 

CO-1 understand the key aspects of communication in 

organisation. 

3 Un 

CO-2 gain knowledge on Interpersonal relationships. 3 Un 

CO-3 examine the concepts of personality. 5 An 

CO-4 understand various factors affecting personality. 3 Un 

CO-5 explain various personality traits. 

  

3 Ev 

CO-6 gain knowledge on five pillars of personality 

development. 

3 Un, Ap 

CO-7 analyse the concept of mind mapping. 5,6 

 

An 

CO-8 identify the various types of personalities in an 

organisation. 

3,6 Ev  

 

Unit I Aspects of communication: 

Effective communication and its key aspects - Body language – Assertiveness - 

problem-solving - Conflict & stress management - decision making skills – 

Motivation – positive and creative thinking – Leadership and qualities of 

successful leader - character building – Teamwork - Lateral thinking - Time 

management - Work ethics - Good manners and etiquettes- Interpersonal 

relationships-Analysis of strengths and weaknesses. 
 



Unit II  Concepts of Personality: 

Personality: perception- personality, Man-personal personality - Personality 

Factors- Factors of association- Personality Relationship at home-friends-

environment educational factor- Situational Factors: Conditional- Genetic- 

compulsory- spiritual-public relations factors. 

 

Unit III Personality Traits: 

Personality Traits-  formation of personality - factors influencing person habits 

of highly effective people and  personality habits- Be proactive -Begin with an 

end in mind -Put first things first -Think win- Seek first to understand then to 

be understood  - Synergize - Sharpen the saw. 

 

Unit IV Pillars of Personality Development: 

Five Pillars of Personality Development - Introspection – Self Assessment – 

Self Appraisal – Self Development Self Introduction. Self Esteem - Positive 

self-esteem and negative self esteem - Do’s and don’ts to develop positive self 

esteem - Term of self-esteem- symptoms- advantages. 

 

Unit V Types of Personality: 

Mind mapping - Competency mapping  and 360 degree assessment and 

development - Types of persons  - Extrovert- Introvert- Ambivert person 

Text Book: 

E.H.Mc Grath, 2005, Basic Managerial Skill for all-Prentice, Delhi, Hall of India Pvt ltd. 

Books for Reference : 

1. Shiv Khera, 2010,You can win, Delhi, McMillan India ltd. 

2. Sri Jin Kaushal, 2014, Business Communication, Delhi, VK Global Publications Pvt. ltd. 

 


