SYLLABI OF COURSES - OFFICERS
Certificate in Business Management

Economic analysis and policy, Financial Reporting and Analysis, Organization Behaviour, Manufacturing & Materials Management, Marketing Management, Legal aspects in Management, Managerial computing, Business research methods, Logistics & Supply Chain Management, Project Management, Strategic Management, Industrial Marketing, Service Marketing, Human Resources Management, Communication & Presentation Skills, Financial Management, Sales and Distribution Management, Operations Management, Retail Management, Managing Conflicts & Negotiations, Entrepreneurship Development and Management Information System.

SECURITY

Corporate and Industrial Security, Safety and Fire Protection Management

Industry and security, Security survey and analysis, Physical security and management, Access control system, Security of information, Electronics in aid of security, Security of personnel, Duty deployment, Fire safety and fire protection, Intelligence, Strikes manifestation, Security of Plants, Offices and Monuments, Examination of scene of crime, Investigation, Medical first aid, Bomb threat situation, Crowd control, Fundamentals of public relations, Communication equipment and its management, Security of bank, Security of hotel, Computer in aid of security, Security of personnel,  Labour laws, Role of private investigation, Establishment of private security agency and its marketing, Procedure and legal requirements for running a security agency. Fire prevention, Fire hazards, Fire fighting techniques and Portable fire extinguisher, Physics and chemistry of combustion., Hydraulics, Portable chemical fire extinguisher, First stage firefighting equipment, Hose and hose fittings, Breathing apparatus, Foam and foam making apparatus, Ladders, Ropes and lines, Water relaying fire prevention, Fire alarm detection systems, communications, Fire insurance, Building construction, Investigation of fire, Arson investigation, Fire safety of hazardous chemicals, Environmental safety (Eco friendly fire fighting system), Preparing for fire emergency, Fire service legislation, leadership and management. Parking and traffic management in Industry, General Management, Organisational Behaviour, Disaster Management and Business, The Payment of wages act, 1936, The Industrial Disputes act, 1947. The Minimum wages act, 1948, The Emloyees, Provident funds and Miscellaneous Provision act, 1952, The Payment of Bonus act, 1965,  The Contact Labour (Regulation and Abolition) act, 1970, The Payment of Gratuity act, 1972, The Equal Remuneration act, 1976, The inter- state migrant (Regulation of employment and conditions of service) act, 1979, Wage structure calculation.
MISCELLANEOUS

Coaching for DGCA CPL/ ATPL Exam

Navigation – Theory and Numericals, Flight Planning, Plotting and planning on Charts,  Essentials of Aviation Metriology, Essentials of Air Regulations, Rules of Air etc,  Theory and Numericals on Radio and Navigation aids, General Instruments, Principles of Flight and General and specific Technical Theories,  

Seafaring

Personal Safety and Social Responsibility, Proficiency in Survival Craft and Rescue Boats, Advance Fire Fighting, Radar Observation Course, Automatic Radar Plotting Aids, Master Revalidation Course, Global Maritime Distress and Safety System , Radar, ARPA and Navigation Simulator Course, Ship Security Officer’s Course

MODULAR MANAGEMENT

Certificate in Supply Chain Management/Logistic Management
Marketing Channels, Types of channel structures, Principles of channel Design, Managing Channel Partners, Conflict Management, Introduction to International Retail formats, Order Processing Systems, Types of Inventory Management, Transport System.

Retail Management

Retail Concepts and Environment. Principles of Retail selling, Effective Stores mangement, Effective inventory planning and control, Retail marketing and brand management, Promotional planning and execution, People management in retail, Supply chain processes and their vital importance to the retail industry, Vendor selection, Development and performance analysis, Consumer behaviour, Customer relationship management, Hiring, Training & retaining manpower in retail business, Principles of visual merchandising and space planning, Retail technologies available and its application.

HRD/Organizational Development and Change Management
 

Basic Concepts of HRM and HRD; Definition Scope and Cost of HRD and Various Phases of HRD,  Introduction & Foundation to field of Organizational Development,  OD Process & Models,  OD Interventions & Specific OD interventions,  Change Management and Resistance to  change,  Power, Politics & OD,  Role of OD Consultant & Change Agent

