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Unit Description in detail Weightage (%) 

1 Writing Skills: 
Report writing for public Communication, Research & Research related 
communication 
Preparing Agenda and Writing minutes for meetings 
Making notes & Communication in Educational Organizations 

34 % 

2 Career Skills: 
Applying for Job 
Cover Letters 
Resume and Effective Profiling 
Interviews and Group Discussion 

33 % 

3 Soft Skills: 
Interpersonal skills 
Problem solving 
Reflective thinking 
Negotiation skills 

33 % 
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