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TRAINING AND PLACEMENT CELL 

SCHEDULE OF PROFILE VISIBILITY WORKSHOP 

 

Date: 05-02-2024                   Venue: Swami Bodhananda Hall                           Time: 10AM- 4PM

  

TIME  TOPICS 

COVERED 

NARRATION  

10:00 AM 
Resume 

Building 

The presentation covers essential resume-building 

topics including contact information, professional 

summary, work experience, education, skills, 

certifications, projects, volunteer experience, 

awards, references, formatting, tailoring, 

proofreading, and creating digital/print versions, 

concluding with practical review and Q&A 

sessions. 

11:30 AM Cover letter 

To prepare a cover letter for a particular job, 

include your contact information and the 

employer's details, greet the hiring manager by 

name, introduce yourself and the position you're 

applying for, highlight your relevant experience 

and skills with specific examples, demonstrate your 

knowledge of the company and why you're a good 

fit, and close by reiterating your enthusiasm, 

mentioning your attached resume, and expressing 

your desire for an interview. 

01:30 PM 
Interview 

preparation 

To prepare for a specific job interview, research the 

company and role thoroughly, practice common 

interview questions, tailor your answers to 

highlight relevant experience, prepare questions to 

ask the interviewer, dress professionally, and make 

sure to follow up with a thank-you note afterwards. 

03:00 PM 
Group 

Discussion 

To excel in a group discussion, actively listen to 

others, contribute thoughtfully, respect differing 

opinions, maintain eye contact, speak clearly and 

confidently, and strive to build upon others' ideas 

while also expressing your own viewpoints 

succinctly. 
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