Project financing and appraisal management

 What is a Project? The Project Life Cycle & its impact of Feasibility, Project Planning Techniques, Project Quality factors, Measurement of Project Performance, Importance of Proper allocation of resources at Corporate Level, at unit Level, Generation of Project ideas, Creativity, Market & Demand Analysis, Target market, Choice of Market Strategy, Projection of Demand using Primary and Secondary Data, using Quantitative Models, Technical Analysis – Selection of Appropriate Technology, Acquisition of Technology, Process of Procurement of material, Choice of Location, Design of Layout for Facilities at Project Site; Financial Analysis – Cost of the Project, Means of Finance, Estimation of working Capital, Profitability Estimations, Balance Sheet Projections, Projection of Sources and Use of Funds;  Environmental Appraisal of Projects – Meaning of Environment & Pollution, Pollution created by different industries, Methods of preventing Pollution, Environmental Regulations, Environmental Impact Assessment for Projects; Social Cost Benefit Analysis – Rational of SCBA, Different Approaches to SCBA, Methods used for SCBA by Financial Institutions, Public Sector Investments; Structuring of the Projects – How Project Structure create Value, Application of Portfolio theories to Capital Budgeting;  Valuation of Projects – By Discounting, Non Discounting Criteria, FCF Approach, ERR Approach; Managing Project Risks – how risk management creates Value in Project Finance, What is Risk, Types of Risk, measurement of Risk, Incorporating Risk into capital Budgeting; Financing the Projects – Syndication, Leverage Leases, Debt Instruments, Equator Principles, Securitizing Project Loans;  Project Reports – Preparation of Detailed Project Reports, making financial Projections – Case Studies;”

Administration of Academic Institutions

Institutional level management, management of education and role of state policies, inventory management & budgeting, maintenance of records & registers, time table management, handling accidental situations, general overview of all national level advisory & regulation bodies, arrangement & organization of co-curricular activities, school function, sports day, annual day, carnivals, fete, seminars, conferences, hobby clubs & academic clubs, management of school auxiliary services, canteen, mess, hostel, transport, security, bookshop, uniform shop, general sanitation & health education.

Entrepreneurship and Small Business Management 
 

An Introductory Framework of The Entrepreneurial Mindset, Creativity & Opportunity Recognition,  The Business Plan,  Entrepreneurial Marketing, Finance & Human Resource Management,  Entrepreneurial Business Model,  Negotiation Skills & Legal Issues for The Entrepreneur,  Managing and Growing The New Venture

Disaster Management

Dimensions of natural and anthropogenic disasters, Principles/ components of disaster management, Organisational structure for disaster management, Disaster management schemes, Flood control, drought management, Cyclones/ avalanches/ mangroves, Land use planning, Inter-linking of rivers, Role of union /states, Role of armed forces/ other agencies in disasters, Important statutes/ legal provisions, IEDs/ bomb threat planning, NBC threat and safety measures, forest, oil fires, Crisis in power sector, Accidents in coal mines, Terrorism and emergency management, Case studies, Field visits, Dissertation, Project work, Operations management (OM) Risk assessment and disaster response, Quantification techniques, NGO management, SWOT analysis based on design & formulation strategies, Insurance and risk management, Role of financial Institutions in mitigation effort and Group dynamics.

Human Resource Development, Labour Laws & Industrial Relations
 

 Human Resource Development : Basic Concepts of HRM and HRD; Definition Scope and Cost of HRD and Various Phases of HRD, Industrial Relations : Definition & Importance of IR; Parties to IR; Industrial harmony and industrial peace; Causes of IR problems; Trade unions and dealing with rivalries in Trade unions; Solutions to IR problems, Labour Legislations PART A : (Industrial Acts) The Factories Act – 1948; The Industrial Disputes Act – 1947; The Trade Union Act – 1926; Labour Legislations PART B :  (Compensation Acts) The Workmen’s Compensation Act – 1923;The Payment of Wages Act – 1936; The Payment of Bonus Act – 1926;  Labour Legislations PART C : (Benefits Acts) The Employee’s State Insurance Act – 1948; The Employee’s Provident Funds and Miscellaneous Provisions Act – 1952; The payment of Gratuity Act – 1972; The Maternity Benefit Act – 1961,  Labour Legislations PART D : (Employment related Acts) The Industrial Employment (Standing Orders) Act – 1946; The Apprentices Act – 1969 and The Employment Exchanges (Compulsory Notification of Vacancies) Act -1959

Independent Directors Course
Corporate form of Organisation – its functions, Characteristics, legal and managerial perspectives, Board of Directors- role and responsibilities, corporate governance- principles and practices, Functions of Audit and other board committees, Financial statements and financial performance (to be covered in depth), Value creation and share value management, Corporate strategies, Capital markets, Stock exchange listing and listing regulations, Governance issue in private and public sectors, Corporate collapse and failures, Enterprise risk management and Corporate Social Responsibility (CSR).

 

 
SYLLABI OF COURSES- PBOR

SECURITY COURSES

Assistant Security Officer Course at Regimental Centres

Historical perspective of security, principles of industrial security, organization of industry, security of personnel, security of materials and information, physical security, problems of industrial security, organisation and duties of an industrial security force, prevention of fire in the industry, planning for security, documentation in industrial security and safety, investigation, industrial unrest, sabotage and bomb threat in the industry, electronics in industrial security, industrial security and law, liaison with civil police, disaster planning and emergency control, industrial security and industrial safety, hotel security, bank security, medical first aid, classes of fire, basic fire prevention and protection, first aid fire fighting equipments, uses and maintenance of extinguishers electronic security and surveillance, electronic access control, electronics monitoring, communication skills, environmental awareness post retirement and preparation of CV’s as per DGR’s format.
Tourism & Hotel Security 

The Elements of Security Officer, Security and Law, Physical security and Perimeter Control, Surveillance systems in Hospitality Industry, Security Procedures covering Hotel, Guests and Hotel Asset Protection, Computer security, Emergency  Management in Hotel Industry, Event Control Management, Practical demonstration at Hotel. Concept of Modern Tourist, Tourist packaging, Venue Selections, Modes of Tourism – Pleasure Tourism, Religious Tourism, Adventure Tourism, National and International Tourism and Circutory Tourist Guiding, Bookings, Hotels, Rail/Roads and Airways and Registration as Tourist Facilitators.

Industrial Security & Safety

Basics of Security & Law;  Physical Security and Access Control, .Material accounting and inventory controls, Identifying threats and preparation of security plans, Patrolling and Search, Parking Management and Traffic Control; Essential labour, industrial, and criminal statutes, Risk Assessment and Business Continuity; Disaster Recovery Plans, Emergency situations and responses thereupon,  Addressing a threat of Bomb/ IED plants, Executive Protection, addressing kidnapping, Relevant industrial, labour and criminal laws, Monitoring Entry and Exit of personnel, Checking of goods/ stores moving out or being brought into the premises, Private/ Industrial Security Services,  Material & Physical Security; Access Control, Supervision of Security Personal, Electronic Security, Reports & Returns, Site Instructions, Personality & Behaviour; Intelligence, Damage Control, Labour Laws.  Fundamentals of Industrial Safety, Accident Theory, Consequences Resulting from Accidents, Accident Investigation and Accidents Prevention, Safety Officer and his Duties, Job Safety analysis, Work Permit system, Manual Handling,. Confined space, Ergonomics, Industrial Heat, Light and Ventilation, Emergency Planning; Product liability, Accident Investigation and Accidents Prevention,. Safety Audit, Personal  Protective Equipment, Industrial Heat, Light and Ventilation, Industrial Heat, Light and Ventilation, Health Safety In Work Place, Fault Tree Analysis,. Lifting Processors, LO&TO Processors, Slips and Trips Part 1&2, Role of Government, Violence at Work Place,  Role of Management and  Industrial Acts.                                                          

FIRE AND SAFETY

Fire and Industrial Safety Management

Fire prevention, fire hazards, fire fighting techniques and portable fire Extinguishers. Physics and chemistry of combustion, hydraulics portable chemical fire extinguishers, first stage fire fighting equipment, fire pumps, hose and hose fittings, breathing apparatus, foam and foam making apparatus, ladders, ropes and lines, standard test for fire service equipment, water relaying fire prevention, chemical fires, practical fire fighting, ammunition and explosives, salvage, small gears and miscellaneous equipment, means of escape, electricity, gas and dust explosion, building construction investigation of fire, arson investigation, resuscitation (Medical first aid) in the industry, automatic fire detection cum control, high rise buildings and means of escape. Electrical fires, their causes and suitable fire fighting systems for them. Fire safety of hazardous chemicals, nuclear fire safety, environmental safety (Eco friendly fire fighting system), preparing for fire emergency, fire service legislations,  leadership and management.

Practical

Demonstration and operation of fire extinguishers,  General maintenance, procedure and standard tests, Standard hose drill, practice of cleaning, drying repairing and testing under varying pressure, details of hose tower and its requirements, standard ladder drills, demonstration and practice of rescue using extension ladders, their care, maintenance and tests. Standard pump drills, operation of pumps, testing care maintenance and standard test. Practice of all movements of squad drills, work of command and instructional practice of all movements. Knots and lines.

Sub Fire Officer

Fire prevention, fire hazards, fire fighting techniques and portable fire extinguishers, physics and chemistry of combustion, hydraulics, portable chemical fire extinguishers, first stage fire fighting equipment, fire pumps, hose and hose fittings, breathing apparatus, foam and foam making apparatus, ladders, ropes and lines, standard test for fire service equipment, water relaying, fire prevention, chemical fires, practical fire fighting, ammunition and explosives, salvage, small gears and miscellaneous equipment, means of escape, electricity, gas and dust explosion, building construction, investigation of fire, arson investigation, resuscitation (medical first aid) in the industry, automatic fire detection cum control, high rise building and means of escapes,  electrical fire, their causes and suitable fire fighting.

Advance Diploma in Fire and Industrial Safety

Physics and chemistry of combustion, classification of fire and extinguishing media, portable fire existinguishers, foam and foam making eqpt, breathing apparatus, fire protective clothing, ladder, ropes and lines, bends and hitches, small gears. Pumps and primers, water tender and special appliances, water relay system, hydraulic, automobile basics. Importance of industrial safety, causes of accidents & their preventive measures, safety policy, safety and loss control, work permit system, fire prevention and industrial safety. Fire alarm systems, detection and communication, fixed fire fighting systems. Fire station and organization, duties of fire station staff, paramedics and first aid.
AIRLINE SERVICES

Cargo & Inventory Management

Introduction to  Cargo Industry, Glossary of Terms, Other special cargo, Handling of Damaged Cargo, Load Priority, Re routing of Cargo,  Claims for Lost/ damaged cargo, security instructions for cargo, Documentation, Visit to a cargo handling site/Courier/ Warehouse/ Transportation Security & Effective Role of Exservicemen in their Security Departments.

Introductory Concepts and Definition of Inventor5y Management, Functions and Types of  Inventories, Classification of Inventory,  Accounting Categories of  Inventories, Functions of Inventory Control, Elements of Inventory Costs, Independent Demand Inventory Models, Single Period Inventory Problems, Inventory Records, Selective Inventory Control,  Uses of Ratios for Inventory Control, Importance of Inventory Control, Advantages of Inventory Control and Scope,  Annexures to Inventory Control, Achieving Good Inventory Control and Inventory Management in India

Airline Services

Importance of Aviation Security, Threat to Civil Aviation, Introduction to Flight handling, Anti Hijack and Anti sabotage Acts, Management structures of an Airline,  Methods of Detection of Terrorist Devices, Baggage identification and reconciliation system, Bomb threat procedure, Role of Bomb Detection and Disposal Squad, Dealing with unruly passengers, Catering Security and duties of Security staff at various points.

Airline Cargo and Courier Management

Introduction, glossary of terms, preparation of airway bills, acceptance, transportation and despatch of cargo, delivery of cargo, carriage of domestic and international cargo, stores consignment note, codification of cargo rates, domestic rates,  service and related charges, carriage of dangerous goods, line animals, perishable items like flowers, vegetables, valuable cargo and its storage , human remains, other special cargo, claims for lost/damaged cargo, security instruction for cargo, documentation, visit to a cargo handling site test and feed back.
COMPUTER AND IT

DOEACC ‘O’ LEVEL

IT Tools and Business System, Internet Technology and Web Design, Programming and Problem Solving through ‘C’ Language,  Application of .NET Technology, Introduction to Multimedia, Introduction to ICT Resources, PR Practical.
MCP-Two Modules (Server and Client)
MSCE Module (Server side) on networking systems: Managing and Maintaining a Windows Server 2003 Environment(Exam 70-290) Managing and Maintaining Physical and Logical Devices, Managing Users, Computers, and Groups, Managing and Maintaining Access to Resources, Managing and Maintaining a Server Environment, Managing and Implementing Disaster Recovery, MSCE Module (Client side)  : Deploying Windows 7, Configuring Hardware and Applications, Configuring Network Connectivity, Configuring Access to Resources, Configuring Mobile Computing, Monitoring and Maintaining Systems that Run Windows 7, Configuring Backup and Recovery Options

Book Keeping & Accountancy Using Tally/Computerised Accounting

Accounting - meaning, objectives and basic terms, theory base of accounting, origin and recording of transaction, trial balance and errors, financial statements, trading account, profit and loss account and balance sheet, depreciation, reserves and provisions, bills of exchange, accounts of non-profit organizations, accounts from incomplete records, computer awareness, introduction to computers, meaning and features, fundamental of computers, operating system, role of computer in accounting, flow-chart, types of process in relation to accounting system such as spread sheet, database and work processor, accounting package tally- use and practice.

Laptop PC, Computer Hardware Maint, Repairs and Networking

Basic electronics, computer fundamentals, input and output devices, memories, processors, microprocessors, various types of motherboards, key boards, display cards, agp cards, sound cards, modems, network cards, TV tuner cards, webcam, usb devices, floppy drives, CD-ROMs, DVD ROMs, CD Writers, DVD writers, assembling and re-assembling all cards. Hard disk drives ,hard drive partitions, installation and introduction of operating systems, installation of various device drivers, installation of software, introduction to internet and e-mail, introduction to LAN fault finding techniques and repairing, introduction to concept and working of viruses, ad  wares and spy wares-their prevention and removal, switch mode power supply and repairing, upgrading computers, Networking architecture, connectivity media-cabling, osi model, LAN protocols, connectivity devices and wan protocols.

CHM ’O’ Level

Electronics Component and PC Hardware (CHM-O1) -Introduction to Computer, Electronic Component: Active and Passive Component, Circuit Analysis, Connectors, Relays, Switches and Panel Components, Digital and Integrated Circuits, Semiconductor Memories,Power Supplies, Tools and Aids for Maintenance, Types of PCB’s and Soldering techniques., Do’s and Don’ts of PC Maintenance. PC Architecture (CHM-O2) -Introduction to Microprocessor/ Microcomputers, Pentium class of processors, PC/AT Motherboards, Buses & Ports, Display Cards & Monitors, Drive Systems, Introduction to Preventive & Breakdown Maintenance. Compute Peripherals and Networking (CHM-O3) - Scanners and Video cam, Printers, Plotters and their Troubleshooting, Multimedia and other Components, Networking, Introduction to NAS & SAN, Transmission media & networking connectivity hardware, CAT 5 & 6 structured cabling, crimping,  General troubleshooting & maintenance.  System Software, Diagnostic & Debugging Tools (CHM-O4) - Basics of Operating Systems, Installation and Administration of WINDOWS 2003 and Linux, Taking Care of System Health & Debugging, Back, Installation in a Client Server Model, Introduction to Internet, Connectivity and Peripheral Configuration, Various Antivirus Software and their Installation. Introduction to scripting language like ASP, JSP, PERL etc. - Personality Development and Communication Skills(CHM - O5), Communication Skills, Public Speaking, Time Management, Stress Management, Interview Skills, Customer Focus.
Desk Top Publishing

Introduction to computers, Windows, Adobe Page Maker, Corel Draw and Adobe Photoshop.

Financial Accountacy using Tally ERP

Manual Accounting Background,  How to start Tally,  Inventory in Tally, Advanced accounting and inventory,  Cost center & budgets, Deletion of vouchers, Masters & Company, New features in Tally 9.2 – VAT.
Networking & Managing Routers & Switches 

Advance Networking (N+): Networking Fundamentals; Transmission Media; Transmission Media Connections; Networking Models & Protocols; Networking Management System; Planning Network Installation; Installing the Network; Network security & Backup Systems; Troubleshooting Network Problems. CCNA : Basics of Networking & Design of simple networks; Describe network communications using layered models; Understainding protocols with layered approach; understanding TCP/IP and UDP; IP addressing and subnetting; VLSM, FLSMCIDR and summarisation;Perform an initial configuration on a router; How to configure Cicso routers; Evaluate the characteristics of routing protocols & routed protocols; Advanced implentation of routing protocols; Configure routing protocols giv en user requirement; Develop an access list to meet user specifications; Describer the Spanning Tree process; Evaluate key characteristics of WANs; IOS Back up & Passwork breaking technique of routers & switches; Identify Security threats to a network and describe general methods to mitigate those threats; Project report and Seminar report submission

Web Designing:

Images and the Web, HTML Text Formating, Adding links with HTML, HTML Tables, HTML Forms, MTNL Frames, Interactive tools, Internet Security Management concepts.

Printing Technology
Brief history, origin and development of printing including modern trends. Printing Processes – their characteristic and applications identifyng features. Various kinds of printed products and their format such as : Book work, Job work, Business stationery, News papers, package Materails, Publicity Materials etc. Letter Press printing – types and functions of machines in general use. Basic methods of imparting impressions. Offset Printing – outline of Auto Lithography Reporduction Photo Lithotraphy reproduction principles and techiques of Offset printing.

CERTIFICATE COURSE IN MANAGEMENT

Business Management

Economic analysis and policy, Financial Reporting and Analysis, Organisational Behaviour, Manufacturing & Materials Management, Marketing Management, Legal aspects in Management, Managerial computing, Business Reearch Methods, Logistics & Supply Chain Management, Project Management, Strategic Management, Industrial Marketing, Service Marketing, Human Resources Management, Communication & Presentation Skills, Financial Management, Sales and Distribution Management, Operations Management, Retail Management, Managing conflicts & negotiations, Entrepreneurship Development and Management Information System.

Supply Chain Management

Marketing channels, types of channel structures, principles of channel design, managing channel partners, conflict management, introduction to international retail formats, order processing systems, types of inventory management and transport system.

Logistic and Shipping

English and business communication, customs, warehousing and inventory management, fundamentals  of logistics,  introduction to shipping,  international business management, shipping business, port agency, linear trade, dry cargo chattering, transportation and distribution management, freight forwarding, stevedoring and port ops.

Retail Management

Retail concepts and environment, principles of retail selling, in-store customer service and after sales service, basic principles of retail marketing, store operations, management and supervisory skills, essentials of store display, introduction to sourcing and purchasing, stores and inventory management, retail technologies (store level), case studies in retail management - international and domestic, soft-skills attitude, interpersonal skills, communication and interview skills.

Marketing & Sales Management

Marketing – An overview, evolution of marketing and approaches to its study, marketing concepts, the marketing system, marketing processes and extra micro-environmental factors, marketing management, marketing organizational structure, market analysis, consumer demand and segmentation, consumer behaviour and buying motives, consumer decision making, product planning and development, product related strategies, pricing policies and strategies, marketing research, physical distribution, marketing channels,  distribution channel system and wholesaling,  marketing. Channels – Retailing, promotion of marketing, communication process, advertising management of sales force/personal selling, sales policies, business ethics and mart organization. Discount and prices, distribution and relation with other distributors, publicity, attitude towards customers and consumers, attitude towards competitors, attitude towards employees of the business, how retailers should be helped to resell, window displays and window dressing and principles of window display.

Facilities Management

Gain an insight into Facilities Management and understand Global trends; Recognize and respond to the significance of context, organisation setting, people, process and time for facilities management; Optimize & advance Corporate Social Responsibility (CSR); critically evaluate leadership & process in Facilities Management.

Corporate Office Management

PC Fundamentals, Windows vista, Windows XP, Windows 2003, MS Word, MS Excel, MS Power Point, MS Outlook, Internet and emails,  Multimedia, financial accounting with tally, communication skills, interview skills, presentation skills and official correspondences.

Entrepreneurship and Small Business Management

An introductory frame work, establishing a small enterprise, forms of ownership, financing small businesses, lease financing and hire purchase, working capital management, purchasing and inventory management, production and operation management, issues in small business marketing, small entrepreneur in international business, profit planning and budgeting, accounting for small business, growth strategies for small business, office organization for small business, sickness in small scale industries, institutional assistance to small scale industries policy support to small scale industries, business ethics and MRTP Act.

Rural Entrepreneurship

Scope and subject matter of Rural Entrepreneurship, Rural Entrepreneur, Entrepreneurship & Enterprise, Women Entrepreneurship & Rural India, Factors affecting Entrepreneurial Growth, Entrepreneurial Motivation, Entrepreneurial Comptencies, Rural Entrepreneurship Development Programmes (EDPs), Project Identification and Selection, Project Formulation and Appraisal (Preparation of Business Plan), Financing of Enterprise, Fundamentals of Management of Enterprise, Government Policy and Environment for Rural Entrepreneurship.

Stores and Warehouse Management

Functions, stores organization, stores location and layout, material identification systems, receipt and inspection, stores systems, preservation of stores, issue of stores, stores accounting and verification, inventory control, warehouse location and layout, facilities planning, stores house organization, warehouse security and safety management.

Industrial Cooperative Management :

Organisational structure & business; Financial & Cost Accounting; Communication & Organisational behavious; Marketing Management; Financial Analysis; Project, Production & Inventory Management; Computer & Information system.

VOCATIONAL AND TECHNICAL

JCB Operator

Introduction to heavy earth moving equipment like JCB etc., their operations and an insight into their working and proper mode of operations.

AC & Refrigeration

Trade theory, workshop science and calculation, workshop technology, commercial air-conditioning system, domestic air-conditioning system, domestic refrigeration systems, frost-free refrigeration systems, split air-conditioning system, foremanship etc/.

Advance Welding Course

Safety in oxy-acetylene welding and cutting,  gas and arc welding,  different processes of metal joint, oxy-acetylene welding and cutting, common gases used for welding, types of welding joints, regulators and welding blow pipes, different arc welding processes, polarity and itsimportance in welding positions, electrodes, cast iron its properties and welding, copper -its properties and welding., Inspection and testing of welds ,etcintroduction to advance welding methods etc
Service & Repair of Automobiles

Machine drawing/isometric views/use of fasteners/locking devices; Induction & safety training; Identification of major assys; General theory of auto engine; Petrol engine & its fuel system; Diesel engine & its fuel system; CNG & LPG engine, Cooling system, Lubrication system, Transmission system, Steering System, Suspension system, Brake system, electric/ac system; trouble shooting/defect rectification, computer application.etc
Bakery and Confectionery

Ingredients,classification-perishables, Non-perishables, semi-perishables, Market survey of equipment and equipments selection, storage (Hygiene), use of equipment, preparation of Biscuits, Cakes, Icing, Pastry, Danish Pastry, Breads and Basic Procedure etc..

Electrical Technician

Emf ohm equation, law, transformer construction and testing, cable and wires, overload line and line losses, circuit breakers and protective devices, lead acid battery, electricity in mines, motors and starters, electronics fundamentals, principles of radio power electronics, television working principle, common tools, magnetism, generation of electricity, motors, transformers, domestic appliances, wiring material, Table lamps , fans, mathematics, metal and alloys, engineering drawing, electrical symbols, circuit diagrams, Indian electricity rules etc.

Electronics Technician

Electricity, Meyers, voltage sources, transformers, capacitors, semi-conductors, transistor, transmission, television, digital electronics computer etc.

Repair & Maintenance of Electrical Home Appliances

Basic Electricity- Resistance, voltage, current, ohms law, series circuit, parallel circuit, power, energy, magnetism, alternating current (AC), inductance capacitance, transformer, diode, transistor, relays. Principles of alternators/inverters- Electromagnetism, armature, field, types of windings, repair of inverter Electrical appliance repair and maintenance- Repair of heaters, oven, automatic press, mixer, washing machine, toaster, their maintenance and testing.

Repair & Maintenance of TV, Colour TV, CD/DVD Players

Introduction to the field of electronics, electronics and laws, sources of power, resistance, generation of AC, laws of electromagnet, capacitors, combination of coils and capacitors, semiconductor, simplifiers, oscillators, modulation, block diagram of radio transmitter, block diagram of a radio receiver, super heterodyne radio receiver, tape recording, introduction and history of television receiver, c.r.t. functions, faults, symptoms and checking of serviceability of c.r.t. types of deflection, how picture in converted into signal functions of different sections/blocks, television controls, their physical and electrical functions, fault finding with the help of block diagram, power supply circuit diagram explanation, symptoms and faults remedial action, common section, circuit explanation, faults symptoms and remedy, sound section, circuit explanation, video section, frame section, line section, overall receiver explanation, colour transmission, colour picture tube, luminance/chrominance signal, electronic r.f. tunner, v.i.f, s.i.f, saw filters, ceramic filters, circuits, audio output circuit.

Mobile Communication and Infrastructures
Fundamentals of telecommunication, transmission lines used in telecommunication; signalling used in telecommunication, Pulse code modulation and its format, optical fibre communication, types of OFC and its use, antenna systemk modulation and diversity techniques, concept of Microwave communication, indoor and outdoor units of microwave communication earthing and elecrical system at BTS site, introduction and architecture of GSM system, concept of drive test, introduction of CDMA and 3G mobile communication, test equipment used and their safety precaution, practical training on multimeter and site master, how to measure VSWR of feeder with site master and power meter and power sneser.

Mobile Servicing & Repairs

Basic electronics components, resistors, their colour codes, capacitors, their colour codes and faults, inductors and transformers, colour codes of inductors, semi-conductors, surface mounted devices, introduction to telephone, telephone system, local exchange, initiating a call, calling a number, making connection, answering a call conversation, ending a call, hook switches, transmitter, receiver, ringer introduction to wireless phone system, cordless telephone(base unit, portable unit), mobile telephone, cellular mobile telephone service, paging system, future of the mobile telephone, WAP (wireless application protocol), GPRS (General Packet Radio Service), EDGE (Enhanced Data rates for global evolution), eG (#rd generation), Bluetooth.

Aircraft  Maintenance Engineering (DGCA Exam)
Aircraft rules and regulations, engineering and maintenance practices, metallurgy, electrical and radio instruments, aircraft engine, material, aero dynamics, structure, inspection, piston, engine and communication system.  Basic Principles of Flight, Theory & Practical of Aero Engines, Airframe, Instrumentation, Radio and Navigation Aids, Communication Theory, General Servicing Schedules of Aircrafts, 
HOSPITALITY AND TOURISM

Tourism and Travel Agency Management

Introduction and importance of tourism, geographical knowledge and map reading pertaining to tourism within India and abroad, Acquaintance with history and places of importance on the tourism map, Procedure for establishing a tourism agency and knowledge of policies of tourism development at national and international level. Passport, visa, ticketing, customs, forex regulations, banking and credit cards, legal and documentation procedure at airport, seaport, and inter state borders, execution of short and long circular tours in and out of India. Individual/group travels, reservation and accommodation in India and abroad. Conditions of carriage, reservation system and control procedure, air imp, ticketing format study, through documentation procedure, fares and fare construction, re-routing and re-ticketing, other transportation documents, MCO (Miscellaneous Charge Order), EBT (Excess Baggage Ticket), cancellation and refunds, general tariff.

Front Office/ Back End Operations Management

Introduction of Tourism, Hospitality & Hotel industry, classification of hotels; types of rooms; organisation, tariff structure, guest cycle, reservations, room selling techniques, arrival procedures, bell desk functions, activities during the stay; front office coordination with other departments of hotel.

Security and Loss Prevention

Security and the Lodging Industry; Security Equyipment; Security Prodcdures covering guest concerns; Departmental Responsibilities in guest and asset protection; the Protection funds; Emergency Management; Risk Management and Insurance.

Bar & Restaurant Supervisor

History of catering, Food and Beverage outlets, Restaurant/Bar org, Staff behaviour and standards, Laying of dinner/bar table. Food/Bar menu card. Food/baverage order taking and serving, Knowledge on different types of food/alcoholic beverages served in Star Hotels. Mixing of different cocktails and mocktails, billing. Elementary knowledge on production and distillation of various alcohol drinks.Knowledge of cigar and service qualities of supervisor and tacktics of staff management. Inventory control, accounting and billing.

Housing Keeping

Upkeep and maintenance of living accommodation, beds, public area, public convenience, carpets, linen, upholstery, furniture decorative and art material and flooring surfaces, banquet area, health training centres and swimming pools in hospitality and service industry, environment, manpower planning, safety and security, documentation and inventory planning.

Food & Baverage Services

Safe, Hygiene and Security at work, Personal skills, Menu knowledge, General billing procedures, Pre-srvice procedures, Provide table & Baverage service, Introduction to fast food service.

AGRI BASED COURSES

Dairy Farming

This course has been split up into two parts, namely specialized course in dairy farming and specialized course on dairy products manufacture, the first part of the course of 6 days duration is designed for such personnel who have rural background. Training is imparted in basic technology, management criteria, , scientific advances and the mechanics of planned dairy farm with viable returns. Theoretical studies are given to the participant, inland cultivation, harvesting and conservation techniques and the maintenance of the breeding techniques and the maintenance of the breeding efficiency for economic producti9on viability this portion also includes practical study of advanced dairy farming practices under practical field conditions. The second portions of the course lasting for 19 days are designed for such personnel who  are desirous of setting themselves in urban locations after retirement. The programme is designed to equip the participants with adequate understanding of the technology and skill required for handling of raw milk and the processing and safe for frozen products like flavored and sterlised milk and paneer. The theoretical and practical lectures are conducted on milk collection and testing, milk processing, products manufacture etc.

Mushroom/ Medicinal Plants Production

The course covers all aspects of mushroom family and growing flowers with the best scientific techniques available so as to maximise commercial production.

Poultry Management

Practical training in all aspects of poultry farming such as hatching, disease control, the syllabus covers breeding, feeding, Poultry management and disease control.

Food Processing & Preservation

Overview of the recent trends in the Food Processing and Preservation industry in India and internationally. Uderstanding techologies and scientific breathroughs of the industry. Practical learning and experience of different roles and areas in the sector. Learning from industry experts. Basic computer operations – MS office, internet etc.

MEDICAL AND HEALTHCARE

Diploma in Public Health & Sanitation

Public Health administration and National health programmes etc epidemiology, communicable diseases, environmental sanitation and demography and bio-statistics etc; behavioural science foundation for health education, health education, mass media and communication official communications and community org; First-aid to the injured, home nursing and elementary anatomy and physiology, the prevention of food adulteration act, the med act, personal hygiene, elementary physics, chemistry and mathematics (as related to public health) etc. ESD norms, assembling and disassembling of a PC, Booting fundamentals including dual booting, installation of different device drivers, configuring of a server, different hardware problems and their trouble shooting, installation of different operating system and their overview, trouble shooting of operating system and networking connection, basic networking and cabling method for home and office PC, installation and configuration of network devices and modems, installing and configuring Microsoft windows server 2000. Installation and configuration of projector, quality checking process and report of desktop PC.

Opertation Theatre Assistant

Managing the patients in and out of operation theatre, all the surgical instruments, their sterilization, arrangements of operation theater table, dressing table, anesthesia table, looking after the drugs required for surgery, anesthetic gases, drapes and all the lines and their sterlisation.

X-Ray and ECG Technician

Anatomy physiology and related pathology, general physics and radiation physics, dark room techniques, radiography, radiography (special investigation) and radiotherapy, electrocardiography.

Health Sanitary Inspector

First Aid Training, Home Nursing and elementary anatomy and physiology, Food and Nutrition, Prevention of food adulteration, Environment Sanitation and Sanitory engineering, Sewage waster disposal & treatment systems, night soil disposal system, Communicable and Non communicable diseases (prevention and control), community health science, Public Health accounts, National Health programmes and their importance, health and death statistic, visit, project work, computer fundamental, MS-Office, Hardware introduction and normal fault findings.

Medical Laboratory Technician

Cell structure and organelles, body fluid, composition of blood, plasma and their function, formation and function of rbc, wbc and platelets.  Bloods groups and their significance, blood transfusion, homoglogin and esr, function of spleen, cardiovascular system, respiratory system, digestive system, enocrines, reproductive system, excretory system, neuro muscular, muscle and nerve. Bio Chemistry – outline of carbohydrates, lipids, protein and nucleic acids with their metabolism, enzymes and vitamins, hormones, water, electrolyte and acid base balance, blood and csf, procedure used in bio chemistry.

MISCELLANEOUS

Driving and Maintenance of Light/Heavy/Specialist Vehicle

Introduction to driving differences between light vehicles and heavy vehicles, How to drive, traffic education Rules of traffic, attitudinal training on simulator, basic working principles of vehicles, basic maintenance of the vehicle, tips on fuel efficiency, emergency intonations managing breakdowns avoiding, accidents and providing first aid to the injured.

Library & Information Science

Library Classification, Library Cataloguing, Computer practical.

Legal Assistants course

Indian legal system. Different types of couts and tribunals. Outline of civil & ciriminal procuedues, interaction with clients, stamp duty, court fee, preparation & filling of plaints and documents, receipt of orders and judgements, notary public, registration of documents etc.

Seafaring

Personal survival techniques, personal safety and social responsibility, fire prevention and fire fighting, medical first aid, oil tanker familiarization.

*Note : The syllabi is only indicative.
